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Director’s Note

The staff at UCS is pleased to provide you with our 

2012-2014 Career Guide. It is designed to assist you with 

information and resources to support your continuing 

career success. Whether a first year student on campus, 

a student preparing for an internship/job search, or an 

experienced alumnus, you will find useful approaches for 

your career “next steps.” We strive to provide the highest 

quality services to students, alumni and employers—in 

collaboration with our academic and campus partners.

	 The Career Guide serves as a supplement to services 

and programs offered by UCS and we invite you to also 

to check out our most current offerings on our website, 

www.northwestern.edu/careers. To help personalize your 

career preparation and life long career management, 

come by and meet our staff!

	 Lonnie Dunlap, Ph.D.

	 Executive Director, UCS 

northwestern

university career services

It has been a privilege to serve as the Chair of the Career Guide Committee this year. My dedicated 

committee members—Jeremy Hopkins, Laura Myers, and Cindy Graham provided invaluable 

contributions and unyielding support. I am so appreciative for the countless hours spent complet-

ing the writing, designing, and revising tasks necessary to create a high quality publication.  

	 I am also grateful to staff members outside of the committee who provided additional 

assistance. Lonnie Dunlap, Kamilah McCoy, Kelli Conkey, Betsy Gill, Mary Lou Taylor, and Rachel 

Taylor all served as essential contributors. Kelli Conkey worked relentlessly to create a cover that is 

both beautiful and meaningful. Our designer, Sally Bernard, provided the creative eye and design 

expertise necessary to create an expansive yet cohesive publication.

	 Finally, I’d like to thank the entire staff of UCS for helping us to ensure the guide is fresh and 

current.  It is our hope that the Career Guide will serve as an important tool in your career-related 

pursuits, and we wish you the best in your endeavors.    

Christina Siders, Chair

2012-2014 Career Guide Committee
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“intelligence plus character—

	 that is the goal of true education.”

Martin Luther King, Jr.



Staff
Administration 
Executive Director  Lonnie Dunlap, Ph.D. 
Department Assistant  Brenda White 
Program Assistant  Kimberle Corbin 
Program Assistant  Kelli Conkey 
 

Career Counseling/graduate Professional School Advising 
Associate Director For Career Development  Tracie Thomas, M.A., M.S. 
Senior Career Counselor, Associate Training Director  Christina Siders, M.A., LCpc 
Career Counselor  Colleen Monks, M.Ed. 
 

Internships, Summer & Part-time Job Search 
Assistant Director, Internship Services  Betsy Gill, M.a. 
Internship Specialist  Laura Myers, M.a., Lpc 
Internship Specialist, SIGP Coordinator  Nancy Bennett, M.a., M.b.a. 
 

Employment Upon Graduation 
Associate Director For Employment Specialists, Government, Non-profit, & Education
	 Brett Boettcher, Ed.D. 
Senior Assistant Director, Communications, Media & Creative Arts, Training Director
	 Jeff Jenkins, M.s., Lcpc 
Assistant Director, Business and Marketing  Search in Progress 
Assistant Director, Engineering, Science & Entreprenuership  Laurence Jackson, M.a. 
Assistant Director, Liberal Arts, Diversity Outreach  Jose Santos, M.a.  
 

Kellogg Certificate Program 
Assistant Director  Rachel Taylor, M.a., Lpc 
 

Graduate Student Career Services 
Associate Director  Kamilah McCoy, M.a. 
 

Alumni Career Services 
Senior Assistant Director  Cynthia Graham, M.a. 
 

File Services 
Program Assistant, Coordinator  Jeremy Hopkins 
 

Employer Relations 
Associate Director, Employment Services
	D ianne Siekmann 
Employer Relations Specialist
	 Meredith Baskies 
Program Assistant, Recruiting Coordinator
	 Antoinette Wilkes 
Program Assistant, Special Events Coordinator
	 Jackie Williams

Staff, services, & programs

University Career Services (UCS) 
provides comprehensive and 

centralized services to Northwestern 

undergraduate students, graduate 

students, and alumni. We offer an 

array of services and programs 

to assist with your career-related 

needs.

	 The UCS staff is committed to 

providing a safe and inclusive envi-

ronment for students and alumni. 

We believe that diversity strengthens 

the Northwestern University com-

munity, broadens our perspectives, 

and helps us grow as individuals. 

	 We support diversity in all forms 

and promote equitable access to 

our programs and services. This 

publication is available in alterna-

tive formats upon request, by 

contacting us at (847) 491-3700.
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WALK-IN ADVISEMENT 

UCS offers walk-in services that 
provide career-related assistance 
to answer quick questions on a 
drop-in basis. A typical walk-in lasts 
5–15 minutes. The UCS practitioner 
will inquire about your current 
needs, explain relevant services, 
recommend resources, and refer 
you as needed. 
 
INDIVIDUAL COUNSELING  
APPOINTMENTS 

UCS has experienced staff 
members with whom you can 
discuss your specific questions and 
concerns. Sessions are confidential 
and there is no limit to the number 
of individual appointments you 
can attend. A UCS practitioner may 
refer you to other staff members 
based on your unique needs. 
 
CAREER ASSESSMENTS 

UCS offers career assessments 
that can help you identify and 
organize your interests, values, 
and skills. A Career Counselor will 
evaluate which assessments are 
appropriate for you. 
 
GRADUATE/PROFESSIONAL 
SCHOOL ADVISEMENT 

UCS Career Counselors can help 
you determine if graduate or pro-
fessional school is the next step for 
you. Our services include helping 
you identify appropriate programs, 
writing effective personal state-
ments, and presenting yourself 
in a professional manner during 
interviews.  
 

CAREER LAB 

In addition to our main office 
located at 620 Lincoln Street, UCS 
has a central-campus home within 
the Northwestern University Main 
Library, on the second floor in the 
North tower, also known as the 
“Core.” While the Career Lab is not 
meant to serve as a substitution for 
the full services found at our main 
office, it is a convenient location 
for quick and individualized walk-in 
services. Please check our website 
for hours of operation.  
 
EMPLOYMENT DATABASES

CareerCat is an online internship 
and job database offered by UCS. 
This resource offers full-time/
part-time positions and sum-
mer/academic year internships. In 
addition, we offer access to iNet, an 
internship-only database that lists 
opportunities across the country. 
Employers in these databases have 
specifically selected Northwestern 
as a school to receive their listings. 
To access these databases, visit the 
UCS website. 
 
ON-CAMPUS RECRUITING
 
CareerCat functions as the 
primary vehicle for navigating and 
managing On-Campus Recruiting. 
Employers from a variety of 
industries visit campus to promote 
their respective employment 
opportunities to current North-
western students. Employers hold 
information sessions, host 
workshops, attend career fairs, 
and/or conduct on-campus 
interviews. 
 

CAREER INFORMATION  
CENTER
 
Located on the main level of our 
office, the Career Information 
Center offers reference books 
on career planning, internships, 
and the job search process. 
The Career Information Center 
also has computers, periodicals, 
employer and salary information, 
and materials addressing graduate 
and professional school. 
 
FILE SERVICES
 
UCS provides file services for the 
convenience of students and 
alumni. Establishing a file with UCS 
provides  a centralized location for 
letters of recommendation and 
other supportive materials for your 
application process. To establish 
a file, visit our website or contact 
us via e-mail at: fileservices@
northwestern.edu. 
 
UCS WEBSITE
 
You will find comprehensive, 
career-related resources, as well as 
information on upcoming events 
and programs on our website. We 
encourage you to visit our website 
regularly at: www.northwestern.
edu/careers. 
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One of the first universities in the 
country to serve alumni, UCS has 
been providing assistance to NU 
alumni for over 75 years. Whether 
you are beginning your career, 
exploring options, re-entering 
the job market, or a seasoned 
professional, UCS Alumni Career 
Services can provide you with a 
comprehensive set of services.     
  
Services include:  

Access to CareerCat, our  
	 online job database 

One-on-one confidential  
	 career consultation sessions  
	 (in-person or via telephone)  
Résumé and cover letter  

	 review and consultation  
	 (conducted in-person, via  
	 telephone, or e-mail)  

Career assessments (The  
	M yers-Briggs Type Indicator  
	 and The Strong Interest  
	I nventory) with personalized  
	 interpretation of the results  

Occupational and industry  
	 related resources  

Eligibility to attend career  
	 fairs, employer presentations, 
	 and industry panel presenta- 
	 tions  

Access to the CareerSearch  
	 employer database plus  
	 other respected resources  
	 & databases  

Graduate, professional school,  
	 and continuing education  
	 advice and consultation

k

k

k

k

k

k

k

k

We also provide assistance 
with:  

Your career development 	
	 and decision making  

How to market yourself   
 Job search strategies  
The long-distance job search  
Returning to the work force 
How to stay current and  

	 advance within your career  
Industry and employment  

	 trends  
Transitioning to a new career,  

	 and more!

	 Annually, UCS serves 500-
700+ alumni located in all regions 
of the U.S. and internationally. 
Alumni return to us seeking entry-
level, experienced, and executive 
level opportunities. They represent 
all degree levels plus a variety of 
occupational areas and industries. 
Many who have completed 
additional degrees from other 
universities have returned to UCS 
Alumni Career Services because 
of the quality of employer job 
postings and our comprehensive 
services.  
	Y ou are always welcome 
to return to UCS Alumni Career 
Services to reevaluate your career 
direction, seek new employment, 
or explore new options.

Registration for services is required 
and various services packages 
are available at a nominal fee. 
For additional information e-mail: 
ucs-alumni@northwestern.
edu or visit www.northwestern.
edu/careers/alumni 
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Alumni Career Services

Staff, services, & programs

UCS Major Events 
& Programs

Fall Quarter 

Backpack to Briefcase Series 

Fall Job and Internship Fair 

Mock Case Interview Program 

Mock Interview Program 

InPursuit Internship Conference 

Law School Week 

Hire Big 10 Plus International 		

	 Virtual Career Fair

winter Quarter

Winter Job and Internship Fair 

Mock Interview Programs for 		

	 Internships 
New York Recruiting Day 

Indianapolis Career Expo 

spring Quarter

Public Service Career Expo 

Hire Big 10 Plus Virtual Career Fair 

All events and programs are subject to 
scheduling changes. Please consult the 
UCS website for current information. 

�
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start training for $70K –
finish running your

own district.

One year. That’s what it takes to prepare our 

District Managers for success. More than training, 

it’s an exclusive hands-on experience complete

with salary. A learning opportunity that immerses

you in our day-to-day operations, and teaches

you our business inside and out. At ALDI our in-

vestment in you begins with ensuring you’re

heading in the right direction.

The responsibility. The success. And the rewards.

Welcome to More.

Aldi is looking for 

District Managers 

here at Northwestern 

for internships and 

job placement.

Discover more at 

ALDI.us/careers

Rookie Year 

ALDI is an Equal Opportunity Employer.

“the foundation 

	 of every state 

	 is the education 

	 of its youth.”

Diogenes



Career development is the process of assessing yourself, 
exploring your options, making career-related decisions, 
and implementing your plans. This includes spending time 
reflecting on your values, interests, strengths, and weak-
nesses. When thoughtfully done, this process can help you 
make appropriate and informed career-related decisions for 
your future. 
	 Consider career development a journey that unfolds as 
you gain experience, skills, and education. It is likely that your 
journey will not follow a straight path, but instead, a winding 
road. Your individual personal circumstances, combined 
with the rapidly changing world of work, will require you to 
engage in the career development process a number of times 
during your lifetime. 

	 Start the career development process early. Sometimes 
students wait until graduation is near and miss valuable 
opportunities. There are many career-related steps you can 
take at different points in your academic career. Starting 
the career development process early will give you the time 
to take advantage of a variety of activities. Planning ahead 
provides you the chance to consider a wide range of options 
and hopefully make more informed and satisfying decisions. 
	 Your current career-related decisions do not necessarily 
determine the entire course of your life. Today’s fast-paced 
and ever changing work world provides you the opportunity 
to start one type of profession and then pursue a different 
direction for your next position. Engaging in the career 
development process helps you acquire the self-knowledge 
and transferable skills that will allow you to make the most of 
your working life.

career development
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Career Development

career assessments 

Career assessments are designed to help 
measure your interests, values, skills, and 
personality. Assessments will not tell you 
what careers or majors you should choose; 
however, they will help you explore the 
types of majors and careers you might enjoy 
and will provide you with insight into new 
options to investigate. Call UCS to make an 
appointment if you’re interested in taking an 
assessment.  

The Myers-Briggs Type Indicator (MBTI)
This instrument is designed to help you 
identify your natural personality preferences. 
The MBTI helps you better understand 
yourself: your motivations, strengths, and 
potential areas of growth.  

The Strong Interest Inventory (SII)
This assessment measures your level of inter-
est among a broad range of career-related 
areas and compares them to those employed 
in over 100 occupations. The SII helps expand 
your potential career options.

The Values Card Sort and Skills Card Sort
Card sorts help you identify and organize 
your preferred skills and/or values. This 
provides you more information about what 
aspects are important for making successful 
career choices consistent with what matters 
most to you.



Individuals vary in how they proceed through the career 
development process. It is normal for people to repeat or 
cycle through all or parts of the career development process 
at various points throughout their lives. Each time your 
circumstances will change, but the process itself remains 
the same. This makes the career development model a very 
useful lifelong tool.
	T here are a variety of models available to help you 
understand the career development process. The model 
used by UCS includes the following stages: assess, explore, 
decide, and act.  
	 After each step of the career development model, it is 
important to reflect. Reflecting on your decisions throughout 
the model will help you to better evaluate your situation and 
determine the next steps.

Career Development Process

Career 
Development 
Model

ref lect 

ref lect ref lect 

ref lect 

Act 
Obtain hands-on  

experience through  
internships, full-time 

and part-time 
positions,  

and campus or  
volunteer activities. 

Decide 
Evaluate your options  

and narrow your  
selections to the 

few that are the best 
match for you.

Assess 
Analyze your interests,  

values, and skills to  
identify career fields, 
work environments, 

lifestyle, and job 
functions that  

you want to explore.

Explore 
Research and 

investigate a range 
of career options 

that are of interest  
to you. 

} I came to UCS in the fall of sophomore year, close to a breakdown from my pre-med life 
and looking for other options. My UCS counselor provided support and vital information 

on other career options, patiently listening to my worries and fears. UCS has amazing access 
to career resources and I am confident that UCS will provide incredible support throughout my 
time at Northwestern.”

Catherine Elin L’Heureux 
Sophomore in Medill School of Journalism 

Student
Spotlight

Practical Steps for Engaging in
the Career Development Process

Assess 
Meet with a Career 	

	 Counselor who can  
	 assist you on your career  
	 journey 

Take career assessments  
	 to help clarify your  
	 interests, skills, etc. 

Identify occupations to  
	 consider exploring 

Consider activities you 	
	 have enjoyed in the past

~

~

~

~

Explore 
Research 3–5 potential 

	 occupations  
Read books and materials  

	 on career options 
Attend career events and  

	 activities  
Talk with professionals  

	 in various fields/positions 
Narrow your potential 

	 options

~

~

~

~

~

Decide 
Weigh the advantages 

	 and disadvantages of  
	 your top career options 

Discuss your thoughts  
	 with others (e.g., UCS  
	 staff, peers, and family) 

Determine a “Plan B”— 
	 another viable career path  

~

~

~

Act 
Join an organization  

	 related to your first career  
	 choice  

Experiment with new  
	 roles in student groups,  
	 the classroom, and at work  

Find an internship,  
	 part-time job, or volunteer  
	 experience  

Participate in job  
	 shadowing

~

~

~

~

�



Choosing a major and choosing 
a career are not synonymous. 
Choosing a major involves selecting 
an area of concentration while 
you are in school. Choosing a 
career involves the selection of a 
particular occupation upon gradua-
tion and thereafter. Of course, 
choosing a major and choosing a 
career are often connected, but 
your major does not necessarily 
determine your career.  
	 Choosing a major rarely 
“locks” you into one particular 
position or career field. There is 
often a range of career options for 
most majors. Keep in mind that 
potential employers also look for 
transferable skills, such as good 
communication and leadership 
skills. These are skills you can 
acquire with many majors, as well 
as through additional volunteer, 
internship, and work experiences. 
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Career development

	T here are advantages and 
disadvantages to most decisions 
you make and choosing a major 
is no different. Many students feel 
they must make the “right” decision 
when choosing a major, but in real-
ity, there is rarely only one “right” 
decision. Ultimately, any path you 
choose will provide something of 
value, but make sure the major you 
decide upon holds your interest. 
	Y our selection of a major 
should primarily reflect what you 
enjoy learning and the type of 
academic activities that bring out 
your best work. Selecting a major 
based on these criteria will likely 
lead to more satisfaction than if 
your decision is based on other 
factors. It is not uncommon for 
family and friends to influence your 
decisions, but remember to make 
decisions that are best for you, 
rather than satisfying the expecta-
tions of others.  

Assess 
Learn more about your  

	 interests, values, and skills 
Examine your strengths  

	 and weaknesses 
Consider which academic  

	 areas motivate you  
Read the university  

	 catalog for course  
	 descriptions and require- 
	 ments
 

~

~

~

~

Explore 
Take elective courses  

	 in areas of interest 
Research the prerequi- 

	 sites and general rigor  
	 of potential majors 

Talk to students and  
	 faculty members in  
	 various departments 

Learn about the expecta- 
	 tions and requirements  
	 of potential majors

~

~

~

~

Decide 
Integrate the variety  

	 of information you have  
	 obtained 

Narrow your options  
	 based on your assess- 
	 ment and exploration  
	 activities 

Discuss your short list  
	 of majors with others  

Weigh the advantages  
	 and disadvantages of  
	 possible majors 

~

~

~

~

Act 
Select a major that  

	 motivates you 
Participate in organiza- 

	 tions and activities  
	 related to your major 

Secure internships  
	 and work experiences to  
	 confirm your decision 

Communicate with peers  
	 and professors who have  
	 similar interests

~

~

~

~

	 Choosing a major is only the 
first step in setting a direction for 
your  career life. The challenge is 
to find majors and careers that 
combine as many of your interests 
as possible. Success in a major 
depends on a combination of 
interests, skills, and aptitudes. 
Remember that at any point, you 
can reevaluate your situation and 
consider other viable options. 

 

�

Practical Steps for Choosing a Major 



Every career path is different.
That’s why we help you design your own. 
We’ll provide the training, coaching 
and experiences that allow you to build 
relationships and take advantage of 
career opportunities. You decide what 
happens next—at PwC or beyond. Find 
out how you can grow your own way at 
www.pwc.com/campus

© 2012 PricewaterhouseCoopers LLP, a Delaware 
limited liability partnership. All rights reserved. 

Grow your
own way

If you think you can do it, or you think you 

can’t do it, you are right.

Henry Ford

notes
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Networking is an integral and 
ongoing part of career exploration. 
In its most simplistic form, network-
ing is about developing relation-
ships and may be applied in a 
variety of environments for a broad 
range of reasons. From a career 
perspective, it requires talking with 
people in your field of interest to 
explore career options, to gather 
information, and to understand 
how to market yourself to potential 
employers. The skill of developing 
and maintaining contacts remains 
the most effective way to meet 
leaders in your profession and 
keep abreast of major changes in 
your field. With a strong network 
in place, you are prepared to make 
a career move at any point in your 
life.

researching & exploring careers

	I t is important to approach 
networking with the genuine 
intention of learning and making 
a connection, not simply to obtain 
a position. Keep in mind three 
goals as you engage in networking 
activities:
 
Goal 1  Gather Information 
Seek information that you will not 
likely find in printed resources, 
such as the career path of your 
network contact and his/her 
experiences in the industry. Ask 
questions that will provide you with 
information that can help facilitate 
a well informed career decision. 

Goal 2  OBTAIN ADVICE
Seek recommendations on 
how to prepare for a career in 
his/her respective field and tips 
for success. Request advice about 
relevant courses that may prepare 
you for the field, additional experi-
ences/activities that will make you 
more marketable, and how to get 
your foot in the door.

Goal 3  LEAVE A POSITIVE 
IMPRESSION 
Consider each relationship 
as an opportunity for you to 
develop professional contacts in 
a particular field or industry. This 
will require preparation on your 
part, including conducting industry 
and company research, reviewing 
your experiences, and articulating 
your career interests. If you leave a 
positive and lasting impression, the 
network contact may communicate 
future job or internship leads 
or introduce you to additional 
contacts.

Opportunities 
for Networking 
Networking can take place in almost any 
environment, ranging from a train ride to an 
organized event. Whether you are a student 
or an alum, Northwestern University provides 
a variety of organized campus events to help 
facilitate your networking. Here is a list of 
the most common career-related venues for 
networking:

Career Fairs
Employer Information Sessions
Industry Panels
Conferences
Employer-Organized Site Visits
Guest Speakers
Externship Program(s)
Social Networking Sites

~

~

~

~

~

~

~

~

Networking and Informational  Interviewing



step 1
IDENTIFY CONTACTS 
There are many routes available 
to begin networking. Your list of 
contacts may include a broad 
range of people, both inside and 
outside of your chosen field.  
 
Personal Referrals 
These are individuals in your 
current network such as friends, 
family, neighbors, co-workers, 
professors, etc. You can also 
use your personal network to 
obtain names of individuals they 
know who are employed in your 
career area of choice. 
 
Direct Contacts 
These are individuals that you 
identify through professional 
organizations,  employer-hosted 
events, and/or social networking 
websites. Additional resources 
include Northwestern specific 
databases for identifying indi-
viduals in your field of interest, 
such as the Kellogg Mentors 
Program and the Northwestern 
CareerNet. 

step 2
PREPARE TO MAKE A 
CONNECTION 
Identify your skills, values, and in-
terests. In a networking meeting 
or an informational interview, it 
is likely that the network contact 
will inquire about your experi-
ences, activities, and career 
preparation. It is important that 
you are not only prepared to 
ask questions, but also to share 
information about yourself. 
 
Develop a Personal 
Marketing Plan
It is important to articulate your 
skills and how you want to use 
them in your career. 
 
Research Your Options 
Investigate positions, industries, 
and organizations that interest 
you. By conducting general 
research, you will be able to 
prepare more targeted ques-
tions and consequently obtain 
more detailed responses.  
 
Prepare Potential Questions 
Knowing what information or 
advice you are seeking is an es-
sential component of maximizing 
your time with contacts. Before 
your meeting, develop a list of 
10–15 relevant questions. Tailor 
the questions to your needs and 
the knowledge of the network 
contact. Keep in mind that the 
type of questions you ask may 
be perceived as an indicator 
of your level of interest in that 
field/industry. 

12

} I was able to 
obtain an infor-

mational interview 
with the Executive 
Talent Director at 
Nickelodeon, and 
practiced with a 
counselor at UCS 
before my interview. 
Since the first infor- 
mational interview,  
I have had more than 
ten with various ex-
ecutives in children’s 
media. Because my 
initial one went so 
well, I’ve been able 
to tailor the advice 
for each individual 
I speak to. UCS has 
been an invaluable 
resource, and I am so 
grateful for all that 
they do!”

Colette Ghunim
Sophomore in 

Communication Studies 

In addition to organized events/programs, you can independently 

arrange networking meetings. The most common type of networking  

meeting is an informational interview. Informational interviews are 

a method of conducting organizational and occupational research to 

acquire information about a field, industry, or position. Unlike a tra-

ditional interview, you are responsible for directing the conversation 

and asking the questions. These interviews are particularly useful 

when you have very little awareness about a career field, limited 

work experience, or are considering a career transition. Informational 

interviewing is often the first step to building a professional network.  

 

	  
Informational 
Interview 
Sample Questions 

What is your background? 

Will you discuss your career path  
	 with me?  

What are the major responsibilities of  
	 your position? 

If there is such a thing as an average  
	 week, what is it like for you? 

What are the positive/negative aspects  
	 of working in this field? 

What type of individual usually  
	 succeeds in this field/organization? 

