YOUR JOB SEARCH

Understanding the Process and
Using Available Resources to Advantage

The Citadel Career Center
www.citadel.edu/career_services/

CareerCenter@ Citadel.edu

www.citadel.edu/career services The Citadel Career Center; 20 Jul 2011



Whether you are seeking your first position after graduation or are looking for your next
position, it is important to recognize that the job search process is its own full-time job. There
are many factors involved, including which career area(s) you wish to pursue, in which cities
you wish to live and work, and which firms are the best fit for you.
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Your Job Search



Deciding which Career Areas to Pursue

Determining which type(s) of job(s) to pursue can be challenging. An online career interest and educastamplannit
calledrOCUS helps in this process. Plan to dedizateh®urs to complete FOCUS. Or complete it over several shorte
of time. FOCUS saves your work, so you can pickup where you left off; you do not need to complete it inrone se:
or all components as needed throughout your Citadel career. For additional information, please G&SuUi® to reviev
Guide and th&OCUS Presentation.

Learn more about a particular type of job. Before you interview for a specitondbet some informational interviews to
determine if the type of job you are after is al¢)isad biést done during the junior year, but can be done at the outset of

the senior year. (Alumni looking to change careers will find informational interviews of assistance as well). Contact
companies of interest to you and ask if you may meet with someone in a particular department to hold @winform
Ask questions to learn more about the job, the responsibilities, how the position fits in with the comptmylaadsits r
not an employment interview. It is an opportunity for you to gain information and for a potential employeaio learn
informal setting. Your initiative and successful performance at such a session may be rewarded with aryopportur
interview for a position in the future.

Learn about employment opportunities. Actively seek out opportunities. The best ones are usually not advertised. Tal
advantage of all resources available to you to learn about position openings. In addition to reviewingdhe yoateria
through the Career Center and its website, be sure to network with people you know and those you meet along t
yourself to potential employers at presentations you may attend, conferences you may go to, and people you me
acquaintances, relatives, and friends.
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http://www.citadel.edu/career_services/FOCUS.htm
http://www.citadel.edu/career_services/FOCUSv2/FOCUS_Guide.pdf
http://www.citadel.edu/career_services/FOCUSv2/FOCUS_Guide.pdf
http://www.citadel.edu/career_services/FOCUSv2/FOCUSv2.ppt
http://www.citadel.edu/career_services/Interviewing.htm

Deciding which Cities are Best for You

You are typically most effective when you identify the several cities of greatest interestto you, then ungiilisvaly m
those cities. Confining your efforts to a single city, especially a smaller city that attracts many job skta@rsanch :
be frustrating and you may realistically need to expand the scope of your search to include larger metropolitan a

Conduct an internet search of the cities of interest to you by visiting various websites, such as govertybtieyites
and chamber of commerce sites, to learn about what the specific locations have to offer regarding housixgs scha
voter registration, etc. In many cases, relocation or "newcomers" information is available. (For examlatatigu se
Metro Chamber of Commerce, you will find a sectiomaboutharlesion

VisitEirstGov.gdor links to state government home pages and)\isitihember of Commterdimd links to the chambers
for the cities of interest to you. (Below are direct links to the member directories of chamber sites fotiegynmonly c

Charleston Metro Chamber of Commerce - Charleston, SC  Greater Greenville Chamber of Commerce - Greenville, SC

Greater Columbia Chamber of Commerce - Columbia, SC Spartanburg Area Chamber of Commerce - Spartanburg, SC

Metro Atlanta Chamber of Commerce - Atlanta, GA Charlotte Chamber of Commerce - Charlotte, NC

Greater Raleigh Chamber of Commerce - Raleigh, NC Jacksonville Chamber of Commerce - Jacksonville, FL

For eCharleston Area Search review the proceeding document.

For any geographic targeted area, searditleed.com, a job board that searches several other job boards at once.

For information and analysis on U.S. Cities and Cagdgi@wisifo.com. Explore career options by:
- Finding cities offering the strongest opportunities for a selected profession.

- Learning about a city's demographics, economics, culture, schools, housing, climate, and more.

- Finding professions in a city paying the best relative to national trends and that are most popular.

- Discovering new relocation possibilities@nolgytninforsnovativelaceMatdeature.
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http://www.charlestonchamber.net/
http://www.charlestonchamber.net/
http://www.greenvillechamber.org/businessdirectory.html?pageid=40&navtreeid=0&content=BusinessDir&recid=40
http://www.columbiachamber.com/directory/index.htm
http://www.spartanburgchamber.com/directory/index.asp
http://www.metroatlantachamber.com/serving/mem_directory9.asp
http://www.charlottechamber.com/
http://www.raleighchamber.org/memberdir/index.html
http://www.myjaxchamber.com/global/directory.asp
http://www.citadel.edu/career_services/CharlestonAreaSearch.pdf
http://www.indeed.com/
http://www.citytowninfo.com/
http://www.charlestonchamber.net/content.asp?catID=876
http://www.usgov.gov/
http://www.uschamber.com/chambers/directory/default

Deciding which Firms to Pursue

Search for information regarding the major industries in the cities of interest to you, as well as specést employer:
sources include the following (typical) Chamber of Commerce publications. These publications provi uable
as key contact names and titles, phone and fax numbers, web site addresses, type of
headquartered, etc. and are sold to the public by Chambers of Commerce.

