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Letter from the Director

Dear NMU Students and Alumni:

This Career Guidas a service provided b@areer Serviceknewhtc h we ér e confi dent
all facets of your search for pamne work, an internship, and rewarding employment. Designed to

guide you through the sometimes puzzling world of-pare employment, through developing a

resume, and finally, intereiwi ng f or the jJob you & areer Qudeih wor ki n

supply all you need to be a success pfd careewi se whil e here at NMU and
Please take a few moments to review the material included in this Guide. Then,whémrye r eady ,
in and visit with theCareer Services t a f f . Webre here to help.

Career Servicetulfills three main roles for NMU students and alumni: to help them identify and prepare
for parttime work while they are attending school; to help explbespossibility of completing an

internship or other experiential opportunities while they pursue their degree; and to provide events and
programs (e.g., skill development workshops, job fairssampus interviews, etc.) which allow

students and alumnb ttontact employers once they are ready to graduate (or move on in their chosen
career). More formally, our mission statement is as follows:

The mission of Career Services is to assist current students and alumni with career
exploration and job placemertoncerns by providing resources and services which are
focused on student employment, internships andinhe careers.

Focused on your success through the allisted mission statement, tkkareer Servicestaff provides

a wealth of resources you case. We have formed strong partnerships with faculty, alumni, student
organizations, and other student service offices in order to make sure we are equipped to help you as
best we can. Our bottom | i ne i stimgwonkranistaimshipe s s ,
career guidance, or the chance to change jobs/careers once you graduate from NMU.

On behalf of the&Career Servicestaff, best of luck in your career endeavors. All of us look forward to
helping you.

Sincerely,
Jim Gadzinski
Director



Career Services

Northern 3502 C.B. Hedgcock
Mo h 1401 Presque Isle Ave.
gy 1C 1gan Marquette, Ml 498589
1 1 Phone: 90B272800; Fax: 927280
UnlverSIty Hours: NF, 8 a.ni. 5 p.m.; Summer: 7:30 &.4n30 p.m.

Web sitayvww.nmu.edu/careers

E-mailcareers@nmu.edu

Services Offered: Itds Never Too Early To Start!
e Web Sited http://www.nmu.edu/careers Contains For students just beginning their college career, as well as for
information on hundreds of job opportunities for after those who are graduating and entering the job market, the

graduation, resume writing and hsiness etiquette tips, following job fairs and events argponsored during the

part-time job listings and internship opportunities for academic year by Career Services:

current students, information on upcoming events, links to

dozens of jokrelated web sites, and much, much more! + Fall Job Fair and Career Expéield in early October, hosts
e On- & Off-Campus Job ListingsBoth full- and parttime various organizations from the Midwest with an

positions for students, along with ecampus applications, assaotment of job opportunities.

are accessible in the Career Services office and on the web ¢ Construction Management & Technology Career Eair

site. Scheduled for early October, geared specifically towards
¢ Online Resme Systend NMU students and alumni can students choosing constructioelectronics, technology

upload their resume to Career ®erelatgdgadss web site.
Employers then search the resumes to find candidates for + Summer Employment Job Faiirakes place near the end of

full-time jobs and internships. February, invites local employers, regional companies
e Internship & Ceop Postings and Informatiof and on-campusdepartments with seasonal and part
Opportunities and counseling are available for students time openings.
looking for an internship or ceop. + Upper Great Lakes Collegiate Job Fdifosts over 60
e Summer Jolhistingsd Postings for hundreds of summer employers from around the country, near the end of
jobs, in a variety of fields and locations around the March.
country, are available in the Career Services office or on + Teacher Job FairUsually held the second week of April,
line. allows education graduates and alumni to meet and
e Db Vacancy Bulletind Postings in Teaching, Business and greet with schools and educational organizations.
Industry, School Administration/Higher Education, and + Orientation Information and Employment FaiésOver the
Healthrelated occupations are easily accessiblelioe. summer, on and off campus and volunteer
e On-Campus Interview$) Employers visit campus opportunities in the Marquette area are shared with
throughout the year to interview students for a variety of visiting students.
full-time positions and internships. A list of organizations ] ]
is available in the Career Services office ok lore. Have your resumeaviewed before the faid

e Staying Connected Stff in Career Services work closely Contact Career Services to make an appointment!

with staff in the Academic and Career Advisement Center

(ACAC), Orientation and Counseling and Consultation ViSitWWV\{.nmﬁﬁgqlcba?eersfordadditionatlhinforbmatio?] OIE
Services in order to assist students with important career upcoming Job fairs and many others being he
decisions. throughout the United States.

