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Below is a year-by-year breakdown of steps you can take as you advance through SUNY-ESF to stay on track
to successfully explore your selected major and prepare for entering the professional world.

First Year — Explore Major and Career___________ Second Year — Seek Opportunities to Gain Experience
A small percentage of students obtain internships
following their first year. For the majority of first-year
students, it is important for them to gain as much insight
into their field as possible.

It is highly recommended that students seek an internship
or experiential learning opportunity during the summer
following their second year.

To prepare, first-years should:















Start off on the right foot — study hard! Some
employers exclude students from participating in
internships and eventually full-time offers with GPAs
below a certain level (3.0)
Learn about all the resources and opportunities ESF
Career Services Office can offer you including
OrangeLink, our internship/job search system
Discover resources within your academic
department
Create a resume and a LinkedIn profile
Attend the Career Fair to build your network
Conduct informational interviews with professionals
in your field
Participate in a club, group, or on a team

To prepare, sophomores should:










Keep your grades up!
Attend Career Workshops/Networking Events
Attend the Career Fair to keep building network
Investigate possibilities of an internship through ESF
Career Services Office, LinkedIn, job search sites,
OrangeLink, academic department, friends, and
relatives
Seek opportunities to work in labs on campus for
those interested in research-based careers
Start building relationships with faculty and staff to
seek their assistance with research or for future
recommendations
Consider taking on leadership positions within
organizations to gain experience and develop skills
Participate in an externship or job shadow

Third Year — Evaluate Decisions & Commit to Goals Fourth Year — Prepare for the Transition to Career
It is common practice for employers to convert interns to
full-time hires. Therefore, it is essential that third year
students be prepared to utilize every option to obtain an
internship.

Students who have actively sought and obtained
internship/research opportunities and other hands-on
experiences are well positioned to competitively seek
consideration for a full-time position.

To prepare, juniors should:

To prepare, seniors should:















Update resume/LinkedIn profile
Attend the Career Fair
Investigate possibilities of an internship through ESF
Career Services Office, LinkedIn, job search sites,
OrangeLink, friends, and relatives
Seek advice from ESF Career Services
If you’re considering graduate school, investigate
your options and get information on entrance
exams that may be required (e.g. GRE)
Network with alumni and professionals in your field
of interest
Participate in an externship or job shadow
opportunity
Join professional organization within your field









Update your resume/LinkedIn profile with all related
projects/internships
Attend the Career Fair
Search for full-time positions through ESF Career
Services Office, LinkedIn, job search sites,
OrangeLink, academic department, friends, and
relatives
Seek Advice from ESF Career Services
APPLY/FOLLOW UP, APPLY/FOLLOW UP, APPLY/
FOLLOW UP!!!!!
Develop a job search action plan and prepare for
your job interviews
Solidify professional references
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ASSESS
Worksheet: Interests, Values, Strengths, Goals
It’s important to gain clarity about your interests, values, strengths, and goals before you begin looking for opportunities. Whatever
you seek — a job, internship, graduate/professional school acceptance, fellowship, or volunteer opportunity — you can expect to be
among a strong pool of candidates. With a good understanding of your focus and qualifications, you can convince a employer or
graduate school that you’re the right candidate.

Specifying Interests
Five activities I enjoy are:
___________________________________________
___________________________________________
___________________________________________
___________________________________________
___________________________________________
I prefer to work with:
___ people
___data or idea

Three activities I do not enjoy are:
___________________________________________
___________________________________________
___________________________________________

___things

Assessing Work Values
Rank
Value
___ Achievement
___ Contribution to society
___ Creativity
___ Helping others
___ Financial reward
___ Independence
___ Intellectual challenge
___ Job security

Can I Compromise?
Yes
No
Yes
No
Yes
No
Yes
No
Yes
No
Yes
No
Yes
No
Yes
No

Rank
Value
Can I Compromise?
___ Leisure time
Yes
No
___ Congenial co-workers
Yes
No
___ Routine responsibilities
Yes
No
___ Status/prestige
Yes
No
___ Teamwork
Yes
No
___ Variety
Yes
No
___ Other (specify:______________) Yes
No

Identifying Strengths
List:
Past Experience
______________________________
______________________________
______________________________
______________________________
______________________________

Tasks Responsibilities
______________________________
______________________________
______________________________
______________________________
______________________________

Strengths Used and Developed
______________________________
______________________________
______________________________
______________________________
______________________________

Make a prioritized list of strengths (now is not a time to be humble, but be truthful):
Strengths Listed Above
Ways Demonstrated
_________________________________
_________________________________________________
_________________________________
_________________________________________________
_________________________________
_________________________________________________

Priority
______
______
______

Defining Goals
At the end of my first year:_____________________________________________________________________________________
At the end of my second year:__________________________________________________________________________________
By the time I graduate:________________________________________________________________________________________
In 5 years:__________________________________________________________________________________________________
In 10 years:_________________________________________________________________________________________________
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International Students
As an international student, you may have unique concerns when it comes to internship or job searches in the U.S.
Below are strategies you may find helpful to become the most competitive candidate possible.

Networking
Networking with personal and professional contacts is often the key to finding positions in the U.S. and should be a
priority in your search. Develop an introduction, often called an elevator speech, which tells a potential contact
your name, field of study, relevant skills, and career goals in about a minute. Practice your introduction so that you
will be comfortable delivering it and then be prepared to modify it as the situation demands. Use it to introduce
your career goals into discussions with professors, classmates, people you meet through internships and
professional associations, at employer events, and at other networking opportunities that arise on campus. Don’t let
shyness or modesty get in your way. Having current professionals and recruiters on your side increases the
likelihood a company or organization will hire you.
Make an effort to refine your English language skills, both written and verbal (especially conversational), so you
can be successful in your search and have rewarding experiences at SUNY-ESF. Strong English language skills,
non-verbal communication skills, and interpersonal skills are all crucial for non-native English speakers who wish
to work and succeed in the U.S., and it’s never too late to start polishing those skills. For non-native speakers, it can
be difficult to take the chance to speak in conversation for fear of making mistakes. For native English speakers, it
can also be difficult to understand a cultural reference or joke.
Career Fairs are great ways to make professional contacts with SUNY-ESF alumni and employers. You can learn
about opportunities at various organizations and to allow employers to get to know you.
Participating in student groups can increase your connections, leadership experience, and confidence. Information
on student organizations can be found on the SUNY-ESF and Syracuse University websites. Join professional
associations to boost your network and keep you current with trends in your field. Join the local chapter of a
national organization (most offer a student membership rate) and participate in meetings and conferences. Get to
know professional members. Reach out to these new contacts for informational interviews.
Be proud of your home country and display it as a strength that you may know two (if not more) languages,
countries, cultures, rules, etc. Often international students view their status as a deficiency, where it is truly an asset
in the job search. Also, it is ok to admit that you might not know something. Rather than not answering or
responding, it is ok to ask about the cultural reference or an unfamiliar custom.

Additional Resources to Explore
GoinGlobal: GoinGlobal is an online tool with an H-1B Info section where international students can search for US
employers who have sponsored H-1B employment visas. Information is gathered from the US Department of Labor and
reflects data from the previous fiscal year (October – September). (Accessible through OrangeLink)
Myvisajobs.com: Resource to see which employers have petitioned for H-1Bs in the past. This site also shows employers
who have sponsored for Permanent Residency (Green Card). (http://www.myvisajobs.com/)
Utilize the ESF Office of International Education as a resource for better understanding your own immigration status. If
you have any questions, they are always more than willing to assist and they can be contacted at oie@esf.edu.
4

WORK AUTHORIZATION & IMMIGRATION STATUS
Employment Authorization for F-1 and J-1 Students
It is every international student’s responsibility to be fully informed about work authorization options in order to
facilitate the hiring process for employers. Eligible F-1 international students are able to work off-campus during their
academic program using Curricular Practical Training (CPT) and after graduation using Optional Practical Training
(OPT). It is important to know OPT is 12 months and STEM Extension OPT is an additional 24 months. Eligible J-1
international students are able to work off-campus using Academic Training (AT) both during and after their academic
program. All off-campus employment must be related to a student’s field of study.
H-1B and Employment-Based Visas
In order to continue working in the U.S. after the practical training period, your employer will need to sponsor you for
an employment visa. The H-1B is a common employment visa but there are other options.
Discussing Work Authorization with an Employer
Fortunately for employers, there is little paperwork involved in hiring an international student with Practical Training
work authorization. However, if your employment extends beyond the practical training period, the process becomes
more complex. Employers unfamiliar with the process of sponsoring someone’s immigration status may be intimidated
by the prospect.
There is no official time when you are required to tell an employer about your student immigration status. Most
employers will ask you either in the first or second interview. Be honest about your situation, but also be informed. It
is very important for international students to be comfortable with the restrictions and authorizations on their work status
as employers very rarely know it all. Be confident, and be upfront. Ideally, the employer will understand that the skills
and global perspectives you bring to the company will far outweigh extra measures needed to hire you.
Target employers with a history of hiring international employees. You can access GoinGlobal through OrangeLink, and
myvisajobs.com. These tools list companies that have sponsored H-1B employment visas in the past. The latter also
includes companies that have sponsored for U.S. Permanent Residency.
Internships and Externships
Internships provide career-related experience and increase your networking contacts. Shadowing professionals on the job
(externships) for a day or two can also provide key insights about careers and expand your pool of contacts.
Resume
Resumes in the U.S. may be different from CVs in your home country. U.S. resumes do not include personal
information such as marital status, date of birth, or photographs. They tend to be one page long and are focused on
presenting information relevant to the position. When listing overseas experience, it may be helpful to offer a brief
explanation about companies or educational experiences that are unfamiliar to U.S. employers (for example, “the second
largest marketing firm in China” or “the top university in Brazil").
Interviewing
When interviewing in the U.S., you are expected to be comfortable talking about your accomplishments, to demonstrate
familiarity with the company and the job description, and to confidently persuade the employer that you are the best
person for the position. The U.S. style of self-promotion may seem brash or boastful, but it will be necessary to adapt to
the U.S. norm in order to successfully compete for positions. Non-verbal communication is important when interacting
with employers. Practice your firm, professional handshake and eye contact in order to greet your prospective employer
with confidence. This form of communication gets easier with practice.
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Veterans
There are loads of articles and research today that support the hiring of veterans and the value they bring to the
civilian sector. The bottom-line is this, veterans are highly skilled, and they bring many sought after
competencies that employers seek today in their employees.
Your transferable skills from your military experience include:
 Problem-solving
 Teamwork
 Leadership
 Performing under pressure
 Ability to work with others from diverse backgrounds
Veterans’ possess skills and competences that meet the needs of today’s employers therefore making you a
viable candidate in today’s job market.