What are the “hot issues” in this field?  

What trends/developments do you see  
	 affecting career opportunities? 

How can I become a more competitive  
	 candidate for this industry?  

What steps would you recommend  
	 I take in order to prepare to enter  
	 this field? 

How are hiring decisions made? 

What professional associations do you  
	 recommend I join? 

Can you recommend anyone else for  
	 me to contact? 

~

~

~

~

~

~

~

~

~

~

~

~

~

informational interviews

Student
Spotlight
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Obtain a business card from each contact

Keep your list of contacts updated 

Solicit referrals to other potential contacts

Ask contacts to review your résumé

Show enthusiasm, a positive attitude, and professionalism

~

~

~

~

~

Networking

researching & Exploring Careers
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step 3
MAKE THE CONNECTION
Once you have identified 
networking contacts, your next 
step is to initiate communication. 
There are a number of ways 
to make contact, depending 
on how well you know the 
person. If this is someone you 
speak with regularly, a phone 
call is likely appropriate. For 
contacts with whom you are 
less familiar, consider sending 
an e-mail or a letter. Start 
the correspondence with an 
introduction that identifies 
who you are and how you were 
referred. Request 20–30 minutes 
of your contact’s time to visit 
and learn more about his/her 
position, career field, and career 
story. If a face-to-face meeting at 
his/her site of employment is not 
possible, consider conducting 
the informational interview via 
phone. 
	I n the event that you 
have not heard back from your 
prospective network contact, 
try sending a follow-up e-mail. 
If your second attempt is also 
unsuccessful, move on to 
potential interviewees who 
may be more receptive to your 
networking efforts. 

step 4
CONDUCT THE 
NETWORKING MEETING
On the day of your networking 
meeting, dress profession-
ally and arrive at least a few 
minutes early (if your interview 
is in-person). Remember to stay 
within the amount of time you 
originally specified. Steps to 
follow for the interview include:

Start by thanking the  
	 network contact for his/her  
	 willingness to speak  
	 with you.

Determine a quick topic to  
	 break the ice and establish  
	 rapport.

Provide the network  
	 contact with a little  
	 background on yourself  
	 and your interests.

Begin discussing your  
	 prepared list of questions,  
	 but let the dialogue  
	 progress naturally.

Take notes throughout the  
	 meeting to retain valuable  
	 information.

End your interview by  
	 expressing your apprecia- 
	 tion for their time and ask  
	 if you can stay in touch.

~

~

~

~

~

~

Ask for a job/internship or expect a job offer

Neglect to follow up on leads you receive

Give the impression that you lack confidence and sincerity

Waste time with conversation that is not related to  

	 professional topics

~

~

~

~

step 5
FOLLOW-UP
Like any relationship, 
it is vital that you 
maintain correspond-
ence with your contacts 
after the initial inter- 
action. After speaking 
with your contact, send 
a personalized thank-
you note that highlights 
the value of the meet-
ing. If a suggestion, tip, 
or referral the network contact 
provided was helpful, mention 
this in your note. Write and send 
your thank-you note within 48 
hours. Sending a thank-you note 
to everyone you speak with will 
help you maintain your network.
	D evelop a contact log to 
track contact name, date of the 
contact, the outcome, and any 
other important notes in order 
to organize your communica-
tions. Continue to maintain 
these networking relationships 
by mailing seasonal greeting 
cards, sending e-mail messages, 
calling them on the telephone, 
and/or inviting your contacts 
to an occasional coffee break. 
Rather than only touching base 
when you need assistance, aim 
to connect with your contacts 
on a quarterly basis. Regular 
maintenance of your network 
will help to strengthen your 
professional connections and 
ensure mutually beneficial 
relationships.

Networking



Career fairs provide an opportunity for network-
ing, a way to search for an internship/job, and a 
forum for professional development.  
 
Before a Career Fair

Check the website to determine the companies 
attending the fair. Research company websites 
and identify 5–7 employers most aligned with 
your career goals. Based on your research, 
develop potential questions to ask the recruit-
ers. You will also want to update your résumé 
and prepare copies before the event. 
	 Appropriate attire is often influenced 
by the industries recruiting at the fair. At 
Northwestern, most attendees wear business 
professional attire; this means suits for both 
men and women.  
 
During a Career Fair

Approach employers with a firm handshake  
and introduce yourself. During your conversa-
tion, ask inquisitive questions about the 
organization and available positions. At the 
conclusion of your conversation, hand your 
résumé to the employer and ask for his/her 
business card. 
 
After a Career Fair

Send a thank-you note or e-mail to employers 
who were of particular interest to you. If  
there were employers you did not have the  
opportunity to connect with, send them a 
message articulating your interest and regret 
that you did not meet them at the event. 

14

Career Fairs

Fall Job and Internship Fair
Aimed at current NU students 
(undergraduate and graduate 
level) and NU alumni. Employ-
ers from a variety of industries 
are available to provide 
information on full-time jobs 
and internships . 

Winter Job and Internship Fair  
Aimed at current NU students 
(undergraduate and graduate level) 
and NU alumni. Employers from a 
variety of industries are available to 
provide information on full-time 
jobs and internships .

HireBig 10 Plus International Virtual Career Fair
Online fair for all international students and alumni from 
any of the Big10 universities. Employers seek candidates for 
internship and full-time opportunities.

HireBig 10 Plus Virtual Career Fair 
Online fair for all current students and 
alumni from any of the Big10 universities. 
Employers seek candidates for internship 
and full-time opportunities. 

Public Service Career Expo 
For current NU students and alumni. Employers 
representing non-profit, community service, 
education, and government sectors provide 
information on internship and full-time  
opportunities.

Elevator Speech

An elevator speech is a concise and memorable introductory 
statement that quickly conveys important and interesting 
information about you. Employers are typically interested in  
the following: 

Name, university, year in school (or year of graduation),  
	 and major 

Opportunities sought  
Relevant experience  
Highlights of skills and strengths  
Knowledge of the company 

Sample ELEVATOR SPEECH 

Hello, my name is Adam Jenkins and I’m a senior in  

Psychology at Northwestern University. I saw a job 

listing on your website for an entry-level Career Advisor 

position and I wanted to share with you a little about 

my experience. Last summer, I interned with University 

Career Services. Because of my ability to communicate 

with students and understand their needs, they asked me 

to stay another quarter to work with them this fall. My 

experience at UCS reaffirmed my interest in obtaining a 

position as a Career Advisor for a university.  I was hoping 

you would tell me more about the new programming 

initiatives I saw listed on your website.   

~

~

~

~

~



In addition to in-person network-
ing, social media can greatly 
enhance your job or internship 
search. Online communities and 
services once used to maintain 
connections with peers are now 
frequently used to build relation-
ships with prospective employers 
and professional mentors. 
LinkedIn, Facebook, Twitter and 
other platforms are recommended 
to 1) market yourself to potential 
employers, and 2) aid in your 
overall search strategy.   
 
LinkedIn is a networking site 
designed to help you locate the 
“experts” in your chosen field and 
to help you develop a stronger 
professional presence online. 
When using LinkedIn, consider the 
following: 

Continually revise your profile  
	 in the same way you do your  
	 résumé; making sure it is error  
	 free and rich in industry  
	 specific keywords and skill sets. 

Join groups that are occupa- 
	 tionally relevant as a way to  
	 locate networking contacts and  
	 to gain advice from a larger  
	 community. 

Use proper etiquette by  
	 avoiding contacting people you  
	 do not know without any  
	 connection or introduction. 

Research companies and 	your  
	 possible connections within  
	 organizations. 

k

k

k

k

Twitter is a social networking and 
micro-blogging service designed 
to help you locate resources and 
connections and to develop your 
own following. When using Twitter, 
consider the following: 

Follow individuals and groups  
	 that will aid in your profession- 
	 al awareness and development  
	 such as @northwesternucs,  
	 companies of interest, and  
	 industry experts. 

Use twitterjobsearch.com  
	 or tweetmyjobs.com to  
	 search tweets for job/intern- 
	 ship postings. 

Search using hash tags  
	 such as #jobpostings, #intern,  
	 #employment, #career and  
	 #tweetmyjobs to find tweets  
	 containing relevant informa- 
	 tion for your job/internship  
	 search. 

Create a “Twesume,” a résumé  
	 of no more than 140 char- 
	 acters that can be tweeted to  
	 your followers, employers or  
	 used as your bio. 

Tweet photos or videos of  
	 your work through Twitter  
	 or applications like Twitpic  
	 or TwitVid. 

 

k

k

k

k

k
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Facebook and Google+ house 
numerous employer pages where 
recruiting events and company-
specific opportunities are often 
posted. Like or add companies of 
interest or industry experts. 
 
WordPress, Posterous or 
Tumblr aid in developing your own 
blog, where you can offer insightful 
commentary or respond to news 
related to your industry. 

YouTube provides a valuable 
medium for filmmakers and artists, 
or for sharing your video résumé. 
Upload your own videos to make 
available to employers during your 
job search.  
 
Flickr and Issuu allow you to 
upload samples of your work to be 
viewed by prospective employers. 
 
Pinterest helps you create 
a virtual pin board that can 
showcase your résumé, writing 
samples, press clips and other 
work samples. Alternatively, you 
can use it to pin items that reflect 
your industry or your interests.  
 
QR Codes can be included on 
custom business cards to link 
your card to your LinkedIn profile. 
Pingtags.com is one service that 
can create a QR code for this 
purpose. 

researching & Exploring Careers

Using Social Media in Your Employment Search

Social Media, 
Your Privacy and 
Your Reputation
Social media platforms create an 
illusion of privacy, which is not quite 
accurate. As a social networking 
participant, your information is 
potentially accessible to a range of 
individuals. Prospective employers, 
professors, graduate school admis-
sions committees, or the media 
may view your sites. As a result, 
your social networking activities 
may reach a wider audience than 
you anticipated. 
 

How can social media affect a 
job/ internship offer? A growing 
number of employers now use 
social media to research candi-
dates. For many, this is an easy way 
to gather information to use in their 
employment selection process.  
	 The following is a list of the 
most common indiscretions that  
can interfere with your future 
employment: 

Promiscuous or inappropriate  
	 photos 

Alcohol or drug-related 		
	 experiences 

Complaints about bosses or  
	 supervisors 

Vulgar language or content 
Overly self-disclosing  

	 information  
Music or videos with profanity  

	 or nudity 

What can I do? 
Adjust your privacy settings.  

	 Most social networking sites  
	 offer the option to only  
	 allow access to users you have  
	 approved.  

Review your profile pages.  
	 Revise or remove information  
	 that may create an unfavorable  
	 professional image.   

Perform an internet search on  
	 yourself and verify that the  
	 content listed is accurate and  
	 appropriate. 

 
	 Given the widespread use of 
social media, it is likely that you 
communicate through at least 
one of these venues. Remember 
that the content on your site has 
the potential to portray you in a 
favorable or unfavorable manner, 
so take precautions to safeguard 
your image. 

~

~

~

~

~

~

~

~

~

Where can I find Northwestern University Career Services online? 
Northwestern UCS is active on multiple social media 
channels. Follow us to receive career tips and news, campus 
recruiting, workshop and event listings, industry trends  
and more.  

Facebook, YouTube, Issuu and Pinterest:  
	 /northwesternucs 
Twitter: @northwesternucs 
LinkedIn: Northwestern University Career Services  
	 LinkedIn Group 
WordPress: http://northwesternucs.wordpress.com/ 

UCS Twitter #Hashtags 
Choose to follow certain UCS Twitter #hashtag(s) to receive  
information-specific Tweets: 
 
#UCSAlum: Information pertaining to NU alumni 
#UCSGrad: Information pertaining to NU graduate students 
#UCSStudent: Information pertaining to NU students 
#UCSEmployer: Information pertaining to NU employers 
#UCSEvent: UCS events, workshops & career fairs 
#UCSJob: Job announcements 
#UCSIntern: Internship announcements 
#UCSInfo: All UCS information, resources & career-related	
articles pertinent to NU undergraduate students, 
graduate students & alumni
#Northwestern: Other NU events, all of the above



Experiential learning involves 
activities outside the classroom 
that focus on helping you acquire 
practical skills and knowledge while 
exploring various work roles and 
career choices. Experiential learn-
ing comes in many forms, including 
internships, part-time or summer 
jobs, volunteer work, and extern-
ships. Regardless of what it is 
called, it is important to approach 
the experience with learning 
goals that will facilitate personal 
reflection and development. 

Experiential learning activities 
allow you to: 

Explore and validate your  
	 interests in potential career  
	 fields/industries 

Discover new skills you  
	 possess and apply them to  
	 your work 

Develop work-related skills,  
	 such as interpersonal,  
	 organizational, and leadership 

Network with people in your  
	 field to gain additional  
	 information 

 
	T he most common form of 
experiential learning for college 
students is internships. Although 
the most popular season for 
completing internships is summer, 
similar opportunities are available 
throughout the academic year. 
Internships may vary in formal-
ity, time commitment, payment, 
academic credit, and direction 
within the work environment. In 
many cases, the respective needs 
of the employer will inform the 
parameters of the experience and 
its goals and objectives.  
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Experiential Learning & Internships 

Experiential Learning Considerations

Identifying why experiential learning is important to you is 

an essential component of the search process. If you are 

considering an internship, a part-time job, or a volunteer 

opportunity, determine what you hope to gain from these 

experiences. Develop a plan that allows you to align your 

current decisions with your long-term goals.

Identify potential industries of interest. 

Identify types of careers that interest you, including  

	 unexplored opportunities that can enhance your skill set  

	 and contribute to your professional growth. 

Determine what settings appeal to you.  

Narrow down your geographical regions of interest. 

	 When everything is an option, the search will become 

overwhelming and unmanageable. Knowing what you want to 

do and where you want to work will facilitate a more in-depth 

and focused search.

~

~

~

~

16

}UCS has been a great resource from the beginning of my college experience. 
As a freshman looking for an internship, I didn’t know the protocol for approach-

ing a company and asking for a summer job, but the counselors at UCS helped me 
craft an internship proposal and walked me through the process (and I ended up 
getting the internship I wanted!)” 

chirag Gupta
Senior in Industrial Engineering 

Student
Spotlight
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researching & Exploring Careers

Once You’ve
Applied
As you engage in the search 
process, it is important that you 
stay organized. Track the resources 
you are using, the people with 
whom you are speaking, and the 
opportunities to which you are 
applying. Create a folder or binder 
containing the résumés, cover 
letters, and internship postings 
used in the application process. 
	F ollow-up is a vital, but often 
overlooked step in the search pro-
cess. Specifically, revisit resources 
you have identified as helpful, keep 
your contacts up-to-date regarding 
your efforts and/or outcomes, and 
follow-up on applications you have 
submitted after two weeks (unless 
it is specifically noted that you will 
be contacted at a later date). Your 
efforts at staying organized will 
allow you to better manage your 
time and maximize the outcomes 
of potential opportunities. 
 

Additional
Opportunities
Many summer jobs can be turned 
into career-related experiences. 
Creatively consider how to gain 
valuable experience in any work 
setting. For example, if you are 
working at a dental office as a 
receptionist, but would like to gain 
experience in marketing, try asking 
your supervisor if you can assist 
with developing promotions and 
advertising strategies. This will 
allow you to develop transferrable 
skills and gain more insight into 
your job role of interest. 
	T emporary employment agen-
cies, service/volunteer-based work, 
and job shadowing are all viable 
options. These experiences will 
provide you with more insight into 
the world of work and help you 
better position yourself for future 
opportunities. As you acquire 
experience, you will become more 
competitive for future internships 
and/or job opportunities.

Securing your experience
The search process itself is a learning experience that will require dedica-

tion and commitment. In preparation for your search, it is important to 

prepare a résumé and cover letter and to develop solid interviewing skills. 

Doing so will allow you to identify your qualifications and better articulate 

your potential value to preferred employers.

	F or summer opportunities, some industries begin their recruitment 

process during the fall quarter, while others will peak during the winter and 

spring quarters. As a general guide, it is common that larger organizations 

have a structured hiring process and may therefore start earlier. While 

it is important that you are familiar with the recruitment cycles for your 

industry, you must also acknowledge that there are always exceptions.

	T here are four main strategies that you can employ to maximize your 

search success: 

Internship Postings

The most traditional of the intern-
ship seeking methods, this strategy 
involves identifying opportunities 
and following the employer’s 
directions for consideration. 

 
Networking

As the most powerful strategy, 
networking involves activating 
your contacts to serve both as 
informants and advocates for 
potential opportunities. 

Employer Sourcing

The opposite of an internship 
posting, employer sourcing 
involves identifying employers of 
interest and then seeking out the 
existing opportunities within that 
organization. 

Developing Your Own  
Internship

In this strategy, you work with 
employers of interest to develop 
an experience utilizing your skills 
that will simultaneously contribute 
to the goals of that organization. 

	S tarting early, being proactive, 
and researching employers are 
essential components in securing 
experiential learning opportunities. 
The most effective internship seek-
ers are those that employ a variety 
of search strategies combined with 
a variety of resources, including: 

CareerCat 
iNet 
UCS electronic subscriptions 
Industry specific websites 
Employer websites 
Social networking websites 
Internship resources in the  

	 Career Information Center 
Personal contacts, including  

	 faculty, friends, family,  
	 and others 

~

~

~

~

~

~

~

~
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Register with CareerCat and iNet. 
Schedule an appointment with UCS to define your goals and determine the focus of your internship search. 
Participate in workshops that cover topics such as résumés, cover letters, interviewing, etc.  
Prepare and attend campus career fairs. 
Research potential internship fields and employers. 
Attend company information sessions as part of your exploration process.  

Meet with UCS to critique your résumé and cover letter, and to plan your internship search.
Develop a list of potential employers you would like to consider pursuing. 
Search CareerCat and iNet for internship opportunities on a frequent basis. 
Attend the InPursuit Conference to learn how to successfully navigate the internship search process. 
Arrange informational interviews with people in fields that interest you. 

 
Contact organizations to inquire about summer employment opportunities.  
Use CareerCat to identify and apply to internships and on-campus interviews for which you qualify. 
Network and inform contacts of your internship search plans. 
Review your résumé and cover letters and revise as appropriate. 

 
Continue to review CareerCat and iNet for new internship postings. 
Prepare and attend campus career fairs. 
Expand the list of potential employers you previously created. 
Apply for internships and/or contact desired employers that may consider creating an internship for you. 
Submit additional résumés and cover letters and follow-up with organizations after approximately two weeks. 
Participate in mock interview events. 

Participate in NEXT (Northwestern Externship Program) and connect with NU alumni. 
If possible, schedule off-campus interviews with employers during your spring break. 
Meet with UCS to discuss your internship search progress.  
If planning to apply for an unpaid internship, attend a SIGP information session. 
Send out additional résumés and cover letters if you have not secured an internship at this point. 

Evaluate your internship offer(s) and select the best option for you.  
Confirm your starting date and other details in writing. 
Determine living/transportation arrangements, especially if your internship is outside of your hometown. 

Set goals and discuss mutual expectations with your internship supervisor. 
Look for ways to network with colleagues in and outside of your department. 
Attend company or industry meetings, conferences, and events; participate in training workshops; and  

	 read all company materials. 
 

A week or so before you leave, personally thank your supervisor for the opportunity to be part of the  
	 organization and express how much you learned from the experience. 

Ask if you can connect with co-workers and supervisors on LinkedIn as another way to stay in touch. 
Ask your supervisor to serve as a positive reference for future opportunities. 
Upon completion discuss your internship experience with a UCS staff member for the best advice on how  

	 to present it on your résumé given your career goals. 

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

september / october 

november / december 

winter break 

january / february 

february / march 

 

april / may 

june / july 

 

august 

Research your industry and its recruitment trends in order to maximize the opportunities available to you. Below is a general search  
timeline designed to help you organize and conduct an effective search as well as  make the most of your summer experience. 

The Internship from Start to Finish



A résumé is a summary of your 
education, experiences, skills, and 
qualifications. A strong résumé 
successfully demonstrates the 
strength of your candidacy for a 
particular position. 
 
Effective Résumés: 

Focus on the position descrip- 
	 tion and the employer’s needs 

Describe your career direction  
	 and job-related skills/interests  

Emphasize your potential  
	 contributions and previous  
	 accomplishments 

Use power verbs to begin  
	 statements describing your  
	 experiences 

k

k

k

k

professional application materials

Types of Résumés

There are three common types 
of résumés. The style you choose 
should highlight your unique skills 
and experiences in the most user- 
friendly manner. The most 
commonly used type of résumé is 
chronological. 
  
Chronological

A chronological résumé highlights 
your experience and education in 
reverse chronological order. Many 
employers prefer a chronological 
résumé and it often works well 
for new graduates and alumni. 
One disadvantage of the chrono-
logical résumé is that it may reveal 
employment gaps.  
 
Functional

A functional résumé highlights 
your qualifications, skills, and 
related achievements with little 
emphasis on employment dates. 
The functional résumé stresses 
selected skill areas and promotes 
the idea of transferable skills. The 
disadvantage is that employers 
are less familiar with this format 
and undergraduates seldom use it 
effectively.  
 
Combination

A combination résumé includes 
aspects of both chronological and 
functional formats. Qualifications, 
skills, and related achievements 
are highlighted and employment 
history is included as a separate 
section. The disadvantage of a 
combination résumé is that it 
is difficult to write effectively, and 
employers prefer to see when 
and where your experiences and 
accomplishments were achieved. 
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action verb + task + result

Main Street Café, Server, Evanston, IL	 February 2013 – Present 

•	 Awarded ‘Employee of the Month’ recognition based on customer feedback  
	 and supervisory staff reviews. 

•	 Train 15 new hires on restaurant policies, customer service skills and  
	 problem solving techniques. 

•	 Created and implemented a comprehensive marketing plan that resulted in		
	 a 30% increase in business from the Northwestern community.     

•	 Manage point of sale operations and address customer concerns and inquiries
	 to ensure superior customer service.

Building Better Bullets 
Often the most difficult part of developing a résumé is learning 
how to articulate your experiences in a way that will impress 
potential employers. Regardless of how trivial an experience might 
seem to you at the time, every job results in the acquisition of 
skills which are transferable to other work settings. Follow these 
easy steps to better identify and express your skills to potential 
employers:

1.	 Make a list of each experience you’ve had, whether it was  
	 a volunteer position, a full-time job, an internship, or a  
	 student organization role. Picture in your mind what you did  
	 on a typical day, during a busy week. 

2.	 Use the Power Verbs list to brainstorm all of the skills you  
	 employed during this day.  

3.	 Select three to five of the words you feel best convey your  
	 responsibilities.

4. 	F or each verb, ask yourself ‘Who, What, When, Why and How?’ 	
	 to expand upon your statement. 

5.	 Whenever possible, quantify the impact your work had on the  
	 customer, process, or overall organization. What difference  
	 did your work make? What were your accomplishments? 

RésumésRésumés

Research your industry and its recruitment trends in order to maximize the opportunities available to you. Below is a general search  
timeline designed to help you organize and conduct an effective search as well as  make the most of your summer experience. 

(
Fa

st
Fa

ct
  D

id
 y

o
u

 k
n

o
w

 t
h

a
t

 t
h

e
r

e
 w

e
r

e
 o

v
e

r
 7

,8
0

0
j

o
b

s
 a

n
d

 in
t

e
r

n
s

h
ip

s
 p

o
st

e
d

 in
 C

a
r

e
e

r
C

a
t

 l
a

s
t

 y
e

a
r

 a
lo

n
e

?
*



20

POWER VERBS

Accomplished 

Achieved 

Administered 

Advised 

Analyzed 

Arranged 

Assessed 

Collaborated 

Communicated 

Completed 

Conducted 

Consulted 

Contributed 

Coordinated 

Corresponded 

Created 

Designed 

Determined 

Developed 

Directed 

Drafted 

Encouraged 

Enhanced 

Established 

Evaluated 

Examined 

Expanded 

Facilitated 

Formulated 

Fostered 

Generated 

Guided 

Handled 

Identified 

Illustrated 

Implemented 

Improved 

Initiated 

Inspected 

Integrated 

Invented 

Investigated 

Maintained 

Managed 

Maximized 

Motivated 

Navigated 

Negotiated 

Operated 

Organized 

Oversaw 

Performed 

Planned  

Prepared 

Presented 

Processed 

Produced 

Provided 

Published 

Recorded 

Regulated 

Repaired 

Reported 

Represented 

Researched 

Resolved 

Reviewed 

Revised 

Scheduled 

Secured 

Served 

Specialized 

Strengthened 

Supervised 

Supported 

Taught 

Trained 

Validated 

Verified 

Wrote 

Contact Information

At the top of the résumé, include 
your full name, permanent and 
school address (if applicable), 
telephone numbers that you 
want employers to call, and e-mail 
address. 
 
