
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
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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

47
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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
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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
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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

Student
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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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 


