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H.andShake and Offers. ar.|d for a role. A strong resume generates interest in your qualifications resulting in interviews.
: Lll‘lkedln NegOtlat|on Resumes look different depending on the industry and field you are applying in, so research
« Handshake: get started, page 18 . Evaluating and negotiating an offer, both to learn the format which will make the best possible first impression.
» LinkedIn: your profile, strategies, & page 38 :
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+ Identify & build your network, page 25
* Sample written networking
communications, page 26

* Accepting or declining an offer, page 3
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HUSKER CIRCLE

Building Your Resume

Style

Use a common, easy-to-read font in a readable size, typically 10-12 point font.

Set all margins between .5 to 1inch.
Use bold, underlining, and italics purposefully and consistently to separate
sections and highlight content.

Format

Limit to one page unless more are typical in your field and you
have relevant content for a second page.

List education, experiences, etc. in reverse chronological order,
with the most recent first.

Develop an unformatted version of your resume with no bold,

italics, or other designs to copy into online application systems.

Build your resume by
getting engaged in and out
of the classroom.

Participate intentionally in
internships/co-ops, part-time
jobs, student organizations,
volunteer opportunities,

class projects, research
experiences, etc.

Things to Avoid Update your professional
x  Paragraph descriptions of experience materials often.
‘ x  Pronouns referring to yourself, i.e. I, my, our, and we Doing so will help you keep
X Inconsistencies in layout or formatting track of your experiences and
' Sandhills Global. x  Photographs, clip-art, and borders accomplishments and will
x  Oversharing, especially personal information, i.e. hobbies & marital allow you to better capitalize on
Ag Processing Inc. ¢ Altec Industries ¢ Assurity ¢ Crete Carrier Corporation « Family status I . opportunities as they come.
. . . X  Abbreviations not widely known
Service Lincoln * General Dynamics ¢ Nebraska Department of Health & Human «  Rounding vour GPA U .
Sciences * Nebraska Department of Transportation » Nebraska Public Power District « < Listin uigubstantiatgd coft skills Get your resume reviewed
Nelnet « Southwestern Advantage ¢ Union Bank & Trust ¢ Valmont Industries, Inc. & . by a Career Coach.
x  Templates which reduce control and/or may not be readable by

=] Thanks to our Husker Circle members who have
Tl made this publication available to UNL Students!

online application systems

Tables and grids which may not transfer across platforms or be
readable by online applications system

Distracting colors or designs, unless expected in the field

Having another set of eyes on

your document can help clarify
and strengthen your resume
content and catch any spelling
and formatting issues.

Scan to Learn More
o.unl.edu/huskercircle
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RESUME SECTIONS

Contact Information

- Include your name, phone number, professional email, city, state, and zip code.
+ May include your address, personalized LinkedIn profile URL and/or professional website.

Alternative titles I/

Major GPA may be
included if higher
than cumulative.

Alternative titles

If it is a current
position, verbs
should be in
present tense.

As this is a previous
job, verbs are in
past tense.

Examples:
Herbie Husker
402-555-5555 | herbie.husker@huskers.unl.edu | Lincoln, NE 68588 |
www.linkedin.com/in/herbie.husker

Herbie Husker
1234 Stadium Drive / Lincoln, NE 68588 / 402-555-5555 / herbie.husker@huskers.unl.edu

Education

Education Background | Academic Background

- Include institution name(s), location (City, State or City, Country) degree, graduation date
(Month Year), and major(s).

- List institutions with most recent degree first.

- May include GPA if above a 3.0, minor(s), concentration, and/or education abroad.

Example:

University of Nebraska-Lincoln, Lincoln, NE

Bachelor of Science in Business Administration, May 20XX
Major: Management, Minor: Political Science

GPA: #.##/4.0

Experience

Work History | Internship Experience

- Include organization name(s), location(s) (City, State or City, Country), position title(s), dates of
employment (Month Year-Month Year), and description of activities and achievements.

- Describe in a bulleted list starting with an action verb.

« Strive for a minimum of three bullet statements for each role.

Examples:
Super Food Grocery, Lincoln, NE
Grocery Clerk/Cashier, May 20XX - Present

+ Manage cash and credit transactions efficiently using Point of Sale system to check

| customers out in a timely manner.

« Communicate with 100+ customers daily to welcome them and to resolve concerns.
+ Monitor inventory, stock shelves, and ensure expiration dates are within standards.

States Bank, New York, NY

Investment Banking Intern, May 20XX - August 20XX

- Researched and prepared offer documents for potential clientele.

-+ Generated comprehensive financial models utilizing SPSS statistical software.
- Consulted with and answered system questions for clients.

RESUME SECTIONS

STRONGLY RECOMMENDED

Involvement

Leadership Experience | Activities | Volunteer Experience ll Alternative titles

- Include organization name(s) (City, State or City, Country), position title(s), and dates of involvement
(Month Year - Month Year).

- Include where you have been involved over several months/years and/or have had a high level of
responsibility.

- May include bulleted list of activities.

+ May include student, academic, community, or social organizations.

Example:
Mexican-American Student Association, University of Nebraska-Lincoln, Lincoln, NE
Vice President of Membership, January 20XX - Present

-+ Recruit new members through email promotions and personal outreach to strengthen
organization's impact.

@— Honors/Awards

- Include award, honorary, or scholarship name(s) and dates (Month Year) and if unclear, a brief
description, i.e. academic, civic, leadership, or professional.

- May alternatively be included in Education if academic based.

- May include academic, service, performance, or work/professional honors.

Example:
University Honors Program, August 20XX - Present
Alpha Lambda Delta (First Year Academic Honorary), May 20XX - Present

OPTIONAL

Related Experience

Consider including a Related Experience section to describe more transferable skills that reflect the
job you are applying for.

Objective

Professional Objective | Summary ll Alternative titles

- State your intention for the resume while highlighting related skills and experience.
- Eliminate first to gain space for experience, involvement, or other content.

Example:
Seeking account management internship for summer 20XX to apply organizational, communication,
and customer service skills.



RESUME SECTIONS

Related Coursework

Coursework | Professional Coursework
Alternative titles I/

+ Include coursework related to the profession or industry.
- Identify course name, i.e. Sales Communication instead of MRKT 257.
- List in a bulleted column with up to 6 courses.

Example:
- Microprocessor Applications
+ Electrical Circuits I, Il
- Electromagnetic Field Theory
- Signals and Systems |, |l
- Digital Design and Interfacing
+ Assembly Language Programming

Projects

- Highlight significant, relevant academic projects or independent projects completed.