Objective

An objective statement sum-
marizes the type of work desired 
and key qualifications. Tailor your 
statement for the specific position 
and indicate what you can offer  
the employer. 
 
Education

Include your school’s name, 
location, degree type, graduation 
date/anticipated graduation date, 
major(s), minor(s), and GPA. If you 
have more than one degree, place 
the highest or most recent degree 
first. Within this category, you also 
have the option to list relevant 
coursework and/or academic 
honors and awards.  
 
Experience

This section highlights experiences 
including: full-time, part-time, and 
summer employment; student 
teaching; internships; practicum 
experiences; and volunteer work. 
List your experiences in reverse 
chronological order. For each 
position, provide the company 
name, position title, location of the 
company, and dates employed. 
For each experience, describe the 
work performed, contributions, 
achievements, and demonstrated 
skills and abilities. Use power verbs 
to begin each statement. When 
appropriate, use the technical or 
specific terminology and language 
of your chosen field.    
 

Leadership

Include offices/positions held, orga-
nization name, dates, significant 
contributions, projects, and 
demonstrated skills and abilities. 
It is common to format this section 
in a similar manner as the experi-
ence section, including the use of 
bullet pointed descriptions. 
 
Activities and/or  
Community/Civic  
Involvement

Include offices held, organizations, 
dates, significant contributions, 
projects, and demonstrated skills 
and abilities. This section is most 
commonly organized in a list 
format. 
 
Honors/Awards

You can elect to put all your 
honors/awards in this section or 
split them between education and 
this category. Include the name of 
the honor/award and the date(s) 
granted. A brief statement describ-
ing the honor/award is optional.  

Professional Affiliations

Content in this section often 
includes organizational member-
ships and offices held, projects, 
certifications, and licenses. 
 
Military Experience

Include rank, service, assignments, 
dates, significant contributions/
achievements, demonstrated skills 
and abilities, and reserve status.  

Skills

This category commonly lists 
computer competencies and 
foreign language skills. You may 
also list any other job-related skills.  
 
Interests

This is an optional section that 
is typically included only if the 
interests support the objective and 
are career-related.  
 
Content to Exclude from Résumés: 

Reasons for leaving previous  
	 employers 

Social security number  
Salary history  
Physical characteristics  
Health or physical problems 
Race, ethnicity, national origin,  

	 age, religion, etc. 

k

k

k

k

k

k

Résumé Categories*  *It is not necessary to use all of the categories below.

}Before coming 
to UCS, I had re-

ceived zero interview 
requests and had 
probably submitted 
50 résumés. After 
meeting with a UCS 
staff member, I 
submitted my new 
résumé and cover 
letter about ten times 
and received one 
job offer and an 
interview request. 
Once again, I am 
incredibly thankful 
and definitely should 
have utilized career 
services earlier in my 
job search.” 

 
Ben Woldenberg

Senior in the McCormick 
School of Engineering 

Student
Spotlight



Résumé Formatting 
Develop a résumé format that 
highlights your candidacy.
Employers receiving numerous 
résumés for one position may have 
a limited amount of time to review 
the number of résumés submitted. 
Keeping this in mind, condense 
your content to one page if you are 
an undergraduate student. If you 
are a graduate student or a more 
experienced applicant, a two-page 
résumé is often an acceptable 
option. Additionally, formatting 
expectations may differ depending 
on the industry, so make sure you 
understand the specific standards 
of your field. 

Formatting Tips:
Do not use a résumé  

	 template program; rather,  
	 start with a blank document.

Place the most important  
	 information first and group  
	 related experiences together.

Use underlining, bolding, and 	
	 italics to emphasize categories  
	 and important topics.

Keep your format consistent  
	 (e.g., font size/type, order of  
	 information, layout, etc.). 

Use professional, easy-to-read  
	 fonts (e.g., Arial, Times New  
	R oman, etc.).

k

k

k

k

k

Application Procedures
Once you have developed 
your résumé, the next step is 
to determine the appropriate 
application method for each 
employer. Some employers prefer 
a formatted document version of 
your résumé attached to an e-mail 
message, while other employers 
may not open attachments due to 
company policies, concerns about 
viruses, and/or incompatibilities 
among word-processing programs. 
Employers may also ask you to cut 
and paste the contents of your 
résumé directly into the body of an 
e-mail, use an online application, 
or apply through their website. 
Completing an applicant profile 
is another possibility, which can 
include uploading a résumé and 
additional employment informa-
tion. Remember to review the 
application procedures in the job 
description to determine submis-
sion requirements for each specific 
employer. 

Application Review
In some cases, your application 
materials are reviewed by a human 
resources representative/hiring 
manager, while other agencies 
will screen your materials using 
an electronic system. Tailor your 
résumé and cover letter for the 
specific position to which you 
are applying. Do not send a 
generic, “one size fits all” résumé 
and cover letter. If you know the 
hiring manager for the position, 
it is recommended that you send 
a copy of your materials to this 
person and mention that you have 
submitted your materials formally.  

Résumé Posting  
on Commercial Sites
A number of commercial sites 
invite job seekers to post their 
résumés online to large databases 
that a range of employers access. 
Only post information you are 
comfortable sharing about your-
self, since you do not know who is 
accessing your information. Also, 
decide if you want your current 
employer or others to know you 
are applying for positions. Posting 
your résumé on commercial sites 
may communicate to others that 
you are engaged in a job search.

Tailor for each position

Use bold/caps to highlight  
	 section headings  

Choose categories that  
	 emphasize your individual  
	 strengths

Quantify and qualify your  
	 accomplishments

Include relevant non-work  
	 experiences

Use power verbs to  
	 strengthen your statements  

Emphasize transferable  
	 skills

Edit and proofread multiple  
	 times

Produce a quality and  
	 professional product

~

~

~

~

~

~

~

~

~

Résumé

Use personal pronouns,  
	 abbreviations, or acronyms

Include confidential  
	 information

Provide irrelevant  
	 information

List references

Use fancy and unusual fonts

Exaggerate your experi- 
	 ences or accomplishments

Repeat information offered  
	 in another category

List inaccurate information

Use a résumé template

~

~

~

~

~

~

~

~

~

professional application materials

Résumé
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The résumés provided in this Guide are intended as samples only.
Develop your résumé based on the format and content that allows you to market yourself most effectively.

Frank Thompson 
frankthompson8@northwestern.edu       

(654) 555-4321  
Campus Address:                                     Permanent Address:  
1871 Chicago Avenue                                              4295 West 8th Street 
Evanston, IL 60201                                                               Canton, MA 02021 
 
OBJECTIVE 
Detail-oriented, organized, and motivated student looking to obtain a summer internship in human resources 
where I can apply these skills, as well as my coursework in organizational development. 
 
EDUCATION 
Northwestern University, Evanston, IL  
Bachelor of Arts in Psychology, Anticipated June 2014  
Minor in Business Institutions, Cumulative GPA: 3.77/4.00    
Honors:  Alpha Lambda Delta National Honor Society, Dean’s List – 6 quarters   
 
Relevant Coursework: Macroeconomics, Public Speaking, Complex Organizations, Organizational Effectiveness 
 
LEADERSHIP EXPERIENCE 
Northwestern University Office of Admissions, Evanston, Illinois 
Tour Guide, June 2011-Present 

 Represent Northwestern University to groups of 15+ prospective students and families. 
 Address inquiries and concerns from families and prospective students. 

 
Wildcat Welcome, Evanston, Illinois 
Peer Adviser, March 2011-September 2011 

 Introduced new students to Northwestern University, serving as guide and representative student. 
 Planned and coordinated reunions and events throughout the year including trips to the Chicago 

Symphony Orchestra and alumni dinners. 
 

North Canton High School Swim Team, Canton, Massachusetts 
Captain, Fall/Winter 2010 

 Coordinated and led practice for 24 swim team members. 
 Set goals to improve stroke skill and improve speed times. 
 Organized team breakfasts and events throughout season to promote team spirit. 

 
WORK EXPERIENCE 
Bridgeview Day Camp, Milwaukee, Wisconsin 
Lifeguard and Swim Instructor, Summer 2009/2010 

 Supervised eight lifeguards to ensure the safety and instruction of approximately 200 children. 
 Designed and implemented swimming program for children with developmental disabilities. 
 Coordinated staff training program to ensure high level of swim instruction for students. 

 
Paddington Family Restaurant, Milwaukee, Wisconsin  
Host, Summer 2008/2009  

 Maintained seating arrangement of restaurant to ensure maximum satisfaction of customers and staff. 
 Answered customer questions, managed customer complaints, and consulted with management. 
 Assisted with major events, including responsibilities such as advertising and soliciting volunteers. 
 

ACTIVITIES 
Participant, Dance Marathon, Spring 2011 
Volunteer, Lutheran General Hospital, Fall 2007-Spring 2010 
 
SKILLS  
Computer: Proficient in Microsoft Word, Excel, and PowerPoint 
Language: Proficient in Spanish 

Ariel Johnston 
796 South Blvd.                                  (847) 555-2727 
Evanston, IL 60202                     ajohnston@northwestern.edu 
 
 
EDUCATION                                            
Northwestern University, Evanston, IL 
Bachelor of Arts in Psychology, June 2013 
Cumulative GPA: 3.0/4.0 
 
 
RESEARCH EXPERIENCE                 
Research Methods Project: The Impact of Attire on Ratings of Likeability                                                   Fall 2011  

 Researched similar/past experiments published through journals for fact-gathering and experiment guidelines 
 Recruited participants from the Chicago area to rate pictures on a scale of likeability and recorded data 
 Gathered and entered response data through spreadsheets utilizing Microsoft Excel 
 Utilized a range of statistical methods to analyze the data and determine results   
 Collaborated with team members to present results and provide future recommendations 
 

 
LEADERSHIP EXPERIENCE              
Northwestern University Varsity Volleyball Team, Team Captain/Member             Fall 2009-Present 

 Elected as team captain by teammates and coaches in senior year 
 Balance full-time academic course load with 20+ hours of athletic responsibilities 
 Serve as mediator to strengthen relationship between coaches and players 
 Participate in life skills sessions that focus on effective leadership, organization, and time-stress management  
 Uphold coach and team standards by promoting healthy and successful relationships 
 Selected as an alternate for U.S. National Team (2009) 
 Serve as member of the first team in program history to make the second round of NCAA tournament (2010) 

 

Northwestern University Athlete Leadership Development Program, Participant         Fall 2011-Fall 2012 
 Discussed ways athletic experiences can translate into important career-related skills  
 Created mission statement for Northwestern Volleyball team by incorporating team vision and goals 
 Co-led workshops on effective communication, decision-making, conflict resolution, and problem solving  

  
Northwestern University Volleyball Clinic, Counselor                      Seasonal 2010-2011 

 Demonstrated quality volleyball skills while empowering campers to achieve goals through hard work 
 Oversaw program activities for 600-1000 participants attending event 
 Provided a range of presentations to teach participants basic and advanced volleyball skills  

 
 
WORK EXPERIENCE             
Abercrombie & Fitch, Sales Associate                Spring 2011-Summer 2011 

 Created new ways of attracting customers through direct advertising and increased daily sales by up to 100%  
 Provided personalized consultations to diverse customers based on their specific needs 
 Performed product research and submitted information to the regional director 
 Attended annual sales associate training for professional development 
 Upheld company policies on work conduct, customer service, and financial management 
 Delegated opening and closing responsibility to less experienced employees 

 
 
COMMUNITY INVOLVEMENT            
       Participant, Relay for Life     Participant, Dig for the Cure 
       Volunteer, Fairy Tale Trail     Volunteer, Howard Area Community Center  
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High School experiences 
can be included if they 
are relevant or convey 
unique skill sets. They 
are usually taken off 
after the second year of 
college.

Student athletes should 
focus on the leadership 

and individual skills 
gained in their sport and 

team position, in addition 
to their ability to balance 

athletic commitments 
with a full-time academic 

course load.

 Sample Résumés



MADELINE WENDLE      
      66 Emerson St. 

                       Evanston, IL 60201 
              (812) 555-7164 

      m-wendle@northwestern.edu 
EDUCATION   
Northwestern University: Evanston, IL 

Bachelor of Arts expected June 2012 
Majors: Economics and International Studies; Minor: Arabic 
Cumulative GPA: 3.73/4.00    

 
LANGUAGE SKILLS 

Modern Standard Arabic: professional working proficiency 
Egyptian Arabic dialect: conversational 
Spanish: professional working proficiency 

  
INTERNATIONAL EXPERIENCE 
US State Department Critical Language Scholarship for Arabic, Recipient                   Salalah, Oman; June - August 2011 

 Studied Arabic through immersion and intensive coursework, including four hours a day of formal instruction 
 Mentored by Omani student at Dhofar University; practiced speaking for 1 ½ hours a day 
 Introduced to local customs and religion; traveled throughout Oman 
 Received highest grade in class of 34 students 

 
WORK EXPERIENCE 
Cook County Juvenile Courts Public Defenders Office, Legal Intern                       Chicago, IL; June – August 2010  

 Researched topics pertaining to juvenile law to become better aware of relevant cases 
 Interviewed clients prior to trial and obtained valid information for cases 
 Docketed files and cross-referenced data to the proper cases for future reference 
 Created Excel spreadsheets to classify and report information to Public Defenders 
 Responded to client inquires, fielded calls, and maintained database of 350 contacts 

 
LEADERSHIP & ACTIVITIES 
Pi Beta Phi Sorority, Vice President of Finance            Northwestern University; 2009 – present 

 Manage finances for a 100+ person organization through Quickbooks software, both accounts payable and receivable 
 Serve as the liaison between the chapter and House Corporation; oversee the House Manager 
 Research and create $65,000 budget 
 Research alternative means of funds investment for the first time in Chapter history 
 Reevaluated and revised budget to cause a 20% reduction in dues, the largest in Chapter history  
 

Model Arab League, Member             Northwestern University; 2009 – present 
 Serve as liaison between Northwestern University league and other regional universities to strengthen  collaboration 

and ensure strategic goals are in alignment  
 Represented Saudi Arabia on Palestinian Affairs Council in regional conference in February 2009 to simulate Arab 

League debate and problem-solving in Oxford, Ohio 
 
AWARDS & HONORS 

 Weinberg College of Arts and Sciences Dean’s List: five of six quarters 
 Gamma Sigma Alpha Honors Society: initiate; for Greek juniors and seniors with a GPA of 3.5 or higher 
 Alpha Lambda Delta Honors Society: initiate; for freshman students with GPA of 3.5 or higher & in top 20% of class 
 Pi Beta Phi Core Values Award: Integrity: Illinois Epsilon Chapter, voted by peers to epitomize integrity   
 Writing published in The True Body Project, an anthology; City Beat, newspaper; Queen City Forum, magazine; and 

“Mic & Mia”, website; featured in the Cincinnati 20/20 Arts Festival and the Women Writing for (a) Change radio 
show on WVXU (91.7) 

23

JOAN GOODMAN 
j-goodman18@northwestern.edu 

 
School Address:              Home Address: 
1234 Ashland Avenue, Apt. 1N            1234 Dewitt Street 
Evanston, IL  60202             Cedar Rapids, IA  50662 
(847) 555-9634              (319) 555-7452  
 

 
EDUCATION  Northwestern University, Evanston, IL 
  Robert McCormick School of Engineering and Applied Science 
  Bachelor of Science in Chemical Engineering, June 2013 
  Cumulative GPA: 3.4/4.0 
   

Relevant Courses Include: Engineering Analysis, Engineering Design and Communication, 
Organic Chemistry, Thermodynamics, Equilibrium-Based Separations, Fluid Mechanics, 
Heat and Mass Transfer, Kinetics and Reactor Engineering, Statistical Methods, Chemical 
Product Design, Process Control, Chemical Processes and the Environment 

 
COURSE  Engineering Design and Communication Course 
PROJECTS   Client: Procter and Gamble-Pampers Division, Cincinnati, OH, Fall 2011                   

 Designed and prototyped odor elimination system for diaper disposal  
 Led team during client meetings and design reviews with faculty  
 Wrote final report and presented project to the client at design fair 
Client: The Rehabilitation Institute of Chicago, Chicago, IL , Winter 2010              
 Developed a gear shifting system for bicycle riders with the use of only one hand 
 Incorporated feedback from client testing and professional engineers to improve design 
 Awarded communications prize for final project presentation 

 
EXPERIENCE  ABC Corporation, Chicago, IL   

Cooperative Engineering Education Student, December 2011 – Present 
 Optimize corrosion inhibition on steel while minimizing raw material costs in an 

experiment using D.o.E. Fusion® software 
 Design a new piping configuration for more efficient draining of reactors in the 

production facility 
 Evaluate experimental raw materials for improvement of product performance (e.g., 

corrosion protection, wetting, toxicity, foam inhibition, formability) and product cost 
 Solve customer problems related to product use 
 Generate data for the sales team for use in making product recommendations 
 Analyze finished goods and raw materials for quality control 

 
Lab Tech Research and Services, Bloomingdale, IL 
Student Intern, June 2010 – August 2010 
 Developed a company profile database of top 100 biotechnology and pharmaceutical 

companies 
 Documented experimental findings for multiple research teams and presented trends to 

leadership team 
 
SKILLS Laboratory – Experienced in metal formability testing, bioluminescence toxicity assay, 

automatic titration, and other standard laboratory tests.  Familiar with Design of Experiments 
and FTIR.  
Computer – Proficient with Microsoft Word, Excel, PowerPoint, and Windows Vista/7/XP.  
Experienced in MATLAB programming, HYSYS process simulation, and D.o.E. Fusion®  
statistical software.   
Language – Conversant in Spanish 

professional application materials

Language skills may 
be brought toward the 
top of the résumé when 
they are relevant to the 
qualifications of desired 
positions. 

Course projects 
are a great way to 

demonstrate technical, 
managerial, and 

teamwork skills to 
potential employers.



  

Kim S. Gordon 
E-mail: k-gordon@northwestern.edu 

College Address:           Phone: 212-555-1212    Permanent Address: 
618 Clark St., Apt. 2B          1500 Murray Lane 2F 
Evanston, IL 60201           New York, NY 10136

 
 

EDUCATION 
 

Northwestern University, Evanston, IL 
 Bachelor of Arts in English and French anticipated June 2014 

GPA: 3.73/4.0, Academic Dean’s List 5 of 9 quarters  
 

Iowa Young Writers’ Studio, University of Iowa, Iowa City, IA, Summer 2011 
 

RELEVANT EXPERIENCE 
 

Northwestern University Press, Evanston, IL 
Editorial Assistant, Fall 2012–Present; Intern, Summer 2012 
 ·Promoted from intern to editorial assistant in September 2012 for excellent and thorough work 
 ·Edit various manuscripts, including short story anthologies, drama, novels, and educational and scholarly works 
 ·Prepare files for copyediting by entering typesetting codes, fact-checking references and consistency of style 
 ·Input author and copyeditor changes to files, review page proofs, query authors about discrepancies in manuscripts 
 ·Revise introductions, chronologies, photo galleries, notes, bibliographies, and indices 
 

StoryQuarterly Literary Magazine, Kenilworth, IL 
Intern, 2010–2011 
 ·Edited short story manuscripts and promoted subscriptions  
 ·Increased sales by 50% within first 6 months and managed publicity campaign 
     

Commonwealth Editions, Beverly, MA 
Intern, 2010–2011 
 ·Edited Mindy Cook’s book A Guide to the Chicago Music Scene, published March 2011 

·Researched and compiled marketing information on potential buyers and target audiences 
 

The Concord Journal, Concord, MA 
Teen Columnist, 2005–2010 

·Wrote biweekly column “Kid View,” consisting of 700–1000 words and circulating approximately 1000 copies per month 
·Researched relevant topic areas ranging from interviews with peers, adults, and politicians to reflections on current events    
 and personal experiences 
·Received ‘Column of the Year’ award in 2007 and 2009 based on acclaim from local residents and out-of-state readers  

 

ADDITIONAL EXPERIENCE 
 

Northwestern University Writing Center, Evanston, IL 
Tutor, Private Tutor, 2012–Present 
  ·Tutor undergraduate students, graduate students, and faculty on all genres of writing  

Smaller Business Association of New York (SBANY), New York, NY 
Intern, Summer 2010 
 ·Worked with state legislators and government agencies on SBANY’s small business advocacy initiatives 
 ·Created and developed marketing materials and assisted in planning and coordinating conferences and networking events 
 

PUBLICATIONS AND OTHER WRITING 
 

Mildred’s Tale, Kim S. Gordon, Concord, MA, 2011 
·Authored 55-page historical novella chronicling the major events during the women’s suffrage movement 

 

Revolutionary War Heroes, How the War was Won, Dr. Susan C. Thoney, Concord Press, Washington, MA 
Contributor, published 2012 

·Wrote chapter entitled “The Revolution, its Beginnings” about woman’s roles during the American Revolution 
 

HONORS 
Senior Honors Thesis in English centering on the works of Joseph Conrad and Jorge Luis Borges  
Mortar Board National College Senior Honor Society  
Golden Key International Honor Society  
 

SKILLS 
 

Publishing: Experienced with the Chicago Manual of Style editing symbols, language, and guidelines 
Computer: Proficient on both PC and Mac; Microsoft Office (Word, Excel, PowerPoint, Outlook); Web 2.0 
Language: Fluent in reading, writing, speaking, and presenting in Spanish (11 years of coursework) 

JOHN BELL 
2921 Jarvis Avenue, Chicago, IL 60626 •  (773) 555-1212  •  john-bell2@northwestern.edu 

 
 
EDUCATION 
Northwestern University, Evanston, IL 
Bachelor of Science in Communication, Expected June 2013 
Major: Theatre 
 
PRODUCTION INTERNSHIPS 
The Goodman Theatre, Chicago, IL 
Stage Management Intern         The Trip to Bountiful                  John Thoms, Director  2012 
  
Lookingglass Theatre, Chicago, IL 
Stage Management Intern        Lookingglass Alice                Maxine Pryor, Director 2011 
  
Next Theatre, Evanston, IL    
Costume Intern              Peter Pan                 Cindy Nguyen, Director 2010 
 
PRODUCTION EXPERIENCE 
Northwestern University, Evanston, IL 
Assistant Director            Once Upon a Mattress                   Amanda Hobbs, Director  2010 
Stage Manager             Three Sisters                  Andre Kahim, Director 2010 
Scenic Designer            The House of Blue Leaves             Tom Kaller, Director   2009  
Production Assistant            Madame Bovary                     Dominic Bella, Director 2009 
 
OTHER EXPERIENCE 
Elder Residence Hall, Northwestern University – Evanston, IL, September 2010 – June 2011 
Community Assistant 

 Coordinated educational and social programs to encourage personal growth and development 
for 80 freshmen students in a university residence hall 

 Supervised emergency safety initiatives and reported policy violations 
 
Borders, Evanston, IL, Summer & Winter Breaks 2009 – 2010 
Sales Associate 

 Served as part of a three-person team to ensure the children’s books section ran effectively 
 Assisted customers with researching topics and selecting children’s books 

 
ACTIVITIES 
Writing Tutor, Center for Writing Arts, Northwestern University, September 2011 – Present   
Counselor, Project Wildcat, Northwestern University, September 2010 – June 2011 
Career Ambassador, University Career Services, Northwestern University, August 2009 – June 2010 
 
SKILLS 
Technical: Sound and light boards: Basic pyrotechnics 
Computer: Microsoft Outlook, Excel, PowerPoint, Word 
Language: Spanish (conversational), French (conversational) 
Other:  California driving license, CPR/First Aid certified 

The résumés provided in this Guide are intended as samples only.
Develop your résumé based on the format and content that allows you to market yourself most effectively.
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This résumé  
successfully highlights 
the relevant experiences 
of the applicant, making 
it easier for an employer 
to identify the skills 
required for the position.