Additional Resources to Explore
Joining Forces: A White House initiative devoted to supporting U.S. veterans and their families as they
transition to civilian life. Joining Forces is dedicated to connecting our servicemen and women, veterans and
military spouses with the resources they need to find jobs at home. (joiningforces.gov)
Feds Hire Vets: A single site for federal employment information for Veterans, transitioning service members,
their families, and federal hiring officials (http://www.fedshirevets.gov/)
National Resource Directory: The National Resource Directory (NRD) provides access to services and
resources at the national, state, and local levels that support recovery, rehabilitation, and community
reintegration (https://www.ebenefits.va.gov/ebenefits/nrd)
Gold Card Initiative: Provides unemployed post-9/11 era veterans with the intensive services and dedicated
follow-up they need to succeed in today's job market (http://www.dol.gov/vets/goldcard.html)
My Next Move for Veterans: Looking to make the transition from the military to a civilian career? This online
tool provides comparable skills, salary information, job listings, and more for over 900 different careers
(http://www.mynextmove.org/vets/)
My Career @ VA: The Department of Veterans Affairs (VA) brings to you MyCareer@VA - a powerful career
exploration and development resource you can use to manage your career (http://mycareeratva.va.gov/)
Veterans Portal on CareerOneStop: Offers tools to assist veterans with employment, training, career planning,
and financial and emotional help after military service (http://www.careeronestop.org/ReEmployment/
Veterans/Default.aspx)
VA for VETS: The Department of Veterans Affairs is committed to adding and retaining Veterans to our
workforce (http://vaforvets.va.gov/)
eBenefits: eBenefits a portal - a central location for Veterans, service members, and their families to research,
find, access, and, in time, manage their benefits and personal information (https://www.ebenefits.va.gov/
ebenefits/homepage)
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Students with Disabilities
As a student with a disability, there are important factors for you to consider as you search for internships or
employment or apply to graduate school. You may have questions about your rights, disclosure, accommodations,
and which laws might apply to you. For rights under the Americans with Disabilities Act (ADA), please visit:
http://www.ada.gov/workta.htm. Below are resources to help you in the career exploration and preparation process
- this list is in no means exhaustive but will hopefully help you as you develop and achieve your career goals.
What Students Need to Know
Speak about your disability with these goals in mind:
 An understanding that an employer’s accommodations are reasonable and will effectively meet your needs
 Be able to explain the accommodation that they need to do the job concisely, without dwelling on the details of
their disability
 Avoid giving too much information or requesting accommodations that are unreasonable












What Students Should Do
Focus on your abilities to perform the essential functions of the job, not your disabilities
How you promote yourself in the interview is what will be key in determining if you are the right candidate
Ask to give a demonstration of how you can complete aspects of the job
If it’s practical, bring your own equipment (including software, hardware, assistive technology/ adaptive
equipment AND do not anticipate being able to install into the employer’s system)
Utilize references who can testify to your abilities to do the job (previous teachers, employers, supervisors, etc.)
State that your requirements for the job are minimal and give examples of how your skills will merit the
company’s small investment
Offer to provide some of your own software and equipment - you are not required to do so but the offer shows
serious interest in contributing to the company
Keep in mind that agencies such as the Bureau of Vocational Rehabilitation or Bureau of Services for the
Visually Impaired (BSVI) are eager to work with you to provide workplace accommodations such as software,
hardware, and environmental modifications to assist you in obtaining and maintaining employment
Remind employers of the potential tax benefit if they work with an agency
Provide a list of companies and contact info of places that sell assistive technology and adaptive equipment

Additional Resources to Explore
Workforce Recruitment Program (WRP): Connects undergraduates and graduates to paid internships and full-time
jobs - private sector employers and federal agencies (https://wrp.gov/AboutPre.do#Students)
Career Opportunities for Students with Disabilities: COSD assists students and recent graduates in becoming more
prepared and competitive with their career searches (http://www.cosdonline.org/)
Lime Connect: This organization assists student with scholarships and professional development webinars along
with information about internships and full-time job opportunities (http://www.limeconnect.com/)
Entry Point: American Association for the Advancement of Science program that offers internship opportunities
for students with disabilities (http://www.aaas.org/program/entrypoint)
disABLEDperson, Inc.: Resource for job listings and scholarship information (https://www.disabledperson.com/)
Emerging Leaders Summer Internship Program for College Students with Disabilities: Internship and leadership
development opportunities (http://www.viscardicenter.org/services/nbdc/emerging-leaders/)
The American Association of People with Disabilities: Provides a Congressional Internship Program for College
Students with Disabilities for undergraduates, graduate students, and recent grads (http://www.aapd.com/)
Our Ability Connect: A digital profile created to promote future employment for people with disabilities through
mentor networking, social engagement, and personal empowerment (https://connect.ourability.com/login)
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EXPLORE
Networking and LinkedIn
The Class of 2016 and 2015
survey results both noted
‘networking’ as the 2nd
most common way students
obtained their position.
What does “networking”
look like? Networking can
come in many different
shapes and sizes. No matter
how you network, all
networking has one thing in
common: it is about
strategically reaching out
and growing mutually
beneficial relationships
over time. Effective
networking includes
attending guest lectures on
campus, reaching out on
LinkedIn, or placing a call
to a former supervisor.

Build a great LinkedIn profile – then use it to reach out and network!
With more than 350 million registered users around the world, LinkedIn is a powerful platform for professional
networking. It also acts as a master resume and personal branding tool for you as a candidate when searching for
internships or jobs.
 Photo: Keep it professional and make sure to smile!
 Headline: Tell people what you're excited about now and the cool things you want to do in the future.
 Summary: Describe what motivates you, what you're skilled at, and what's next.
 Education: List all the educational experiences you’ve had including some important coursework.
 Experience: List the jobs you held, even if they were part-time, along with what you accomplished at each.
 Volunteer Experience: Even if you weren't paid for a job, be sure to list it. It can be very valuable.
 Skills: Add at least 5 key skills – and then your connections can endorse you for the things you're best at.
Recommendations: Ask managers, professors, or classmates who've worked with you closely to write a
recommendation. This gives extra credibility to your strengths and skills. You can also post examples of significant
class projects. Join groups for your industries of interest, alumni, or personal interests. You can learn a lot about your
interest areas by connecting to people and groups in LinkedIn.
TIP: Take advantage of LinkedIn’s education feature and universities search to explore the diverse majors and career
paths of alumni. Reach out and make a connection with someone who is now where you want to be.
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Prepare Your Elevator Pitch
An elevator pitch is a short summary explanation used to share who you are, what you do, and why someone
should want to learn more about you in two minutes or less. It should be thought of as a potential start to a
conversation or an introduction to get the listener interested in talking with you longer. The reference to an
elevator stems from the scenario of running into a potential employer in an elevator and emphasizes the importance of being able to get your key points across in a short time.

Sample Elevator Pitch
“I am Chelsea Morgan and my career goal is to help engineer
affordable, renewable energy because I believe our environment is
on a critical path. My environmental resources engineering degree
from SUNY-ESF and internship with Halco Energy has prepared me
for the toughest of challenges in the field. Being on the forefront of
change is exciting and rewarding. The opportunity of discussing
needs at your environmentally conscious and progressive company
would be greatly appreciated.”