e Job Search Workshog@sThroughout the academic year, The Staff

staff in Career Services hosts workshops for classes, student
organizations and residence hall groups. Topics include Jim GadzinskiDirector

resume writing, interviewing skills, bsiness etiquette and Liaisonwith employment leaders in education, business and
professional presence, internships and summer industry. Coordinate all functions of Career Services.
employment. Employment/employer networks, Academic Affairs liaison,
e Graduate Survey Career Services staff collect and department head.
compile statistics on remt NMU graduates and post them Steven LaFond, Assistant Director
on the web site. . . . Liaison with School of Technology & Ajgal Sciences (STAS).
* JOBOPPS listsed\sign-up on-line to receive email Coordinator of internships and cooperative education
notification of workshops, orcampus interview opportunities, careers in technology and all STAS programs,
opportunities, job fairs and other careaelated events. business education.

Kimberly PouporeSenior Secretary

Call our office today to set up a time to visit wit Employer inquiries, campus interviews, job fairs, recruiting

one of our advisers, have your resume reviewe plans and job vacancy bulletins.
practice your interview skills or diges any topic Kara Cox, Senior Secretary
related to your career pursuits! On- and off campus parttime job vacancies, internship and

906.227_2800 summer job postings.
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Job Search Timeline

Finding the |job t hogpoihgdpsocessionp Wwhich fakes timg and efforts shauld begimvery early
during your first year in college and continue wuntil y

The activities which follow are intended to gucomduwt you t
your career development professional@areer Services we are here to help YOU.

Freshman Year

* Explore student leadership opportunities (i.e.
Residence Life, Student Activities, student
organizations, student governmentcg

* Establish strong academic skills

* Consider on or off-campus partime employment
- start building a work history

* Finalize your academic course of study

* Explore majors and minors if you are undeelé

* Attend the Academic Majors Fair in October

* Discuss your career plans with your RA, advisor,
faculty in your department, Career Services
staff, etc.

* Visit Career Services to see whservices

are provided

Sophomore Year

* Visit Career Services

* Attend Career Services and Academic and Career
Advisement Center skill building workshops

* View the Job Vacancy Bulletins posted on the
Car eer Seritetoseewhadt kivdetb s
opportunities are available

* Discuss internships and other experiential opportunitie
with your advisor and Career Services staff

* Attend the Fall Job Fair and Career Expo (in October)
to visit employersn your field to find out what you
can do to make yourself more marketable once you
graduate

* Declare a major and a minor if you have not done so
already

* Begin to tailor your partime employment to the career
field in whid you are interested

* Expand your comfort level and familiarity with
computers and technology

* Familiarize yourself with all of the services provided

Career Services
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Junior Year

* Visit the Academic and Caee Advisement Center and
Career Services to discuss the possibility of
graduate school

* Attend Career Servicesbd
specifically resume development, interviewing,
and networking

* Attend the Fall Job Faand Career Expo and other job fairs
throughout the year

* Begin practicing your interview skills

* Familiarize yourself with enampus interviews sponsored by
Career Services

* Consider a job shadow opportunity where you can
obsewe someone who works in your chosen career field

* Make an appointment with the Career Services staff to
review your resume

* Finalize your resume and your cover letter

* Apply for internships

* Develop student leadership skilseek leadership
positions with a group or organization to which you
belong

* Begin/continue to do research as you decide which

companies interest you

s k

—

Senior Year

* Develop your professional wardrobe

* Begin to ease out of your stgaht leadership
responsibilities in order to focus on your
job search

* Attend the Fall Job Fair and Career Expo and othe
job fairs- hand out resumes and discuss ca
opportunities with employers

* Line up your professionakferences

(at least 3- not your mothert)




Parttime Student Employment
Can a Parttime Job Really Improve My Grades?

Research shows that students who work péirne while going to college tend to get better grades, on
average, than students who do not work. There are, however, some important things to keep in mind when

considering a pattime job:

A Whether you decide to work or or off-campus, you should work nmore than 20 hours a week. While students
who work between 1520 hours a week do tend to get better grades than students who don't work, your grades will
likely suffer if you regularly work more than 20 hours a week.

A Make sure to evaluate how much timetyactually have to dedicate to a pditne job. Consider not only your class
time, but also your study time, extracurricular involvement, family obligations, etc. Make sure that you also leave
"sanity" time for yourself. Then determine how many houmseek you will be available to work.