Show potential 
theaters your experi-

ence and knowledge 
by highlighting specific 

shows you’ve worked on 
as well as the name of 

the director(s).

 Sample Résumés



SAMUEL LIN  
1603 NORTH WINDSOR DRIVE UNIT 202, ARLINGTON HEIGHTS, IL 60004 

224.555.7561 ▪ SAMUELLIN@U.NORTHWESTERN.EDU 

EDUCATION 
Northwestern University, Evanston, IL                                                                               Expected June 2012 
McCormick School of Engineering – Bachelor of Science in Mechanical Engineering  
Kellogg School of Management – Certificate in Managerial Analytics 
Cumulative GPA: 3.90/4.00  SAT: 1520/1600   ACT: 33/36 
Dean’s Scholar Honor Roll: 9 out of 9 quarters   Tau Beta Pi Engineering Honor Society (Top 1/8th of class) 
Coursework: Deterministic Models & Optimization; Principles of Finance; Pricing; Computer Programming; Statistics; Probability 
 

EXPERIENCE 
Accenture, San Jose, CA                     June 2011 – September 2011 
Summer Analyst, Technology Growth Platform 
 Facilitated team organization and efficiency by implementing an efficient, scalable, and re-usable solution to streamline 
 availability of Key Performance Indicators; reduced Performance Review creation time by more than 87% 
 Benchmarked and strategized an engagement model for external stakeholders to approach a shared-service, increasing 
 team and client levels of productivity 
 Developed and implemented Visual Basic tools to reduce manual tasks and cut down service turn-around times; full 
 deployment has potential to save up to 30% team bandwidth 
 Volunteered with ADP, the firm’s non-profit division, to develop a database for convergence theory research 
 

Tegrant Corporation – ThermoSafe (SBU), Arlington Heights, IL                        March 2010 – June 2011 
Co-op Engineer 
 Collaborated with cross-functional 5-person team in developing a design strategy for the company’s largest line of 
 products; named as an Inventor on a pending patent application 
 Reduced modeling time by 20% by identifying and analyzing best-practices in the use of modeling software such as 
 SolidWorks and ANSYS and guided Design Engineers in creating models for life-science applications 
 Improved process efficiency by facilitating the integration of core data and cold-chain product technology of a newly acquired 

competitor through modeling, testing, and written/verbal communication 
 

PIRE-ISHM Summer Research Program– IIT-Madras, Chennai, India                         July 2009 – August 2009 
Research-Abroad Student 
 Led 4-person team in living and traveling through southern India by managing travel logistics, translating, and mediating 

cultural differences 
 Investigated crack propagation rates of a newly-developed steel, NUCu 70W, to characterize material properties 

 

LEADERSHIP 
Project Manager, Students Consulting for Non-profit Organizations (SCNO)                May 2009 – Present 
 Oversee 2 team leads each quarter and facilitate logistics between teams and the rest of the organization 
 Serve 5 different clients on projects involving strategy, operations, marketing, and fundraising, utilizing a hypothesis-driven 

approach to strategize research and narrow down target opportunities 
 Communicate with clients and organizational Board Directors to provide project updates, receive feedback, and to ensure 

solutions fit the clients’ needs 
 

President, Tau Beta Pi Engineering Honor Society           February 2010 – Present 
 Create an awareness-based recruitment methodology that more than doubled membership initiation 
 Triple the number of events offered to members within a 4 month time-frame  
 Develop 2 new corporate partnerships 
 

Vice President, Slivka Residential College         March 2009 – March 2010 
 Supervised 8 committees that were in charge of running more than 200 events annually 
 Developed strategies to increase participation of 140 residents, resulting in a 7% increase in involvement 

 

ADDITIONAL INFORMATION  
Technical:  Proficient with Minitab, Stata, C++, MATLAB, Java, SolidWorks, Unigraphics, AutoDesk Inventor, ANSYS, MS Office 
Language:  Conversational in Gujarati and Hindi 
Interests:  Product design, Volunteering as a tutor, Hiking 

Baxter Rosi 
1234 Chicago Avenue Apt. 2A, Evanston, IL 60201 ∙ brosi4@u.northwestern.edu ∙ 847.555.3211 

 

EDUCATION 
NORTHWESTERN UNIVERSITY                                                         Evanston, Illinois  
    Bachelor of Arts in Political Science and International Studies, Minor in Business Institutions Program                             June 2012 
  GPA: 3.86/4.00  (Dean’s List: 2008, 2009, 2010, 2011) 
 Major GPA: 3.92/4.00 (Selected for the Political Science Honors Program) 
 
RELEVANT EXPERIENCE 
TARGET CORPORATION                                           Minneapolis, Minnesota                          

Merchandise Planning Business Analyst Intern                                                                  Summer 2011 
 Collaborated on a team of 4 to analyze the optimal timing and scope of product transitions within department; formed 

recommendations that led to a potential sales increase of $10 million and receipt savings of $9.3 million 
 Conducted data analysis, resulting in a recommended 25% overall reduction in breadth of products within department 
 Compiled a next steps deliverable to enable implementation of recommendations and presented findings to Menswear division  

 

  GLOBEMED                                                       Evanston, Illinois 
Consultant Intern                                            Winter 2010 
 Analyzed effective media strategies for GlobeMed’s national office and formulated a media plan for its upcoming expansion 
 Reviewed GlobeMed’s internal structure and identified how it could reorganize its personnel to maximize efficiency 
 Presented recommendations to client and delivered findings in a media guidebook with a 3-year strategic plan 

 

  ORGANIZATION FOR THE GOOD LIFE OF THE MARGINALIZED                     Buwaiswa, Uganda 
Development Consultant Intern                      Summer 2009 
 Assessed organization’s current sustainability practices and opportunities for change 
 Instituted measures for financial sustainability that are now being implemented and are the school’s main source of financial 

support, while increasing class attendance by 40% upon completion of the project 
 Wrote a custom textbook for the students and instructor, including topics such as basic language training, time management, and 

future career opportunities 
  

 

LEADERSHIP EXPERIENCE  
  CAMPUSCATALYST                                                     Evanston, Illinois 
    Chair                               Summer 2011-Present 

 Manage the 9-person program team responsible for facilitating the campusCATALYST class and consulting projects 
 Establish and maintain relationships with potential partners, as well as serve as teaching assistant for the class 
 Serve on the board of directors and act as a liaison between the board and the program team 

 

 Non-profit Liaison                       Winter 2011-Spring 2011 
 Identified local non-profit organizations with feasible projects and prepared a quarterly strategic proposal highlighting targeted 

non-profit clients for student consulting projects through campusCATALYST 
 Recruited all non-profit clients and MBA mentors and facilitated pairing with student teams 
 Managed the relationships between non-profit clients, MBA mentors, and student teams for the 10-week consulting projects 

     

  NORTHWESTERN UNIVERSITY ALTERNATIVE SPRING BREAK TRIP TO CUBA                            Evanston, Illinois 
    Trip Leader                                                    Fall 2010-Present 

 Organize every aspect of a humanitarian aid trip that brings over 30 students (along with several parents and professors) to 
Havana for a week to deliver medical aid to the only privately owned pharmacy in Cuba  

 Manage the trip finances, including participant payments of $90,000 as well as an on-site budget of $8,000 
  

  CAMPUS ENTREPRENEURS INITIATIVE                                       Evanston, Illinois                    
Social Entrepreneur Intern                                                      Fall 2009-Spring 2010 
 Engaged and built relationships with Jewish students to connect them to meaningful Jewish experiences on campus 
 Attended weekly sessions to receive leadership and networking training  

   

ACTIVITIES/AWARDS 
 Member of the Northwestern Club Lacrosse Team 
 Member of the Golden Key International Honor Society, Gamma Sigma Alpha National Greek Academic Honor Society 
 Won 1st place in the Northwestern Student Holdings annual business idea competition for an off-campus housing website 
 Photography: Won 1st Place in the Summer Study Abroad Photo Competition (2011); photo displayed in the Open Shutter Project 

2012 Spring Exhibit 
SKILLS 

Language: Fluent in Spanish  
Computer: Microsoft Office, Microsoft Word, Excel, Photoshop, and PowerPoint 

professional application materials

SAT/ACT scores are 
requested only in certain 
industries,  
such as Consulting.

Use numbers and 
figures to quantify your 

accomplishments and 
include the results of 
your specific project 

when possible.
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SARAH HOPKINS 
 

727 Simpson Street, Apt. 1E, Evanston, IL 60201 • (630) 555-7473 • sarah-hopkins2@northwestern.edu 
 

EDUCATION             Northwestern University, Evanston, IL                
 Bachelor of Arts, Expected June 2013 
 Majors:  Psychology, Political Science  
 Cumulative GPA:  3.42/4.00; SAT Writing: 780, Verbal: 760, Math: 730       

 

 

EXPERIENCE Blue Cross Blue Shield Association, Government Business Services, Strategic Government Initiatives 
Intern, June 2012 – August 2012 
 Analyzed statistical data from Reports of Contractor Performance for 49 contracts to compile a database 

providing benchmarking data for subscribing Medicare contractors 
 Contributed to the development of current and new services related to the Medicare business 
 Interpreted legislation and updated procedural manuals used by over 40 Medicare contractors  
 Created flowcharts and summaries to visually and more concisely depict procedure and legislation 

 

UBS Financial Services Inc., Municipal Securities Group, Healthcare Investment Banking 
Intern, March 2011 – August 2011 
 Performed financial statement analysis including credit ratios, debt capacity analysis, and comparisons 

between individual health agencies and rating agencies' standards 
 Developed marketing materials for new business pitches and client mining  
 Conducted industry research, performed capital markets analysis, and compared fixed and variable 

interest rates against indices (including BMA, LIBOR, etc.) for internal purposes and client use 
 

Northwestern University, Norris University Center 
Administrative Assistant, September 2010 – March 2011 
 Developed communication protocol for campus safety issues and distributed resources to students 
 Referred students to appropriate resources and assisted with problem resolution 
 Managed multiple priorities for three administrators and consistently met all deadlines 

 

LEADERSHIP            Board Member, New Student Week, January 2012 – Present   
 Collaborate with four other students and the Student Transitions Coordinator to successfully organize, 

plan, and implement programs and activities for Northwestern’s orientation program for over 2000 
freshmen and transfer students  

 Interview, select, and train over 200 orientation leaders (Peer Advisers and Peer Coordinators)  
 Develop training programs and manage communication between orientation leaders 

 

President, Delta Delta Delta Sorority, January 20011 – Present  
 Design the six-week New Member Education Program to teach the history and policies of Delta Delta 

Delta and the Northwestern Pan-Hellenic Council to new members  
 Coordinate Bid Night and the Initiation Weekend Retreat for over 100 members 
 

Pan-Hellenic Representative, Delta Delta Delta Sorority, March 2011– June 2012  
 Served as the liaison between the University and the individual chapter to generate and organize chapter 

participation to near full house representation during Greek Week 
 Motivated chapter members to actively participate and ultimately emerge as Greek Week champions    

 

Student Leader, Undergraduate Leadership Program, March 2010 – March 2011 
 Collaborated with five other students to develop an approach to expand student study abroad opportunities  
 Worked with various administrators to develop a survey to evaluate undergraduate programming  
 Recommended new program criteria along with an implementation plan and timeline 

 

Volunteer, Youth Co-Op, Inc., City of Evanston, April 2010 – March 2011 
 Tutored at-risk high school students in mathematics, reading comprehension, and science reasoning to 

help them achieve GED certification 
 

 

SKILLS  Banking:      Fundamental Stock Valuation, Bond Valuation, Capital Markets Research 
Computer:        Experienced in Microsoft Word, Excel, and PowerPoint 

                            Proficient in Microsoft Visio, Publisher, and Access; SDC Platinum 
Language:       Fluent in Spanish 
 

The résumés provided in this Guide are intended as samples only.
Develop your résumé based on the format and content that allows you to market yourself most effectively.
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Remember to highlight 
industry knowledge 
and relevant computer 
proficiencies when pos-
sible.

TEJAN COUNT 
29 Wildcat Way, Evanston, IL 60201  847.555.2929  count@northwestern.edu 
 
 

EDUCATION 
Northwestern University: Weinberg College of Arts and Sciences, Evanston, IL 
Bachelor of Arts Degree, June 2013 
Major: English Concentration: Literary Criticism and Theory 
Certification: Undergraduate Leadership Program GPA: 3.62/4.00 
 

RELEVANT COURSES: Interpreting Culture, Language in the Text, History of the Literary Criticism, Contemporary Theory, 
Language and Culture, Modern Rhetorical Theory, Psycholinguistics, and Phenomenology 
 
 

ACADEMIC PROJECT 
Modern Rhetorical Theory: Effective Communication in Business Project                                        Fall 2012 
 Critically analyzed contemporary theory of management and its direct effects on 3 consulting firms 
 Interviewed 7 Business Analyst Managers to get accurate portrayal of the use of communication 
 Developed understanding of communication approaches that led to a 32% increase in work productivity 
 Performed extensive research on each consulting firm’s mission, projects, and difficulties 

     
 

INTERNATIONAL EXPERIENCE 
Study Abroad Participant, Universidad de Buenos Aires, Buenos Aires, Argentina                                                           Summer 2012 
 Analyzed local government and policies surrounding education and contrasted findings against U.S. policies 
 Interacted with native residents including Patagonian grasslands inhabitants: Gauchos 
 Gained exposure to the endangered and extinct languages of Argentina 
 Developed fluency in Spanish language during 2-month tenure by living with a Spanish-speaking host family  

 
 

LEADERSHIP EXPERIENCE 
Vice President, Minority Business Association, Evanston, IL                   Fall 2010-Present 
 Support President in operations of student-run group focused on minority students interested in business 
 Increase student membership by 70% during tenure as Marketing Advocate (Fall 2011-Spring 2012) 
 Foster healthy working relationships with student-run groups, administrators, faculty, and alumni  
 Research and analyze current organizational plans and propose new mission-specific direction  
 Facilitate bimonthly meetings to ensure efficiency and to create an equal learning forum for all members 
 Utilize conflict-resolution skills to guarantee a productive and informative environment 

 

Nominated Participant, Undergraduate Leadership Program, Evanston, IL                   Spring 2009 
 Acquired and improved leadership skills and experience through a four course certificate program  
 Participated in leadership challenges designed to help identify and build strengths and weaknesses  
 Received personal coaching sessions to identify and sharpen personal leadership style 
 Directed team problem solving assignments designed to simulate a business work-group environment  
 
 

WORK EXPERIENCE 
Sales Associate, Foot Locker, Chicago, IL                   Fall 2011-Present 
 Utilize interpersonal and customer service skills to enhance customer shopping experiences 
 Consistently excel beyond monthly sales targets administered by store manager by at least 40% 
 Research newly released products to aid in sales approach to customers 
 
 

ACTIVITIES 
Member, Omega Psi Phi Fraternity, Inc.                   Winter 2010-Present 
Member, Undergraduate Black Management Association                Winter 2009-Spring 2009 
 

SKILLS 
LANGUAGE: Fluent in Spanish 
TECHNICAL: Proficient in Microsoft Package: Word, Excel, Publisher, & PowerPoint; PC and MAC; Social Media 

Research your industry 
of interest so that 

you can identify and 
highlight your most 

marketable skills, 
including those acquired 

through academic 
accomplishments and 

experiences.

 Sample Résumés
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Randall Williams 

987 Orrington Road (847) 555-3700 
Evanston, IL 60208 ran-williams@gmail.com 

 
 

EXECUTIVE PROFILE 
Results-oriented leader with extensive experience in general management, multi-channel marketing, and operations.  
Team-focused problem solver with excellent quantitative and analytical skills.  Strong interpersonal development 
capabilities with demonstrated ability to lead through a process of growth, acquisition, and change.  Future thinker 
with broad visionary and strategic abilities.  Values, customer, and service driven. 
 
 P&L Responsibility  Data Warehousing and Database Marketing 
 Strategic Planning and Value Creation  New Market and Product Development 
 General Management, Finance, Operations  B-to-B and B-to-C Marketing 
 E-business and E-procurement  Supply Chain Management 
 Customer Relationship Marketing  Distribution Logistics 

 
 
 

PROFESSIONAL EXPERIENCE 
Baxter, Supply Chain Management, Chicago, IL                                                                   2001-Present 
(Science, industrial, and technology products division of $900 million multi-site manufacturer and distributor) 
 
Vice President and General Manager (2007-Present) 
Report to the CEO. Exercise full P&L responsibility and leadership autonomy to implement sound business practice. 
Direct full range of operating activities from product acquisition and supply chain to marketing and front-end service.  
Accountable for business planning, $25 million budget, and more than 50 associates. 
 

 Develop and implement strategic plan for rollout of successful $40 million catalog, direct mail, and direct sales 
business from integrated entity to stand-alone unit following acquisition. 

 Negotiate acquisition of two companies and integrate them into existing operations while successfully 
maintaining high service levels for all businesses. 

 Reduce operating expenses and working capital more than 20% while maintaining sales growth.  
 Improve call center customer service rating from 82% to 99.7% through enhanced queue design, work flow 

analysis, phone skills training, and call center best practices program. 
 Achieve on-time shipment rate of over 99.5%. 
 Lead the data warehouse development team in a key presentation to the Board of Directors for funding.   
 Create a best practices team and reduce sales credits by 25% in the first four months. 
 Organize field sales force, including territory design, sales strategy, and compensation. 
 Design intranet site and coordinate the development of e-commerce and e-procurement capabilities. 

 
Director of Marketing (2004-2007) 
Achieved profitable sales growth in a highly competitive, consolidating industry with a decentralizing customer base.  
Complete responsibility for all marketing and merchandising activities, profitability, product line direction, vendor 
negotiations, pricing, new market and business development, and sales force interaction. 
 

 Led sales and profit growth to more than double the industry average. 
 Conceived and sourced new products totaling 15% of overall company sales in two years. 
 Increased average line and average order sales value by over 40% in three years. 
 Developed three new business segments, each surpassing the first year sales plan. 
 Reduced key product costs by greater than 30% through strategic supplier program, with a focus on proprietary 

relationships and international sourcing. 
 
 
 
 

 
Randall Williams – Resume Page 2   
                                 

PROFESSIONAL EXPERIENCE (continued) 
Director of Marketing (Continued) 

 Achieved 68% growth in bid revenue and a 28% increase in contract revenue in one year through re-
engineering of corporate-wide pricing analysis system. 

 Led product sourcing, vendor negotiation, design, production, and distribution of two 15,000-item catalogs, 
under budget and over plan. 

 
Marketing Manager (2003-2004) 

 Achieved 350% sales growth through new vendor sourcing and line extension for specialty products. 
 Increased company’s market share by more than 5 points in a highly competitive industry. 

 
Manager, Market Research and Customer Information Systems (2000-2003) 

 Designed company’s first marketing information and customer research database. 
 Created and executed comprehensive research study addressing brand awareness, competitive positioning, and 

customer buying habits. 
 Implemented a highly successful revenue and profit-forecasting model that is still in place today. 

 
Profit Supply, Wheeling, IL                                                                                                             1999-2001 
($1.5 billion multi-site manufacturer and distributor of scientific, industrial, and medical equipment and supplies) 
Product/Marketing Manager  

 Launched marketing campaign for new products, targeting independent practitioners, resulting in 5% increase      
in net sales. 

 Conducted comprehensive study addressing brand awareness, competitive positioning, and patient services. 

PREVIOUS PROFESSIONAL EXPERIENCE 
Prior to 1999, held Business Analyst/Consultant positions with Walker Consulting and SciEdge Consultants 

 
EDUCATION 

University of Notre Dame, South Bend, IN - MBA - 1999 
Northwestern University, Evanston, IL - BA - English - 1994 

 
CONTINUING EDUCATION 

Kellogg Executive Education Program, “The Customer Focused Organization” (May, 2012) 
Certificate- Innovation and Change Management – Northwestern University School of Continuing Studies (2010) 
Attended various seminars from the American Marketing Association - including: Effective Leadership and How to 
Build and Market Your Brand Using Social Media (2009-2010) 

 
PROFESSIONAL AND COMMUNITY AFFILIATIONS 

American Marketing Association 
Council of Supply Chain Management 

Northwestern University, Alumni Club Director 
Habitat for Humanity, Board of Advisors 

 
SKILLS   

Computer: MS Word, Excel, PowerPoint, Access, SPSS, HTML; Social Media: LinkedIn, Twitter, Facebook 
Foreign Languages: Fluent in Spanish, Conversant in German 

professional application materials

An executive profile or 
summary section is a 
nice way to consolidate 
your experiences. It is 
also an opportunity to 
emphasize your key 
qualifications for a 
particular job and/or 
industry.

A two page résumé 
is acceptable for a more 
experienced candidate.
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Graduate students who decide 
to apply to positions outside 
of academia are often charged 
with the task of converting their 
CV into a résumé. Résumés are 
used primarily for application to 
positions in industry and nonprofit 
settings.  
 
The same advice for develop-
ing a résumé that is given to 
undergraduates and working 
professionals applies to graduate 
students: it should be a concise, 
tailored document that highlights 
your relevant skills and experi-
ence. However, some graduate 
students may not have relevant 
work experience. As a result, these 
students face an added challenge 
of communicating the value of 
skills developed through advanced 
coursework, projects and research 
to potential employers.  
 

Résumé Writing for Graduate Students
Here are a few important consider-
ations for graduate students when 
preparing résumés: 
 
Brainstorm your past experi-
ences. Make note of the skills 
you have developed through a 
variety of experiences, including 
research experiences, projects, 
leadership roles, volunteer roles, 
paid positions, and teaching. 
What were your daily tasks? What 
equipment did you use? What 
were your results? What were your 
accomplishments? When applying 
to positions outside of academia, 
you will need to demonstrate 
how the skills you developed 
through your past experiences 
have enabled you to perform the 
required duties of the position. 
Don’t forget about your “soft” skills. 
Skills such as teamwork, collabora-
tion, project management and 
effective communication are highly 
valued by employers. For a 
full list of skills that employers 
value in graduate students, see 
‘Careers Outside of Academia.’ 
 

Carefully research the indus-
try/employer to which you are 
applying. Identify the skills and 
experiences that are most valuable 
to your industry or employer 
of interest. Through employer 
research, you will develop a better 
understanding of the keywords 
and terminology of the field, which 
you can then use in your résumé 
to market yourself for a particular 
position. 
 
Tailor your experience to the 
position. Carefully read the 
job description. Match up your 
skills that are most related to the 
position. As a graduate student, 
you have developed a wide range 
of skills that have prepared you 
for multiple career options after 
graduation. If your background is 
not an exact match, identify your 
transferable skills: the skills you 
have acquired during any activity in 
your life that are transferable and 
applicable to what you want to do 
in a particular position. 

