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Pomerantz Career Center Resources 
Services 

Walk-in Hours 

HireaHawk.com 

Register Your Internship 

Meet With Your Career Advisor* or Career Coach 



 

Career Strategies Timeline 

1. Get Started 

2. Explore your Possibilities 

3. Develop a Plan 

4. Gain Experience 

5. Get Hired 



 

HireaHawk.com Checklist 

1st Year: 
 



 

HireaHawk.com Checklist 
2nd Year: 
 

 
3rd Year: 
 

4th Year: 
 

DID YOU KNOW? 
You can use HireaHawk  

to do ALL of this: 
 

















Best of all, it’s FREE! 



 

Find Your Focus Open Major Program  

Who Am I? 

What Are My Possibilities? 

How Can I Try It?  

 

Who Can Help Me? 

“Before participating with the Find Your 
Focus program, I was feeling over-
whelmed with the idea of exploring so 
many different career options.  With 
each meeting, though, I felt that I was 
moving in a positive direction, narrowing 
my search a little more each time.  The 
program helped me realize that there is 
a career path for every passion.” 
 

- Natalia, first-year 

“Through the program I was able to  
explore my options through researching 
careers online and meeting with  
departmental advisors to learn more 
about the majors I am considering.  The 
Find Your Focus program is definitely 
worthwhile, and I recommend it to every 
open major I meet” 
 

- Claire, first-year 



 

Identifying Your Skills 



 

Transferable Skills Survey 
 

Strong Work Ethic Experiences Related to Skill

 

Communication 

 

Teamwork 

 

Initiative 

 

Interpersonal  

 

Problem-Solving 

 

Analytical  

 

Flexibility/Adaptability 

 

Detail-Oriented 

 



 

Transferable Skills Survey 
 

Organization    Experiences Related to Skill 

 

Leadership 

 

Self-Confidence 

 

Friendly/Outgoing 

 

Tactfulness 

 

Creativity 

 

Strategic Planning 

 

Entrepreneurial/Risk-Taking 

 

Attitude/Sense of Humor 

 

Other Skills   



 



 

Get Involved 

Benefits of Getting Involved: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
How You Can Get Involved: 
 

 

The Perfect Candidate:  
Top 6 Attributes Employers Seek 

on Candidates' Resumes  
 

 

 



 What is an Informational Interview? 
 

 

 

Arranging an Informational Interview: 
 

 

 

 

 

Preparing for an Informational Interview: 
 

 

 

 

 

 

Informational Interview Etiquette: 
 

 

 

Evaluation and Follow Up: 
 

 

 

 

 

Informational Interviews 

Sample Email: 

Subject Line: Informational Interview Request 

Dear Mr./Ms. XYZ,  

I found your name on LinkedIn through The University of Iowa alumni group and I wanted to contact you about infor-

mation pertaining to careers in accounting. Your experience would be insightful to me as I choose my own career.  

Schedule permitting, I am hoping that I could conduct a brief informational interview with you during the week of 

February 20th to learn more about your career path. I would really appreciate any insight you could provide to me 

about careers in accounting. 

I look forward to speaking with you soon. 

Sincerely, 

Jan Student 
jan-student@uiowa.edu 



 

Informational Interview Questions 
 

Position-Related Questions: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Industry, Field, or Career Path Questions: 
 

 

 

 

 

 

 

 

College Involvement Questions: 
 

 

 

 

 

 

 

Advice Questions: 
 

 

 

 

 



 

Resume Writing Worksheet 

Contact Information:

Objective: 

Education: 

Relevant Coursework:   

Work Experience: 

Leadership Experience:

Awards, Honors, Activities:

Language  Proficiencies: 

Computer Skills:   



 

Resume Formatting Checklist  



 

Writing Bullet Points 

Who: 

What:  

When:  

Where:  

Why & How:  

 
Bullet point formula:  

Example 1: 
 

 
 
 

 
 
 

 

Example 2:  

 
 
 

 
 
 

 



 



 

Power Verbs 
Planning 

Organizing 

Executing 

Supervising 

Leading 

Getting Results 

Problem Solving 



 
Quantitative 

Power Verbs 

Communicating 

Helping 



 

Student Employment/Beginning Resume Samples 
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Job Search Correspondence Overview 

Cover Letters 

Other Correspondence 

 Sample Letter of Application 

JANE Q. DOE 
 

123 Main  Street  Iowa City, IA  52242 

(515-296-7787  jane-doe@uiowa.edu 
 

Date 

 
Name of Contact Person 

His/Her Title 

Organization Name 
Street Address 

City, State, Zip 

 

Dear Contact Person (Mr./Ms. and last name): 

(If a contact name is not listed, call the organization to ask for the appropriate contact.  If you 

cannot locate a specific individual, address your letter to Members of the Search Committee or 
Human Resources Director) 

 

Opening Paragraph 

Use this paragraph to get the employer’s attention.  Show your initiative, and what you have 

learned about the company that makes it attractive to you.  Identify what position you are apply-

ing for and how you learned about the position.  If you have been referred to the position by 
someone in your network, include that information here.  Your goal is to convince the employer 

that you are a strong candidate qualified for an interview. 
 