A Consider your skills, experience, and interests before you apply for a position. There are lots of different types of
opportunities both on and offcampus. Do you like working with children? Are you good with comeps? Are you

athletic? Do you enjoy helping other people? Do you like preparing meals? Apply for those positions that interest you

and for which you have the skills.
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Don't be frustrated if you can't find a patime job related to your major. You can always supplement your

employment experience with an internship or summer job that is geared towards your field of study. Regardless

of the position you obtain, you will be gainimgluable job sgjllsuch as communicatiaime management,
accountability, etc. In addition to these essential qualifications, there are other benefits to havingjragoart

job, including:

A Establish a work history to include on your resume A Become a more integrated member of the-on
A Acquire employment references and/or offcampus community

A Develop contacts to asist with your fulitime job search A Meet new people

A Experience less debt upon graduation A Achieve higher grades in school



During your search for a paitime job, make sure to ack out our job lists often! You can visit our
web siteto view current ont and offcampus opportunities and get e@ampus applications. We encourage you
to apply for all positions for which you qualify and are of interest to you. You should also fotomith the
employer about a week or so after the application is submitted to make sure it has been received and that you
are being considered for the job. Make sure to check your Financial Aid statement to see if you have received
Work Studyd some podions oncampus may require it. For more information on Work Study, review the
guestions on the next page or contact our office.

Just because you filled out an application, doesn't mean you're guaranteed a job. Finding the right job
takes effort and patience. Many departments receive a number of applications for the jobs they advertise. It
takes them some time to review the applications, conduct interviews, and select the right person.

If you would like to earn some extra cash,tbu ar en 6t sure i f you can comm
anything of interest, sign up on ti@mporary Employmeritist. This list is an effort to connect currently
enrolled students with potential erand offcampus employers in areas such as childcafiegofvork, food
service/concessions, events, etc. You can apply ow#iesite under tOohSdempdeary Emsployiment
Si g orsigndup in theCareer Servicesffice.

The key concept to learn from any job is tq
make the most of your employmeitxperience.
Learn as much as you can, share your thoughts 4

advantage of leadership opportunities and speC|a
projects, and network with the individuals you
meet. You may find that your patime job is ore
of the most rewarding aspects of your college
experience!



Work Study & Frequently Asked Questions

¢ What is Work Study?

Work Study refers to either federally funded or state funded programs where the government subsidizes a
portion of the studen 6 s wages. I n order to qualify for Work Study
financial aid formsavailable in the Financial Aid Office. Students are considered for Work Study based on financial
need. Questions regarding financial aidugd be directed to the Financial Aid Office.

¢ | have been awarded Work Study as part of my financial aid package. What do | do nhow?
When you apply for a job, make sure that you indicate on your application form that you qualify for Work Study.
When anemployer enters you into the computer system to get paid, your Work Study Award will be applied.

¢ How do | get my Work Study money?
Work study funds are intended to help offset your educational and living expenses. You will receive a paycheck
each pay peod you work and it is up to you on how to spend it. All paychecks are based on your hourly wage and
the number of hours you worked during that pay period.

¢ How do I find a Work Study job on campus?
Career Serviceposts on and offcampus Work Study pé-time jobs on ourweb site If you have Work Study,
you can apply for any ecampus jobs, whether they require Work Study or not and specifieccafiipus positions also.

** \Work Study does not guarantee you a job  -You must play an active role in your jo b hunt! **

¢ How many hours a week can | work?
Per NMU policy, students are allowed to work up to 20 hours per week on campus during the regular academic
year. You may work up to 40 hours per week during holidays and breaks. You should consider thet afngour
Work Study award when determining your weekly work schedule if you want to spread your award out over the
entire academic year.

¢ What happens if | use all my Work Study funds before the end of the academic year?
Once you reach your Work Study aavd level, your employer will be responsible for paying 100% of your wages.
Due to budgetary constraints, some departments candt a
their Work Study has been used up, while other departments mayhave this problem. If you are concerned about
maxing out your funds, you should talk with your employer and develop a schedule that will allow you to spread your
Work Study award throughout the entire academic year.

¢ | have two jobs on campus. Do bot h of them draw from my Work Study funds?
This actually depends on the employers. Working with your supervisors, you can designate one or both jobs as
Work Study positions. Inform both supervisors of your situation so that they can help you monitor hueklyg you
are using your Work Study award and keep your hours under 20 per week.

¢ Am | guaranteed a Work Study position each year?

Having a Work Study award does not guarantee you a jolcampus. It does give you the advantage of applying
for certain pbs, but employment is not guaranteed. Since Work Study is part of your financial aid package, you will
need to submit a FAFSA (Free Application for Federal Student Aid) each year in order to determine your level of
financial need. Contact the Finandad Office to determine deadlines for submitting your FAFSA.