1-2 pages in length: concise 

Summary of skills, education and experience  
	 tailored to a particular industry or employer 

Written for employers with a range of  
	 academic and professional backgrounds 

Used when applying to positions outside of  
	 academia, particularly in industry and non 
	 profit settings 

Designed as a marketing tool to highlight your  
	 fit for a position and to obtain an interview 

~

~

~

~

~

At least two pages or longer (no page limit) 

Comprehensive overview of academic and  
	 scholarly achievements 

Written for academic audiences, typically in  
	 your field of study

Used when applying to positions within  
	 academic and research institutions, and for  
	 funding and fellowship applications

Categories and formats vary widely by  
	 discipline

~

~

~

~

~

CV Résumévs.
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professional application materials

MAYA L. SANTIAGO 
1915 Maple Avenue· Evanston, IL 60201· (847) 555-1234· ml-santiago2@u.northwestern.edu 

 
Profile 
 

Doctoral candidate in Biomedical Engineering seeking a challenging position in medical device development.  Six years of 
expertise using innovative research methods to build and test prosthetic devices.  Strong communication skills developed 
through interacting directly with medical patients to collect data and presenting research to scientific and community 
audiences.  Demonstrated strong leadership ability as co-chair of a graduate student organization, planning a departmental 
research symposium and multiple teaching experiences. 
 

Education 
 

Northwestern University, Evanston, IL 
Ph.D. Candidate in Biomedical Engineering, Anticipated June 2013 
Dissertation: Neuromechanical Mechanisms of Prosthetic Knee Joint Control: Associations with Prosthetic Alignment 
 

M.S. in Biomedical Engineering, December 2009 
Thesis: An Investigation of Shock-Absorbing Prosthetic Components for Persons with Transfemoral Amputation 
 

Graduate Teaching Certificate Program, 2010-2011 
Searle Center for Teaching Excellence 
 

University of Virginia, Charlottesville, VA 
B.S. in Mechanical Engineering, May 2006 
Magna Cum Laude 
 

Research Experience 
 

Research Assistant, Northwestern University Prosthetics-Orthotics Center, Chicago, IL  Apr. 2007-Present  
 Propose novel research protocol to investigate the influence of prosthetic alignment on the gait biomechanics of 

persons with transfemoral amputation  
 Build and test innovative EMG electrodes that make it possible to acquire intrasocket EMG signals  
 Design custom-made alignment adapters to implement and standardize research protocol   
 Collect quantitative gait data using a Motion Analysis motion capture system, AMTI force plates, Cosmed treadmill, 

iPecs™ load cell, and Noraxon EMG telemetry system 
 Supervise and train undergraduate students through a summer research project 
 Program custom Matlab scripts and perform statistical analyses to analyze gait data 
 Recruit, schedule, and consent subjects for research studies 
 Prepare and maintain Institutional Review Board (IRB) paperwork 

 

Undergraduate Research Assistant, University of Virginia, Charlottesville, VA Sept. 2005-May 2006 
 Studied the influence of different pH solutions on the dynamic swelling of functional hydrogel structures in 

microfluidic channels 
 

Research Fellow, National Science Foundation REU, University of California, Los Angeles, CA Summer 2005 
 Examined the biomechanical effect of growth factors on the repair time of flexor tendons in the human hand 
 Conducted material strength tests of tendon sutures using MTS equipment 
 Presented research results to academic colleagues and corporate sponsors 

 

Leadership  
 

Co-Chair, McCormick Graduate Leadership Council, Northwestern University Sept. 2011-Present 
 Organize a council of 16 student leaders to foster leadership and community among engineering graduate students 
 Manage a $7000 budget from the Dean’s Office for academic, social, and professional activities. 
 Plan and implement three seminars on academic career planning for doctoral students 
 

Symposium Planning Committee, Chicago Graduate Student Research Symposium Sept. 2008-May 2010 
 Collaborated with academic departments, faculty, staff and students at 5 Chicago-area institutions to organize an 

interdisciplinary research symposium with over 200 attendees 
 Coordinated travel arrangements and meeting schedules for invited speakers and guests 
 Created project timelines to ensure appropriate deadlines were met by planning committee members 

The résumés provided in this Guide are intended as samples only.
Develop your résumé based on the format and content that allows you to market yourself most effectively. Sample Résumés

 
Teaching Experience  
 

Co-Instructor, Northwestern University Dept. of Biomedical Engineering, Evanston, IL  Jan. 2011-Mar. 2011 
 Taught an introductory biomechanics course (statics and strength of materials) to 41 sophomore engineers 
 Implemented challenge-based learning methods  
 Developed and refined teaching philosophy and portfolio  

 

Teaching Assistant, Northwestern University Dept. of Biomedical Engineering, Evanston, IL  Sept. 2010-Dec. 2010 
 Supported professor with teaching an advanced engineering section for graduate students  
 Revised teaching materials and updated information for student course packets 
 Offered students recommendations to improve performance in course 

 
 

Community Service  
 

Mentor, Get-A-Grip Middle School Science Program, Evanston, IL  Sept. 2010-Present 
 Teach students basic engineering concepts related to the design of a prosthetic arm 
 Mentor middle school students during a prosthesis design competition 
 

Judge, Chicago Public Schools’ Annual Science Fair, Chicago, IL  Jan. 2010 
 Evaluated elementary and high school student projects for city-wide science fair competition 
 

Volunteer Science Teacher, Kennedy Elementary, Chicago, IL & Haven Middle School, Evanston, IL June 2008-2010 
 Instructed classes of 25-30 students in basic science and engineering concepts on a monthly basis 
 Collaborated with school faculty to develop innovative projects to engage elementary and middle school students 
 Created schedules and assigned teaching responsibilities for team of 10 graduate student volunteers 

 

Skills 
 

Technical Software:  Matlab, Mathematica, Maple, SPSS, SIMM, OrthoTrak and Cortex for motion capture, AutoCAD, 
Mechanical Desktop, TurningPoint, FORTRAN 77 

Computer Software: Microsoft Office Suite (Word, Excel, PowerPoint), Paintshop, Adobe Suite 
Languages:  Spanish (fluent), French (proficient) 
 

Selected Publications and Presentations 
 

Santiago, M.L., Yarin, S., Mehta, D. “Cross Validation of a Portable, Six Degree-of-Freedom Load Cell for Use in  
Lower-Limb Prosthetics Research.” (In Preparation). 
 

Santiago, M.L. “An Investigation of Shock-Absorbing Components in Persons with Unilateral Transfemoral Amputation.” 
Midwest Chapter Meeting, American Academy of Orthotists and Prosthetists, May 15, Atlanta, GA, USA, 2012. 
 

Santiago, M.L. “What’s New in Rehabilitation Research.” Rehabilitation Institute of Chicago’s Annual Nancye B. Holt Rehabilitation 
Management Course: Challenges in Leadership and Management, January 10-11, Dallas, TX, USA, 2012. 
 

Santiago, M.L., Lewis, D., Fey, T.E. “Limb Compliance and Shock-Absorbing Pylons in Persons with Transfemoral 
Amputations.” International Society for Orthotics, May 19-23, Toronto, Ontario, Canada, 2011. 
 

Santiago, M.L., Horton, J.C., Baldwin, A., Lewis, D. “The Effect of Transfemoral Prosthesis Alignment  
Perturbations on Gait.” Journal of Orthotics and Prosthetics. 68(3):58-64, 2011.  
 

Santiago, M.L. “Comparing Shock-Absorbing Prosthetic Components in Unilateral Transfemoral Amputees.”  Abilities 
19(3):6-7.  Northwestern University, Chicago, IL, USA, 2009. 
 

Awards 
 

American Academy of Orthotists & Prosthetists Education Research Foundation Fellowship 2011-2012 
Whitaker Foundation Graduate Fellowship 2007-2011 
Second Place Departmental Award, Northwestern University BME Research Day Poster Presentation 2010 
Award for Progress in Engineering Design and Application  2010 
University of Virginia Academic Achievement Scholarship 2002-2006 
University of Virginia Distinguished Service Award 2006 
University of Virginia College of Engineering Award 2005 

When converting your 
CV to a résumé, make 
sure to highlight your 
direct and transferable 
skills for the position, 
rather than providing 
an overview of your 
research.

This student lists 
“selected” publications 

and presentations 
to save space and 

demonstrate she has 
additional publications 

that are not listed.



Curriculum Vitae (CV)

Purpose of a CV 

The curriculum vitae (CV) provides a compre-
hensive overview of your scholarly and academic 
achievements. A CV is primarily used when 
applying for academic employment at a college 
or university, awards, funding or fellowship 
applications. It should therefore highlight your 
strengths in research and teaching. Because a 
CV is meant to chronicle your academic career, 
there is no page limit. 
 
The Sections of a CV 

There is no “right” way to prepare a CV; 
categories and formats vary by academic 
discipline. A list of commonly used CV categories 
is below, however, it is not necessary to use all 
categories listed. It is very important that you 
consult with your advisor, professional peers, 
and UCS staff when developing your CV to 
determine the appropriate categories based on 
your individual credentials and the standards for 
your area of study. 
 
Common CV Categories:

Contact Information 
Education 
Dissertation 
Research Experience 
Teaching Experience 
Honors and Awards 
Professional Affiliations 
Skills and Proficiencies 
Publications 
Presentations 
Work/Professional Experience 
Academic Service/Leadership 
Certificates/Special Training 
Research Interests/Teaching Interests 
References 

 
Format of a CV 

Many of the guidelines for résumé formatting 
also apply to CVs. As you prepare your CV, have 
the mission and values of the organization 
to which you are applying in mind, and order 
the categories by significance. Highlight your 
headings and important information using a 
variation of bold and capital letters, underlining, 
or italics. Additionally, within each category, list 
information in reverse chronological order. 

k

k

k

k

k

k

k

k

k

k

k

k

k

k

k

____________________________________________________________________________________________________________ 
Curriculum Vitae: Maya L. Santiago    1/3 

MAYA L. SANTIAGO 
1915 Maple Avenue· Evanston, IL 60201· (847) 555-1234· ml-santiago2@u.northwestern.edu 

 

Education 
 

Northwestern University, Evanston, IL 
Ph.D. Candidate in Biomedical Engineering, Anticipated June 2013 
Dissertation: Neuromechanical Mechanisms of Prosthetic Knee Joint Control: Associations with Prosthetic Alignment 
Advisor: Dexter Lewis, Ph.D. 
Committee: Sylvia Yarin, Ph.D., Dinesh Mehta, Ph.D., James Morrison, Ph.D., Janika Davis, Ph.D.  
 

Northwestern University, Evanston, IL 
M.S. in Biomedical Engineering, December 2009 
Thesis: An Investigation of Shock-Absorbing Prosthetic Components for Persons with Transfemoral Amputation 
Advisor: Dexter Lewis, Ph.D. 
 

Northwestern University, Evanston, IL 
Graduate Teaching Certificate Program, 2010-2011 
Searle Center for Teaching Excellence 
 

University of Virginia, Charlottesville, VA 
B.S. in Mechanical Engineering, May 2006 
Magna Cum Laude 
 

Academic Research Experience 
 

Research Assistant, Northwestern University, Chicago, IL  Apr. 2007-Present  
Northwestern University Prosthetics-Orthotics Center 

 Propose novel research protocol to investigate the influence of prosthetic alignment on the gait biomechanics of 
persons with transfemoral amputation  

 Build and test innovative EMG electrodes that make it possible to acquire intrasocket EMG signals  
 Design custom-made alignment adapters to implement and standardize research protocol   
 Collect quantitative gait data using a Motion Analysis motion capture system, AMTI force plates, Cosmed treadmill, 

iPecs™ load cell, and Noraxon EMG telemetry system 
 Supervise and train undergraduate students through a summer research project 
 Program custom Matlab scripts and perform statistical analyses to analyze gait data 
 Recruit, schedule, and consent subjects for research studies 
 Prepare and maintain Institutional Review Board (IRB) paperwork 

 

Undergraduate Research Assistant, University of Virginia, Charlottesville, VA Sept. 2005-May 2006 
Microelectromechanical Systems Laboratory, PI: Jason Horton, Ph.D. 

 Studied the influence of different pH solutions on the dynamic swelling of functional hydrogel structures in 
microfluidic channels 

 

Research Fellow, National Science Foundation REU, University of California, Los Angeles, CA Summer 2005 
UCSF Hand, Upper Extremity, and Microvascular Surgery Center, PI: Steven Huang, M.D. 

 Examined the biomechanical effect of growth factors on the repair time of flexor tendons in the human hand 
 Conducted material strength tests of tendon sutures using MTS equipment 
 Presented research results to academic colleagues and corporate sponsors 

 

Academic Service 
 

Co-Chair, McCormick Graduate Leadership Council, Northwestern University Sept. 2011-Present 
 Organize a council of 16 student leaders to foster leadership and community among engineering graduate students 
 Manage a $7000 budget from the Dean’s Office for academic, social, and professional activities 
 Plan and implement three seminars on academic career planning for doctoral students 
 

Symposium Planning Committee, Chicago Graduate Student Research Symposium Sept. 2008-May 2010 
 Collaborated with academic departments, faculty, staff and students at 5 Chicago-area institutions to organize an 

interdisciplinary research symposium with over 200 attendees 
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 Sample CV

Select and order your categories based on the information you want to highlight 

Always use the spelling and grammar check functions 

Include a header or footer with your name and page number 

Avoid acronyms and abbreviations that are unfamiliar outside of your discipline  
	 or university

Use the citation format for your field when listing publications and presentations 

Have your CV reviewed by multiple sources (e.g., UCS staff, professors,  
	 professional peers, etc.) 

Develop your CV during your first year and update it quarterly with your new  
	 experiences and activities 

~

~

~

~

~

~

~

CV Tips
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Teaching Experience 
 

Co-Instructor, Northwestern University Dept. of Biomedical Engineering, Evanston, IL  Jan. 2011-Mar. 2011 
Course Name: Introduction to Biomechanics 

 Taught an introductory biomechanics course (statics and strength of materials) to 41 sophomore engineers 
 Implemented challenge-based learning methods  
 Developed and refined teaching philosophy and portfolio  

 

Teaching Assistant, Northwestern University Dept. of Biomedical Engineering, Evanston, IL  Sept. 2010-Dec. 2010 
Course Name: Graduate Seminar 

 Supported professor with teaching an advanced engineering section for graduate students  
 Revised teaching materials and updated information for student course packets 
 Offered students recommendations to improve performance in course 

 

Teaching Assistant, Northwestern University Dept. of Biomedical Engineering, Evanston, IL   Apr. 2010-June 2010 
Course Name: Biomechanics of Movement 

 Provided technical assistance for undergraduate students in a biomedical engineering course 
 Assisted students with planning and designing new experiments 
 Graded students weekly laboratory reports and monitored individual student progress 

 

Skills 
 

Microscopy:  phase contrast, epifluorescence, confocal 
Molecular Biology:  PCR, cloning, western blot, immunoprecipitation, ELISA, SDS-PAGE  
Cell Biology:  mammalian cell culture, immunohistochemistry, cryosectioning  
Protein Expression Systems:  bacterial (Escherichia.coli) 
Analytical and Purification Systems:  rheometer, fast performance liquid chromatography  
Technical Software: Matlab, Mathematica, Maple, SPSS, SIMM, OrthoTrak, Cortex, AutoCAD, TurningPoint, FORTRAN 77 
Computer Software: Microsoft Office Suite (Word, Excel, PowerPoint), Paintshop, Adobe Suite 
Languages: Spanish (fluent), French (proficient) 
 

Community Service 
 

Mentor, Get-A-Grip middle school science program, Chicago, IL  Sept. 2010-Present 
Speaker, National Student Leadership Conference, Atlanta, GA Summer 2011 
Judge, Chicago Public Schools’ Annual Science Fair, Chicago, IL  Jan. 2010  
Volunteer Science Teacher, Kennedy Elementary, Chicago, IL 2010 
Volunteer Science Teacher, Haven Middle School, Evanston, IL 2008 
 

Fellowships, Awards, & Honors 
 

American Academy of Orthotists & Prosthetists Education Research Foundation Fellowship 2011-2012 
Whitaker Foundation Graduate Fellowship 2007-2011 
Second Place Departmental Award, Northwestern University BME Research Day Poster Presentation 2010 
Award for Progress in Engineering Design and Application  2010 
University of Virginia Distinguished Service Award 2006 
University of Virginia College of Engineering Award 2005 
University of Virginia Academic Achievement Scholarship 2002-2006 
Robert C. Byrd National Honors Scholarship  2002-2006 
Education Foundation Scholarship 2002 
 

Professional Affiliations 
 

American Society for Engineering Education (ASEE) 
Association for Women in Science (AWIS) 
Biomedical Engineering Society  
Gait & Clinical Movement Analysis Society (GCMAS) 
Society of Hispanic Professional Engineers (SHPE) 
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Publications 
 

Santiago, M.L., Yarin, S., Mehta, D. “Cross Validation of a Portable, Six Degree-of-Freedom Load Cell for Use in  
Lower-Limb Prosthetics Research.” (In Preparation). 
 

Santiago, M.L., Horton, J.C., Baldwin, A., Lewis, D. “The Effect of Transfemoral Prosthesis Alignment  
Perturbations on Gait.” Journal of Orthotics and Prosthetics. 68(3):58-64, 2011  
 

Baldwin, A., Santiago, M.L.“From Remediation to Application: An Investigation of Common Misconceptions Associated 
with Vector Analysis in an Undergraduate Biomechanics Course.” Journal of Engineering Education.102(44): 779-784, 2010 
 

Santiago, M.L. “Comparing Shock-Absorbing Prosthetic Components in Unilateral Transfemoral Amputees.”  Abilities 
19(3):6-7.  Northwestern University, Chicago, IL, USA, 2009 
 

Presentations 
 

Santiago, M.L. “An Investigation of Shock-Absorbing Components in Persons with Unilateral Transfemoral Amputation.” 
Midwest Chapter Meeting, American Academy of Orthotists and Prosthetists, May 15, Atlanta, GA, USA, 2012 (Invited Speaker). 
 

Santiago, M.L. “What’s New in Rehabilitation Research.” Rehabilitation Institute of Chicago’s Annual Nancye B. Holt Rehabilitation 
Management Course: Challenges in Leadership and Management, January 10-11, Dallas, TX, USA, 2012 (Invited Speaker). 
 

Santiago, M.L., Lewis, D., Fey, T.E. “Limb Compliance and Shock-Absorbing Pylons in Persons with Transfemoral 
Amputations.” International Society for Orthotics, May 19-23, Toronto, Ontario, Canada, 2011(Podium Presentation). 
 

Santiago, M.L. “An Investigation of Shock-Absorbing Prosthetic Components for Persons with Transfemoral 
Amputations.” Northwestern University Applied Research Day, Evanston, IL, USA, 2009 (Poster Presentation). 
 

Lewis, D., Fey, T.E., Santiago, M.L “An Investigation of Shock-Absorbing Components in Persons with Unilateral 
Transfemoral Amputations.” Annual Meeting of the Association of Prosthetic Orthotic Clinics, April 3-6, Phoenix, AZ, USA, 2008 
(Podium Presentation). 
 

Fey, T.E., Santiago, M.L. “An Investigation of Shock-Absorbing Components in Transfemoral Prostheses.”  Annual 
Biomedical Engineering Research Conference, October 10-13, Providence, RI, USA, 2007 (Poster Presentation). 
 

References 
 

Kelly C. Boardman, Ph.D. 
Chairperson and Professor, Department of Biomedical Engineering 
Northwestern University, McCormick School of Engineering and Applied Science 
5555 Sheridan Road 
Evanston, IL  60208 
(847) 555-1235 
kcboardman@northwestern.edu 
 
Jason C. Horton, Ph.D. 
Assistant Professor, Department of Mechanical Engineering 
University of Virginia 
1234 Thornton Road 
Charlottesville, VA  22904 
(434) 555-9234 
jch1010@virginia.edu 
 
Dexter Lewis, Ph.D. 
Associate Professor, Department of Biomedical Engineering 
Northwestern University, McCormick School of Engineering and Applied Science 
5555 Sheridan Road 
Evanston, IL  60208 
(847) 555-1236 
d-lewis@northwestern.edu 

professional application materials

Bullet points enhance 
readability, but are not 
used in every discipline. 
Choose the appropriate 
format for your field.

It is standard to provide 
contact information for 

at least three references.
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The cover letter introduces you to potential 
employers and should always accompany a 
résumé. A cover letter is an important marketing 
tool that clearly highlights the strengths of your 
candidacy. It is used to initiate contact with an 
employer, capture the employer’s interest, 
demonstrate your credentials, and ultimately to 
secure an interview. 

 
Types of Cover Letters

Prospecting/Introductory Letter

This type of letter is used to inform the 
employer of your interest and to inquire about 
available opportunities.  
 
Application Letter

This type of letter is the most common and is 
sent to an employer in response to a specific job 
or internship posting. 

Cover Letter Content
Cover letters are written in a business letter 
format. A cover letter should not exceed one 
page in length and should consist of three to 
five paragraphs.  
 
Opening Paragraph

Use the opening paragraph to introduce your-
self. State your reason for writing and how you 
learned about the organization and/or position. 
If someone referred you, include the person’s 
name and affiliation with that employer. Also, 
include two to three sentences demonstrating 
your level of interest and knowledge about the 
organization. 
 
Middle Paragraph(s)

Use the middle paragraph(s) to emphasize and 
elaborate on your strongest qualifications and 
key experiences relevant to the position for 
which you are applying. Address any specific 
qualifications the employer may have listed in 
the job description. Use your résumé and cover 
letter to convey the complete picture of what 
you want the employer to know about you. 
 

Cover Letter

Closing Paragraph

Generally, the closing paragraph is used 
to thank the reader for his/her consid-
eration, to request an opportunity to 
discuss the position, and to indicate how 
the employer can reach you. For those 
conducting long distance searches, let the 
employer know if you plan to visit their 
geographical area, in hopes of arranging 
an interview during your stay.
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covrCover Letter Tips
Address your cover letter to  

	 a specific person. 

Customize your cover letter  
	 for each employer. 

Solicit feedback on your  
	 cover letter. 

Proofread before submitting  
	 your application materials. 

~

~

~

~

Marie Hough 
Slivka Hall ∙ 2332 Campus Drive ∙ Evanston, IL 60201 ∙ (309) 555-2323 ∙ Mariehough@northwestern.edu 

 
January 18, 2013 
 
Penguin Group (USA) 
Human Resources Department 
Attn: Internship Coordinator 
375 Hudson Street 
New York, NY 10014 
 
Dear Internship Coordinator: 
 
I am a junior majoring in Comparative Literature with a minor in Public Health. Yet, to the librarian at home 
in New York, I am still the kid who bribes her friends for library cards each summer in order to evade the 30-
books-per-week-limit. I was also the one who secretly hoped for rainy days in elementary school – it meant 
spending recess in the library.  
 
Now that I am at Northwestern University, I have had the ability to branch out in my passion for reading. I 
have become interested in the legal processes of the literary world, and I am eager to see how a powerhouse 
publishing company responds to changes such as the rise in e-books. Since publishing is a field closed off to 
most students, I am eager to explore each Penguin Group department in both the Young Readers and Adult 
divisions, and was excited to find the posting on CareerCat. I would like to be considered a candidate for 
your summer internships in the following areas: contracts, editorial and subsidiary rights. 
 
My interest in the publishing process began with forays in journalism. During my freshman year, I joined the 
copy desk of The Daily Northwestern and studied investigative reporting by editing articles. The following 
year, I used what I learned and began working on short clips, an activity culminating in my own investigative 
article about late-night dining options in Evanston. I then contacted the editor of Newsday newspaper and he 
invited me to join their copy desk that summer as their first undergraduate intern. Although the newspaper 
industry is a different type of print publishing, it was fantastic being part of the group revision process. I 
would walk out of the office each night with my nose stuck happily in a copy of the next morning’s paper.  
 
An internship with Penguin Group would introduce me to a new area of the publishing industry– one without 
which, story pitching and writing would be void. Working in the newsrooms has given me a wider view of 
research and writing than any class could have offered. Furthermore, it has given me an irreplaceable set of 
time-management skills. I hope to use the skills I have accrued in the long, but rewarding journey that goes 
into introducing a new novel to the bookshelf.  
 
I would welcome the opportunity to discuss my qualifications with you in more detail. I will be returning to 
New York for my Spring Break mid-March and would be available for an on-site interview. Thank you for 
your time and consideration.  
 