- Include course/project name, dates (Month, Year), and your role/activities.

Example:

Business Plan Development and Decision Making | August - December 20XX
» Researched markets and conducted case studies to identify business

opportunities and the requirements of a successful business plan.

» Developed and presented business plan to executives for evaluation and

submission to University-wide business plan competition.

Additional Sections

Include other sections based on your experience types and their significance and relevancy

to the job. These may include:

- International Experience

- Military Experience

- Certifications

+ Senior or Capstone Project
- Research Experience

+ Professional Associations

- Teaching Experience

TRANSFERABLE SKILLS

Most college students won't have a lot of direct experience in the fields they wish to work in; therefore,
employers are interested in the skill sets that can be transferred from one industry or field to another.
These are called "transferable skills" because they are associated with professional success in any industry.

\

r Communication

Ability to clearly communicate
in the workplace can include
verbal, written, visual, and
nonverbal communication.
Participating actively in class

@_

NOT INCLUDED

References

Create a separate page listing your references.
* For a detailed example, see pg 13

discussions
Writing clear, concise emails
k of professors J
Organization

Manage time and energy to
complete all assigned work
tasks.
Keeping a detailed planner
or digital calendar
Planning group project
meetings and deadlines.

Problem Solving
Ability to identify problems and
develop solutions to challenges.

Identifying issues in a group
project and suggesting
solutions

Finding cheaper textbook
alternatives online

Initiative
Ability to motivate yourself

and be independent in the
workplace.

Proposing a new idea for a
group project

Volunteering for leadership
roles in class activities

Dependability
Ability to complete assigned
work tasks well and timely
Consistently meeting
deadlines on group-projects
Showing up early or staying
late in class to get all work
completed

Adaptability

Ability to adjust and respond
effectively to changes in the
workplace.

Managing a busy schedule
during midterm or finals
Handling last-minute
changes in project plans

( )

Teamwork

Ability to work well with others
to reach a shared goal.
Collaborating on a class
presentation by dividing
tasks
Participating in intramural
sports or club activities

\ J
( A

Ability to encourage and
organize others to reach a
shared goal.

Leadership

Serving as club president or
event coordinator

Leading a study group or
workshop session

Empathy
Ability to understand the
feelings of another person.
Tutoring someone in your
class you know is struggling
Participating in discussions
on sensitive topics, showing
openness

( )

Technical Skills

Competencies in navigating
new technology and specialized
tools.
Editing videos for a class
project or club
Troubleshooting Wi-Fi or
printer issues in campus
labs

You may

oped many of
ls through yolunteering,

rt-time jobs, and Leadersggaed
pa’\t'lons which can pbe desC
i on your resume.

have devel

these Skll




RESUME BULLET STATEMENTS

Bullet Point Basics

Bullet statements describe your activities, skills, and results. They may be used to describe jobs,
internships, involvement, research, volunteer positions and academic/independent projects.

- Start your bullet statements with an action verb which clearly describes the activity.
+ Include numbers to give context to an activity and/or to show results.
- Answer the questions “what?” “how?” and “why?” of the activity you are listing.

Crafting Resume Bullet Statements using What, How, and Why

Example:

Communicate with 100+ customers

on the phone daily with personalized service

to resolve their concerns.

Example transition words: by, through, using, with, utilizing, to, in order to, as part of, so that, because of, due to

VERBS BY SKILL SET /

4 )
Leadership/Initiative
Accomplished, Achieved, Chaired,
Coached, Coordinated, Directed,
Influenced, Initiated, Led, Oversaw,
Managed, Mentored, Motivated,
Supervised, Trained

\ J
4 )

Problem Solving
Adjusted, Concluded, Converted,
Enhanced, Formulated, Identified,

Improved, Increased, Mediated,
Reconciled, Reduced, Resolved,
Restructured, Solved, Streamlined

\ J
[

Technical

Applied, Assembled, Audited, Built,
Calculated, Converted, Demonstrated,
Designed, Implemented, Installed,
Maintained, Modified, Operated,
Resolved, Systematized, Tested

4 )

Teamwork/Interpersonal

Collaborated, Consulted,
Cooperated, Contributed, Encouraged,
Engaged, Ensured, Guided, Helped,
Interacted, Networked, Partnered,
Related, Resolved, Supported

\ J

\
Verbal Communication
Advised, Advocated, Convinced,
Discussed, Expressed, Facilitated,
Instructed, Negotiated, Persuaded,
Presented, Promoted, Publicized,
Reasoned, Sold, Taught

\_

4 )
Organized/Detailed
Arranged, Compiled, Consolidated,
Coordinated, Distributed, Executed,
Implemented, Inspected, Monitored,
Organized, Planned, Prioritized,
Processed, Revised, Scheduled

\ J

4 )

Written Communication

Authored, Briefed, Composed,
Corresponded, Critiqued, Described,
Documented, Drafted, Edited,
Proposed, Reported, Reviewed,
Summarized, Translated, Wrote

[
Analytical
Analyzed, Assessed, Compared,
Confirmed, Determined, Estimated,
Evaluated, Examined, Investigated,
Projected, Recommended, Researched,
Synthesized, Validated

\ J
[

Creativity

Brainstormed, Built, Created, Designed,
Developed, Displayed, Envisioned,
Generated, Illustrated, Invented,
Launched, Marketed, Produced,

Shaped, Strategized

EXAMPLE RESUMES

Example 1: Getting Started

Transitioning a high school resume to a professional format

Herbie Husker
402-555-5555 | herbie.husker@huskers.unl.edu | Lincoln, NE 68588

Education

University of Nebraska-Lincoln, Lincoln, NE
Bachelor of Arts, May 20XX
Major: Psychology, GPA: #.##/4.0

Lincoln North High School, Lincoln, NE

High School Diploma, May 20XX
GPA: ###/4.0

Work Experience

High school education and
experiences may be included
initially but should be replaced
by junior year.

Hometown Family Restaurant, Lincoln, NE

Server, June 20XX — Present

* Manage orders and serve up to five tables of 4-12 guests simultaneously, 20 or more tables per three hour shift
+ Provide an exceptional dining experience using a positive attitude and attention to detail

» Handle cash and credit transactions at the tables accurately and efficiently for an average of $2,400 per shift

Private Families, Lincoln, NE
Babysitter, October 20XX — May 20XX

Start with a strong action verb
in present tense if you are still
working in the role.