¢ Can my Work Study funds be applied to an off -campus job?
The Off-Campus Work Study program at NMU has provided some students with the opportunity to apply their
Work Study awards to oftampugobs through a limited number of local community service organizations. Check out
our web sitefor available @-Campus Work Study positions.

¢ Can | still work on campus if | dondt qualify for
Absolutely! While some departments require studepplicants to have Work Study, many do not. The job
listings will indicate whether or not Work Study is require@ff-campus job listings am@vailable on th€areer
Servicesveb site
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Job Search Hints for Success

Be ready to go job hunting at anyime ! Circumstances beyond your conf
currently in.

The major difference between successful and unsuccessful job hurtteesiay they go about the huntit

candt wusually be bl amed on s atghtlaboancatket.r beyond you
Dondt expect to find the perfect job right away.

perfect.

The more time you spend figuring out what makes you stand out from the rest of the applicants for the job
you want, the better your chances are of getting the job.

Forget owhatds available out there. o Go after th
I f a job turns you on, yd

Figure out if youdre bett
with information- it makes a difference.

2/3 of the new jobs today are in smaller companies.
When you can, aim for the top dog at these companies.
Wit hout being pushy, dond

s

department 6.

Serious job hunters spend more théime hours a week
on their hunt.

Look as sharp as you can
if youdre not visiting a
you never know who you might run into.

How you present yourself throughout the job search
process will begperceived by employers as how you will
present yourself on the job. If you look sloppy, you will
be sloppy.

Go faceto-face with a potential employer, rather than
sending out paper, if possible. Try to visit the company
and drop off your credentials.

The major issue you will face with employers is not so much what skills you have, but how you use them.
Telling an employer that you have good people skills is not eno¥gh. need to demonstrate how you
would use your people skills in the work you will  be doing.

Take pride in the product you produce. A study from the University of Michigan shows that 25% of
American workers are so ashamed of the quality of
themselves.

Dondt be wear Wedvbyal bj Etake i with stride andekéep upehe effort.

The greater number of jolnunting strategies you use, the greater your odds of finding the perfect job!



Resume Building Tips

There is noone correct way to make a resume.
What one person likes, another may not.

The only right way for yo

Create a resume you are comfortable with and confident in!

To an employer, your resume should answer the following three questions:

+ What skills do you have which will benetite company/organization?
¢ From reading your resume, how do thé&pow that you have these skills?
+ What sets you apart/makes you different from the others who have applied for this job?

A resume serves many purposes, including:

Acts as an initial introduion of your professional credentials when applying for a job
Serves as an easy reference when filling out job applications

Supports an application for promotion or additional responsibilities in your current position
Highlights your professional career

* & o o

Formatting Guidelines

¢ Avoid using a template, word processing wizard, or other statwhe resume software programs
create your OWN resume!
Try to keep it to one page.
¢ Use standard 8% by 11 inch white or ligbdlored (ivory is best) goodjuality pper. Avoid flashy
0l ook at medé colors and use the same paper for
¢ Use 10, 11, or 12 point font. A smaller size is too difficult to read and anything larger than 12 is too big.
¢ Limit the number of different fonts you use on your resummel&eep them simple. Avoid using more
than two fonts, and never use script fonts.
¢ Do not use graphics. You want to utilize the space on your resume to present information about
yourself!
¢ Justify the left margin, but not the rightt makes your documengasier to read.

*
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Handy Tips

¢ Highlight numbers and doll ar values. Emphasi ze
the amount of money you saved the company.

¢ Demonstrate evidence of developing essential job skills. If you lidl,ébsksure you can come up with
a way to prove it to employers.

¢ Keep to clear, concise statements when listing credentials. A bulleted list reads better than if it were
written in paragraph form.

¢ Use LOTS of action words.,d loiekeedprapar(edcde, ther e
page for more).

¢ Avoid slang words or terms employers may not be familiar with.

¢ ALWAYS have an extra copy of your resume saved in another location! You never know what might
happen to your computer.

¢ Have multipler er si ons of your resume handy. Creating ¢
specific position$ then all you have to do is change the objective.

¢ Make sure you know your resume backwards and forwards. Be able to discuss everything you put in
your resume without having to refer to notes or ask for time to respond to a question.

¢ Always bringextras even for an interview where you have already submitted your resume.

+ Avoid folding your documents into a lettesized mailing envelope! Use @9126 maling envelope,
available from the post office, campus bookstore, or an office supply store.

Essential Content

When creating a resume, there is certain information that MUST be included, regardless of your major or

the position for which you are apyhg, such as education and employment history.