Body of the Letter 

This section of the letter is where you justify why you should be considered as a candidate.  Re-

late your qualifications to the specific job requirements, using examples of your experiences and 
achievements to convey your knowledge and skills. Do not simply duplicate the information your 

resume; rather highlight or add pertinent details of interest to the employer.  Use wording similar 

to the job description and make a connection between your experiences and the duties/tasks of the 
position. 
 

Closing Paragraph 

The final paragraph is used to express an interest in an opportunity to interview for the position or 

to meet to discuss your qualifications.  Indicate a willingness to supply the employer with addi-
tional information.  Also, indicate that you will take the next step, which may be a follow-up 

phone call (be sure to mark your calendar and then make the call).  If you wish, state that you will 

call within two weeks to ensure that your materials were received or to talk more about the posi-
tion in detail.  Remember to thank the employer for reviewing your application. 

 

Sincerely, 

 

Your Signature (use black ink) 
 

Your typed name 

 

Enclosure (if you are including a resume or another document with your cover letter) 



 

Cover Letter Worksheet 

Consider your USP 

Think about your Job and Internship Experiences 

Review your Coursework and Identify what you have Learned 

Think about your Campus and Community Involvement 



 

Cover Letters : Utilizing the Job Description 

 Sample Cover Letter  
 

Hillary Stevenson 
1212 N. Dodge Street, Iowa City, IA  52242 

(319) 222-3456; hillary-stevenson@uiowa.edu 

 

October 15, 20XX 

 

Mercy Fitness Center 

455 First Avenue 

Iowa City, IA  53342 

 

Dear Human Resources Director: 

 

I am writing to express an interest in the Corporate Wellness internship position recently 

posted on HireaHawk.com.  I feel that your mission of providing health and wellness services 

corresponds with my values of informing and educating the public on how to live a healthy 

lifestyle.  I would like to be considered as a candidate for this internship for the spring  

semester. 

 

As a junior majoring in Health Promotion at the University of Iowa, I have taken several  

classes that have expanded my knowledge of the health coach profession.  For example, in 

my Community and Worksite Health Promotions class, I created and developed a series of 

wellness workshops for a fictional health organization.  Through this project, I learned that 

the best health promotion programs incorporate statistical information presented in a personal 

manner.  Additionally, I also volunteer at CHAMPS, the Cardio Rehab unit at the University 

of Iowa Hospital and Clinics.  As a member of the CHAMPS team, I provide fitness          

assessments and exercise prescription for recovering surgical patients.  As a result of this 

experience, I understand how important encouragement and motivation are to others as they 

strive to meet their health goals. 

 

In addition to my related experiences, I am quite active on campus.  As a Peer Advisor for the 

Pomerantz Career Center, I am responsible for promoting career center programs and       

services.  I often present career-related workshops to classes and student organizations so I 

am comfortable with public speaking.  I also possess strong communication and interpersonal 

skills and enjoy working with others. 

 

I welcome the opportunity to further discuss the Corporate Wellness internship position.  I 

will contact you in two weeks to make sure you have received my materials.  Thank you for 

your time and consideration.  I look forward to your response. 

 

Sincerely, 

 

Hillary Stevenson 
 

Hillary Stevenson 

 



 

Cover Letters : Utilizing the Job Description 

Sample Cover Letter 
 

Ryan Kennedy 
123 Market Street, Iowa City, IA  52242 

(515) 234-5678; ryan-kennedy@uiowa.edu 

 

March 22, 20XX 

 

Joy Anderson 

Senior Account Executive 

KWKB-TV 

501 1st Avenue 

Cedar Rapids, IA  52404 

 

Dear Ms. Anderson: 

 

I am writing to express interest in the Sales Account Executive position posted on the KWKB-

TV website.  I am excited to work for one of the region’s most recognized and accomplished 

television stations and would like to be considered as a candidate for this position. 