» Ensured the safety and well-being of three elementary school-age children
» Developed creative and age-appropriate educational activities to support social and academic growth

Involvement

Start with a strong action verb
in the past tense if you are no
longer working in the role.

Center for People in Need, Lincoln, NE
Volunteer, June 20XX — Present

+ Coordinate events to generate community donations to support families and individuals in need
* Deliver supplemental nutrition assistance to approximately 100 individuals monthly

Orchestra and Marching Band, Lincoln North Star High School, Lincoln, NE

First Chair Trumpet, September 20XX/ Member, October 20XX — May 20XX

» Earned first chair position out of 20 other students based on performance ability and leadership skills
* Practiced two hours daily while balancing academics and other activities

Student Council, Lincoln North Star High School, Lincoln, NE

President, January 20XX — December 20XX

¢ Led eight-member team in event planning, fundraising, and advising administration of student body perspective

Treasurer, January 20XX — December 20XX

* Managed council funds exceeding $3,000, accurately monitoring expenses and income, paying account
payables in a timely manner, and communicating activity to administration regularly

Sophomore Representative, January 20XX — December 20XX

» Collaborated on school activities, contributed to decision making, and communicated with student body

Honors

James Canfield Academic Scholarship, University of Nebraska-Lincoln, August 20XX — Present
Salutatorian, Lincoln North Star High School, May 20XX

Skills

g

Computer: SharePoint, Microsoft Word, PowerPoint, Outlook
Language: Basic written and conversational Spanish

In the Skills section, focus on
"hard" or technical skills relevant
to your field. Integrate them into
bullet statements if possible.
(see example on page 1)




EXAMPLE RESUMES

Example 2: Gaining Experience
Applying for internships, research opportunities, or major-related experiences

Include a URL to your
LinkedIn profile,
professional website, or
portfolio.

Herbie Husker
402-555-5555 | herbie.husker@huskers.unl.edu | Lincoln, NE 68588 | www.linkedin.com/in/herbie.husker

Include your GPA if itis 3.0
or higher.

At the internship level,
employers do not expect a
significant amount of related
experience. For unrelated
positions, describe activities
which demonstrate
transferable skills.

Include achievements or
results where possible, using
numbers to communicate
level of impact.

Objective

To obtain a management internship, research opportunities, or major-related experience

Education

University of Nebraska-Lincoln, Lincoln, NE

Bachelor of Arts, May 20XX

Major: Psychology, GPA: #.##/4.0

Scholarships: James Canfield Scholarship, Global Gateway Scholarship

University of Otago, Dunedin, New Zealand
New Zealand Study Tour (6 credits in history), Summer 20XX

Related Coursework

Motivation and Emotion, Psychology Department, University of Nebraska-Lincoln, Fall 2019
* Gained understanding of motivational/emotional drivers of human behavior

» Learned applications of positive psychology to effective leadership

» Researched and reported on employee motivation and engagement

» Authored paper exploring psychological research on motivation utilized in management and human resources

Work Experience

University of Nebraska Foundation, Lincoln, NE

Development Associate, September 20XX - Present

* Persuade alumni to make financial donations through communication skills adapted to each prospective donor's interests
* Analyze donation trends through Microsoft Excel to create monthly reports by monthly deadlines

» Generated over $200,000 in pledges within first three months, earning top 10% fundraiser status

Hometown Family Restaurant, Lincoln, NE

Server, June 20XX — Present

* Manage orders and serve up to five tables of 4-12 guests simultaneously, 20 or more tables per three hour shift
+ Provide an exceptional dining experience using a positive attitude and attention to detail

 Handle cash and credit transactions at the tables accurately and efficiently for an average of $2,400 per shift

Involvement

Undergraduate Psychology Organization Lincoln, NE

Member, January 20XX - Present

 Build relationships with peers and faculty for professional and personal development

» Learn current application of psychological research and explore careers with a degree in psychology

University Program Council (UPC), University of Nebraska-Lincoln, Lincoln, NE
Member, January 20XX - Present

» Research speakers and performers using online resources to evaluate as campus events
» Coordinate events for diverse student audiences with a team of five peer

Alternative Service Break, Pine Ridge, SD
Participant, March 20XX

« Tutored 20 elementary school students in reading and math on the Pine Ridge Reservation
» Promoted participation and engaged students in extracurricular activities

Center for People in Need, Lincoln, NE
Volunteer, June 20XX — October 20XX
* Coordinated events to generate community donations to support families and individuals in need

« Delivered supplemental nutrition assistance to approximately 100 individuals monthly

Skills
Computer: SharePoint, Microsoft Word, PowerPoint, Outlook
Language: Basic written and conversational Spanish

EXAMPLE RESUMES

Example 3: Getting The Job

Seeking full-time opportunities for after graduation

Herbie Husker
402-555-5555 | herbie.husker@huskers.unl.edu | Lincoln, NE 68588 | www.linkedin.com/in/herbie.husker

Education I .
University of Nebraska-Lincoln, Lincoln, NE
Bachelor of Arts, May 20XX

Target your resume for a specific position by incorporating

Major: Psychology, GPA: ###/4.0 words, phrases, or concepts used in the job description

o _ which are related to your skills and experience. This example
University of Otago, Dunedin, New Zealand resume is targeted to the job description on the following
New Zealand Study Tour (6 credits in history), Summer 20XX page (12). The red highlight here is just used to highlight the

. examples, don’t highlight your own resume in this way!
Related Experience

University of Nebraska Foundation, Lincoln, NE L |
Development Associate, September 20XX - Present

 Persuade alumni to make financial donations through communication skills adapted to each prospective donor's interests

* Analyze giving trends through Microsoft Excel to create monthly reports by monthly deadlines

 Utilize SharePoint to maintain updated work documents among team

* Generate an average of 50,000/month, maintaining top 10% fundraiser status

City Center Mart, Kansas City, MO

Executive Store Intern, May 20XX — August 20XX

* Interacted with 50+ customers daily using effective customer service, organization, and multi-tasking abilities to resolve
problems and ensure a positive experience

* Managed team of five associates to shift 10 aisles of merchandise in a single overnight shift

 Cross-trained in all departments, including electronics, to appropriately support customers’ individual needs

Projects .
Department of Psychology, University of Nebraska-Lincoln, Lincoln, NE . .

Research Methods and Data Analysis Research Project, August 20XX — December 20XX , Integrate hard skills into bullet

e Analyzed complex statistical data using Microsoft Excel and SPSS to test research project hypotheses statements where applicable.