Elevator Pitch Checklist
_____ Articulate who you are, what you do, and why someone should be
interested in learning more.
_____ Keep your audience and purpose forefront when preparing your pitch.
_____ Know your purpose.
_____ Less is more. Be concise.
_____ Keep word choice and language simple and avoid fancy jargon.
_____ Prepare and practice your ‘pitch’ to make a good first impression.
_____ Practice until you are comfortable, but don’t worry too much.
_____ Preparing multiple, slightly different variations can be a helpful option
if you will be applying for different types of positions.
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Informational Interviews
An informational interview is a relatively informal conversation with someone working in an area of interest
to you who is willing to give you information about a job, career field, industry, or work setting. It is not a job
interview, and the objective is not to find job openings.
5 STEPS FOR INFORMATIONAL INTERVIEWING
Identify people to interview. Here’s how:
 People you already know, even if they aren’t in fields of interest to you, can lead you to people who are. This includes family, friends, professors, and former employers.
 Use social media tools like LinkedIn or Facebook to find contacts.
 Search organizations on LinkedIn or search their websites for names of people working in your area of interest.
 Read news and magazine articles for possible contacts.
Initiate contact
 Contact the person by phone, letter, or email.
 Mention how you got their name (e.g., let them know if a mutual acquaintance referred you).
 Emphasize that you are looking for information, not a job.
Prepare for the interview
 Conduct research on the career field or employer using the Internet and print resources.
 Develop a 30 second overview to introduce yourself, including your reasons for contacting this person.
 Plan open-ended questions to keep conversation flowing rather than questions that call for yes/no answers.
Conduct the informational interview
 If applicable, dress appropriately (you want to make a positive impression even though this is not a job interview).
 Restate that your objective is to get information and advice, not a job.
 Take notes if you like and always ask for suggestions of other people to talk to.
Follow-up
 Keep records. Write down what you learned, what you still need to learn, and your reactions to how this field or position would “fit” with your lifestyle, interests, skills, and future career plans.
 Send a thank-you note/email within 1-2 days to express your appreciation.
 Keep in touch. Mention that you followed up on their advice and tell them how things are going. This relationship
could become an important part of your professional network.

Networking Checklist
_____ Practice having new conversations.
_____ Prepare an elevator pitch.
_____ Find opportunities to meet professionals in your field.
_____ Connect and introduce yourself.
_____ Request meetings or informational interviews.
_____ Be appreciative and thankful for the time and advice you are given.
_____ Stay in touch.
_____ Join LinkedIn and maintain professional social media profiles.
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Asking for an Informational Interview
However you make contact, your message should contain the following:
 Give a polite salutation. “Dear so-and-so,” or “Hello what’s-your-name” are safe bets.
 Tell your contact where you know him/her from, or if you have a mutual connection.
 Inform him/her of your objective: to meet, talk via phone, or simply exchange emails.
 Be clear that you want a brief meeting or phone conversation to discuss a specific set of questions, and that you are
not inquiring about a job or seeking feedback on your resume.
 Provide a hint of what the questions are about, i.e. you’d like to know more about the inner-workings of XYZ
Company, you’re interested in joining ABC association and would like to know about his/her experience, etc.
 Provide two or three options for your meeting/talk so that it is easy for him/her to check his/her calendar and
schedule the appointment in his/her return email.
THANK YOU: INFORMATIONAL INTERVIEW

Modify this script to fit your situation. Remember that most people
enjoy reflecting on their professional life and giving advice.

Dear Mr. Watson:

Hi Mr. Johnson,
Thanks for taking the time to read my message. I’m trying to figure
out what it takes to work as an Environmental Engineer at Arcadis
and came cross your profile in a LinkedIn search. It looks like you’ve
been successful in turning my dream into your reality, and I’d love to
chat with you about how you made it happen.
I know your time is valuable, so I plan to limit this conversation to no
longer than 20-30 minutes. I’m available Wednesday and Thursday
from 11am to 3pm. Please let me know if any of these time blocks
work for you. If you’re not free, I’m happy to chat the following
week. I’m also willing to reach out to anybody you think could help
me further my career. Thanks again for reading my message, and I
look forward to hearing back from you!
Yours,
XXXXX

I appreciate your meeting/talking with me yesterday to
talk about your work as the Sustainability Coordinator. I
now have a much better understanding of the work you
do at the Syracuse Nature Center and the opportunities
available within the field of environmental sustainability.
It was helpful to hear that an entry-level position often
requires background knowledge and experience in
sustainability and economics. I have decided to enroll in
an Introduction to Economics class this upcoming spring
semester. I have also called your colleague, Cindy Jones,
at GrowNYC to make an appointment to talk with her.
I very much appreciate having had the opportunity to
talk with you. Thank you again for your time and advice.
Sincerely,
XXXXX

Questions for Informational Interviews













What educational preparation would you recommend for
someone who wants to advance in this field?
What qualifications do you seek in a new hire?
How do most people enter this profession?
What do you think of the experience I’ve had so far? For
what types of positions do I qualify?
What other types of experiences would you recommend
I seek out?
Can you recommend any courses I should take before
proceeding further with my job search?
What companies or industries do you think I should target?
How did you get this job, and what kinds of experience
and preparation helped you most?
Who has been the most help in your career? How did
they help you?
What organizations would you recommend joining?
Can you recommend another person I could interview
like this?
Could you describe one of your typical workdays for
me?














What skills are required in your position on a day-to-day
basis?
What parts of your job do you find most challenging?
What do you find most enjoyable? Are there any negatives to your job?
How many hours do you work in a typical week?
Which seasons of the year are toughest in your job?
How would you describe the company culture?
Knowing what you know now, what advice do you have
for getting into this work?
What personal qualities or abilities are important for doing well in this kind of work?
Can you recommend the best entry-level jobs to get
started in this line of work?
What are the rewards/challenges/frustrations of your
work?
What current issues and trends affect your work most?
Where do you see growth or change in this industry?

11

Engagement for Your Career
4 Ways VOLUNTEERING Can Help You Land
Internships and Jobs

Student Organizations and Clubs

1) Expand your professional networks
Volunteering can provide you with valuable career
experience. In some fields you can volunteer directly
at an organization that does the type of work you are
interested in which gives you the opportunity to meet
potential mentors and employers!

Between SUNY-ESF (33+) and Syracuse University
(300+), there is an organization for everyone on campus
(and if there isn’t one for you, start one!). Joining a club
related to your academic interests or hobbies will not only
better your experience at ESF but enhance your resume,
too. Joining organizations is also a way to gain leadership
experience and meet new people.

2) Learn new and transferrable skills
Volunteering can provide you with extensive training
and can build important skills for the workplace such
as public speaking, communication, self-confidence,
and teamwork. Some of these trainings and skills can
give you a competitive edge over others with less
direct experience.
3) An opportunity for career exploration
Volunteering allows you to try out a path without
investing significant amounts of time. Sometimes
volunteering can also reaffirm the path you have
chosen is the right fit for you!
4) Build a track record of working for a specific cause
Nonprofits value dedication to their issue area. By
turning your values into action, you will demonstrate
to your potential employer that you are committed
to—and educated about—their issue of concern.
Starting point: Keep a look out in our Career Listserv
weekly email for the most up to date information.
For more information contact:
Amelia Hoffman
aghoffma@esf.edu (315) 470-4909

Starting point: http://www.esf.edu/students/involvement/
clubs.htm
Campus Employment and Federal Work-study
Earn money and gain experience with an on-campus job.
4 Reasons to Work on Campus:
1) Keeps academics a priority
2) Enhances your education
3) Offers unbeatable convenience
4) Helps you engage with the campus
5) Provides great references
Starting point (federal work-study): Visit the bulletin
board outside of the Financial Aid Office (113 Bray Hall)
Starting point (on-campus jobs): Speak with faculty, staff,
and current students about on-campus job opportunities
and/or visit https://www.sujobopps.com/
Professional Organizations
In addition to providing information about your chosen
field, professional organizations can enhance your personal
and professional development and provide endless
networking opportunities. Look around your community—
there are bound to be a plethora of organizations (from
small local start-ups to national chapters) for you to join.
Starting point: Converse with academic advisors and other
faculty members, explore organizations related to your
degree/career path, and find out if there are national
organizations that are connected to on-campus clubs you
are part of.
12

ESF Connections
Bringing Students and Alumni Together
ESF Connections is a program designed to enhance the ESF student experience and prepare you to launch
your own professional career. By connecting with alumni, you will gain assistance with career exploration and
advice that will aid in the development of you professional persona. Additionally, the program will provide
you with some real-world experience to help you explore your interests and increase your marketability
within your career field.
Opportunities to connect with ESF alumni include, but are not limited to:
Externship Program: Similar to a job shadow, visit an ESF alumni and learn about their profession, industry,
and/or organization, gain a tour of their workplace, ask any questions you may have and observe their daily
routine. See below for more detail on our Externship Program.
Informational Interviews: Speak to an ESF alumni (either via in-person, phone, or the web) about their
experiences and skills, gain career advice and industry insight, and ask any questions you may have.
Mock Interviews: Connect with an alumni to participate in mock interviews either in-person for planned oncampus events, phone conversations or web-based technology.
Resume Reviews: Share your resume with an alumni to seek their feedback either in-person for planned oncampus events or electronically.

Externship Program Details
Student Expectations
Eligibility: Student must be registered as a full-time student
and be in good academic and social standing.
Prior to Internship/Externship
 Host site will be confirmed with student and host
 Attend and participate in an Externship Program Prep
workshop
 Schedule initial resume review with Career Advisor via
OrangeLink
Student will contact the host organization to confirm the final
details for their externship (i.e. start times and dates; directions
to the host location; transportation options; security
requirements to enter the facility; contact information for the
host, and other pertinent information).







Students During Externship
Be prompt arriving at the host site.
Be prepared to sign confidentiality and or privacy documents if the organization requires these.
Participate in all the activities that are planned for that day.
If there are breaks in the planned schedule, use the Sample
Questions on the Externship Program Guide to obtain
more information about the organization.
Be professional, courteous, and enthusiastic about this
opportunity.