Sincerely yours, 
 
 
Marie Hough 
Mariehough@northwestern.edu 
 
 

Sample Cover Letters
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Baxter Rosi 
1234 Chicago Avenue Apt. 2A, Evanston, IL 60201 ∙ brosi4@u.northwestern.edu ∙ 847.555.3211 

 

 
September 29, 2014 
 
Jack Smith 
Director of Human Resources 
The Boston Consulting Group 
300 N. LaSalle 
Chicago, IL 60654  
 
Dear Mr. Smith: 
 
I am writing to apply for the Associate position at The Boston Consulting Group. Currently, I am a senior at 
Northwestern University and a double major in Political Science and International Studies with a minor in 
Business Institutions. The Boston Consulting Group stands out to me because of its wide range of capabilities in 
the global market and the customized approach it takes to address client’s challenges. In addition, the opportunity 
to chart my own course in a supportive and challenging environment is very important to me. I have spoken at 
length about this position with Ann Johnson, a current Associate with BCG, and our discussions have reinforced 
my enthusiasm for working at your organization upon graduation.  
 
My internship and leadership experiences, as well as my academic performance, have given me the interpersonal 
and analytical skills to succeed at BCG. This past summer I worked at Target Corporation as a business analyst 
intern. My primary responsibilities included developing a strategic plan to increase Target’s sales and cut costs 
through better product transition processes and creating a long-term plan to implement my recommendations. I, 
along with my other teammates, developed a plan to address the disconnect between the timing and scope of 
product transitions compared to the customer shopping trends and frequency, which led to a potential sales 
increase of $10 million and receipt savings of $9.3 million. Although the core of the internship involved 
quantitative work and trend analysis, the knowledge that I gained through the positive relationships I built with 
team members across the division was critical to my success.  
 
In addition to my professional experiences, I have served as a leader at Northwestern in both the classroom and 
other capacities. Currently, I am the chair of the Northwestern program team for campusCATALYST, a student-
run organization that pairs students with a non-profit to carry out a 10-week consulting project. I began my 
involvement with campusCATALYST as a sophomore, when I participated in the program as a community 
analyst during my winter term. I interned at a non-profit called GlobeMed, where I analyzed its current and 
prospective media strategies to determine how it could implement a more effective media campaign for its 
upcoming expansion.  Last year, I was chosen to join the program team for campusCATALYST as a non-profit 
liaison. My responsibilities included recruiting and managing non-profit clients and the MBA mentors who 
worked with the students during their projects. In the spring of 2011, I was elected chair of the organization, and 
will be managing the 9-person program team as well as serving as the student liaison to our board of directors.  
 
I believe my education, work experience, and leadership abilities make me a strong candidate for the Associate 
position. Enclosed is my resume that further outlines my education and work experience. I am excited to learn 
more about The Boston Consulting Group and look forward to the opportunity to discuss this position with you in 
person. Should you have any questions, please feel free to contact me at 847-555-3211 or 
brosi4@u.northwestern.edu. Thank you for your time and consideration. I look forward to meeting with you soon. 
 
Sincerely, 
 
Baxter Rosi 

job posting

Penguin Group (USA) offers paid internship opportunities in various business areas such as contracts, editorial, 
finance, graphic design, managing editorial, marketing, online marketing, production, publicity, sales, subsidiary 
rights, and operations. Internship opportunities are available in our Young Readers and Adult divisions! 

Research and writing experience, along with time-management skills are highly desirable qualities we look for in 
candidates.    
 

The internship program consists of three 10-week long sessions. During the spring and fall, interns work 14 hours 
per week. During the summer, interns work 28 hours per week.  
 

A series of lunch events are planned for summer interns. Brown Bag lunches give interns the opportunity to learn 
about different departments, and group lunches are designed to allow interns to network with each other as well as 
employees across the company.

job posting

Associates work closely with BCG teams and the cli-
ent organization as they conduct interviews, analyze 
data, communicate findings, and drive change. You 
will become adept at helping clients find answers to 
their toughest questions and implement necessary 
changes. No two experiences are the same; but all 
offer opportunities and challenges. BCG also offers 
career paths that include promotion directly to 
consultant, graduate school assistance, and career 
transition opportunities worldwide.

BCG offers you an experience that spans many 
industries, clients, and business issues with learning 
coming in all shapes and sizes, from intensive 
orientation programs to ongoing training and 
on-the-job apprenticeship. As an associate, you will 
be challenged to develop firsthand knowledge of 
clients’ critical business issues, building client-man-
agement, problem-solving, and communications 
skills. You will be given ownership of significant 
segments of client projects, as well as responsibility 
for supporting the broader problem-solving effort. 
You will conduct interviews with key market players 
and industry specialists and analyze clients’ 
performance. Your findings, and contributions to 
team discussions, will help deliver impact 
for clients.

In addition to a strong academic record, we seek 
candidates who are team contributors, having 
excellent problem-solving skills, exceptional com-
munication skills, strong quantitative and analytical 
skills, and are proven leaders.  
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The highlighted sections 
demonstrate how 
you can tailor your 
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description.



Whether you are seeking a 
full-time/part-time job, internship, 
or planning to apply for graduate/
professional school, you will likely 
need to provide references. Your 
goal is to select references that can 
provide positive statements about 
your character and performance.
	
POTENTIAL REFERENCES

A range of people can potentially 
serve as strong references for 
you. Consider your activities and 
experiences in order to determine 
the best references for your 
individual situation. The ideas 
below will help you develop your 
own list of references:

Professors
Current/former work  

	 supervisors
Athletic coaches
University staff/administrators
Professional colleagues  

	 or clients
Fellow committee members
Community leaders

REFERENCE SELECTION

Determine the skills necessary for 
the particular position/program 
and the individuals who can speak 
to those skills. Identify a minimum 
of three individuals who will 
advocate on your behalf.  
	I f you are applying for 
graduate/professional school, your 
reference list will probably look 
different than if you are applying 
for an internship or full-time job. 
Graduate/professional schools 
prefer references from academic 
settings unless you have par-
ticipated in work related to the 
program to which you are applying. 
	I f you are applying for an 
internship or full-time position, 
employers may prefer references 
who can speak to your work-re-
lated skills. However, if you have 
professors who can speak to your 
potential in a work setting or can 
speak about the work you have 
done for them, they may serve as 
very valuable references as well. 

k

k

k

k

k

k

k

 
APPROACHING POTENTIAL 
REFERENCES

Depending on your relationship 
with your individual references, 
you may contact them in-person, 
via e-mail, or by phone. When you 
communicate with your potential 
references, you should ask 
directly if they are willing to serve 
as references for you. If they agree, 
provide them your résumé/CV and 
inform them of the positions/pro-
grams for which you are applying. 
It is also helpful to discuss your 
future plans, points you would like 
them to emphasize, and any other 
relevant information. 

MAINTAINING RELATIONSHIPS 
WITH REFERENCES

Maintain strong relationships with 
your references throughout your 
academic/professional career and 
not only during your searches. The 
following are recommendations:

Provide advance notice if you  
	 will use a reference’s name  
	 for applications.

Meet, call, or e-mail your  
	 references to update them on  
	 any new information.

Notify references when you  
	 receive offers and other good  
	 news.

Inform references of  
	 any changes to your career  
	 interests/path.

Contact references occasion- 
	 ally to keep in touch.

Send references thank-you  
	 notes acknowledging them for  
	 their support and willingness  
	 to serve as a reference.

k

k

k

k

k

k

REFERENCE FORMAT

List your references on a separate 
page that follows your cover 
letter and résumé. Remember to 
maintain consistency with your 
other application materials, using 
the same paper, font style, and 
header. 

Example:
Jane M. Smith, Ph.D.
Professor, Department of Economics
Northwestern University
655 Sheridan Road
Evanston, IL 60208
(847) 555-3751
jane.smith@northwestern.edu

LETTERS OF REFERENCE

Letters of reference are typically 
required for graduate/professional 
school applications and for those 
applying for professorships. If you 
are asked to provide letters of 
reference, give plenty of notice to 
the individual writing your letter. 
Also, provide your references with 
a current résumé/CV and any 
other information that may help 
them develop strong letters (e.g., 
description of the graduate/profes-
sional program, job posting, etc.).

References
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Characteristics of 
Good References
 

Knowledgeable  
	 about your work  
	 habits, character,  
	 skills, and potential

Enthusiastic and  
	 supportive of you  
	 and your career  
	 plans

Able to provide  
	 specific and  
	 detailed examples  
	 of your work 

Well-respected  
	 in the industry,  
	 discipline, or  
	 community

~

~

~

~



Interviews are a critical part of the 
hiring process. As a candidate, 
the interview allows you to obtain 
information about the job and 
the organization, determine 
whether the job is suitable for you, 
and impress the employer. The 
interviewer is working to promote 
his/her organization, gather 
information about you, and assess 
your qualifications. 

interviewing basics

Before the Interview
Preparing for an interview should 
begin early in your job search 
process. Preparation is broken 
down into the following three main 
components:

Know Yourself

Conduct a thorough self-assess-
ment of your education, experi-
ences, accomplishments, strengths, 
weaknesses, interests, and values. 
Review your résumé and think 
about what skills you developed 
and what contributions you made 
in each respective experience. 

Research

Learn everything you can about 
the organization (e.g., vision, 
location, size, structure, products 
and services, culture, customers, 
and competitors). Knowing 
more about the industry and the 
company will allow you to better 
respond to interview questions 
and will demonstrate that you are 
prepared and interested in the 
organization.

Practice

Practice will help you become 
more comfortable and confident 
in talking about yourself and your 
accomplishments. We encourage 
you to practice your responses out 
loud with a friend, family member, 
or peer. Mock interviews can be 
scheduled with any UCS practi-
tioner and are a great method of 
practice. Receiving feedback and 
constructive criticism is essential to 
improve your interviewing skills.

During the Interview
Fortunately, most interviews follow 
a similar pattern consisting of 
three stages: the introduction, the 
information exchange, and the 
wrap-up.

The Introduction

Arriving early for an interview is a 
sign of respect to the interviewer. 
When the interviewer approaches, 
rise from your seat to greet him/
her. As you walk to the interview 
room, this is your opportunity to 
develop rapport with the inter-
viewer by engaging in small talk. 
Once seated, the interviewer may 
provide an overview of your time 
together.

The Information Exchange

This is your opportunity to prove 
that you are the best candidate 
for the job. During the information 
exchange, the interviewer will ask 
questions about your experiences, 
skills, and interest in the position. 
Remember that your non-verbal 
behaviors, such as how you stand, 
sit, and listen, also impact your 
interaction with the employer.

Interview ProcessInterview Process

The Wrap-Up

Toward the end of your interview, 
it is common for the interviewer to 
ask, “Do you have any questions 
for me?” Your questions should ad-
dress topics such as details about 
the position and skills/qualifications 
the organization is seeking. Avoid 
asking questions related to salary, 
benefits, and personal topics. At 
the conclusion of your interview, 
express your appreciation for their 
time and restate your interest.

After the Interview
Analyze the interview by asking 
yourself how the interview went, 
what you learned, and what your 
impressions were of the organiza-
tion and the interviewer(s). Keep a 
written record of each interview to 
help you remember and compare 
positions later. Within 48 hours, 
send a personalized thank-you 
note to each person with whom 
you met. If you do not hear back 
from the organization within the 
time frame discussed, contact 
them to express your continued 
interest and ask about your status. 
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Interview ProcessTypes of Interviews

Jewelry / accessories  Limit your 
jewelry/accessories to a maximum 
of five pieces. You do not want 
your jewelry/accessories to distract 
from what you are saying during 
the interview. 

Color  Women generally have 
more options with suit color than 
men. Beige, light gray, and slate 
blue can convey a conservative 
look. In building your professional 
wardrobe, navy blue, dark gray, 
and black are staples.

Skirt length  A serious consideration when 
purchasing or choosing which suit to wear 
should include the length of your skirt. At 
minimum, your skirt should cover your thighs 
when you are seated. A good rule of thumb is 
that your skirt at least reaches the middle of 
your knees when standing.

Hosiery  Women should always wear hosiery. 
Select a neutral shade or one that coordinates 
with your suit. 
 

Shoes  Select shoes made of leather or 
fabric/micro fiber. Choose close-toed pumps 
that allow you to walk comfortably. 
 

Purse / handbag   
Carry a small, simple 
purse or handbag that 
coordinates with your 
shoes. It is also accept-
able to bring a small 
briefcase or business-like 
tote bag. 
 

GUIDELINES FOR WOMEN 
 

Shirt / sweater  Wear a blouse 
that complements your suit in a 
conservative fashion. Typically, 
it is not recommended that you 
wear tops that are revealing, high 
around the neck, or have too many 
ruffles or frills. White or off-white 
colors usually match well with 
many colors. A knit shell is also 
appropriate underneath your  
suit jacket. 

GUIDELINES FOR MEN 

Shirts  Long-sleeved shirts are 
most appropriate all year round. 
Choose white, light blue, or 
conservative stripes. 

Belts  Select a belt with a simple 
buckle that matches or  
complements your shoes. 

Socks  Wear socks that  
complement the color of your  
suit and are long enough for you  
to cross your legs without  
showing bare skin or leg hair. 

Hair  Ensure your hair is clean and 
well groomed. 
 

Ties  Wear patterns that are 
uniform and subtle, whether 
stripes or small dots. Deep reds, 
maroons, blues, navys, grays, and 
blacks are colors that blend well 
with dark suits.

Shoes Lace-up, wing tip shoes are 
the most conservative choice and 
are almost universally acceptable. 
Dressing in your best attire for the 
interview also means having your 
shoes shined, if not new. 

Interview
Attire 
Present yourself in a 
manner that reflects a 
highly polished and pro-
fessional image. While 
your interpersonal skills 
and your ability to for-
mulate responses are the 
most important elements, 
appropriate attire sup-
ports your image. The 
way you dress can greatly 
enhance or detract from 
the impression you hope 
to make with a potential 
employer. 

General Guidelines 
For both men and women, 
the professional standard 
is to wear a two-piece, 
matched suit. A well-
tailored or fitted suit will 
help you present yourself 
professionally and con-
fidently. Appropriate 
size is critical not only 
for comfort, but also for 
presenting a “clean fit.” 
Acceptable colors for 
business suits are darker 
shades and hues (e.g., 
gray, navy, and black). 
For each interview, make 
sure your suit is pressed 
so you present a sharp 
appearance. 
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TELEPHONE INTERVIEWS

Phone interviews are often used as 
a “first round” screening measure 
to determine who to invite for face-
to-face interviews. Understanding 
the structure and nuances of the 
phone interview will help prepare 
you.

Before the Telephone Interview
Prepare for the telephone 
interview by researching the 
company and industry, reviewing 
your experiences and skills, and 
practicing your responses to 
potential questions. When you 
arrange the phone interview, ask 
who will contact you and when 
the interview will take place, and 
remember to take into consid-
eration time zone differences. 
Also, ask for the names and titles 
of others who will participate 
during your interview. Finally, make 
arrangements to interview in a 
quiet space where you will not 
have interruptions.

During the Telephone Interview  
Be ready 10–15 minutes before 
your interview start time. As you 
await the call, review your applica-
tion materials, résumé, and the job 
description. When the phone rings, 
answer it in a professional manner. 
The interviewer will take the lead by 
introducing the individuals on the 
phone and their roles. If there are 
multiple interviewers on the call, 
it is helpful to make a list of each 
person’s name and position. The 
interviewer will usually provide you 
with the structure of the interview 
and then start the information 
exchange. 
	I f your call-waiting signal 
beeps, do not answer the other 
call. In addition, avoid eating or 
drinking during the interview as 
it can distract the interviewers. 
Lag time and silence is very 
common during a telephone 
interview. It is probably a sign of 
the interviewer(s) diligently taking 
notes. At the conclusion of the 
interview, thank the interviewer(s) 
and reiterate your interest in the 
position. The interviewer(s) will 
likely discuss next steps.

After the Telephone Interview 
Within 48 hours, send a thank-you 
note to each interviewer reiterating 
your interest in the position and 
thanking them for considering your 
application and candidacy. 

THE SECOND INTERVIEW AND/
OR ON-SITE VISIT

Second interviews and/or on-site 
visits are designed to evaluate 
your skills and competencies in 
greater depth and to determine 
if there is a “fit” between you 
and the organization. Typically, 
second interviews are conducted 
at the organization’s site, although 
some employers conduct them 
elsewhere. An interview often takes 
a half or full day and may include 
multiple successive interviews, 
lunch, and a tour of the office. 

Reminders:
Keep your responses to ques- 

	 tions fresh and enthusiastic.  
	T ry not to “recycle” answers  
	 from your previous interview.

Treat each interview as if it is  
	 your only chance to sell  
	 yourself for the position.

Observe the organization’s 	
	 culture and the interactions  
	 between staff members. 

If a company indicates they  
	 will reimburse your expenses,  
	 spend reasonably and keep  
	 receipts for all expenditures.

INTERVIEWING DURING MEALS

You may receive invitations to have 
a meal with your interviewer(s) or 
attend a reception with a group of 
candidates. It is not advisable to 
drink alcohol at any time during 
an interview. Choose food items 
from the menu that allow you to 
easily converse. Employ standards 
of etiquette during the meal and 
remember that you are still being 
assessed. Consider meetings dur-
ing meals to be just as significant 
as other types of interviews. 

k

k

k

k
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Interview ProcessTypes of Interviews

During your search process, employers  
	 might contact you at any time. Your chances  
	 of being hired are potentially impacted  
	 by any communication you have with 
	 prospective employers. 

Tailor the greeting on your voicemail to  
	 reflect your professionalism.

Inform those who have access to your  
	 phone about your application process.

If you cannot answer the call in a  
	 professional manner, let your voicemail  
	 screen the call and return it when you  
	 are prepared.

~

~

~

~

Informal 
Phone
Contacts

TESTING

Completing one or more 

tests that are used to assess 

particular skills, knowledge, or 

qualities is common for certain 

industries. Tests may include 

case studies, math, psycho-

logical, and occasionally foreign 

language examinations. It is 

appropriate to ask, in advance, 

if any testing is required.
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Behavioral Interviewing

Behavioral interviewing is based 
on the idea that past behavior and 
performance is a good predictor of 
future behavior and performance. 
The interviewer will typically ask 
questions that begin with “tell 
me about a time when you...?” 
or “describe a...” or “give me an 
example of when...” Because this is 
the most common interview format 
used by employers, you will need 
to develop a strategic approach. 
Your goal in responding to 
behavioral interview questions is to 
share specific experiences as they 
relate to the position for which you 
are applying. Every experience can 
provide a potential answer to these 
types of questions.  
	 Prepare for a behavioral 
interview by identifying the skills, 
knowledge, and experience 
required for the position. Analyze 
your background and identify 
times when you demonstrated 
these requirements. One way to 
approach this task is to create 
three categories labeled: (1) skills, 
(2) knowledge, and (3) experience. 
Then analyze and identify themes 
within the job posting. The next 
step is to select examples or 
instances from your résumé where 
you have shown evidence of 
such work within your education, 
experience, leadership activities, 
and skills sections.

Research the industry and  
	 the company 

 Prepare questions to ask  
	 the employer 

Practice with a UCS staff member 

Review your résumé 

Bring extra copies of your résumé,  
	 an unofficial transcript, and your  
	 list of references 

Convey enthusiasm for the  
	 company and the position 

Ask for clarification if you don’t  
	 understand a question 

Take time to think before  
	 answering difficult questions 

Speak specifically about your  
	 role in any previous successes 

Obtain a business card from  
	 each interviewer 

Send a thank-you note after  
	 the interview 

~

~

~

~

~

~

~

~

~

~

~

Interview

Arrive late 

Leave your cell phone on 

Speak negatively about anything 

Act overbearing, overaggressive,  
	 or conceited 

Chew gum or smell like smoke/ 
	 alcohol 

Discuss salary, holidays, or  
	 bonuses (unless interviewer  
	 raises these topics)  

Use acronyms or slang language 

Refer to the interviewer by first  
	 name (unless the interviewer  
	 indicates to do so) 

Interrupt the interviewer 

Lie or exaggerate

~

~

~

~

~

~

~

~

~

~

Interview
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The STAR Approach 
The STAR approach is used to structure and 
organize responses to behavioral interview 
questions. This approach will help you suc-
cinctly communicate the important parts of 
your unique situation and avoid rambling or 
adding unnecessary information. Each letter 
of STAR represents a part of your dialogue in 
describing the event. 
 
	 Situation
	 Describe the general situation 
	 task
	 Describe the task at hand and your  
	 specific role within it 
	 action
	 Describe the actions you took 
	 result
	 Describe the outcome of your actions 
 
Read the following example to see how the 
STAR approach comes together: 
 

Question: Please describe a time when you 
employed problem-solving skills. 

Answer: In my internship last summer  
at the National Relief Fund, I was asked to 
devise a better system for tracking donations 
earmarked for hurricane disaster relief 
(Situation). Because the National Relief Fund 
is such a large organization, I needed to 
understand the various ways donations were 
being tracked (Task). By surveying regional 
offices I found that only 78% of these offices 
had database tracking systems that were 
upgraded to the level of those at the national 
office. I included this information in a report 
that recommended an upgrade in these 
databases for all regional offices (Action). As 
a result, the CEO made the decision to move 
forward with upgrading systems by August 
2012 (Result). 



1) Information Gathering 
Listen carefully and absorb all 
the information provided. Ask 
thoughtful, probing questions to 
clarify and acquire more relevant 
information. Taking notes is helpful 
as you engage in your case.

2) Organizing Your Analysis  
Take some time to think about 
your responses—a little silence 
is fine. Consider whether using 
a framework will help guide your 
case, but do not force a framework 
to fit the case. 

3) Addressing the Problem
Work through your answer out 
loud. Explain the logic behind your 
responses so the interviewer can 
understand your analytical skills 
and thought process. Throughout 
your response, make reference 
to the facts provided by the 
interviewer. Listen for hints from 
the interviewer as he/she will often 
guide you in the right direction.

4) Closing the Case
Summarize your analysis. If you 
have not arrived at a solution, 
share potential options and  
next steps.
 

interviewing basics

CASE INTERVIEWING

Case interviewing is a tool used 
by consulting firms to assess 
your skills and potential for a 
consulting position. Cases are 
usually scenario-based, problem-
solving activities designed to 
uncover competencies along 
various dimensions. This style of 
interviewing requires you to work 
through business cases similar to 
those you may face as a consul-
tant. Employers seek candidates 
who demonstrate the following 
skills/competencies:

Business insight
Communication skills
Creativity
Inquisitiveness
Logical/analytical  

	 thought process
Practical judgment/ 

	 decisiveness
Quantitative skills
Response to pressure/ 

	 lack of information

Types of Questions
Brainteasers  Logic questions that 
measure your creativity, quantita-
tive, and problem-solving skills. 

Market Sizing  Questions that 
measure your quantitative skills, 
such as the size of a particular 
problem or quantity of certain 
products, and your ability to think 
quickly. 

Business Cases  Problem-solving 
activities designed to uncover 
competencies along various dimen-
sions. Cases are based on either 
hypothetical situations or real 
issues faced by companies.

k
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Frameworks
There is not a magic formula for 
success in case interviews, but 
you can develop a structured 
approach. When answering case 
interview questions, familiarity with 
business frameworks helps you 
structure your responses.  While 
models are not appropriate for all 
cases, a general understanding 
of the following frameworks and 
concepts may aid in your prepara-
tion efforts for case interviews:

Porter’s 5 Forces
Availability of Substitute  

	 Products, and Level of 
	 Competition Among Firms

3 C’s: Cost, Customers,  
	 Competitors

4 P’s: Product, Price, Place,  
	 Promotion

SWOT Analysis: Strengths,  
	 Weaknesses, Opportunities,  
	T hreats

Profit = Revenue – Costs

	T he objective of the case 
interview is to demonstrate your 
ability to solve complex problems, 
not necessarily to reach the correct 
answer. In addition, the interviewer 
wants to observe the process 
you use to approach a problem. 
Remember that the case interview 
is a dialogue with the interviewer 
and not a monologue. Think about 
a case interview as four distinct 
parts:

k
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Resources
Case examples and tutorials  

	 are available on many  
	 consulting firm websites.