« Utilized critical thinking skills to evaluate accuracy of research conclusions based on data :
« Presented research project through a detailed poster format using writing and speaking skills to describe technical processes
and results to a public audience

Involvement | S

Undergraduate Psychology Organization, University of Nebraska-Lincoln, Lincoln, NE Show progression in an

Vice President, January 20XX - Present  — — — : organization by listing the roles

« Recruit new members through social media, classroom visits, and fliers increasing overall membership by 55 I under the organization.

Member, January 20XX — Present |

* Build and maintain relationships with peers and faculty while learning about the psychology field

University Program Council (UPC), University of Nebraska-Lincoln, Lincoln, NE
Member, January 20XX - December 20XX

» Researched speakers and performers using online resources to evaluate as campus events
* Coordinated events for diverse student audiences with a team of five peers

Alternative Service Break, Pine Ridge, SD

Participant, March 20XX

» Tutored elementary school students on the Pine Ridge Reservation
* Promoted participation and engaged in extracurricular activities

Selected Honors
Psi Chi (academic honorary in psychology), October 20XX — Present
James Canfield Academic Scholarship (based on academic achievement), August 20XX — May 20XX

Unrelated experience may be
Additional Experiences listed to show work longevity, time

Hometown Family Restaurant, Lincoln, NE ;
Server. June 20XX - October 20XX management, customer service, etc.

* Managed orders and served up to five tables of 4-12 guests simultaneously, 20 or more tables per three hour shift. ‘
« Handled case and credit transactions at the tables accurately and efficiently for an average of $2,400 per shift.




REFERENCES

Example Job Description: Employers may ask for a list of individuals who are willing to provide a description of your
qualifications, work habits, character, and skills. These references should be provided on
a document separate from your resume. You do not need to send references unless it is
listed as a requirement in the application instructions, but be prepared to provide them

Account Manager

Account Managers at XXX Company are problem solvers, excellent communicators, team players, and when asked following these guidelines:
responsible advocates. As an Account Manager, you will:
« Know scope and details of client accounts by building relationships with key client contacts. Building Your Reference Sheet
« Develop an in-depth, holistic understanding of the customer's business needs and the integral value * Submit exactly the number of references requested by each employer.
provided by XXX Company products. +  Supervisors, professors, student organization advisors, academic advisors, and other professional
¢ Coordinate with XXX and customer teams to ensure deadlines are met and communication flows contacts able to positively attest to your skills, abilities, and work ethic are among those references
efficiently between organizations. most valued by employers. Do not include family or friends.
 Communicate complex technical concepts to both technical and non-technical contacts. -+ Always ask potential references prior to listing them if they are willing to serve as a positive reference
* Manage and build relationships within the account to up-sell additional components of the XXX for you. This helps those who agree to be prepared and eliminates those unwilling or unable to give
platform. positive feedback.

Tell your references the types of positions you will be applying for and send them your current
resume to help prepare them for an inquiry.

Keep your references updated on your job search and send a thank you note to each when you have
accepted a position to show your appreciation and recognize their impact.

Qualifications Required
* Bachelor's degree in related field
» Written and verbal communication skills with the ability to understand and explain complex
concepts clearly with all levels of stakeholders externally and internally
* Strong problem solving, analytical, and critical thinking skills
* Multi-tasking and time management skills |

 Customer service and sales experience Use the same header and footer as
that of your resume

Herbie Husker .
402-555-5555 | herbie.husker@huskers.unl.edu | Lincoln, NE 68588 | www.linkedin.com/in/herbie.husker
'
H - References I Include for each reference:
Applicant Tracking System Dr. Barbara Huxley o :
Applicant Tracking System (ATS): a computer software many _‘é‘_ biginterview {)Jrrifvesrss(i: Oﬁ?ﬁl}gﬁlsﬁzuncoln Title
companies use to manage their hiring process. A 123 Burn)e/tt Hall Organization
Store candidates’ information (resume, cover letters, references P.O. Box 880055 Work Address
Lincoln, NE 68588-0055
?And o;her d?‘ta)t' 2024739874 Work Phone Number
anage appucations i i bhuxley2@unl.edu Work Email Address
Automates hiring managers tasks such as manually screening Recieve instant feedback Former Professor Relationship to You
applicants, reading resumes, and scheduling interviews and .
sending out notifications. Susan Peters
Store Manager
Part of the application when an employer uses ATS may include City Center Mart
8509 State Line Road

knockout questions like:
Are you willing to relocate?
Do you have a bachelor’s degree in [specific field]?
Do you have training/experience required for this position? e e Former Supervisor

Kansas City, MO 64114
816-562-5987
susan.peters(@citycentermart.com

ATS use these questions as a way to reject your application because
you do not meet the requirements set by the employers.

Ken Smith
Director of Development
EDUCATION University of Nebraska Foundation

Employers may use ATS to scan and parse your resume. Some 1010 Lincoln Mall Suite 300

systems score resumes based on how closely they match the job e I;(l);c_zlsng,_l;fgggsos

description. To avoid this you should use the job description to find PR e kensmith@nufoundation.com

keywords and phrase such as repeated words, required skills and e - - Current Supervisor

qualifications and job titles that match the position you’re applying for. ]

Resources: TSRO SiaasssssssssmIm_—_——————————~—~~=
Connect with your college career coach

Big Interview Al resume tool go.unl.edu/biginterview

Source “How to Make Sure Your “Resume is ATS-Friendly.” Big Interview Resources, resources.biginterview.
com/resumes/applicant-tracking-system/ Accessed 27 May 2025.

TIP:

List references
in order of who
you want to be
notified first.

12


http://go.unl.edu/biginterview

COVER LETTERS

Cover letters can help to deliver your ‘why’ behind applying for the position and allows
opportunity to include other information that cannot be delivered on a resume. Sending a cover
letter can show qualities of initiative, commitment, and eagerness, especially if the cover letter
is not a required document. There are some companies who state they do not want to receive a
cover letter, ensure not to send one if requested not to.

Getting Started

Study the job description and highlight keywords.
What is important to the employer for the position?
Identify your skills and experiences which match the
keywords in the job description. How can you connect
them strategically in your story?

Determine why you are interested in this employer or
opportunity. What aspects excite or appeal to you?

CONTENT EXAMPLE /

14

Building Content

Tailor letters to each position specifically. Incorporate
keywords in your writing to match the employer’s
needs. Applicant tracking systems often look for
keywords.
Consider your writing “tone” and style relative to the
organization’s culture, which may suggest a more or a
less formal approach.
Identify your related experiences including:

+ Actions taken

+  Skills developed

+  How these show you can succeed in the

position

Determine 3 points to highlight.
Develop a thesis statement for the introduction
paragraph based on your list.