 

As my resume indicates, I am currently the Advertising Manger for The Daily Iowan (DI), the 

University of Iowa’s student newspaper.  In my position, I manage the accounts of more than 

200 businesses that choose to advertise in the DI.  Through working with a variety of companies 

in the Iowa City area, I understand the importance of cultivating customer relationships through 

personal contacts, and I am devoted to providing clients the best experience possible.  I also have 

experience with creating promotions to generate revenue.  For example, I developed a “Buy Two 

Ads, Get One Free” promotion that I presented to local businesses to encourage them to adver-

tise in special editions of the DI that were distributed during summer orientation programs.  This 

promotion increased summer ad sales by 35%.  I pride myself on being dedicated to my work 

and not afraid to take on challenges. 

 

In addition to my advertising knowledge, I also possess several years of retail experience.  As the 

Assistant Manager of a large retail chain, I have learned to be organized, efficient, and accounta-

ble.  Through this experience, I understand how providing quality customer service is vital to 

ensuring repeat business. 

 

My experiences have given me an understanding of the advertising sales industry and make me a 

competitive candidate for the Sales Account Executive position.  I would welcome the oppor-

tunity to discuss this position in detail.  Please feel free to contact me should you need additional 

information.  Thank you for reviewing my materials.  I look forward to your response. 
 

Sincerely, 

 

Ryan Kennedy 
 

Ryan Kennedy 



 

Job Search Correspondence : Letter of Introduction 

Sample Letter of Introduction 
 

Karen T. Smith 
1201 Summer Street  Iowa City, IA  52240  630.841.1155 

831 Martin Drive  Elgin, IL   60120  630.847.5544 

karen-smith@uiowa.edu 

 

February 1, 20XX 

 

Ms. Tracy Johnson 

V.P. Human Resources 

XYZ Company 

355 1st Avenue 

New York, NY  55555 

 

Dear Ms. Johnson: 

 

A recent issue of Business Week included a very interesting article on XYZ Compa-

ny describing the excellent customer service you provide.  This is an essential com-

ponent of a successful non-profit organization, so I am writing regarding my interest 

in a public relations internship with your company. 

 

I am interested in learning more about your work, as well as any anticipated open-

ings on your staff.  I have enclosed my resume for your review and my specific qual-

ifications for a position in public relations include: 

 

 Public Relations projects with both Wells Fargo and the Muscular Dystrophy 

Association 

 2 years of Event Planning experience while a member of the Public Relations 

Student Society of America (PRSSA) at the University of Iowa 

 Work experience as a Sales Associate at a local retail store 

 Pursing a B.A. in Journalism with an emphasis in Public Relations 

 

During the week of March 15, I will be visiting New York City.  If your schedule 

permits, an opportunity to meet to discuss my qualifications and your hiring needs 

would be greatly appreciated.  I will call your office next week to see if such a meet-

ing can be arranged.  Thank you for your consideration.  I look forward to talking 

with you. 

 

Sincerely, 

 

Karen T. Smith 
 

Karen T. Smith 



 



 

Email Etiquette 
Email Etiquette Tips: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Example of what NOT to do: 

Example of what TO do: 

 

To:   steve-hodge@dfwmarketing.com 

From:   beerman@yahoo.com 

Subject:  My perfect job!  

Cc:   mymom@hotmail.com 

Attached: resume.doc; cover letter.doc; transcript.doc; future-goals.doc; 25-page essay.doc; family-photos.jpg  

________________________________________________________________________ 
 

I AM WRITING TO APPLY FOR THE MARKETING JOB. THANX! J 
 

 

To:   steve-hodge@dfwmarketing.com 

From:   john-smith@uiowa.edu 

Subject:  John Smith - Application for position #45689 

Attached: JSmith_CoverLetter.doc; JSmith_Resume.doc  

________________________________________________________________________ 
 

Dear Mr. Hodge: 

Per our conversation on April 10 regarding the Marketing position (req. #45689) with Miller and Miller Consulting,  

I am attaching my cover letter and resume for your review.  As we discussed, I believe that the skills and knowledge  

I gained as a marketing intern with A&B Solutions make me a strong candidate for this position.    

 

Please let me know if you have questions or need additional information.  Thank you for the opportunity to apply.   

I look forward to talking with you soon. 

 

Sincerely,  

 

John Smith 



 

Internship Search : How Do I Find One?  

Consider Using as Many of Resources as You Can 
 

 

 

 

 

 

 

Internship Requirements 
  

 

 

 

 

 

 

 

Reporting Your Internship 



 

Job Search : Using Online Resources 

Identify What is Important.  

Try a Little of Everything.  

Identify Key Resources and Visit Them Often.  

Keep Track of it All.  

 
 

Job Search : Geographic Searches 

Use Your Networks! 

Use the City Chamber of Commerce. 

Become a Pro at Long-Distance Correspondence. 

Use library and internet resources. 

Meet with your Career Advisor. 