Example E-mail (from student to Host)
Subject Line: SUNY-ESF – Externship Program
Dear Mr./Ms. XXX,
My name is XXX and I am a student at SUNY-ESF. Thank
you for your willingness to host an ESF student for our
Externship Program. I am excited for the opportunity to learn
more about what you do in your role at ________ company. I
have developed an interest in ________ field through
__________. If your schedule still allows, I am hoping that
we could arrange a mutual time to shadow you.
My e-mail address is (SYR e-mail address only) and my
phone number is _______________. I am excited to hear
back from you and look forward to learning about your
career field.
Thank you,
XXX
 Notify the Career Advisor via e-mail that this contact with the
host has been made.





Completion of Externship
Write a thank you note to the host(s): email thank-you is
appropriate
Complete he Student Externship Evaluation Form.
Schedule follow-up resume review with Career Advisor via
OrangeLink.
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PREPARE
RESUME DESCRIPTION
WRITING

Resume DOs AND DON’Ts
DO:
 Tailor your summary qualifications to include elements of the job
description for each position you are applying for
 Focus on the specific results of your work, significant achievements, and
recognition received
 Use action verbs such as “created” or “coordinated”
 Get feedback from several people, including a Career Advisor
 Have somebody proofread your resume for spelling/grammatical errors
 Describe all related experiences — paid, unpaid, and volunteer
 Use readable and common fonts
 List information in order of importance and relevance to the
requirements listed in the job description
DON’T:
 Use phrases such as “Responsibilities included” or “Responsible for”
 Use resume templates
 Include routine job duties such as “making copies”
 Use paragraphs
 Submit the same resume to every employer

Resume Checklist
Heading:
_____ Name: big and bold
_____ Address
_____ Email Address: appropriate and checked often
_____ Phone #: voicemail activated and appropriate
Qualifications Summary:
_____ In a generalized way, highlight the most directly related
information for the position from your resume
_____Use bullets with staring phrases such as Experience
with, Proficient in, Familiar with, etc.
_____ Last bullet can highlight relevant coursework that is
specific to the position applying for
_____ Include skills (computer, technical, research, laboratory,
foreign language), certifications, etc. that are relevant
_____Tailor to each internship/job posting
Education:
_____ Institution name: spelled out
_____ Anticipated graduation date
_____ Degree and major
_____ GPA (if above a 3.0)
_____ Honors: specifically Dean’s or President’s Lists
along with the corresponding semesters
_____Additional institutions, if applicable

Need help getting started? Try the APR
(Action, Project, Result) formula:
Action Verb:
“Collected”
+
Project:
“zooplankton and limnology samples”
+
Result:
“to help monitor the health of the water
system and measure the effects of
invasive species”
=
“Collected zooplankton and limnology
samples to help monitor the health of
the water system and measure the
effects of invasive species”

Related Experiences:
_____ Internships (paid and unpaid)
_____ Volunteer experiences
_____ Educational experiences: fieldwork, research assistant
Each position should include:
_____ Employer/organization
_____ Title of position
_____ Location of experience: city and state
_____ Dates involved: month and year
_____ Bullet points on what you did in position
_____ Current position: use present tense
_____ Old position: use past tense
_____ Use action verbs to start the bullet point
_____ Order positions by reverse chronological order
Other sections to consider including:
_____ Leadership
_____ Campus Involvement
_____ Volunteer Experience
_____ Professional Memberships
_____ Certifications
_____ Additional Experience
Edit:
_____ Have someone proofread your resume
_____ Easy-to-read font and clear layout
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Key Words for Resumes
Administrative,
Clerical, Detail
Oriented
accomplished
administered
approved
arranged
catalogued
classified
developed
dispatched
documented
executed
generated
implemented
inspected
maintained
managed
monitored
operated
organized
prepared
prioritized
processed
provided
purchased
recorded
resolved
retrieved
screened
systematized
validated
Communication
addressed
advised
aided
arranged
articulated
authored
clarified
collaborated
communicated
completed
composed
conceived
conducted
consulted
contributed
convinced
cooperated
coordinated
corresponded
counseled
debated

defined
developed
directed
drafted
edited
enlisted
explained
formulated
helped
influenced
informed
inspired
interpreted
interviewed
lectured
marketed
mediated
moderated
motivated
negotiated
persuaded
presented
promoted
publicized
reconciled
recruited
represented
spoke
suggested
summarized
supervised
trained
translated
updated
wrote
Creative
acted
adapted
composed
conceived
conceptualized
crafted
created
customized
designed
developed
directed
established
fashioned
founded
generated
illustrated
improvised
initiated

innovated
instituted
integrated
introduced
invented
marketed
originated
performed
planned
problem solved
revitalized
shaped
synthesized
traveled
Financial
administered
allocated
analyzed
appraised
audited
balanced
budgeted
calculated
compiled
computed
developed
financed
forecasted
formulated
invested
maintained
managed
marketed
planned
prepared
projected
researched
targeted
tracked
Helping
assessed
advised
aided
assessed
assisted
attended
cared for
clarified
coached
coordinated
counseled
delivered
demonstrated

developed
diagnosed
educated
engaged
expedited
facilitated
familiarized
furnished
guided
mentored
motivated
overcame
provided
referred
rehabilitated
represented
served
Management
accomplished
achieved
administered
analyzed
appointed
assessed
assigned
attained
chaired
coached
consolidated
consulted
contracted
controlled
coordinated
delegated
developed
directed
established
evaluated
examined
exceeded
executed
implemented
improved
increased
initiated
led
managed
marketed
negotiated
organized
oversaw
planned
prepared
prioritized

produced
promoted
recommended
reconciled
recruited
reviewed
scheduled
strengthened
supervised
targeted
trained
transformed
Research
calculated
cataloged
clarified
collected
computed
correlated
critiqued
diagnosed
discovered
evaluated
examined
experimented
extracted
extrapolated
gathered
identified
inspected
investigated
monitored
observed
organized
proved
surveyed
systematized
tested
Teaching
adapted
advised
clarified
coached
communicated
coordinated
demystified
developed
enabled
encouraged
explained
facilitated
guided
informed

instructed
persuaded
served
set goals
stimulated
taught
trained
Technical
administered
analyzed
assembled
built
calculated
computed
configured
constructed
created
designed
determined
developed
devised
engineered
fabricated
installed
led
maintained
managed
operated
overhauled
oversaw
programmed
remodeled
repaired
simulated
solved
tested
troubleshot
upgraded
used
Additional Strong
Verbs
achieved
expanded
improved
pioneered
reduced
resolved
restored
spearheaded
transformed
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Sample 1
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Sample 2
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Sample 3
Sample 2: Combination Resume
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Sample 4
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Sample 5
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Sample 6
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Federal Resume Tutorial
The Federal resume is not the same as a private industry resume. It averages 4 pages (for experienced professionals); it
MUST match a target announcement to stand out and eventually get referred to a supervisor. Federal resumes must
include month and year for experiences; list up to 10 years of details about supervisors and salary; education and
certifications listed in details (if you have that many year or much experience). You can find information about Federal
positions here:

STUDENTS
usajobs.gov/StudentsAndGrads

RECENT GRADS
opm.gov/HiringReform/Pathways/programs/graduates

For Best Results:
 Use the resume builder on usajobs.gov to create your resume; edit your resume before submitting
 Read the vacancy description carefully for all duties and qualifications
 You must show that you have the minimum listed requirements – more is better
 Review specific instruction to any status that may apply to you: student, disability, and veteran
Items to Include in a Federal Resume
Job Information:
 Announcement number and title and grade(s) of the job you’re applying for
Personal Information
 Full name, mailing address (with zip code), and day and evening phone numbers
 Veterans preference (if applicable a 00-214 is required)
 Reinstatement eligibility (if requested, attach SF-50 proof of your career or career-conditional status)
 Country of Citizenship (most federal job require US Citizenship)
Education
 College or University: Include name, city and state, majors, and any degrees awarded (only send college transcripts
if the position specifies to do so)
 High School: Include name, city and state, and date of diploma or GED
Work Experience
 Read the qualifications section of the announcement carefully
 Provide the following information for your paid and non-paid work experience related to the job you are applying
for: job titles (include series and grade if a federal job); duties and accomplishments; employer’s name and address;
supervisor’s name and phone number; starting and ending dates (month and year); hours per week, and salary.
Indicate whether your current supervisor can be contacted.
 Focus on the most recent and relevant positions. Add accomplishments; separate the accomplishments from the
duties. Include the duties first, then a short list of accomplishments
 Add the keywords from the duties and qualifications section into your resume
 Highlight key skills in ALL CAPS or bold to improve readability in the builders
Other Qualifications
 Job-related training courses (title and year)
 Job-related skills, i.e. languages, computer software/hardware tools, machinery, etc.
 Job-related certifications and licenses (current only)
 List job-related honors, awards, and special accomplishments, for example, publications, memberships in
professional or honor societies, leadership activities, public speaking, and performance awards
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Writing a CV or Curriculum Vitae
What is a Curriculum Vitae? Also called a CV or vita, the curriculum vitae is, as its name suggests, an
overview of your life's accomplishments, most specifically those that are relevant to the academic realm. In
the United States, the curriculum vitae is used almost exclusively when one is pursuing an academic job or
applying to graduate school. The curriculum vitae is a living document, which will reflect the developments in
a scholar/teacher's career, and thus should be updated frequently. (Other countries prefer the C.V. to a resume
for a job search - do your research).
How is a CV Different from a Resume? The most noticeable difference between most CVs and most resumes
is the length. Entry level resumes are usually limited to a page. CVs, however, often run to three or more
pages. (Remember, however, that length is not the determinant of a successful CV. You should try to present
all the relevant information that you possibly can, but you should also try to present it in as concise a manner
as possible.) A more subtle but equally important distinction is that whereas the goal of a resume is to
construct a professional identity, the goal of a CV is quite specifically to construct a scholarly identity. Thus,
your CV will need to reflect very specifically your abilities as a teacher, researcher, and publishing scholar
within your discipline.
What should be Included? Your CV should include your name and contact information, an overview of your
education, your academic and related employment (especially teaching, editorial, or administrative
experience), your research projects (including conference papers and publications), and your departmental and
community service. You should also include a reference list, either as part of your CV, or on a separate page.
What comes first depends both on your background and on the job for which you are applying. Typically, the
first item on a CV for a job candidate directly out of grad school will start with the candidate's education listed
in reverse chronological order. Frequently the title and even a brief description of the dissertation will be
included in this portion. After that, you will want to determine both what the jobs that you are interested in
require and where your strengths lie. When determining what comes after your educational credentials,
remember that the earlier in your document a particular block of information comes, the more emphasis you
will be placing on that block of information. Thus, the most important information should come first. If you
are applying at a research university, research projects, conference presentations, and especially publications
become very important.
If you are applying to a liberal arts college or community college that strongly emphasizes teaching, then
showing your teaching background is of paramount importance. In any case, you will want to be sure that the
information that will be most helpful in determining your qualifications for the job for which you are
employing comes before information that will be less helpful.
Standard Format? One of the most important things to remember when working on your curriculum vitae is
that there is not one standard format. There are different emphases in each discipline, and a good CV is one
that emphasizes the points that are considered to be most important in your discipline and conforms to
standard conventions within your discipline.
So how can you find out what these conventions are? A good place to start is to find as many examples as
possible of CVs by people in your discipline who have recently been on the job market. You can find these by
asking other grad students and junior faculty in your department if you can have a look at their CV's, and you
can also make use of the Internet to find CV samples in your discipline. You can also find an additional
example here.
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Writing a CV (continued)
One caveat to remember regarding examples, however, is that they should never be used as models to be
followed in every detail. Instead, they should be used as sources of strategies for how to present your own
information most effectively. The most effective formatting for you will likely be distinguishable from the
most effective formatting for someone else because your experiences and strengths will be different, and you
will thus benefit from formatting adapted specifically to your situation.
How should I Construct my Work Description Entries?
Short, brief phrases are acceptable in a resume - you do not need to use complete well-constructed sentences.
In fact, it is better if you don't because then you can present your information as clearly and concisely as
possible. For example, instead of writing, "I taught composition for four years, during which time I planned
classes and activities, graded papers, and constructed exams. I also met with students regularly for
conferences," you might write, "Composition Instructor (2010-2014). Planned course activities. Graded all
assignments. Held regular conferences with students." By using incomplete sentences here, you cut out
unnecessary words and allow your reader to see quickly what you have been doing.
Consistency is very important. Generally, you will want to keep the structure of your phrases and/or sentences
consistent throughout your document. Thus, if you use verb phrases in one portion of your CV to describe
your duties, try to use them throughout your CV. Particularly within entries, make sure that the structure of
your phrases is the same so that your reader can understand what you are communicating easily.
One distinction between the work description sections of resumes and CVs is that bullets are very commonly
used in resumes and tend to appear somewhat less frequently in CVs. Whether or not you use bullets to
separate lines in your CV should depend on how the bullets will affect the appearance of your CV If you have
a number of descriptive statements about your work that all run to about a line in length, bullets can be a good
way of separating them. If, however, you have a lot of very short phrases, breaking them up into bulleted lists
can leave a lot of white space that could be used more efficiently. Remember that the principles guiding any
decision you make should be conciseness and ease of readability.
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Sample: Curriculum Vitae, Page 1
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Sample: Curriculum Vitae, Page 2
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Sample: Curriculum Vitae, Page 3
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Cover Letters
A well-written cover letter should always accompany your resume or application. Its purpose is to introduce you and
expand on the experience in your resume. A good cover letter should:
 Include specific information about why you want to work for the employer
 Exemplify clear and concise writing skills
 Demonstrate your knowledge of the position
 Align your experience with the desired qualifications of the employer
 Make your points succinctly; every point should support your readiness to contribute
Cover Letters for Job or Internship Listings
1. Know the employer
Research the employer’s organization to see how your experience, skills, and abilities meet its needs. In your cover
letter, show why you are a good fit. Send the letter to a specific person whenever possible; otherwise, use “Dear Hiring
Representative(s):”
2. Analyze the job description
Review the job responsibilities and qualifications carefully and design your cover letter to match these as much as
possible. Sometimes job listings are vague. In these cases, draw from your experience of similar jobs to infer what skills
and abilities might be required or research similar positions online.
3. Analyze your background
Think about your background in relation to the job responsibilities and qualifications. Ask yourself, “What have I
done that is similar to what this job entails?” Consider courses taken, classroom projects, work experience, summer jobs,
internships, volunteer experience, extracurricular involvement, and travel. Be sure to indicate in the first paragraph what
position you’re seeking. If a specific person recommended you for or alerted you about the position, include their name
and title up front.
Prospecting Letters
If you are inquiring about possible openings, you are sending an Inquiry or Prospecting Letter. Address your letter to a
specific individual, usually the person who supervises the functional area where you’d like to work. Be as specific as
possible about the type of position that interests you. Ideally, your research will reveal the job titles used by this
employer. If not, use generic job titles commonly understood in the field.

Cover Letter Checklist
Formatting
_____ Address information and date
_____ Employer/hiring manager contact information
_____ Name of Hiring Manager
_____ Title
_____ Company name
_____ Address
_____ Dear Mr./Mrs./Ms./Dr. Last Name

First Paragraph:
_____ Position of interest
_____ How you found position
_____ Why you are interested in position
_____ Why you are interested in the company/organization

Second Paragraph:
_____ 2-3 experiences
_____ Skills learned
_____ Position title
_____ Relatable to position of interest

_____ How do these experiences make you a great candidate?
_____ Illustrate your enthusiasm
_____Connect your experience to description

Third Paragraph:
_____ Summarize skills and personal traits you will bring
_____Consider what is not represented in your resume but
applicable to the job and/or organization
Conclusion:
_____ Express interest in discussing position further
_____ Thank for their time and consideration
_____ Restate contact phone number and email address
_____ End with closing: Sincerely, Thank You, etc.
_____ Sign your name: electronic signature if sent through email,
actual signature if mailed out

Edit:
____ Proofread for typos and accuracy of contact information
28
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PURSUE
OrangeLink
WHY USE ORANGELINK?
 Main resource for employers to share internship and job opportunities.
 There are 6,000+ national and international internship and job postings annually.
 Register for career-related workshops, information sessions, community service opportunities, and other events.
 Gain information about SUNY-ESF’s Spring Career Fair and Syracuse University Career Fairs
 Access “GoinGlobal,” a resource for applying and working abroad. (Great resource for international students to find
work in the U.S., too!)
TIPS FOR USING ORANGELINK
 Use Advanced Search under the Jobs/Internships tab to find specific positions. This will help you narrow down your
search results and find the opportunities most relevant to your interests. Search Green Posting (ESF Posting) to
find ESF-related internships/jobs!
 Keep your search simple. The more fields you enter data into, the fewer results you will yield.
 Set up a Search Agent to automatically email you about jobs or internships in your desired industry or location.
 Click Add to Favorites to save an employer or internship posting. It will be viewable on the left-hand side.
GOINGLOBAL
 Helps international students identify potential H1B sponsors.
 Can alert you to jobs, internships, and hiring practices abroad.
 Highlights major employers in 40 countries.

Career Fair
Career fairs give you a chance to explore organizations and career fields. Employers provide information about job and
internship opportunities within their organizations.
Before the Fair, research employers using the fair information on OrangeLink. Review the list of employers and their
websites. Be prepared to discuss your relevant skills, interests, background, and career goals at the fair. Think about how
to “sell” your qualifications in about 2 to 3 minutes.
During the Fair, create a good first impression in business casual attire. Bring copies of your updated resume for
employers. Also be prepared to submit a resume online, as some employers only accept resumes in this format. Ask for
business cards of employers for follow up purposes. Ask them about upcoming events and/or next steps. Take a few
notes to remind you of key information.
After the Fair, follow up with employers by emailing them. Thank them for their time and inform them of any positions
you apply for at their company.
Questions to Ask at a Career Fair
 What types of skills and experience are you are seeking?
 What challenges do you see for your organization?
 What do you like most about your organization?
 Are there immediate openings in your organization? What jobs do you anticipate will open?
 Do you have internships or summer jobs?
 Considering my particular career interest, are there additional people in the organization I should contact?
 What are the typical entry-level opportunities?
 What skills are most important for a position in this field?
 Describe the “normal” career path in your organization.
 What type of training is available for entry-level staff?
 What advice would you give to someone who wants to break into this field?
 What is the hiring process like at your organization?
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Internship and Job Search
Finding an internship is very similar to finding a job.
The research and application process entails a large
time commitment that includes researching career
fields and organizations, searching for opportunities,
creating resumes and cover letters, interviewing, and
evaluating internship descriptions and offers. Passion,
persistence, patience, early planning, and commitment
are your keys to landing a great internship.