Job Qualifications

Experience

Action

Skills

Relationship to Job

Relationship
building

University Foundation

Persuaded alumni to
donate to the University

Communication,
interpersonal, and sales

| can build relationships
with customers and
generate sales

Problem Solving

Internship at City
Center Mart

Resolved customer
problems, questions on
electronics and other
product lines

Problem solving, ability
to explain technical
details to non-technical
customers

| can solve client
concerns and explain
complex technology to
their clients

Ability to understand
and communicate
complex technical

systems

Research Asst. in
Psychology Dept.

Learned and used
SPSS to write report
summarizing data

Ability to learn and use
complex systems and
communicate data

I can quickly learn XXX
organization's platforms
and effectively
communicate with their
clients and teams.

Thesis Statement

Based on my customer service experience and strong problem-solving, analytical, and communication skills, |
believe | would be an asset to XXX Organization as an Account Manager who will work hard to build relationships
with current and new clients, broadening their use of XXX's platforms.

COVER LETTERS

Use left-justified, single spaced block formatting with the same font style and size as your resume.
The document below reflects the correct formatting and describes the components of a cover letter.

Header Matches Resume
XXX-XXX-XXXX | email@huskers.unl.edu | City, State, Zip Code | www.linkedin.com/in/name

Date

Contact Name
Contact Title
Organization
Address

City, State ZIP

Dear First & Last Name:

In the Introduction Paragraph establish the purpose of the letter. Start with a hook —a

sentence that engages the reader (e.g., why you are interested in the industry or job function, past
experience, etc.). Next, indicate the position you are seeking. Show knowledge of the employer,
their needs, and why you are interested. End with a thesis statement to explain how your experience

and/or skills can benefit the organization.

In the Body Paragraph(s), emphasize the skills and experiences which qualify you for the
position. Develop your main points based on your thesis statement to be concise but clear on why you
are the best candidate. Relate your background to the job description using keywords. Build on your

If you do not have contact name,
address it based on the language
of the organization such as,
“Human Resources” or “Talent
Acquisition Team,” found through
your research.

A “hook” may be found by
brainstorming questions about
yourself such as:

+ Why did you choose your major?
+ What interests you in this field?
+ What are your strengths?

If you have a connection or a
contact with the organization
mention them in your introduction.

resume bullet points by connecting them to the position. Specify what you will be able to help the organization

accomplish or the results you will be able to achieve. Include any special training, education,
and/or experience which sets you apart. Identify benefits your qualifications offer to the organization.
Use more than one body paragraph to organize and present your main points.

In the Conclusion Paragraph, restate your interest in the position and the organization and
refer to the included resume. Indicate your interest in a personal conversation about your qualifications
for the position, how to contact you, and thank the reader for their time and consideration.

Sincerely,

A second “hook” can reinforce
that you understand and offer
what the organization needs.

Signature
Your Name (typed)

\§

For an electronic signature, include
your name in a cursive font.

TIPS:

into a text box:

In an online application, if you are required to copy your cover letter

+  Remove your header, date, and contact information, copying in
the greeting, and end with your signature.

+  Review and edit as needed, such as correcting character
changes and adding space between paragraphs.




EXAMPLE COVER LETTER

This example is targeted to the job description on page 12. Keywords and concepts which matched those in the job
description are in red for demonstration only. Do not use red text in your cover letter or other application materials.

Herbie Husker
402-555-5555 | herbie.husker@huskers.unl.edu | Lincoln, NE 68588 | www.linkedin.com/in/herbie.husker

February 25, 20XX

Kathy Beck

Human Resources Director
XXX Company

444 Old Cheney Road
Lincoln, NE 68516

Dear Kathy Beck:
The "hook".

Throughout my education and work experiences, I have found that I am happiest and perform at my best when I get to

build relationships, which has led to my interest in client services. While researching opportunities on the University

Contact in organization. of Nebraska-Lincoln’s Handshake system, I came across the Account Manager position at XXX Organization. |

appreciated learning even more about it from you in our conversation at the

Why the position and
organization are of
interest specifically.

to clients, focus on driving change in the industry, and teamwork. Based on my strong
communication, problem solving, and analytical skills, I believe I would be an asset to XXX
Organization as an Account Manager who would work hard to build relationships with your clients,
broadening their use of XXX’s platforms.

Thesis statement with
main points.

As an Executive Store Intern at City Center Mart and in leadership roles at the University of Nebraska-Lincoln, I
learned how to communicate with diverse audiences and resolve their concerns which I will be to do for XXX’s
clients. By understanding and analyzing their needs, I can identify which XXX platforms will serve them best and

persuasively communicate the benefits offered, much like my work as a Development Associate with the University of
Nebraska Foundation. In that role, I was able to generate an average of $50,000/month through communication skills
which helped me identify what was important to the alumnus with whom I was speaking and adapting my approach
accordingly. At XXX, I will use these skills to build relationships and solve problems to the benefit of XXX and your
clients.

Building on and
connecting a resume
bullet point.

[ career fair. [ am particularly interested in XXX because of your commitment to exceptional service

My analytical, critical thinking, and communication skills developed in the classroom will also support my success as
an Account Manager. For example, in my Research Methods and Data Analysis course, I reviewed research, analyzed
complex data, and evaluated the accuracy of conclusions made. Subsequently, I explained the complex concepts and
findings in a written summary and in a presentation to faculty and classmates. For that project, I taught myself SPSS
further developing my technical skills and increasing my interest in technology. With these skills and enthusiasm, [ am
eager to learn more about XXX’s products and am confident I will be able to work effectively with your teams and
clients.

Second "hook". I\

As detailed in my resume, my professional and academic experiences demonstrate my ability to
be a strong Account Manager for XXX Organization. I am a team player with the communication and technical skills

needed and am excited by the opportunity to grow with XXX. I look forward to further discussing my qualifications for
the position with you. If you would like to arrange such a meeting, please contact me at
402-555-5555 or herbie.husker@huskers.unl.edu. Thank you for your time and consideration.

Statement of interest in
an interview and how to

contact you.
Sincerely,

Herbie Husker

Herbie Husker

TIPS:

When applying by email, write a shorter cover

letter as the body of the email.