1.Membership Directory
2.Major Employers Directory
3.Industrial Directory

Using this comprehensive information helps you identify and research the firms of greatest inter u as you
target list. It also helps you avoid overlooking midentifgntise professional area thatfliestou in the Membership
Directory, such as CONSULTBNBBENESS. Alphabetically-cebsience the firms of interest in the front of the director
get the name of a contact for eac@alireach firm to express your interest and to ask for advice on applying to that 1
need more information on a firm, ask if you can visit the firm's office to get this information, or usétheasatrnet ar
research the firm.

Contact the Chamber of Commerce for your geographically targeted area(s) of ptéferéricenvieetlid Commedfce
focusing on Charleston,&isitlestonJobNetwamkww.indeed.cdaor a listing of jobs in the Charleston area.

Target firms, after researching their websites and other source€éreézExpkiration section at tHeformation for
Studentgpage for additional ideas), in prioritized groups of ten. Type a list of these firms, leaving space byatach t
information and the next steps needed after each contact. Bring a copy of this list to your meetings with ahentors
contacts, asking them to identify friends/associates in those firms who could serve as networking contacts.

When a contact refers you to someone of great interest to you, ask the individual to call that persorhighie you ar
office so you may schedule your next appointment quickly, following a brief introduction by your mentodalumnus
This provides you the opportunity to build your network quickly and to meet with people in the firms gbgteatest ir
showcase your skills. Your Job Search


http://www.uschamber.com/chambers/directory/default
http://www.charlestonjobnetwork.com/
http://www.indeed.com/
http://www.citadel.edu/career_services/info-students.htm
http://www.citadel.edu/career_services/info-students.htm

Developing Appropriate Marketing Tools

RESUMES

Undergraduate and some graduate student resumes should be kept to one pagepégeoesshimebiare appropriate f
undergraduate & graduate students with more experience and/or leadership involvement and for alumni with at |
experience or better. List yourreb@gint skills in a skills block on the top half of the page. Be sure yourationtact inft
current and clear. Concise and appropriate objective statements are important (and necessary on resumes that
provide recruiters participating in Career Center sponsored events). Any incorrect spelling or other errevei @ res
candidate from being hired.

Alumni, please note: If transitioning from the military, translating military experiences as applicable to the civilian pc
possible, is important. Avoid including personal information on your resume, such as marital status andsgfalagren,
candidacy.

RevieviResume Construction Tips, General Information, Common Errors to Avoid, and Sample Resumes on our w
a proven sample resume format. Many of the templates included in word processing packages provide weak fori
suggested format is significantly stronger.

You can ‘cut and paste' the heading of your resume to the top of your letters (cover and thank you) arfdimtiee to
page. This is professional in appearance and helps the recipient organize your materials.

COVER/MARKETING LETTERS

RevievZover/Marketing Letter Information and Samples on our website. Cover/marketing letters typically need to:
1.Tell the firm who you are.

2.Tell the firm why you are writing.

3.Tell the firm what you can do for them, referring to your resume.

4.Tell the firm what you will make happen next (i.e., that you will call them within 10 days to request atieeetthgca)d to seek
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http://www.citadel.edu/career_services/ResumeSamples.htm
http://www.citadel.edu/career_services/Communication.htm

Developing Appropriate Marketing Tools

THANK YOU/FOLLOW-UP LETTERS
Review hank You/Follow-Up Letter Information and Samples on our website.

Send a thank you/follpaletter to the Recruiter(s) within 2 business days of the interview. Each letter younrgpite shc
and company specific. Include specifics you discussed and confirm your interest in the company and im¢he posit
longer interested, thank the recruiter for the opportunity and politely ask to be removed from consideration).

WORK SAMPLES/PORTFOLIO

Increase your marketability by maintaining a collection of your academic work (professional work for alumeii) for ¢
during an interview. Refer to the following document that explamsleuiiatarifolio is and how to create one. Be
certain to save a selection of various documents for use in your Academic Portfolio. You will not use biktha you .
better to have several to choose from. You may also only want to include parts of a particular projector paper vs
document. View student samples at the Career Center for other ideas.

Include documents such as (but not limited to):

1.Lab projects demonstrating specific skills and use of equipment involved in your major field of study.