1.
2.
3.
4.

5.

6.
7.
8.
9.

10.

Reasons to Intern
This is your chance to test drive a variety of
different fields before choosing a career direction.
Experience in a field of interest will help you
make more educated career decisions.
Hands-on career experience can enhance your
academic performance and success.
You can develop career-related skills and
demonstrate them for future employers; i.e., you
become much more marketable!
57% of employers nationally prefer to hire
graduate who have experience gained through an
internship or co-op (NACE, 2015).
Professional contacts in the field can help you get
hired and get ahead in your career.
Many organizations use internships as extended
interviews for full-time employees.
Most organizations will hire successful interns
over candidates they have just met.
Compete for a higher salary. Graduates who
participate in an internship will likely earn more
than students who did not intern.
Many internship positions are paid, and they can
be a lot of fun!

Have an out-of-the-box internship idea?
Ask about the ESF Career Fellowship. Monetary
awards are given to students who wish to pursue
unique or non-traditional internships aligned with
their future career goals and passions. For more
information and how to apply, visit the following
website:

Job and Internship Checklist
____ Research organizations early
•Do they have a formal internship program?
•Does their program match your goals?
•Is there a human resources contact you could connect
with?

____ Determine your location and internship focus
•Do you want to intern at home? In Syracuse? The
Northeast? Anywhere?
•Do you want to work for the government? A nonprofit? A firm?
•Do you want to do field work? Work in a lab? In an
office?

____ Explore internship postings
•OrangeLink
•Vault.com
•Internships.com
•Idealist.org
•USAJobs.org
•Organizations’ human resources or careers webpage

____ Identify deadlines
•Are deadlines rolling?
•Do they have a set date and time?

____ Connect with professionals and alumni
•Request a list from the Alumni Office of alumni in your
geographical area and major
•Become a student member of your field’s professional
organization(s)
•Use LinkedIn to identify professionals you can connect
with in your field and area

____ Apply
•Generate a resume
•Draft a cover letter
•Prepare references, if requested
•Have Career Services review your application
•Proofread, proofread, proofread!
•Submit your application prior to deadline

____ Follow Up
•Identify who to follow up with based on application
instructions
•If no contact exists, attempt to connect with human
resources at the organization

http://www.esf.edu/career/students/fellowships.htm
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Keys to Landing Your Ideal Internship
Build relationships as a student
 Connect with your professors, TAs, and peers. Go to your professors’ office hours. Graduate students are a good resource
too because many of them may have had internships in your field. Most educators are very supportive of students who
show interest and initiative, and they often know other professionals in their field.
Broaden your contacts and relationships outside of school
 Network, network, network! Talk to your employers, family and friends, and any other professionals you interact with,
such as those you encounter at your volunteer position or in your community.
Before applying for an internship, first think about your own interests and needs
 Do you want to work in a big firm or small organization? What type of work interests you the most—corporate, academic,
nonprofit, community-based, etc.? You may not land the ideal internship your first time out, but at least you can have
some clarity about what you would prefer. Know what you want and go after it!
Write down what you are good at and what you want to learn
 Ask your friends and former employers to describe your strengths and areas to improve and explore. What are your goals
for the internship? What would you like to learn? Include these points in your communication with a potential employer
phrased as areas of competence and areas you would like to develop.
Research specific companies and organizations that you would like to work for
 It is often more beneficial to identify specific companies where you would like to intern and then contact them directly
than only to respond to posted positions. Many of the best jobs and internships are NEVER publicly posted! So come up
with a list of at least 5-10 organizations that catch your eye and that you want to learn more about.
Search for posted internship openings through OrangeLink and other websites
 Sign up for OrangeLink to access the Career Services online database of internships and jobs.
Take advantage of Career Services resources and counseling
 Attend our workshops and visit the Career Services website. See a career advisor by making an appointment via
OrangeLink or stopping by 14 Bray Hall.
Start your search early
 If looking for a summer internship, DO NOT WAIT until the first day of summer. Give yourself at least a few months to
look for an internship. Some summer internship programs accept applications as early as the fall semester before you will
start! If you are looking for an internship during the academic year, begin researching and contacting companies at least
one semester in advance.
Use a variety of internship search strategies
 The more places you look and the more strategies you use, the better the chances you have of securing a great internship.
Here are the major ways SUNY-ESF students have found internships: 1) Personal contacts and networking, 2) The
Internet— OrangeLink, major internship search engines, etc., 3) SUNY-ESF Spring Career Fair, and 4) directly targeting
companies of interest.
Contact the companies on your list and apply!
 If the internship was posted online, apply within the required time frame with a resume, cover letter, and any other
documents requested. If there is not a specific opening listed but you’ve identified a company that interests you, contact
the company directly and identify yourself and your situation—state that you have researched the company and would like
to speak with someone about the possibility of an internship.
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Internship and Job Search Tips
1)
2)
3)
4)

Use a combination of search tactics; you never know which one will get you hired.
Network with professionals, alumni, fellow students, professors, and family members.
Explore OrangeLink both for internships/jobs and for organizations in your field to approach directly.
Be proactive! Target organizations and approach them directly. They may have internship and career
opportunities that they are not advertising right now or you may be able to develop your own opportunity.
5) Stay organized! Keep track of all the internships and jobs you find/are interested in via an Excel document.
See: Page 33
6) Use this guide to write a draft of your resume. See a career advisor for a critique.
7) Apply to multiple organizations. Internships and jobs are competitive. Give yourself the best chance of
succeeding.
8) Be prepared for your interviews.
9) Explore a variety of options and carefully evaluate the opportunities you find so you can pursue an internship
or job that will provide you with the best experience.
10) Attend the Internship and Engagement Expo in the fall and the Career Fair in the spring!

Additional Sources for Job and Internship Searching
Employer Websites
Many organizations’ websites have a “careers” section featuring job and internship listings. Those that hire college
students often have a separate section describing their campus recruiting process for both long-term/career and
internship positions.
Professional Associations and Student Organizations
Professional associations often provide job listings for their members; some also allow access for non-members.
Student organizations often maintain relationships with employers and hold workshops or student networking
events.
Contact Employers Directly
If you know what field and type of organization you’re interested in, a direct approach may be effective.
Persistence is the key to using this strategy. Use rejections as opportunities to get more information. Ask questions
such as, “How can I find out about future job openings with your firm?” or, “Where do you post your job listings?”
This strategy involves more than just sending a resume to the human resources department:
 Develop a list of 10-20 organizations you want to target. You can use employer directories, organizational
literature, and websites like LinkedIn to narrow your choices.


Identify individuals who have hiring authority. Read magazine and newspaper articles, network with alumni,
friends, and coworkers, and search organization websites for names and email addresses. You can send a
resume first, and follow up with a call. This familiarizes the employer with your background and gives them an
idea of what you have to offer.

Listservs/Email Lists
Professionals often send emails to listservs when job openings become available in their organization.
Newspapers/Professional Journals
Listings in news articles and professional associations’ newsletters often vary from those on websites, so take a
look at both media for job listings.
General Employment Agencies
Employment agencies can connect you with employers and jobs. Be an intelligent consumer. As with temp
agencies, you should not pay a fee to utilize the services.
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Interview Prep
Congratulations! Getting an interview means that the employer saw something on your resume and wants to get to know
you better through an interview. It has been said that your cover letter and resume get you in the door but the interview
gets you the job. The more you know about interviewing and the better you prepare, the better you will do.
Before the Interview
What to Expect
Keep in mind throughout the interview that employers want to know four things:
1. Why you want the opportunity?
2. Can you do the job?
3. Will you do the job?
4. Will you fit the company culture?
Do Your Research
You want to be well prepared for your interview, research: the company, the opportunity, and how your experience and
skills align with the opportunity.
Prepare and Practice
Pre-interview preparation also includes: preparing questions to ask in advance, your apparel and grooming, practice
answering questions aloud, and going through a practice interview to understand your strengths and weaknesses.
During the Interview
Incorporate Your Research
Don’t wait until the interviewer asks about your knowledge of the company. Incorporate your knowledge throughout the
interview as you answer questions and ask your questions of the interviewer.
Questions for Interviewer
You are interviewing the employer as much as the interviewer is assessing you! Asking strategic questions about the job,
its training, advancement opportunities, its priorities, and the culture could all help you determine your fit in the
organization.
Closing the Interview
Use this opportunity to reinforce your interest, your skills and qualifications, and your sense of fit in their organization.
In addition, ask what happens next in their process.
After the Interview
Follow Up
As you wrap up the interview, ask your interviewer(s) for their business card(s) to send them a follow-up thank-you
email or handwritten note within 24-48 hours. Not many people do, so it will help you stand out amongst the other
candidates.
References
Make sure to let your references know to expect a call or email after your interview. Provide details of the position,
names of interviewer(s), and any other information that may be helpful to your references.
Interviews take on several different forms and it is important to be prepared for all types. There are different strategies
applied to in-person interviews, phone interviews, and Skype interviews.
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Interviewing Tips
General Tips
 Understand the position for which you are interviewing.
Study the job description and connect your experiences
to the skills the employer is looking for.
 Know your resume inside and out. Be able to draw
upon your experiences and have relevant examples to
answer the interviewer’s questions.
 Research the company. Check out the company’s
website, social media accounts, database of articles, and
talk to professionals in the industry.
 Formulate questions to ask at the end of the interview.
The interviewer will ask you if you have any questions,
so be prepared with at least five questions to ask.
 Keep your materials handy. Have your resume, the job
description, and any other documents in front of you.
In-Person Interviewing Tips
 Dress for success. Wear clean, neat, businessappropriate attire. Make sure your shirt, pants, and/or
dress are ironed and your shoes are clean. Maintain a
groomed appearance.
 Make eye contact and shake hands confidently with
your interviewer. This makes a good first impression.
 Power off your mobile devices. Answering a call or text
mid-interview is never okay.