+  Keep to three paragraphs

+  Attach your resume as a PDF using your
name in the title, i.e., Herbie Husker Resume

FEDERAL RESUME

Traditional Resume

Federal Resume

One Page

No page limit (3-5 pages typically)

Bullet points for brevity; limited details

Block text; provide details and accomplishments

Recent and relevant experience

All experience

Start and ending dates

Start and ending dates with month and year; include # of hours
worked per week

Nothing more than 10 years ago

Emphasize experience within the last 10 years

Use key words from the job announcement

Use keywords from the job announcement

Don’'t include a photo

Don't include a photo

An objective statement campus and community involment,
related coursework, projects, research, certifications, language and
computer skills, etc.

- Optional

An objective statement campus and community involvement,
related coursework, projects, research, certifications, language and
computer skills, etc.

- Required

Don’t include citizenship, veteran’s status, salary, etc.

Include citizenship, veteran status, desired location, salary,
supervisor’'s name and contact information

Education includes institution, degree, major(s)/minor(s),
graduation day and GPA - Optional

Education section is expanded to also include GPA, # of credits
earned, relevant coursework, projects and presentations
- Required

Don’t include high school information in the education section

Include high school information in education section if attended
within the last 10 years

References should be a separate document

References should be included on the resume

CAREER SERVIGES

YOUR FUTURE
STARTS NOW!

Connect with a career
team member

go.unl.edu/careercoach

e —

o o A




Managing your online brand is important in any profession. In addition to being mindful of what
you post on social media, knowing prospective and current employers may see it, use Handshake

Chapter 2

HANDSHAKE
& LINKEDIN

USING HANDSHAKE
o

Get Started Using Handshake

1. Claim Your Account
UNL students are provided with a free
Handshake account. To log in, download the
Handshake app or go to
unl.joinhandshake.com and use your UNL
single-sign-on credentials.

My profile

My jobs

My meetings

My documents

2. Build Your Profile My caresr interests

and LinkedIn to strengthen your online brand. You can do this by creating and maintaining a
professional profile and engaging in groups and forums in your field on these platforms.

Logging into
Handshake for
the first time?
Let us help!

A
N

go.unl.edu/firsttimehandshakeguide

Fill out your profile with information about . I"; .
you, your interests, your studies and what ﬂlN Ny venttves
you’re looking for in a job. Make sure to add
your preferred locations and job roles, as these Herbie Husker Notification preforences
influence the algorithm that dictates your job
feed. Your profile information can be changed Psychology - 2024 Settings
and updated at any time. 0 followers - O following
3. Discover Jobs & Employers Edit nep
Handshake takes the info you share in your Terms of Service
Handshake is a student-centered job search system provided profile to show you jobs and internships that
to you by UNL Career Services. As a UNL student, you already align with your interests and that you’d be a Lo
have a Handshake account. All you have to do is claim it by good fit for. You can also follow employers so nbont:  Ensia
logging into Handshake at unl.joinhandshake.com. Search for that you can be the first to know when they
part-time and full-time jobs and internships and make your post a new job or host an event.
profile available to employers. The more information you add Summary &

to your profile, the easier it will be for Handshake to generate
recommendations and content for you.

g 72% "™
Why Use Handshake? e ®
| WCN
You have the edge | oatte ) (O
* Handshake is unique because all the jobs you see are posted \ pariime 90 it
specifically for students and employers are actively recruiting from | " ’
UNL. In fact, it’s the only place that connects you, your school, g o a
and employers together. On other sites, you may feel like your \

application is lost in the crowd, but on Handshake, you can be
confident knowing the employers are looking for students

like you.

Connection

* You can easily connect with job opportunities, employer

information, career events and fairs.

* The employers on Handshake are messaging students
with event invites, interview requests, and new job

opportunities.

Job recommendations

*  When you fill out your profile, Handshake will show you
jobs and internships that match your interests

and skills.
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uNL- Career e
Lincol™ NE

ices

On Campus .
r-Time ® nt
Paumme\' student Fro™, J

. DeskAssis"-"“‘t
\ UN\-‘CNQ@

Lincoln, N

4. Connect to Career Events & Fairs
Learn more about employers or roles you’re

interested in directly from the source. In-person

and virtual career events can include career

fairs, info sessions, employer panels, industry-

focused networking opportunities,
and more.

5. Get Recruited

I'm a sophomore studying Psychology because I'm fascinated by how
people think and decide. | also love technology, research, and data. In my
work experience and on campus clubs, | learned how to communicate
well, work in teams, and solve problems. I'm excited 1o bring these skills 1o
my next role!

Top employers, including 100% of the Fortune 500, tech start-ups, nonprofits, and more are hiring students like
you on Handshake. When you create a profile, they’ll be able to find you and message you about the roles you

want.

6. Apply Easily

On Handshake you can store your resumes and other documents so they

are ready when you need them.

TIP:

80% of students who fill
out their profile receive
a message from a
recruiter.

THE #1 WAY HUSKERS FIND JOBS & INTERNSHIPS

A, Part-Time - Full-Time -On
' Campus - Local - National - Global

go.unl.edu/unlhandshake



http://unl.joinhandshake.com
http://go.unl.edu/firsttimehandshakeguide
http://unl.joinhandshake.com
http://go.unl.edu/unlhandshake

LINKEDIN OVERVIEW

Linked [}

LinkedIn is an online professional networking platform which gives you the opportunity to:
Market your skills, strengths, and experiences
Connect with alumni, professionals, and recruiters
Gain insight on organizations, industries, and opportunities
Apply for internships and jobs

Why Use LinkedIn?

Huge network of professional users.

- Once you join LinkedIn, each connection made introduces you to an average of 400 new
people. You also get access to more than 100 new companies looking for your talent or skills
and connections to 500+ jobs, on average.?

61 million LinkedIn users are senior level influencers and 40 million are in decision-making
positions.
30 million companies are on LinkedIn.

Connection

You can easily connect with job opportunities, employer information, and professional
networks.

Personal Branding
You can create an online resume that highlights your achievements and receive public
recognition for your skills.

1. Source: LinkedIn Profile Photo (September 20, 2021). https:/www.linkedin.com/pulse/
linkedin-profile-photo-quantity-improvement-solutions/

SELF-SERVE
HEADSHOT
STATION

Locations on City &
East Campus.

go.unl.edu/

headshotstation

LINKEDIN HEADLINE AND ABOUT ME

Writing Your Headline & Summary

The Headline and Summary/About sections describe your personal brand. Below are
formulas for each. Including keywords based on your field is essential.

Headline Formulas
Use elements from the formulas below to craft a unique headline.