2.A paper covering a topic for your major.

3.Written work covering a topic for a declared minor or other subject of interest to you (that is not your major).
4.Computeelated assignments to demonstrate your skills using particular software packages, etc.

5.Flyers, memos, a summary of an event you coordinated, etc. in relation to a club or organization yos! ot lasspiodtet gitbr |
The Citadel.

6.A poem or other creative writing sample written for an assignment or on your own.
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http://www.citadel.edu/career_services/Communication.htm
http://www.citadel.edu/career_services/Communication.htm
http://www.citadel.edu/career_services/Communication.htm
http://www.citadel.edu/career_services/CoverLetterSamples.htm
http://www.citadel.edu/career_services/Resumes/AcademicPortfolios.pdf

Using the Information You Find

Advertised vs. Unadvertised Jobs

Classified job advertisements in newspapersnengenerally account for less than 50% of available jobs. Thedest al
via targeting and direct contact with the firm, and through networking.

Employment (& Internship) Search

All Citadel Students and Alumni are invited to regibteGatgour web based career management & recruitment systs
online job board, resula@basek more). Review and apply for (as appropriate to yourtimeedshpldyment, seasonal
& parime jobs, and internships posted by employers. MeedSatmay be found via
www.citadel.edu/career_services/TheGate.htm, along with our various FAQs for using the system to advantage.

On Campus Interviews (held for current students) are also connébeeGtaie

Recruitment Events

The Citadel Career Center arranges a vReetyitofent Events each academic year for employers and graduate schot
share their opportunities with qualified Citadel students. (Alumni may participate as appropriate; keepagiiy ohind
opportunities being recruited for aKeeakyyAnd some organizations share the details of their own events for stude
sometimes alumni participation. Please refer to our website, our online jdihedzatkaalieldok for emails from the
Career Center regarding upcoming events. (Organization of recruitment events begins in the summer prior to the
they will take place and throughout that year. Events are not held during the summer months).
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http://www.citadel.edu/career_services/TheGate.htm

Using the Information You Find

Finding Alumni Contacts: The CAA Online Community

Alumni contacts are available \GAM@nline Community developed for alumni association members. To learn about &
this online directory, Wisit://citadelalumni.oge/ tMembership, then seleGAA Online Community. When searching to

find alumni in a specific firm, use the Advanced Search option (available at the bottom of the Simple Search screen). Yc
also go directlyvtovw.alumniconnections.com/olc/pub/CDL/

The best time to contact alumni in the cities of interest to you is after you have constructed your lishefAakgét org:
they can advise you re: contacts in the firms of interest to you. Provide these alumni copies of your reeampe and |
those you ask for referrals updated on your progress.

Alumni Club Contacts: For current Citadel Alumni Club Contacts, see the Citadel Clubs, Classes, and Groups at
http://citadelalumni.org/
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http://citadelalumni.org/
http://www.alumniconnections.com/olc/pub/CDL/
http://citadelalumni.org/

Interview Preparation, Follow-Up, and How to Evaluate Offers

Preparation

You must be an attractive candidate to the potential employer and need to show him/her why you are thdbest pe
This requires preparation, to include preparing to answer commonly asked interview questions as well agjthorout
the firm. Visit our websitenfervieypreparation resources.

Follow-Up

The job search process is demanding. Do not let up at the most crucial part of theupriscessealgwnportant and
can often be the deciding factor between two otherwise similarly qualified candidates. Visitouewebsite por
resources.

Evaluating Offers

Followup with employers who make job offers in a timely manner, while still allowing yourself a reasonablertimefr:
them. For further information refer to the Evaluating an Offer dettiomneofdiepage. Students should also refer to th
NACE Salary Survey (conducted quarterly) for information on starting salary offers. NACE Salary Survey Data is
website up to one year from the survey date/vigadel.edu/career_services/JobSearch.htn#heéAdlEreport of recent
versions may be viewed at The Citadel CaredipSait8pring 2009, this survey is no longer printed by NACE; pleas
with staff if a printed version of the latest survey is not in the Resource Library).
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http://www.citadel.edu/career_services/Interviewing.htm
http://www.citadel.edu/career_services/Interviewing.htm
http://www.citadel.edu/career_services/Interviewing.htm
http://www.citadel.edu/career_services/JobSearch.htm

Searching for Summer/Seasonal Jobs and Internships

Review the following documents and sites to assist with your seasonal job or internship search, as appropriate.
~Prepare for a Seasonal Job or Internship Search

~ Interviewing

~ Internships
~Summer Employment Resource Packet

WebSite Links: (Refer to the Summer Employment Resource Packet forwnotéada|.edu/career_services/JobSeqrch.htm

Adventure Jobs - www.coolworks.com

Seasonal/Part-time & Hourly Jobs - www.snagajob.com

Seasonal/Summer/Part-time/Temporary - www.simplyhired.com

Summer Camp Jobs - www.joltcamps.com

Summer Work and Internships - JobWeb (NACE) www.jobweb.com/experiential/jintern.htm

Yellowstone National Park Lodges - Apply online atvw.yellowstonejobs.com or Call 303445323 for an Application.