Interview Attire
DO
Consider your field. When interviewing at an
engineering firm, for example, formal dress will most often
be appropriate. However, if your work is in the field and
labor intensive, business casual may be more appropriate.
This may be khaki pants and polo shirt, versus a suit. Each
situation may vary and speaking with a career advisor or
faculty member may be appropriate in this situation.
Fuss over your outfit. Iron your clothes prior to your
interview. Tuck in your shirt. You want to demonstrate your
attention to detail in your own appearance. Also ensure your
clothes are well-fitting and all new tags are removed.
Consider polishing your shoes.
Clean up nicely. Take a shower. Comb your hair. Showing
that you care about your appearance tells the employer you
care about how you, and hopefully their organization, are
represented. Dress conservatively. A well-ironed button down
shirt and dress pants are always appropriate. Also consider a
business suit and tie, depending on your field. Ensure
everything fits properly and is tailored if necessary.

DON’T
Make a fashion statement. An interview is not the time to
experiment with fashion. Formal and traditional attire is a
safe and classic way to dress for business. This speaks for
accessories as well. Simple and plain jewelry is preferable to
eccentric accessories. You want to be remembered for what
you say, not what you wear.

Phone Interviewing Tips
 Choose a distraction-free, quiet location.
 Get dressed. Although sweatpants seem relaxing, you’ll
be in the mindset to have a better interview if you dress
the part.
 Remember the three S’s: Speak, Sit, Smile. Speak
clearly, sit up straight, and smile when you’re speaking.
This will help project confidence to your interviewer.

Overdo your fragrance. If you wear perfume, cologne, or a
scented product, be aware of how powerful the aroma is. You
may want to consider no fragrance on the day of an interview
to avoid being remembered in a negative way.

Skype Interviewing Tips
 Choose a background that’s clean and neat, like a clean
blank wall.
 Practice makes perfect! Familiarize yourself with
Skype beforehand; make some practice calls to family
and friends.
 Keep the webcam at eye level. This ensures that the
camera is at a flattering angle.
 Look at the webcam—not yourself. Yes, you look great
but keep your eyes on the camera.



Reveal too much. Be aware of how much skin is exposed in
you interview attire. Short skirts, low-cut tops, and shirts
unbuttoned low are not appropriate. Even open-toed shoes
may not be considered appropriate by some.
Professional Dress Specifics






A well-ironed button down shirt and dress pants are
always appropriate.
Consider a business suit and tie, depending on your field.
Ensure everything fits properly and is tailored if
necessary.
May include a knee-length skirt or pants, and a
combination of a top, button down, sweater, or blazer.
Avoid heels that are too high. While high heels are
appropriate, a lower heel appears more professional.

38

Types of Interview Questions
Most interviews consist of different types of interview questions that will depend on the position and the organization.
Types of interview questions include:
Qualifications
These are straight-forward questions about your experience, background, and personal traits. Examples:
What are your greatest strengths and weaknesses?
Tell me about yourself.
Why should I hire you?
Behavioral
These very popular questions are based on the premise that past behavior best predicts future behavior. For example, if
you have shown initiative in a club or class project, you are likely to show initiative when you are working. Before an
interview, each position is assessed by the employer for the skills and traits that relate to job success and related
interview questions are developed. Examples:
Describe a situation where you used persuasion to successfully convince someone to see things your way.
Tell me about a time when you had to take on a leadership role.
You should respond to these questions with a specific example where you have demonstrated the skill the interviewer is
seeking. It’s helpful to remember “CAR” to compose a thoughtful response. Here’s how it works:
CONTEXT: What was the problem, need, or concern? Include obstacles you had to overcome.
ACTIONS you took: This does not mean what the group did, but what you did. Practice saying “I” instead of “We.”
Assume ownership of your accomplishments.
RESULTS you achieved: Quantify the results and relate them, your skills, and your actions to the employer’s needs.
How will you know what skills are important for a particular position so you can prepare targeted examples?
Read the job/internship description and highlight skills, qualifications, and what you will do on the job.
Read occupational information that describes which skills are used in jobs/internships like the ones you want.
Ask questions at employer information sessions or career and internship fairs.
Contact alumni or current students working in the same position or company.
Technical/Case
Depending on the industry you want to enter, you may receive questions related to concepts that you learned from your
coursework, industry knowledge (e.g., familiarity with environmental trends) or specific skills (e.g., laboratory
techniques). Technical/case questions are especially common in business fields such as finance, consulting, and
accounting and also in engineering, physical science, and computer science fields.
In order to prepare for these types of questions, it can be helpful to ask employee representatives, alumni, or peers who
have had interviews in that field about the types of questions you can expect.
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Sample Interview Questions
Beginning of the Interview
1. Tell me about yourself.
2. Tell me about your most rewarding college experience.
3. Tell me what you know about our organization.
4. What do you consider to be your strengths/weaknesses?
5. How do you think others would describe you?
Past Experience
1. How has your education prepared you for this job?
2. In what kind of work environment are you most
comfortable?
3. Describe to me your ideal job.
4. Give me an example of a time when you felt under
pressure.
5. Tell me about a challenge you have faced and how you
overcame it.
6. Tell me about your work experience.
7. What two accomplishments have given you the most
satisfaction? Why?
8. What have you learned from your mistakes?
9. What kind of reference do you think your last employer
will give you?
10. What have you done that shows initiative and
willingness to work?
Philosophy
1. What makes a good employee?
2. What factors are most important to you in a job?
3. What qualities would a successful supervisor/manager
possess?
4. What kind of boss do you prefer? Tell me about your
best/worst boss.
5. Do you prefer to work in groups or alone?
6. Give me your definition of success.
7. How do you react to criticism?
8. What frustrates you? How do you handle stress?
Future and Goals
1. Do you have plans for further education?
2. What are your long-term goals? Your short-term ones?
3. What do you see yourself doing in 5 years? 10 years?
Conclusion of Interview
1. In what ways do you think you can make a contribution
to our company?
2. How do you feel about relocating, traveling, working
overtime, and spending weekends in the office?
3. What are your salary expectations/requirements? What
do you expect to be making in 5 years?
4. Why do you want to join our organization?
5. Why should I hire you?
6. When could you start work?
7. Is there anything else you would like to tell me?
8. Do you have any questions for us?

Illegal Interview Questions
Asking questions about race, gender, religion, marital
status, age, ability, ethnic background, sexual orientation,
and other factors is discriminatory and against the law.
An employer cannot legally base their decision to hire
you or not on such things.
Examples of Illegal Questions
1. Are you married, divorced, separated, or single? Do
you have a boyfriend/girlfriend?
2. How old are you?
3. Do you have any children? How many do you have?
What child care arrangements have you made?
4. Do you go to church?
5. Do you have any debts?
6. Do you own or rent your home?
7. What social and political groups do you belong to?
8. Are you living with anyone?
9. Have you been arrested?
10. How much do you weigh? How tall are you?
11. Where were you born?
12. Do you have any handicaps or disabilities?

Questions to Ask the Interviewer
It is important to demonstrate your interest and
knowledge about the position you are interviewing for.
Having questions to ask the interviewer is one way to do
this. Preparing some specific questions for the
interviewer ahead of time is a good idea. Here are some
examples:
1. What might a typical workday in this job be like?
2. What are some typical first-year assignments?
3. How does this position relate to other positions within
the organization?
4. What kind of supervision will I receive? How will my
performance be evaluated?
5. What opportunities exist for continued training or
advancement?
6. What do you think will be some of the challenges
entering this position?
7. What are the organization’s short-range and
long-range plans for the future?
8. I was reading about _________ in your organization’s
literature, and I am interested in learning more about
it. Can you tell me more?
9. How would you describe the work environment and
culture of your organization?
10. If I became the successful candidate and you could
offer me one piece of advice, what would that be?
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Evaluating Your Offer
The interview is done, the wait is over, and now you have a job offer! Give yourself a pat on the back BUT
don’t sign the dotted line just yet. Read this section to help decide whether or not this is the offer you want to
accept.

ASK YOURSELF
Does it fit my requirements and my career goals?
Is it work that allows me to apply my skills?
Is the work environment right for me?
Do I believe in their mission and vision?
Do their expectations fit with my lifestyle?
Does the compensation package meet my needs?
Is the salary level appropriate for the level of responsibility, the industry, and the location?
Is the job located in a city I want to live in?
Is there travel involved? If so, how much?
Salaries, benefits, compensation packages—this stuff can be tough to navigate! Discuss your job offer with
parents, advisors, or with us so that you can make the most informed decision possible. Using resources such
as Glassdoor.com or Salary.com can also help you decide.