Position | Skills or Experience | What you are seeking
Development Representative | Relationship Builder | Seeking Account Manager Positions

Major [ Skills or Strengths | What you are seeking
Psychology Major | Student Leader & Team Player | Seeking Sales Internships

Current Position & Organization | Sentence on what you do
Executive Store Intern at City Center Mart | Build relationships with customers and manage
teams to create win-wins

About Formulas

Develop your about section or story by answering these questions:

WHAT HOW WHERE

do you do? do you are you going?
do it?

+ +

See the profile on page 22 for an example using this formula.

To catch a reader’s attention, also ask yourself:
What is important to others in my field?
What is my main message or my brand?
Avoid starting with, “l am a student..” Be professional, but use your own voice.

Update this section periodically as your experience and interests evolve.

WHAT DO YOU SHARE ON LINKEDIN?

Here are a few questions to start your thinking.
Have you recently:

SE a8 il B

Read something related Accepted an internship or Collaborated on a group Completed an online training

to your major or career job offer? Write a post about  project at work, in a course, or certificate program?

field? Share the article how excited you are to join  or for a student organization? Add it to Education or

with a summary of your the team and tag your new Share your results and what Accomplishments.
takeaways. organization. it took to get it done.



http://go.unl.edu/headshotstation
http://go.unl.edu/ headshotstation
http://go.unl.edu/ headshotstation

LINKEDIN PROFILE LINKEDIN PROFILE

Ed i .
TI P H Heation I Education:

LinkedIn profiles that University of Nebraska-Lincoln List your exact degree and major on
have a photo receive Bachelor of Arts, Psychology I your profile.
21x more profile 2020 - 2024 .
views and 9x more
' connection requests!
Photo: 7 University of Otago
Select a professional photo. . 5 ; \ ¥ l‘_:l New Zealand Study Tour (6 credit hours of history)
Include a photo which . V) s s Rty e . M
clearly shows your face : -
and does not have a e e & Message | | More... .
distracting background. ; . . .
. Volunteer Experience Volunteer Experience:
: Herbie Husker - 2nd @ Umvzrsnty of Nebraska Add relevant organizations where
Foundation .. .
P ; y g ; : ou have volunteered. This shows an
Hef’dl’":' e that wi Development Representative | Relationship Builder | Seeking & Nebraska College of ::rt'c'tp_’anst e émp[oyeryour civic engagement
o : r rvice Br .
Write a headline that will Account Manager Positions Business ernative service Brea
catch attention. See page Mar 2021« 1 mo '
21 for the suggested Lincoln, Nebraska - 6 connections - Contact info Education
headline format. ; : .
- Tutored elementary school students on the Pine Ridge Reservation
: - Promoted participation and engaged in extracurricular activities
'
Contact Information: Highlights .
Create a custom LinkedIn igldlls Lﬁ |~Erz)dorscjlements: .
e vi . i n rin ry or
URL for your proflle via the @ _ 4 mutual connections g careesrs osf ir?‘tseies?c Aysokua rgsﬁi;/tg
Edit public profile & URL f!% You and Herbie both know Celeste Spier, Julie Obermeyer, and 2 others Skills & Endorsements . £ X pprop
link to be used on your CO_nnchons or an endorsemeht ona
resume and your email Communication skill or a written recommendation.
signature. .
: Customer Service
Summary/About: About
Develop a brief story ) . . . o . .
| have always been the person to strike up a conversation with someone new. Meeting new people and building Public Speaking

or description of your = : : ; S : ; ; Y oy
P y relationships which create win-wins, is a strength of mine which | have invested in and utilized through my roles as

experience, skills, and a development representative with the University of Nebraska Foundation and executive store intern a' ... see more .
what you are seeking. Show more ~ Accomplishments:

. Add organizations, honors, projects,
etc. to highlight unique experiences
which show your transferable skills.
Accomplishments You can add these under the “Add
profile section” drop-down.

Experience

2 Honors & Awards

= Development Representative
@/ Psi Chi (Academic Honorary in Psychology) « James Canfield Scholarship (Academic Achievement

University of Nebraska Foundation - Part-time
Sep 2023 - Present - 1yr 11 mos Based)

| Lincoln, Nebraska Area
gXPe’Zﬁnce: oullet - Persuade alumni and others to make financial contributions using strong speaking and 2 Organizations
opy the same bullets listening skills
listed onyourresume for - Analyze giving trends through Microsoft Excel to create reports by monthly deadline Undergraduate Psychology Organization - University Program Council (UPC) ‘
branding and.con3|ste.ncy_ - Utilize SharePoint to maintain updated work documents among team Interests:
You caLrg also |nLcLude links « Generate an average of 50,000/month, maintaining top 10% fundraiser status 1 Project Follow inf.Luencers organizations
to work examples. , ,
Research Methods and Data Analysis Research Project groups, and schools. Join “The

Official University of Nebraska—
Lincoln Alumni Association” group
where you can search and contact
alumni in fields of interest.

Executive Store Intern
City Center Mart - Internship

May 2023 - Aug 2023 - 4 mos
Kansas City, Missouri Area

Interests 1

e e ﬂ



LINKEDIN JOB SEARCH STRATEGIES

LinkedIn Job Search Strategies

Networking strategies on LinkedIn
- Start connecting with individuals you know and trust
Build connections by customizing your requests with a note
Join LinkedIn group, like school groups, alumni or other organizations you belong to
Comment on status or forward job listing to a friend
Request informational interviews to seek job search advice
- Set up in-person interaction with those you connect with
Ensure your profile is 100% complete
Include all experiences including volunteer and student organizations
Update your LinkedIn status often
Use LinkedIn to prepare for interviews, or networking events. Linkedin’s Advance search and company pages can
help you with background and interests of people you are meeting with.

Connect With Alumni

Reaching out and connecting with
alumni is another great engagement
strategy on LinkedIn. They may be
able to provide insight, suggestions,

University of Nebraska-Lincoln v Following ===
Lincoln, ne - 142,209+ alumni - 159,330 followers

The University of Nebraska-Lincoln, a top tier research & Big Ten university. Home of

'Or |nformatlon abOUt hOW they came the Huskers; #inGurGritourGlory mJulie&zmherconnec(ions work here
|nto the|r career. Be StrategIC N See all 7,973 employees on Linkedin -
your approach to connect and learn

from alumni or professionals in your Home

i i 142,209 alumni Start year = 1900 End year | 2020
industry of interest. o

Search alumni by title, keyword or company
Jobs

To find alumni, search for the

Alumni

University of Nebraska-Lincoln. Once T

on the University's LinkedIn page, Videos

select "Alumni" which will allow Ads Where they live + Add Where they work + Add
you to SearCh alumni memberg by 133,714 | United States 4,289 | University of Nebraska-Lincoln

title, keyword, or company, between
graduation years you enter. Read
alumni profiles to learn more about 25,574 | Greater Omaha Area 351 | University of Nebraska
career paths and to find individuals for
informational interviews. For examples
of outreach emails and advice see
page 26.