Please Note: International Students of The Citadel should check with the Office of International Studies regarding
working in the US before applying.citadel.edu/intistudies/
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http://www.citadel.edu/career_services/Students/PrepareForSeasonal.pdf
http://www.citadel.edu/career_services/Interviewing.htm
http://www.citadel.edu/career_services/Internships.pdf
http://www.citadel.edu/career_services/Students/Summer/Summer2010Packet.pdf
http://www.citadel.edu/career_services/Students/Summer/Summer2010Packet.pdf
http://www.citadel.edu/career_services/JobSearch.htm
http://www.coolworks.com/
http://www.snagajob.com/
http://www.simplyhired.com/
http://www.joltcamps.com/
http://www.jobweb.com/experiential/jintern.htm
http://www.yellowstonejobs.com/
http://www.citadel.edu/intlstudies/

Information for Commissioning, Transitioning, & Former Military

Some search firms have asked us to refer transitioning military (especially JIMOs) to them for assistancda¥ou m:
such firms one year before you will be leaving the military to begin your file. Visit their websites andti@websites
search tips, sample resumes, and other useful information.

Bradleymorris, Inc., Rob Weyer  The Lucas Group (Atlanta), Orion International, Matt Owens
rweyer@bradiorris.com new contact pending mowens@orioninternational.com
800.330.4950 x 121 800.878.2930 800.336.7466 ext. 428
www.bradlaworris.com www.lucascareers.com www.orioninternational.com

RecruitMilitary LLC (Cincinnati), Joe Vroman VerticalPath Recruiting (Tacoma, WA), Charlene Young

joe@recruitmilitary.com cyoung@vertpath.com
800.226.0841 1.866.760.4600
www.RecruitMilitary.com www.verticalpathrecruiting.com

Competitive Edge Services assists transitioning and former military via Corporate Gray Military Job Fairs, Corpc
Online, and Corporate Gray Series Books: "From Army Green to Corporate Gray," "From Navy Blue to Corporat
"From Air Force Blue to Corporate Gray." For additional informationypleasewuisitegray.com

Job Posting Sites:
CareerOneStop/Military Transition Military.com  Military Hire
TAOnline US Dept of Defense/Veterans Vet Jobs Veterans Employment Information

Information Sites:
G.l. Jobs: Guide to Post-Military Success @ US DeptoflLabor-Vet er ans’ Empl oyment & T r al; n | ing
Crosswalk Search: Translate Military Job into Civilian Language; enter your DOT or MOC code to access equivalent job tlﬂg ds scriptions



mailto:rweyer@bradley-morris.com
mailto:rweyer@bradley-morris.com
mailto:rweyer@bradley-morris.com
http://www.bradley-morris.com/
http://www.bradley-morris.com/
http://www.bradley-morris.com/
http://www.lucascareers.com/
mailto:mowens@orioninternational.com
http://www.orioninternational.com/
mailto:joe@recruitmilitary.com
http://www.recruitmilitary.com/
mailto:cyoung@vertpath.com
http://www.verticalpathrecruiting.com/
http://www.corporategray.com/
http://www.careeronestop.org/militarytransition/
http://www.military.com/
http://www.militaryhire.com/
http://www.taonline.com/
http://www.godefense.com/veterans.html
http://www.vetjobs.com/
http://www.fedshirevets.gov/
http://www.gijobs.com/default.aspx
http://www.gijobs.com/default.aspx
http://www.gijobs.com/default.aspx
http://www.dol.gov/vets/
http://www.dol.gov/vets/
http://www.dol.gov/vets/
http://www.dol.gov/vets/
http://online.onetcenter.org/crosswalk

Suggested Reading Materials

To help determine which career area is best for you:
'‘What Color is Your Parachute' by RicharavBolles)speed.com

A very useful handbook on the job search process/ interviewing is:
'‘Knock 'Em Dead' by MartinWatg,knockemdead.com

For transitioning military:
'From Army Green to Corporate Gray' by Carl Savino/Ronatd\Krammightpublications.com

For information on firms in a variety of cities:
The 'JobBank' series/aiv.adamsmedia.com

For a variety of excellent career-related books:
www.vault.ccamnd seevww.citadel.edu/libfaryonline versions
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http://www.tenspeed.com/
http://www.knockemdead.com/
http://www.impactpublications.com/
http://www.adamsmedia.com/
http://www.vault.com/
http://www.citadel.edu/library