HOW TO RESPOND
Acceptance Letter
Generally, employers make a verbal job offer, and then send a letter. Ask the employer if they are going to
send a letter, and if they do not, you may wish to write one to confirm. The letter confirms your acceptance of
the offer with confirmation of the details, expresses your appreciation for the opportunity, and positively
reinforces the employer's decision to hire you.
Withdrawal Letter
Once you accept a position, you have an obligation to inform all other employers with whom you have had an
interview (or have one pending) of your decision and to withdraw your employment application from
consideration. Email other employers as soon as you have made your final decision. Express appreciation for
the employer's consideration and courtesy. It may be appropriate to state that your decision to go with another
organization was based on having better job fit for this stage in your career. If you are applying for an
internship, you can state your interest in being considered for a future opportunity. If you prefer, you can
instead call the employer by phone to let them know that you are not accepting the offer. Express appreciation
for the offer and in case they ask, have a basic response to why you’re not taking the position.
Decline Letter
Employers are not the only ones to send rejection letters. Candidates may have to decline employment offers
that do not fit their career objectives and interests. Rejecting an employment offer should be handled
professionally, and preferably verbally. If you need to inform the employer in writing, indicate that you have
carefully considered the offer and have decided not to accept it. Also, be sure to thank the employer for the
offer and for consideration of you as a candidate. This will improve your chances should you later reapply to
the employer.
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Salary Negotiations
Preparation and Research
Many factors determine salary offers; the type of work you perform (based on your skills, education, and
experience level), the industry, company size and the geographical area. Keep in mind that there is more room
for negotiation when discussing full-time offers versus internships or short-term employment.
Start by learning what the typical salary range is for the job. Salary range information is available from a
variety of sources including trade magazines, the Bureau of Labor Statistics, and the Internet. The Services
Office can also provide you with salary information from recent graduates.
Next, determine your salary requirement. Work out a monthly budget incorporating all of your real and
anticipated expenses, savings, "fun" money, and a cushion for emergencies. Remember that taxes come off the
top of each paycheck.

Salary Discussions
Early in the process the employer may try to find out if the company can afford you by asking your salary
requirements. You can choose to do one of the following:





Ignore the request, which is obviously risky.
Inquire if there is a set salary range for the position.
Acknowledge the request and say that you are open and flexible about starting salary.
Provide your salary requirements, but only after you have done your research. You should provide the
employer with a broad range and make sure you are comfortable with the bottom range figure!

Generally, you should wait for the employer to bring up the salary issue. Ideally, this happens near the end of
the interview process when you know more about the position. However, if the employer doesn't mention
salary, and you are at the point of seriously considering a position with the company, it is appropriate for you
to bring up the salary issue.

Factors Beyond Salary
Keep in mind the benefits the company is offering, as well as other perks such as; 401K, relocation expenses,
company car, bonus, vacation, holidays, life and medical insurance, tuition assistance, and stock purchase or
savings plan. These benefits can add as much as 30-40% to your actual salary.

Sample Negotiation Scripts
Avoid being confrontational; be reasonable in your approach. Reiterate that you are very interested in working
for the employer and you want to find a way to work this out.
"At the present time my salary requirements are negotiable within the range of high thirties to low forties."
"Given the responsibilities of this job, I would expect this position to pay in the range of __ to __."
"Thank you for the offer. I am very excited about working for you because ABC Company is my first choice.
However, knowing the going rate is ________, I was really looking for something in the range of ____ to
_____. Is there any possibility of that?
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Graduate School
Graduate school is a big investment of your time and money. As such, it’s important to make sure you invest
wisely in your future. It’s important to consider your reasons for going to graduate school, what degree you will
pursue, and how to begin your search.
QUESTIONS TO ASK YOURSELF
What are my reasons for going?
Will my career path require a master’s or PhD?
What degree will I pursue? A master’s or a PhD?
Am I ready to pursue this degree?
Talk it out with your advisor, family member,
professor, or the Career Services Office.

RESEARCHING SCHOOLS AND PROGRAMS
Not all schools and programs in a given field are the same. To find
your fit, you’ll want to research your area of interest and explore
what each school and/or program has to offer. Do your research and
don’t forget to use your network to help in your decision. A few
factors to consider are whether you want a master’s or PhD:
accreditation of the school and the program you’re looking into, its
ranking, and the faculty teaching in the program. Resources that can
help in your research include: U.S. Accreditation, U.S. News and
World Report, the Peterson Guide, LinkedIn, alumni, current
professors, and us.

WHAT TO LOOK FOR IN A GRADUATE PROGRAM AND SCHOOL
When you are looking at schools and programs, consider some of the following:
 Career Goals - What is your goal and will a graduate degree help you?
 Degree Program – What courses are taught? What type of research will you conduct?
 Location – Where are you willing to live while attending school?
 Faculty – Who are the faculty and what are their backgrounds? What kind of research have they done and how
many publications do they have?
 Facilities – Are the labs, research and computer facilities up to date? What are available to graduate students?
 Reputation - Consider the reputation of the program and the faculty at each college.
 Campus Environment – What size is the school and the program? Try to visit the campus and speak with faculty,
current students, admissions and financial aid representatives. Does the campus environment feel comfortable?
 Graduate Internships – Are internships a required part of the degree program? Ask where students have done their
internships. Does the school help with finding these opportunities?
 Application requirements – Find out the admissions requirements (GPA, test scores, etc.) What is the application
deadline? Is a personal statement or essay required?
 Placement information - Ask to see the placement information for past graduates of the program to find out the
placement rate, the types of jobs and which companies graduates worked at upon graduation, and salaries received.
 Cost – Create a budget for each school, including tuition, room & board, books, fees and living expenses and
determine if you can afford to attend each college you are considering.
 Financial Aid – Check with the Financial Aid Office at every school to learn what they offer to graduate students.
APPLYING AND TESTING
The graduate application process is similar to the process and experience of applying to ESF. In general, you will need
to submit:
An application
A statement of purpose
Official college transcripts
Test scores (depending on program)
A resume
A nonrefundable fee
A financial aid application
Letters of recommendation
There are a number of graduate tests - the GRE, GMAT, LSAT, MCAT, and MAT. The test you prepare for depends on
the program of study you pursue.

Where ESF Alumni Have Continued Their Education
Typically 16-24%
of ESF students
each year continue
directly to obtain an
advanced degree

Boston University
Clemson University
Colorado State University
Cornell University
Columbia University
Duke University
Pace School of Law

Stony Brook University
SUNY Oneonta
SUNY Oswego
SUNY-ESF
SUNY Upstate Medical
University
Syracuse University

Tufts University
University of Delaware
University of Georgia
University of Maryland College Park
University of Oregon
Vermont Law School
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PERSONAL STATEMENT ESSAY
Most graduate schools will ask you to write a personal statement or essay as part of the application process. This is an
important part of the application which will be read by an admissions committee in the academic department to which
you are applying. The committee members will look for your well thought-out goals for pursuing graduate school and
your passion for this field of study. They also will look for anything unique about you that will make you a strong
graduate school candidate. It can be the deciding factor in whether you are accepted or not, so always understand the
importance of this statement/essay.
In your statement, you can:
 Show how well you articulate your thoughts. Are you a clear and logical thinker?
 Demonstrate your writing ability and your communication skills
 Describe your strengths, interests, skills and experience
 Tell your short and long-term goals
 Tell why you are interested in this specific graduate program
 Provide more information about you as a person, which can give you the edge over other candidates
 Be specific about your research interests and how that school’s program of study matches with your interests
 Explain any noticeable weaknesses in your records
Take the time to write your statement well. Make sure you have a professor read your statement and give you feedback
before you submit it. The SUNY-ESF Writing Resource Center can assist you with writing and editing your personal
statement/essay.
FINANCIAL AID
Graduate school is expensive and financial aid is an important part of the decision making process. Check with the
Financial Aid Office at each college to determine the types of funding available for which you are eligible. Funding is
often provided by the academic departments.
Assistantships
These typically offer a tuition waiver or reduction and some level of stipend for living expenses.
 Teaching Assistantships: You assist a professor in class or you teach a class of your own. Typically involves
working 10 to 20 hours per week.
 Research Assistantships: You assist a professor with some type of research. The work is often related to your own
research interests.
 Other Assistantships: There may be graduate assistantships available working in offices such as Financial Aid or
Career Services. You may help students, assist with office work or present to groups of students.
 Resident Assistantships: Some colleges offer a stipend, room and board, or both to have graduate students work as
assistants in undergraduate residence halls.
Fellowships / Scholarships / Grants
These are cash awards usually given to students with special qualifications, such as academic excellence, athletic or
artistic talent. They do not have to be repaid. They typically include a stipend for living expenses and cover the cost of
registration fees and tuition. The only requirement is that you typically must keep your grades up and make satisfactory
progress towards your degree.
Work-Study
This is not offered at every graduate school. This type of financial aid is for students with financial need. Check with the
Financial Aid Office about requirements and to determine if you are eligible if it is available.
Loans
A loan is a form of financial aid that must be repaid with interest. There are several different types of student loans,
including Stafford Student Loans, Perkins Loans and Plus Loans. Many private lenders offer loans. These are based on
pre-set policies and formulas and on the student’s financial need.
Employer Financed Schooling
Some employers will provide partial or full tuition reimbursement, depending upon the relevance of the course work to
the employee’s job and the grades that the person achieves in these courses. If you are employed, check with your
employer or human resources department to see if this benefit is offered.
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