Print resources are available  
	 at the UCS Career Information  
	 Center. 

The Vault Guide to the Case  
	I nterview, by Vault (available  
	 through the NU Library’s  
	 electronic resources).

Ace Your Case! Consulting  
	I nterviews, by Wet Feet Press  
	 (available through the NU  
	 Library’s electronic resources).

Additional Practice
Employers often host practice  

	 case interviewing sessions on  
	 campus. Visit the UCS  
	 calendar of events online  
	 for details. 

The Mock Case Interview  
	 Program occurs each fall and  
	 provides seniors an oppor- 
	 tunity to participate in a  
	 mock case interview given by  
	 a consulting employer.

The Mock Case Interview  
	 Program for internships  
	 occurs each winter.

Gather a group of people  
	 planning to interview with  
	 consulting firms and practice  
	 approaches to sample cases.

k

k

k

k

k

k

k
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Typically employers will ask 
questions about you, your 
education, your career goals, and 
the organization/position for which 
you are applying. Additionally, it 
is common to receive questions 
related to skills important to the 
organization/position, such as 
decision-making, analysis/problem-
solving, initiative, interpersonal 
attributes, teamwork, communica-
tion, and leadership development.  
Although you can never anticipate 
the exact questions you will receive 
during an interview, the following 
list will serve as a general guide 
as you prepare:  
 
PERSONAL 

Tell me about yourself.  
What goals have you set  

	 for yourself?  
How are you planning to  

	 achieve them? 
Who or what has had the  

	 greatest influence on the  
	 development of your career  
	 interests?  

What two or three things  
	 are most important to you in 	
	 a position?  

What two or three accom- 
	 plishments have given you  
	 the most satisfaction?  

What are your strengths and  
	 weaknesses? 

What has been your greatest  
	 challenge?  

Are you willing to relocate or  
	 travel as part of your job?  

Do you feel your GPA reflects  
	 your academic ability? 

 
EDUCATION 

Why did you choose  
	 your major? 

What is the most important  
	 lesson you have learned  
	 in school?  

How do you think you have  
	 changed personally since you  
	 started college?  

Knowing what you know now  
	 about your college experi- 
	 ence, would you make the  
	 same decisions? 
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COMPANY 

What expectations do  
	 you have for your future  
	 employer? 

What are your interests in this  
	 position or the company?  

Why are you the best person  
	 for this position?  

What can you contribute to  
	 this company?  

What challenges are you  
	 looking for in a position?  

How have your educational  
	 and work experiences

	 prepared you for this position? 
 
Experience

What are your team-player  
	 qualities? Give examples.  

Describe your leadership  
	 style.  

What is your approach  
	 to handling conflict? Solving  
	 problems? 

How do you motivate others?  
Describe a leadership role  

	 of yours and tell why you’ve  
	 committed time to it. 

What work experience has  
	 been the most valuable to  
	 you? What did you learn?  

What was the most useful  
	 criticism you received and  
	 who provided it?  

How did you decide which  
	 extracurricular activities to  
	 join? What did you gain from  
	 these experiences? 

What contributions have you  
	 made to a group project?  

What types of situations put  
	 you under pressure? How do  
	 you deal with the pressure? 

What have you found  
	 most frustrating in your work  
	 experience?  
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BEHAVIORAL 

Take me through a  
	 project where you applied  
	 __________skills.  

Describe a situation when  
	 you displayed your critical  
	 thinking skills.  

Describe the project or  
	 situation that best demon- 
	 strates your analytical skills.  

Describe a situation where  
	 you had a conflict with  
	 another individual and how  
	 you handled it.  

Give an example of a problem  
	 you solved and the process  
	 you used to arrive at the  
	 solution. 

Describe an idea that you  
	 developed and implemented  
	 that you felt was particularly  
	 creative or innovative.  

Tell me about a difficult  
	 decision you have made.  

Give an example of a situation  
	 in which you failed and how  
	 you handled it.  

Tell me about a time when  
	 you had to persuade another  
	 person to your point of view.  

Tell me about a project you  
	 initiated.  

Tell me about a team project  
	 that you are particularly  
	 proud of and what your  
	 contribution was to the  
	 project. 
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Interview Process
Common Interview Questions

}A UCS staff 
member was very 

helpful in giving ad-
vice on how I should 
improve and polish 
my interviewing skills 
and it was great to 
receive feedback 
from an interviewer’s 
perspective. I’m very 
thankful that we have 
great staff at UCS to 
give us guidance for  
our success.”

 Jung H. Kang
Senior in Economics and 
Communication Studies 
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Susan Love 
1212 Weber Boulevard 
Evanston, IL 60602 
 
 
May 18, 2011 
 
Ms. Rachel Wilde 
Director, Financial Services 
Pacific Insurance 
784 N. 18th Street, Suite 330 
Skokie, IL 60076 
 
Dear Ms. Wilde, 
 
Thank you for taking the time to interview me yesterday for the position of Financial Services 
Representative with Pacific Insurance. I enjoyed meeting you and learning more about this position 
and your organization. 
 
After speaking with you, I am even more excited about this opportunity and I am confident that I can 
contribute to the initiatives of the Financial Services team. Specifically, I am eager to use the skills I 
have developed in my role as Vice President of Finance for Alpha Beta Gamma and the knowledge I 
gained from my internship at Sure Realty. My organizational and interpersonal skills will allow me to 
deliver the exceptional service that your clients expect and deserve. 
 
I would like to reiterate my strong interest in the position of Financial Services Representative and 
joining your team. Thank you for providing me the opportunity to interview and I look forward to 
hearing from you soon. 
 
Sincerely, 
 
Susan Love 
847-555-9876 
susanlove@northwestern.edu 

The thank-you note is an important tool to include 
as part of your job search strategy. A thank-you note 
is your final chance to make yourself stand apart 
from other applicants. In addition to expressing your 
appreciation for the interviewer’s time, a thank-you 
note gives you another opportunity to summarize 
your strengths, provide highlights of the interview, 
confirm your continued interest in the position, 
and cover anything you did not mention during the 
interview. 
 
TIMING 

Send a personalized thank-you note to each 
interviewer within 48 hours of your interview. This 
will provide you an additional contact with the 
employer before hiring decisions are made.  
 
TYPES 

A thank-you note can take several forms: a 
handwritten note, a typed letter, or an e-mail. When 
determining which type of thank-you note is most 
appropriate, consider the employer’s timeline for 
making a hiring decision and the culture of the 
organization. Specifically, if the interviewer indicated 
that he/she would contact you within the week 
with their decision, it is most effective to send a 
thank-you note via e-mail due to time constraints. If 
the culture of the organization is conservative, it is 
probably best to send a traditional letter.  
 
CONTENT 

The content of your thank-you note is as important 
as the type of format used. A standard thank-you 
note should accomplish the following:  
 

Show your appreciation for the interviewer’s  
	 time and information.  

Recap the conversational highlights. 
Reiterate your skills and qualifications,  

	 particularly those pertinent to the position.  
Clarify any information that was unknown or  

	 unclear during the interview. 
Highlight aspects of the organization that are  

	 especially relevant or interesting to you.  
Communicate your continued interest and  

	 enthusiasm for the opportunity. 
 
 

k
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Thank-You Note
 Sample Note

interviewing basics
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covrThank-You Note Tips
Ask your interviewer for a business card so you know the exact  

	 e-mail or mailing address to send your thank-you note. 

If the note is handwritten, make sure your writing is legible. 

Write your thank-you note on good quality paper or stationery. 

Proofread your note to ensure there are no typing or grammatical  
	 errors. 

Your thank-you note should not exceed one page. 

~

~

~

~

~



“pleasure in the job puts perfection in the work.”        Aristotle

notes



Your job search success is related 
to the time you invest and the 
number of strategies you incor-
porate. Individuals experience the 
job search process very differently. 
Some are excited about beginning 
the next phase of their lives, while 
others are worried and view the 
job search as a stressful process. 
Wherever you are in terms of your 
feelings, know that many people 
have successfully navigated the 
job search process and there are 
a variety of career opportunities 
available to you.  
 
Spend time reflecting on 
your career goals. Before you 
begin your job search, think about 
what you really want in a career. 
Consider what types of skills you 
would like to use in a position, 
what work-related experiences 
have been positive, and the type of 
lifestyle you envision for yourself. 
Clarity of your career goals will help 
focus your search. 
 
Research your potential 
options. There are multiple career 
options within any given field. 
Job market research will provide 
you a better understanding of 
the range of available positions. 
Your research efforts may include 
seeking information online, 
attending career-related programs, 
asking professionals for informa-
tional interviews, or participating 
in student or professional 
organizations of interest. Hopefully, 
your research will give you insight 
into what positions realistically 
match your needs, based on your 
interests, values, and skills. 
 

post-graduation planning

Understand that the job search 
will likely consume a significant 
amount of time and energy. 
It is common to underestimate 
the amount of time and energy 
required to successfully obtain a 
position. Approaching your search 
in an organized and deliberate 
manner increases your chances of 
successfully obtaining a position of 
your choice, and decreases some 
of the stress that accompanies a 
job search.  
 
Learn the job search process 
for your specific industry. The 
job search will vary depending on 
your field. Steps such as develop-
ing a strong résumé and practicing 
your interviewing skills are helpful 
for any industry. If you are unsure 
how to proceed based on your 
field, schedule an appointment 
with an Employment Specialist who 
will help you develop a job search 
strategy appropriate for your 
industry. 
 
Use multiple job search 
strategies. It is recommended 
that you include multiple strate-
gies as a part of your job search 
approach. Relying on one method 
will inevitably reduce the number 
of opportunities you locate. 
Commonly used search strategies 
include: On-Campus Recruiting 
(for current students), CareerCat, 
career fairs, networking, inter-
net/online resources, field specific 
listings, newspapers/journals, to 
name a few. 
 

Recognize that rejections are 
a normal part of the process. 
Receiving notification that you 
were not selected for a position 
is sometimes difficult to handle. 
Employers usually have more 
applicants than available positions. 
If you experience consistent 
problems with your job search in 
a particular industry, schedule an 
appointment with a UCS practi-
tioner to review your application 
materials and discuss your options. 
 
Consult with others throughout 
the process. It is not necessary 
for you to go through this process 
alone. If you have questions 
or need assistance, determine 
key individuals who can provide 
you support. This may include 
Northwestern faculty or staff, as 
well as friends and family members 
who are experienced and familiar 
with the job search process. 
Successful applicants reach out for 
the support they need. 
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}Though I was 
confident of 

my skills when 
applying for jobs, I 
was not sure how 
to best highlight my 
educational and 
work experience in 
my résumé. During 
senior year, with the 
help of a UCS staff 
member, I was able 
to draft résumés and 
cover letters that 
led to more phone 
calls from potential 
employers. Looking 
back, I could tell 
that the staff really 
cared about my job 
search outcomes, 
because they asked 
me to come back for 
follow-up consulta-
tions, and they even 
assigned homework 
for me to do before 
meeting again.”

Alec Liu
Alumnus, Chemical 

Engineering 

Student
Spotlight



The process of securing a job 
at the graduate level is more 
challenging than many students 
anticipate. While education affords 
“opportunity,” an advanced degree 
does not necessarily lead to an 
easier search. Your search will 
vary depending on your ability 
to juggle the completion of your 
degree requirements, your 
individual needs, and the norms of 
the discipline. 
 
Prior to starting your job 
search, consider the following 
questions: 

Is your coursework complete  
	 (or near completion)? 

Are you almost finished with  
	 your thesis/dissertation? 

Have you discussed your  
	 plans with your advisor or  
	 other faculty? 

Have you spent time  
	 gathering information  
	 regarding employment  
	 options? 
Is your résumé/CV up- 

	 dated and prepared to send  
	 to employers? 

Will launching a job search  
	 now allow you to complete  
	 your program requirements  
	 within your anticipated time  
	 frame? 

Have you assessed your  
	 strengths and weaknesses as  
	 a candidate?

	I f you answered “no” to more 
than one question above, you 
should evaluate whether you are 
ready to begin your search now. 
If you need assistance with any 
aspect of the planning or search 
process, call UCS to schedule 
an appointment to meet with a 
practitioner.

 
 

k

k

k

k

k

k

k

Academic Job Search 
The academic job search is a 
structured process with strict 
deadlines and specific materials to 
prepare. Keep in mind that you will 
have to balance the demands of 
your job search with time needed 
to write your dissertation. Securing 
an academic faculty position typi-
cally requires you to begin applying 
a year prior to your projected start 
date, making the fall a busy time 
for applying to positions.  
 	S trategies for the academic 
job search vary by discipline. For a 
successful job search, familiarize 
yourself with the timelines and 
requirements associated with your 
discipline by consulting with your 
advisor, committee members, and 
other faculty in your program.  
	 As you review job postings 
and determine where to apply, it is 
important to evaluate the culture 
of the institution and department, 
the academic job market in your 
discipline, and personal factors, 
such as relocating family or the 
demographics of the institution. 
Consult with trusted mentors for 
advice and to learn from their 
experiences with similar issues. 

Application Materials

Preparing for an academic job 
search will include a variety of 
activities and required materials. 
Once you determine the positions 
to which you plan to apply, pay par-
ticular attention to the documents 
each institution requires. Create 
a tracking system to organize the 
many aspects of this process. 
	
Frequently requested materials 
include: 

Curriculum Vitae (CV) 
Cover Letter 
Teaching Philosophy 
Research Statement 
Course Evaluations 
Sample Syllabi 
Transcripts 
Letters of Recommendation 
Writing Samples

k

k

k

k

k

k

k

k

k

The Interview Process 

If you have been selected by the 
search committee, the next step is 
usually an interview. Interviews 
progress in stages, beginning with 
a screening interview via phone 
followed by an on-campus visit 
lasting 1–2 days. The on-campus 
interview typically includes inter-
views with faculty, administrators 
and current graduate students; a 
presentation (“job talk”) followed by 
Q&A with the audience; and a meal 
or another social event with your 
hosts. During interviews, commit-
tee members are evaluating your 
potential as a researcher, teacher, 
and colleague. They also want 
to determine whether you 
demonstrate a sincere interest in 
the position and are a good fit for 
the department. 
	D uring the interview, be 
prepared to discuss your dis-
sertation research, your future 
research goals, and your teaching 
interests. In addition, convey 
interest and enthusiasm for the 
institution and the position, reflect 
on your strengths and weak-
nesses in teaching and research, 
and demonstrate adaptability, 
openness and administrative skills.

Job Search Process for Graduate Students
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Careers Outside of 
Academia
An increasing number of graduate 
students are pursuing careers out-
side of academia. Some graduate 
students have made the decision 
based on the academic job market, 
while others have determined that 
they are not interested in a career 
in academic research or teaching. 
Deciding to pursue a career 
outside of academia is not an easy 
choice for all graduate students; 
for some it is an emotional decision 
that can generate feelings of fear, 
confusion, or even failure. UCS 
Staff are available to work with 
you in an individual appointment 
to explore the feelings that may 
be impacting your career decision 
making process. 
 
So What Do You Want  
To Do? 

There are many career options for 
graduate students outside of aca-
demia. Before you begin applying 
to job openings, the first step in a 
successful job search is self-assess-
ment. The self-assessment process 
allows you to gather information 
about your skills, interests, values, 
and motivations that influence your 
career decisions. Self-assessment 
will also develop the language to 
market your academic training to 
potential employers. 
	 Work environments outside of 
academia may emphasize skills and 
experience over academic 
credentials. As the job seeker, your 
task is to articulate to prospective 
employers how the skills you 
have developed through academic 
research and study will be an asset 
in their settings. Through your 
graduate student career, you have 
developed strong transferable 
skills, which are useful in many 
different settings. To convey your 
message confidently and clearly, 
you first need to identify them 
yourself. 
 

Skills Employers Value in 
Graduate Students:

Problem Solving 
Leadership 
Personal initiative and  

	 motivation 
Gathering and synthesizing  

	 information 
Data analysis 
Collaboration 
Entrepreneurship 
Perseverance 
Oral and written communi- 

	 cation 
Critical thinking 
Maturity 
Creativity 
Ability to teach and train  

	 others 
Project management 
Leadership and indepen- 

	 dence 
Comfort with abstract  

	 concepts 
Knowledge of technical  

	 software 
 
	R esearching employers and 
industries is the next step to 
gaining insight into professional 
options that match your career 
direction and provide a good fit for 
your background. Your research 
efforts may include seeking 
information through online and 
print resources, informational 
interviewing, and attending career 
related programs.

k

k

k

k

k

k

k

k
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k
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Recruiting Process  
and Timeline 

The process of securing a position 
can take time. It is common to 
underestimate the amount of time 
and energy required to successfully 
obtain a position, so begin planning 
for your job search at least one 
year prior to your degree comple-
tion date. 
	G raduate students must be 
very proactive and use creative 
strategies to connect with employ-
ers and to learn about potential 
job opportunities. Networking is 
essential to the graduate student 
job search. As you begin your 
search, connect with your 
supporters and share your career 
plans with them. This includes 
advisors, mentors, family, friends, 
faculty, former employers, contacts 
from informational interviews, 
alumni—anyone who can assist 
with your job search! Employers 
are more likely to interview a 
candidate who comes from a 
referral, so networking can open 
up your employment possibilities. 

post-graduation planning
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The Application  
and Interview Process 

Employers differ in the type of 
materials required to apply for 
each position so make sure to pay 
careful attention before you apply. 
Most positions outside of academia 
request a 1–2 page résumé, which 
will require you to transform your 
curriculum vitae into a shorter 
document. Once you decide not 
to pursue academic employment, 
you must determine the skills 
employers are seeking and revise 
your résumé to highlight how your 
degree(s) and experiences have 
developed those preferred skills. 
	T he interview format will 
range considerably for positions 
outside of academia. Some 
companies will offer a series 
of very formal interviews with 
multiple interviewers, while 
other positions will have a shorter 
selection process and only require 
you to meet with one person. Be 
prepared to answer questions 
about your motivations for careers 
outside of academia and how your 
academic training has prepared 
you for that particular position. 
Leaving the academic setting 
requires a transition and it is 
important that you have as much 
clarity as possible regarding your 
potential responsibilities and 
expectations. Your goal is to find a 
good fit with what you have to offer 
and what the company needs.

Tips for the Graduate Level Job Search
Start your search early.

Take an organized approach to your search.

Work closely with your advisor and  
	 mentor(s) throughout the process.

Conduct informational interviews.

Network as much as possible.

Participate in mock interviews. 

Request letters of recommendation early.

~

~

~

~

~

~

~

Review job listings offered by professional  
	 associations.

Seek feedback on your application materials. 

Customize your application materials for  
	 each position.

Keep copies of all application materials  
	 submitted.

Avoid applying for positions that you would  
	 not accept if you were to receive an offer.

~

~

~

~

~



Typically, employment options 
for international students fall into 
three categories: obtaining full-time 
employment in the United States, 
utilizing the practical training 
option, or returning to your native 
country. If you prefer to obtain 
a full-time position in the United 
States, understanding the distinct 
challenges of this search is helpful. 
	T wo major job search 
challenges international students 
face are related to employment 
restrictions and cultural differ-
ences. Employment restrictions are 
imposed by the government and 
require that you have the appropri-
ate employment authorization. 
Cultural differences may affect 
the way you approach your job 
search and perhaps your ability to 
successfully present your qualifica-
tions to an employer.  
 
 
TIPS FOR SEEKING  
EMPLOYMENT IN THE UNITED 
STATES 

Know the current laws and 
policies regarding your status 
(e.g., H1-B, OPT, etc.). Employers 
have a legal obligation to hire only 
authorized persons. Consult with 
the International Office and other 
experts in this area and know the 
requirements for employment. 
This information will allow you to 
educate the employer regarding 
your specific situation.   
 
Start your search early. All 
students are encouraged to start 
their job search early. This recom-
mendation becomes especially im-
portant for international students 
due to potential work authorization 
challenges. Remember to account 
for extra time in case the required 
paperwork takes more time than 
you anticipated.  
 

Use a range of job search 
strategies. Increase your chances 
of obtaining a position in the 
United States by using a range of 
job search strategies. Networking 
with professionals in your industry 
and researching companies that 
hire international students are 
both useful approaches. It is also 
helpful to locate print and online 
resources that identify specific 
companies hiring international 
students.  

Understand the cultural dif-
ferences that may affect your 
job search. Based on cultural 
differences, the expectations of an 
American job search may conflict 
with values and/or differ from the 
typical search protocol of your 
native culture. For example, the 
American job search often 
requires self-promotion, directness 
in communication, and self-
disclosure.  
 
Improve your language skills 
(if necessary). Language skills 
are a common concern during the 
interview phase for many interna-
tional students. Schedule a mock 
interview with a UCS staff member 
if you are interested in practicing 
your interviewing skills. The UCS 
practitioner will provide you 
feedback regarding your strengths 
and areas of development.  
	 While there are sometimes 
additional obstacles to employ-
ment in the United States, a num-
ber of international students have 
found success in recent years. Your 
individual situation will depend on 
a variety of factors; however, your 
initiative in this process is essential. 
It is never too soon to begin your 
job search and the UCS staff are 
available to provide you support 
and the resources to assist with 
your search.  

Job Search Process for International Students

} This is an office 
that I strongly 

recommend every 
student on campus 
steps foot in at a 
very early stage in 
their time at NU, 
independent of 
major, school or 
career aspiration. 
This office is here to 
help and will help 
you get to where you 
want to go.”

Blair Kessler
Junior in Economics

Going Global is an online subscription 

that provides expert advice and insider tips 

for finding employment opportunities within 

the U.S. and abroad. International students 

can search for H1B employer petition listings 

by state, industry, or metro area! Consult the 

UCS website for access details.
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Fall Quarter
Early October—Early December 
Winter Quarter
early January—Mid March 
Spring Quarter
Early April—Late April

To effectively plan your search, it 
is important to know how different 
industries recruit new employees. 
Recruiting and hiring cycles are 
terms that refer to the specific 
timeframe in which employers 
begin their search for new 
employees. These cycles vary by 
company and industry. 
 
Undergraduate or  
Graduate Students  
Seeking Full-time  
Employment 

On-Campus Recruiting (OCR) 
College recruiting is a key hiring 
source for many major employers. 
The OCR program is designed 
to provide representatives from 
various organizations a venue to 
interview current Northwestern 
University students for positions 
that begin after graduation. As a 
convenience to current students, 
OCR offers an opportunity to 
interview with employers without 
leaving campus. 
 
CareerCat Students are 
encouraged to regularly search 
CareerCat listings for available 
positions. Some employers do 
not participate in OCR; however, 
they may advertise their positions 
on CareerCat. To register and/or 
update your profile, visit  
CareerCat via our website at  
www.northwestern.edu/careers. 

Undergraduate or  
Graduate Students  
Seeking Summer Jobs/ 
Internships 

For summer positions, some 
employers will post available 
opportunities as early as mid-fall 
quarter of the previous year. 
Early application submissions are 
driven by the type of position, 
location of the position, number of 
positions available, and number of 
applicants. Early January is also an 
active time for employers looking 
to hire for the summer.  
	 While many positions are 
posted during the winter, some 
employers are not aware of their 
hiring needs until later in the year. 
As a result, their positions are 
not listed until the spring quarter. 
Contact a UCS practitioner for 
assistance with understanding the 
recruitment cycle for your industry 
and finding available positions. 
 