 

LinkedIn® and Social Media

LinkedIn® Job Search Checklist: 

 

 

O
V

E
R

 

225 
M I L L I O N  
LinkedIn® Users 

3 
MILLION 
COMPANY 

P A G E S  

LARGEST 
PROFESSIONAL   
NETWORK 
IN  THE WORLD  

81,000 
HAWKEYE  

ALUMS 
ON LINKED IN  

LOOK   
 
 For the LinkedIn Professional  

PHOTO BOOTH 
at the Fall &and Spring 
Job and & Internship Fairs! 



 

LinkedIn® and Social Media 

 
Other Things to Consider with Social Media 









CONNECT 
with the Career Center 

 

 
Check out career  
related chats on  

social media: 
 

#internpro 
#jobhuntchat 

#genychat 
#LinkedInChat 



 

Networking : The Basics 
 

Networking is: 
 

 

Networking is important because it  
 

 

Networking Tips: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reminders: 
 

 

 

Final Thoughts: 

 

 

 

 

 

 

 



 

Networking : Elevator Pitch 
What is an Elevator Pitch? 









5 Things TO DO to Make your Elevator Speech Successful:

Dos and Don’ts 



















 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Career Fairs 

 

How to Make a Career Fair Work for You 

DOWNLOAD 
UI Career Fair 

Plus App 
 

VIEW:

DON’T FORGET 
to have our resume reviewed prior 

to the Career Fair 
 

 



 Case Study/Audition Interview

Behavioral Interview   

Career Fair Interview  

Directive Style Interview

Follow-Up Interview  

Group Interview - Multiple Applicants

Group Interview - Multiple Interviewers  

 

Informational Interview  

Mealtime Interview

Mock Interview

One-On-One Interview

Types of Interviews 

http://www.eduers.com/resume/Mock_Interview.htm


 On-Site Interviews

Screening Interview

Selection Interview  

Stress Interview  

Video Conference Interview  

Work Sample Interview  

Types of Interviews 

Common Sense Side of Interviewing 

http://www.bc.edu/offices/careers/skills/interview/types.html#onsite


 

Interview Questions : Behavioral Based Questions 

STAR Method 

 

Sample Questions about You: 
 

 

 

 

Sample Questions about Working with Others: 
 

 

 

 

 

 

 

 

 



 

Interview Questions : Questions You Could Be Asked 

Personal: 
 

 

 

 

 

 

Career Goals: 
 

 

 

 

 

Employer Information: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Interview Questions : Questions To Ask 

Company/Organization: 

Position Specific: 

Personal Experience: 

 



 

Interviews : Phone Interviewing 

Be Prepared to Interview  
 

 

 

 

 

 

 

 

 

Practice Interviewing 
 

 

 

 

 

During the Phone Interview  
 

 

 

 

 

 

 

 

 

 

 



 

Interviews : Virtual Interviewing  

Practice and Test Your Equipment Ahead of Time 

 

 

 

 

 

Choose the Right Setting 
 

 

 

Look and Act the Part 
 

 

 

 

 

 

After the Interview:  

 

 

Vermeer 

http://jobsearch.about.com/library/weekly/aa082398.htm


 

Illegal Interview Questions 



 

Practice Interview Information 

InterviewStream 

Mock Interview with an Employer 

 

 

 

InterviewStream Review with a Career Center Staff Member*  

6 Steps to Sign Up for a Mock Interview: 



 

Evaluating Job Offers and Negotiating 

Know Yourself and Your Priorities 
 

 

 

 

 

 

 

 

 
Know the Employer and the Industry 
 

Know the Market Value 
 

 

 

 

 

 

Negotiate 
 

 

 

 

 

 

 

 

Wait for Employer Response 
 

Decide 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Dress for Success : Interview Attire 

 

 

 

 

Professional/Interview Dress  

Accessories/Grooming: 



 

Dress for Success : Business Casual 

Men 

Women 

Remember

Use Common Sense 

Professional Tips for Professional Dress on a Limited Budget 
 

 

 

 

 

 



 

Dining Etiquette 

Quick Tips to Prepare for the Mealtime Interview: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Graduate/Professional School : Planning 

Planning 
 

Research 
 

 

 

 

 

 

Applying 
 



 

Graduate/Professional School : Timeline for Application 
 

Junior Year - Research  
 

Senior Year - Prepare  
 

 

 



 

Writing your Statement of Purpose 
 

Pre-writing:  Reflection 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Statement of Purpose “Dos” 
 

 

 

 

 

 

 

 

 

 

 

 

 

Statement of Purpose “Don’ts” 

 

 

 

 

 



 

New jobs posted every day! 
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