¢ Include and highlight contact information, such as your name, phone nuratail and mailing
address(es) witlboldface type . If you will be moving soon, use the tvamldress format to ensure
employers wilbe able to contact you wherever you are!

¢ List only colleges or universities from which you have received a degree or are currently attending.

¢ Include what kind of degree (e.g., Bachelor of Arts, Master of Science) and the month and year it was
earned.f you are still working on your degree, |ist
unless you are within one semester of graduating.

¢ |If you have a cumulative GPA of 3.0 or higher, it is to your advantage to list it. Also a GPA of 3.3 or

above qualifies you to be an oO0Honors Graduated6 at
¢ Try to prevent gaps in employment. If it is unavoidable, be prepared to explain your reasoning, such as,
0l was concentrating on school full time. 6

¢ Emphasizaccomplishments you have earned in your positions as opposed to listing duties. Show the
employer what you have ACHIEVED at your jobs.

In addition to this necessary information, there may be other things that you might want to include in your
resume, lit what you want to include is up to you. You may want to include headings such as
Certifications/Licenses, Relevant Coursework, Volunteer & Leadership Experience, Computer Skills, and
Interests & Activities. Not all of these headings need to be includatidepending on your experiences
and space on your resume, you may decide to omit certain headings or add others not listed here. Other
things to add to your resume include:
¢ A career objective is usually appropriate for enteyel positions and shoulae as specific as possible.

For example, 0To obtain the position of softwar
¢ Always list any certifications and licenses you hold, but make sure they are current!
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¢ Relevant coursework, usually&iclasses which directly rédato your major, to show employers what
skills you have learned throughout your education.

¢ Employers look very highly upon membership in an organization and demonstrated leadership skills, as

well as civic involvement, community service, and volunteévities. List all current or recent
extracurricular activities in which you have been involved.

¢ Technology experience is also something to include. List everything that you have had practice with,
like Microsoft Office, Adobe Photoshgreamweaver UltrBev, etc.

¢ If there is room on your resume, illustrate that you have interests outside of your classes and work.
You never know, maybe you and the interviewer both like snowshoeing!

¢ DO NOT list references at the end of your resume! Create a completelyasafe page for this
information (see the References section for more details).

* Always remember to proofread your resume! *

Dondt just glance over your -liaversomednelide yoduofeendn@ur momt o
or staffin CareerServices evi ew your resume al so. One mistake
guality of your resume reflects the quality of your work, professionalism, etc. If you make a mistake on your
resume, will you do the same at your job?

What Emp loyers Are Looking For

While it is impossible to know what each and every employer is looking for in a candidate, there are some

ch
ge

common characteristics and experiences most employers value when evaluating a candidate. Here are a few

suggestions:

¢ Demonstration of a sense of timeliness, flexibility, adaptability, and dependability.

¢ Applicants who are not bound to a specific geographic region.

¢ Team orientation skills.

¢ A show of initiative or self
starters. If a problem comes up,
dondt asxdt-josvfimit t
and report the results.

¢ Honesty.

¢ Good listening skills. Are you
able to synthesize the
information you are given?

¢ Ability to solve conflicts without
fighting.

¢ Basic math and reading/writing
skills.

¢ Ability to read for information
(one page memos).

¢ Ability to prioritize tasks.

13



Scanner/Electronic -Friendly Resumes

¢ What is an electronic/scanndriendly resume?

-lt is the same as your formal Opresentationo

shadingetc.
¢ Why have one?

-More and more companies are using resume trac

applications they receive.
- The resume is scanned into a database, from which the company can search the availaige resu
for key words.
¢ What are key words?
- They are words which relate directly to the industry in which you may be working.
¢ How do | make an electronic/scanné&iendly resume?
- Use popular sans serif fonts, but keep it simgiéze can range from 10 to 14 pt.
- Avoid using tabs, graphics, shading, script fonts, italics, underlining, bullets, or bold faced text.
- Avoid using horizontal or vertical lines.
- Do not use brackets or parentheses.
- Use wide margins for your document.
- Use a laser printer.
-Uselightc ol ored 81J6 x 11060 paper

printed on one
-Do not wuse 116 x 1706 p a-ikeresufme | t

n
ded O create

Market Yourself!

14

Nowthatyouhave a compl ete re
time to use it to get your name out there and get
hired! A good place to start is at local job fairs and
other career events.Career Servicefosts
multiple job fairs throughout the year, all of which
are hel d h eampus.oShareN&J 6 s
resume with friends and colleagugyou never
know who they may have connections with. In
addition to going out and marketing yourself, post
your document orline with established
organizations, such as Northern.

Make an appointment with the
Career Services staff to have your
resume reviewed!

(906) 227-2800
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