Hiring & Recruiting Cycles
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Alumni Recruiting and  
Hiring Cycles 

Employers use the term “immedi-
ate hires” when recruiting alumni 
candidates. Available positions are 
posted on CareerCat. Once jobs 
are posted, employers typically 
hope to fill the positions as soon as 
possible or within 1–3 months. 
	 Although all industries 
and employers have openings 
throughout the year, there are 
often hiring peaks and valleys. 
Hiring trends and the number of 
jobs available at any given time 
will depend on economic factors, 
supply and demand for your field 
of expertise or interest, geographic 
considerations, global issues, and 
industry trends. 
	F or alumni who are interested 
in starting a position in the near 
future, it is best to allow approxi-
mately 3-6 months (or more) for a 
quality job search. Understand 
your industry’s hiring trends to 
allow yourself enough time to 
make good decisions. For more 
information, contact the UCS 
Senior Assistant Director for Alumni 
Career Services.

Typical 
OCR Season 
Date Range

* This table reflects typical recruiting timeframes. UCS continues to receive job postings throughout the year for every industry. 
Please consult with a UCS practitioner for more specific information. This table does not reflect internship postings.

	 SEPT	 OCT	 NOV	 DEC	 JAN	 FEB	 MAR	 APR	 MAY	 JUN	 JUL	 AUG

Typical Recruiting Timelines by Industry*

Investment
Banking, Finance,
Consulting

Engineering

Education, Non-profit, Government

Advertising, Marketing, Media, PR
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Job Offers & Negogiations

JOB OFFERS 

There are many factors to consider 
when negotiating a job offer. Prior 
to accepting a position, assess 
how a particular job aligns with 
your career interests, skills, values, 
and goals. This knowledge will 
assist you in making appropriate 
decisions as you evaluate each job 
offer. 
	M ake sure you clearly under- 
stand the expectations, roles, and 
work environment. Evaluate the 
nature of the work, work duties, 
level of responsibility, work hours, 
and any additional requirements. 
Reviewing the organizational 
structure may help you understand 
existing roles within the company. 
You should know who you will 
report to, who reports to you (if 
applicable), and which colleagues 
work closely with you in the 
position. Work environment 
considerations may include staff 
collegiality, level of interaction 
with colleagues, and quality of 
management, as well as physical 
components such as location and 
type of work space. 
	 Compensation packages 
are often an important aspect of 
evaluating a job offer. Companies 
vary in what they offer, so it is 
essential that you pay attention to 
the details. Two major aspects of 
your decision-making likely include 
the salary and benefits offered.

Salary  Know the salary range 
for comparable positions and 
your worth in the job market. You 
should have a clear idea of what 
is acceptable to you and what is 
appropriate for the job, given your 
specific qualifications. Remember 
to review and analyze your financial 
needs. 

	D uring an interview, you 
should not initiate the salary 
discussion. Once you receive an 
offer you may then engage in any 
negotiations. For some higher level 
positions, employers may ask for 
your salary expectations. If asked, 
you must provide a response 
with a preferred salary range. If 
you are asked to provide a salary 
history, which is more common for 
experienced level jobs, offer this 
separately from your résumé. 
	S ome companies may offer 
an initial salary, but inform you of 
potential options to increase your 
salary once hired. It is not uncom-
mon for companies to indicate 
that your salary will increase after a 
review or a designated probation-
ary period. Make sure to inquire 
when and how often reviews are 
conducted and salaries increased.

Benefits  Understanding benefits 
or “compensation packages,” as 
they are also called, is another 
consideration when selecting a 
job or evaluating a salary. Benefits 
are typically available for full-time 
positions rather than for part-
time, internships, or temporary 
positions. Research the current 
state and federal laws regarding 
the minimum hours you must work 
and job classification requirements 
for eligibility of health benefits. 
	I t is not unusual to discover, 
as you are weighing different 
aspects of the offer, that you have 
additional questions, lack some 
factual data, or simply need a 
better sense of the position and/or 
organization. If you have questions, 
it is usually appropriate to contact 
one of your interviewers for 
clarification. 

NEGOTIATIONS 

The leverage you have in negotiat-
ing job/salary offers often depends 
on how competitive you are for 
the position. Your work history, 
previous work performance, range 
of skills, and ability to self-market 
(promote yourself) all influence 
the process. Also, remember that 
not everything is negotiable. The 
ability to negotiate will addition-
ally depend on economic times, 
the salary structure within the 
company, your qualifications, 
industry and market trends, etc. 

Need time to decide? Typically 
employers will allow you time to 
evaluate their offer. Ask the 
employer when they would like 
a decision and determine if this 
is enough time for you. You can 
ask an employer for additional 
decision-making time if you have a 
legitimate reason (e.g., if you need 
more time to investigate housing 
options given the salary they offer). 

Ready to make your decision? 
Many employers will put full-time 
offers in writing. Accept the job 
offer when you are absolutely sure 
this is the position you want. It is 
considered a professional courtesy 
that you do not renege after ac-
cepting an offer. Once you formally 
accept an offer, it is appropriate 
to notify employers who are still 
considering you as a candidate 
that you have accepted another 
position. Also, remember to inform 
everyone who assisted you 
throughout this process, including 
your references.

Potential 
Benefits

Employers may offer 
other benefits or forms 
of compensation that 
add to your overall
hiring package. When
evaluating job offers,
consider the “total
package.”

Health Insurance

Retirement Plans

Stock Options

Tuition  
	 Reimbursement

Professional  
	 Memberships

Professional  
	 Development  
	O pportunities

Training

Sign-on Bonus

End of the Year  
	 Bonus

Relocation  
	 Reimbursement

Parking

Vacation Days

Health Club  
	 Membership

~

~

~

~

~

~

~

~

~

~

~

~

~
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Graduate programs expect each 
applicant to have a specific career 
goal in mind and demonstrate 
his/her ability to successfully 
complete an advanced degree 
program. Once you have decided 
that graduate school is the road 
to helping you achieve your career 
goals, understanding the process 
required for applying is essential.  

How do I find the right 
school for me?

Thoroughly research the schools 
that offer programs of interest. 
Knowing your academic goals and 
developing a strategy for achieving 
them will help as you explore 
programs. During your selection 
process, a range of variables will 
impact your final decision. Some 
areas of importance are the 
program, faculty, and student life. 
Ask yourself these questions:

Program
Does the program cover my  

	 areas of interest?	
Are assistantships/fellowships  

	 available for students enrolled  
	 in this program?

Who hires the people that  
	 graduate from this program?

Will I grow personally and  
	 professionally from attending  
	 this program?

Do they have experiential  
	 education built into the  
	 program?

Faculty
How accessible are the faculty  

	 to students?
Are the professors well-known  

	 in the field?
What is the relationship  

	 between students and faculty?
Will I have the opportunity to  

	 work with faculty on research  
	 projects?

Has there been a high  
	 turnover of faculty within the  
	 past five years?
	

k

k

k

k

k

k

k

k

k

k

Student Life
What types of services are 	

	 provided for graduate/ 
	 professional students?

Where do graduate/profes- 
	 sional students typically live?

How diverse is the student  
	 population?

What graduate/professional  
	 student organizations exist  
	 in the department and/or on  
	 campus?

Is there any additional support  
	 for students with partners,  
	 spouses, and/or families?

When do I need to apply? 

Application deadlines vary. Some 
schools review candidates through-
out the year and make admissions 
decisions when applications 
are received. Other programs 
have specific cycles and will only 
consider applications during a 
particular time frame. Still other 
programs will review applications 
during a designated cycle, but may 
extend offers to candidates prior 
to the published deadline. Given 
the various scenarios, it is best 
to research individual program 
deadlines and apply early.

What application  
materials do I need  
to apply?

The exact materials required 
for each program varies, but will 
likely require a combination of the 
following materials: a completed 
application form, a personal state-
ment, official copies of transcripts 
from all schools attended, letters 
of recommendation, financial aid 
forms, an application fee, and test 
scores. 
	

k

k

k

k

k

What test do I take?

Each type of school/program 
requires specific tests and 
examination dates vary. Listed 
below are some of the major areas 
and tests required to apply:

Medical  Medical College  
	 Admission Test (MCAT)
Dental  Dental Admission Test (DAT)
Pharmacy  Pharmacy College 		
	 Admission Test (PCAT)
Law  Law School Admission Test 	
	 (LSAT)
Sciences/Liberal Arts  
	 Graduate Record Examination 	
	 (GRE), Miller Analogies Test (MAT)
MBA  Graduate Management 		
	 Admission Test (GMAT), Graduate 	
	 Record Examination (GRE)

Where do I start?

Develop a plan. The key to 
managing the application process 
for graduate/professional school is 
simply good planning, preparation, 
and organization. Starting early 
will allow you to develop a timeline 
that includes the important steps 
for your successful submission of 
applications. If you need assistance 
with any aspect of this process, 
please schedule an appointment 
with a UCS Career Counselor.

Graduate & Professional School Application Process
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}Career Services has been extremely helpful in the 
law school application process. The counselors 

genuinely care about helping the students succeed and 
they are absolutely willing to guide you throughout the 
entire application process.”

fabiana cohen  Senior in Psychology
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Spotlight



Personal Statements

Your personal statement is a significant component of your 
application package. Strong personal statements are well-writ-
ten, interesting, and attract the reader’s attention. Maximize 
this opportunity to discuss important information not reflected 
in other parts of your application materials.

Ten Steps for Writing a Winning Personal Statement

1.	 Assess yourself.  Take time to consider who you are, why you 
are interested in additional education, and what you have to 
offer advanced programs. 

2.	 Brainstorm your ideas. Simply list all your thoughts and ideas 
related to your character, experiences, future goals, etc.

3.	 Select the most appropriate ideas. Using your list of brain-
storming ideas, select the combination of topics that will 
help you form a strong statement. 

4.	 Write a first rough draft. Incorporate ideas from your 
brainstorming and write! Do not worry about length in your 
initial drafts—you can edit it later. 

5.	T ake a break. Taking a break will provide you time to process 
what you have written. When you return you may discover 
you have ideas for improvement.

6.	 Revise and edit. Rewrite and modify, as needed. Your person-
al statement should touch you personally in some way, while 
reflecting what you want the admissions committee to know 
about you. 

7.	 Seek feedback. Have a variety of people read your personal 
statement and provide feedback. Ask readers if your state-
ment conveys your interest and enthusiasm about entering 
graduate/professional school. 

8.	 Incorporate feedback. After soliciting feedback, determine 
what advice to include and revise your statement accord-
ingly.

9.	 Develop the final draft. Read your essay to make sure it 
conveys an accurate, clear, and appealing message that 
demonstrates the strength of your candidacy.

10.	Proofread, proofread, proofread. Prior to submitting your 
application, it is essential that you have thoroughly checked 
your document for grammar and spelling errors.

 

Graduate/Professional School 
Application Timeline

Each graduate school program has its own requirements 
and deadlines. The timeline below is a general overview of 
the application process. In using this timeline, remember 
the materials and timing required for each application you 
plan to submit. 

Junior Year
Fall & Winter Quarter 

Attend UCS graduate/professional school workshops.
Research schools and programs.
Explore financial aid resources. 
Register and begin preparing for appropriate graduate  

	 admissions tests.

Spring & Summer Quarter 
Open a recommendation file with UCS.
Identify faculty and/or professionals to ask for  

	 recommendation letters.
Order an unofficial transcript from all undergraduate  

	 institutions attended.
Check unofficial transcripts and correct any  

	 discrepancies.
Take appropriate graduate admissions tests.
Visit prospective campuses and when possible talk  

	 to students/faculty. 

Senior Year
Fall Quarter 

Write the first draft of your personal statement. 
Request your letters of recommendation. 
Order official transcripts.
Write the final draft of your personal statement. 
Complete and submit your applications. 
Apply for financial assistance (e.g., assistantships,  

	 scholarships, fellowships, etc.). 

Winter Quarter
Complete and submit financial aid applications.
Follow-up with schools to verify that your file is  

	 complete.
Visit institutions of interest to help evaluate your  

	 options. 

Spring Quarter
Interview, if necessary.
Make decisions and notify all institutions.
Submit required paperwork and/or payments.
Arrange housing.
Write thank-you notes to those who helped you.

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~

~
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2Seeds Network 
3M 
A.T. Kearney 
Abbott 
Abercrombie & Fitch 
Academy for Urban School Leadership 
Accenture 
ACCO Brands 
Accuity 
Adage Technologies 
Addus HealthCare, Inc. 
Adler Planetarium 
adMISSION POSSIBLE 
Adobe Systems, Inc. 
Advocate Health Care 
Aetna 
AGV Sport 
Alabama’s ABC 33/40 
Alcatel-Lucent 
Alcoa, Inc. 
ALDI 
Alliance for the Great Lakes 
Allina Health 
Allstate Insurance Company 
AlumTalks 
Alvarez & Marsal 
Alzheimer’s Association 
Amazon.com 
American Airlines 
American Eagle Outfitters 
American Enterprise Institute for Public Policy 	
	R esearch 
American Junior Golf Association 
American Marketing Association 
American Red Cross 
Analysis Group, Inc. 
Aon Hewitt 
Apple, Inc. 
Archstone Consulting 
Argonne National Laboratory 
Ashland Hercules Water Technologies 
AT&T 
AvePoint, Inc. 
Avondale Strategic Partners 
Bain & Company 
Barclays Capital 
Barilla America, Inc. 
BASF - The Chemical Company 
Bates White 
Baxter 
Beghou Consulting 
Belvedere Trading, LLC
Bemis Company, Inc. 
Better Government Association 
Billow Butler & Company, LLC 
BlackRock, Inc. 

Blaige & Company 
Bloomberg 
Blue Canyon Partners, Inc. 
Blue Ridge Partners 
BlueCross BlueShield Association 
BMO Capital Markets 
BMO Harris Bank 
Boeing 
Booz & Company, Inc. 
Boys Hope Girls Hope 
Brella Productions 
Brooks Instrument 
Brunswick Corporation 
Bunge Global Agribusiness 
Burger King 
Caesars Entertainment 
Cancer Treatment Centers of America 
Capgemini 
Cardinal Education 
Cardinal Intellectual Property 
CarMax Business Services, LLC 
Central Intelligence Agency 
Ceteris 
Chemonics International Inc. 
Chicago Children’s Museum 
Chicago Humanities Festival 
Chicago Metropolitan Agency for Planning 
Chicago Public Schools 
Chicago Transit Authority 
Chicago Zoological Society - Brookfield Zoo 
ChildServe 
Chopper Trading 
Chrysler Group,  LLC 
Cigna 
Citigroup 
City of Chicago 
City Year 
Clear Channel Communications, Inc. 
Clinton Global Initiative 
CME Group 
Coca-Cola Refreshments 
Community Counseling Centers of Chicago 
Compuware Corporation 
Congressional Budget Office 
Consolidated Trading, LLC 
Consumer Financial Protection Bureau 
Continental Automotive Group 
ConvergEx Group
Cornerstone Research 
Corporate Executive Board Company 
CreativeArtistsAgency 
Credit Suisse 
Cutler Group, LP. 
CVS Caremark 
d.e. Foxx & Associates, Inc. 
DaVita, Inc. 

Deloitte 
DePaul University 
DHL International 
Discover Financial Services 
Disher Design & Development 
DMC, Inc. 
Dow AgroSciences 
Dow Corning Corporation 
Draftfcb 
DRW Trading Group 
Dunamis Community Advocate Services 
Dyson 
EC Stryker, Inc. 
Egon Zehnder International 
Emerging Solutions 
Endeavor Trading, LLC 
Enova International, Inc. 
Epic Systems Corporation 
Ernst & Young 
ESPN Chicago 
Evanston Capital Management, LLC 
Exponent, Inc. 
ExxonMobil 
FadingRed 
Federal Bureau of Investigation 
Federal Reserve Bank of Chicago 
Federal Signal Corporation 
Federated Mutual Insurance Company 
Fidelity Investments 
Fleishman-Hillard International Communications 
Forbes 
Ford Motor Company 
Forester Capital Management 
FPL Advisory Group, LLC 
Frontier Airlines 
FTI Consulting, Inc. 
Fund for the Public Interest, Inc. 
GAINSystems 
Gallup, Inc. 
GATX Corporation 
General Electric 
Geneva Trading 
GEP 
GfK Strategic Innovation
Goldman Sachs 
Goodyear Tire & Rubber Company 
Google, Inc. 
Grand Prairie Services Behavioral Healthcare 
Grassroots Campaigns, Inc. 
Green Corps 
Greenhill & Co. 
Greenline Financial Technologies, Inc. 
Grosvenor Capital Management, LP. 
Groupon 
Habitat for Humanity International 
Harrison Street Real Estate Capital 
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HAVI Global Solutions 
Heartland Alliance 
Hewlett Packard 
Hillstone Restaurant Group 
Howard  Brown Health Center 
HSBC Hong Kong 
Human Rights Watch 
HumanaLogic, Inc. 
Hyatt Hotels Corporation 
IBM 
Illinois Department of Transportation 
Illinois Housing Development Authority 
Illinois Tool Works, Inc. 
IMC Financial Markets and Asset Management 
Infosys Consulting, Inc. 
Inner-City Teaching Corps 
Insight Research Associates 
Integrated Resources, Inc. 
Intel Corporation 
Intuit, Inc. 
IronBridge Capital Management, LP. 
J.P. Morgan Chase & Co. 
Johnson Controls 
Jones Lang LaSalle 
Jumpstart 
Kantar Retail 
kCura Corporation 
Klein Tools, Inc. 
L.E.K. Consulting 
LaSalle Investment Management 
Latin School of Chicago 
Lazard Freres & Co., LLC 
Leapfrog Online 
LeighFisher, Inc. 
Lieberman Research Worldwide Company 
Littelfuse, Inc. 
L’Oreal 
Louis Dreyfus Corporation 
M3 Capital Partners 
Madison Equity Associates, LLC
Marakon 
Mass Electric Construction Company 
MattersightTM 
McDonald’s Corporation 
McKinsey & Company 
McMaster-Carr 
MedImmune, LLC 
Medtronic, Inc. 
Mercer LLC 
Mesirow Financial Holdings 
Microsoft 
Moelis & Company 
Monitor Group 
Morgan Stanley 
Morningstar, Inc. 
Natural Resources Defense Council 
Navigant Consulting 
Nestle Purina 
Newell Rubbermaid 
Newsbank, Inc. 
Nordstrom 
Northern Trust Corporation 
Northwestern Mutual Financial Network 
Northwood Investors, LLC 
Novantas, LLC 
NYSE Euronext 

Office Depot, Inc. 
Ogilvy & Mather 
Oliver Wyman Group 
OpenBI, LLC 
Opus Capital Markets Consultants, LLC 
Pariveda Solutions, Inc. 
Parker Hannifin Corporation 
Peace Corps 
PEAK6 Investments, L.P. 
Pec North America, Inc. 
PepsiCo, Inc. 
Piper Jaffray & Co. 
Pixar Animation Studios 
Planned Parenthood 
PNC Financial Services Group, Inc. 
PROACT Search 
Procter & Gamble 
Prophet 
PRTM Management Consultants, Inc. 
Prudential Mortgage Capital Company 
Putnam Investments 
PwC 
Radio Disney 
Raymond James & Associates, Inc. 
RCP Advisors 
Red Bull
Red Frog Events, LLC 
River Branch Holdings, LLC 
Robert W. Baird & Co., Incorporated 
Rocket Gaming Systems 
Roland Berger Strategy Consultants 
Ronin Capital, LLC 
Rush University Medical Center 
Ryerson Corporation 
Samsung Advanced Institute of Technology 
Sandia National Laboratories 
Sargent & Lundy 
Schneider Electric 
Scot Forge 
Search for Common Good 
Sears Holdings Corporation 
Shedd Aquarium 
Shell Exploration and Production Company 
Siemens 
Sigma-Aldrich Corporation, LLC 
Skorpios Technologies, Inc. 
Sony Electronics Inc. 
Space and Naval Warfare Systems Command Center 	
	 Pacific 
Spot Trading, LLC 
Staples, Inc. 
Starcom USA 
Starlight Children’s Foundation 
State Farm 
State of Illinois 
Steppenwolf Theatre Company 
Sterling Engineering, Inc. 
Success Academy Charter Schools 
Susquehanna International Group, LLC 
Swinton Financial Group 
SymphonyIRI Group 
Target Corporation 
Teach for America 
Teach For China 
Tenant Risk Assessment, LLC 
The Advisory Board Company 

The Blackstone Group 
The Boston Consulting Group 
The Cambridge Group 
The Dow Chemical Company 
The Field Museum 
The Greatest Good, LLC 
The Kresge Foundation 
The New Teacher Project 
The Nielsen Company 
The Noble Network of Charter Schools 
The San Jose Group 
The Sapa Group 
The Travelers Indemnity Company  
Thomson Reuters 
ThoughtWorks 
Thresholds 
T-Mobile 
Toro Capital Management 
Total Quality Logistics 
Towers Watson 
Tribune Media Group 
Tyco International, Ltd. 
U.S. Army 
U.S. Department of Treasury - Internal Revenue 	
	S ervice 
U.S. Marine Corps 
U.S. Navy 
U.S. Senator Dick Durbin’s Office 
U.S. State Department 
U.S.PIRG 
UBS 
Underwriters Laboratories 
Unilever 
Union Pacific Railroad 
United Air Lines, Inc. 
United Way of Metropolitan Chicago 
Universidad Popular 
University of Chicago 
UNO Charter School Network 
Urban Prep Academies 
Venture for America 
Victoria’s Secret 
Visa 
Vista Equity Partners 
Walgreen Co. 
Walton Street Capital, LLC 
Waterstone Management Group, LLC 
Wells Capital Management 
Wells Fargo 
West Monroe Partners 
WGN-TV 
WH Trading, LLC 
William Blair & Company, LLC 
Wm. Wrigley Jr. Company 
Wolters Kluwer 
Wolverine Holdings, L.P. 
XR Trading 
Zebra Technologies 
Zimmer 
ZS Associates, Inc. 
Zurich North America



FEW 
GET TO SHAPE IT.

EVERYONE 
KNOWS VISA.

Visa Inc. is a global payments technology company that connects consumers, 
businesses, financial institutions and governments in more than 200 countries and 
territories, enabling them to use digital currency instead of cash and checks. 

Students and recent graduates of Northwestern University can build upon 
their education by applying for our Intern Program or New Graduate Development 
Program. Our Intern Program is an intensive 10-12 week summer program 
designed to give students real-world experience and a competitive career 
advantage. Our New Graduate Development Program is a 24-month rotational 
program developed to build a comprehensive knowledge base and skill set 
regarding Visa’s products and services, key initiatives and business model.

You can have a significant impact on our business and the lives of the millions 
of people we serve globally, all while honing your skills and experiences in a 
professional environment. Your contributions will make our world-renowned brand 
stronger and drive innovation in Visa’s technology.

To learn more about these programs and apply, visit visa.com/careers.

Visa is an Equal Opportunity Employer.

visa.com/careers

notes

“he listens well

	 who takes notes.”

Dante Alighieri



University Career Services (UCS) provides comprehensive 
and centralized services to Northwestern undergraduate 
students, graduate students and alumni. We offer an array 
of services and programs to assist with your career-related 
needs: 

Walk-In Advising 
Individual Counseling Appointments 
Internship Advising Services 
Graduate/Professional School Advisement 
Employment Advising Services 
Employment Databases and Research 
Career Fairs 
On-Campus Recruiting 
Career Information Center 
File Services 
Alumni Career Services 

Career Guide 2012-2014 Committee 
Christina Siders, Chair 
Jeremy Hopkins, Editor-in-Chief 
Cynthia Graham, Member 
Laura Myers, Member 

Kelli Marie Conkey, Cover Designer 

northwestern

university career services

UCS Main Office 
620 Lincoln Street 
Evanston, IL 60208 

(847) 491-3700 

UCS Career Lab 
Core Reserve 
Main Library 

Northwestern University 

http://www.northwestern.edu/careers 
Facebook, Twitter, YouTube, Pinterest: /northwesternucs 

Wordpress: http://northwesternucs.wordpress.com 
LinkedIn: Northwestern University Career Services 