39,989 | Lincoln, Nebraska Area 424 | Mutual of Omaha

6.193 | Greater Denver Area 344 | TD Ameritrade

Show more ~

University of Nebraska-Lincoln

CAREER FAIRS
& EVENTS

Discover. Explore. Engage.

O

o.unledu/careerevents
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Chapter 3

NETWORKING

Networking is the best strategy to search for jobs and career opportunities.

People do business primarily with people they know and like.
- Resume and cover letters are too impersonal to convince someone to hire you.

Online job postings draw large pools of applicants.
- Comprehensive listing systems put you in competition with hundreds of others.
- Networking makes you a recommended candidate of a much smaller pool.

The job you are looking for may not be advertised at all.
+ Networking leads to new information, leads, and the hidden job market.

Connecting with new people infuses opportunities into your life.
+ Networking introduces directions you would not have otherwise discovered.

Identify Your Network

You already have a network and it is more powerful
than you think!

Your inner circle may include your family, extended
family and family friends, your friends’ parents,

your neighbors, and former teachers and coaches.
These ‘strong ties’ can lead to new ties to build your
network.

Tom Rodney
Osborne Bennett

Your secondary circle includes those you could
meet through people in your inner circle such

as your sibling’s co-worker, your best friend’s boss,
and your aunt’s business partner.

Begin Building
Matilda
Start reaching out by sending an email to
people in your inner circle who may know
something about the field you hope to enter. Ask for
a meeting or phone call to learn from them about it
and/or their employer. In such a meeting, called an
informational interview, you will ask questions about
the person’s professional life, their field, and people
in it who they know and would be willing to refer
you to.

Uncle
Herbert

Brutus
Buckeye



http://go.unl.edu/careerevents

OUTREACH EMAIL EXAMPLES

OUTREACH EMAIL EXAMPLES

Inner Circle

Be concise.

Give enough context to
make it clear why you are
asking for a meeting or
conversation but be brief.

Be direct and specific.
Clearly state why you are
reaching out to them and
what you are asking for.

Offer your assistance.
Networking is about building
relationships, not just getting
something for yourself.
Recognize you are in others’
networks and can be
helpful to them.

To: teresajones@gmail.com
Subject: Experience in Human Services

Hello Aunt Teresa,

I hope you are having a great week and | look forward to seeing you at the next family gathering. |
am reaching out because | have just declared a Psychology major at UNL
and would like to start gaining more experience for careers in human services.

My mom mentioned that you have been a long-time volunteer with the Center for People in Need
and might have some suggestions on what type of experience | should pursue and where to look
for it. Would you have time to meet with me in the next couple of weeks to talk about this? Thank
you for your consideration. | hope we can touch base soon!

Sincerely,
Herbie Husker

To: teresa jones@gmail.com
Subject: Connections in Human Services

Hello Aunt Teresa,

It was fun to catch up with you at the picnic last week. As you know, | am graduating next May. |
will be starting my first full-time job search this spring and wondered if you could help.

| am reaching out to you because | remember you sharing with me that you
have some connections in the technology industry. | was wondering if you
would feel comfortable introducing me via email to a few of your contacts, so
| could start networking with professionals in that field.

Thank you so much for your consideration and please let me know if there
is any way | can help you professionally or maybe around the house.

Sincerely,
Herbie Husker

Secondary Circle

Mention connections.
Reference your last meeting
or shared contact in the first
line.

Maintain control.
State you will follow-up,

otherwise you are left waiting
for them to respond.

To: john.smith@organization.com
Subject: Referral from Teresa Jones

Dear John Smith:

| received your email from my aunt, Teresa Jones, who recommended | reach out
to you to learn more about account management in the technology industry.

| am a student at the University of Nebraska-Lincoln majoring in Psychology

and am looking into this as a potential career.

To decide if it is a fit for me, | would like to talk to you about your career path and the skills and
experience needed for account management. Would you be willing to meet with me or let me job
shadow you for a couple of hours so | can gain a better understanding of it?

Thank you for your consideration of this request. | know your schedule is busy,

so | understand you may not be able to get back to me this week, which is no problem. I will
reach out to you again next week in the case that is a better

time for you.

Sincerely,
Herbie Husker

Outside Network

To: Jane.Andrews@organization.com
Subject: Information on Sales in Technology

Dear Jane Andrews,

| am a junior at the University of Nebraska-Lincoln interested in pursuing a career in account
management, specifically of technology. | came across your profile in the University Alumni
Association LinkedIn group and would like to connect with hopes of learning more about

the field. Would you be willing to add me as a professional connection?

Sincerely,
Herbie Husker

To: Jane.Andrews@organization.com
Subject: Information on Chicago Market

Dear Jane Andrews,

| found your information in the UNL Alumni LinkedIn group and as a senior psychology student at
the University of Nebraska-Lincoln, | am interested in learning more about your career path.

Target Experts.

Your network should reflect
your goals. Reach out to
successful professionals in
the field to guide you.

| am specifically looking at the market in the Chicago area where your
insight would be particularly helpful. I recognize this might be a very busy
time for you, so if you are unable to respond this week, | will follow-up next
week to see if that is a more convenient time to talk.

Thank you for your time,

Herbie Husker

ASK FOR ADVICE, NOT A JOB \ -

In an informational interview, you want to gain insight into a field and/or organization, build a relationship, and gain an
advocate. Asking for a job can make them feel pressured and leads to a short conversation. Ask for information, ideas,
suggestions, and referrals to others with relevant information.

In his book, The 2-Hour Job Search, Steve Dalton suggests the TIARA method of developing questions for an informational
interview. Examples:

What industry trends are influencing (field) right now?

[E=ncs How has the economy impacted (field) in the last three years?
Insights What skills were most valuable in getting where you are now?
Where do you see (field) going in the next 3 years?
Assignments What projects are .ﬁlling most of your ti'me right n'ovv’? '
What types of projects do new professionals in (field) typically get?
Resources What professional associations could be helpful in learning about (field)?

Do you know any (field) leaders on LinkedIn or elsewhere who would be good to follow?

Advice What types of experiences should | gain now to pursue this career?

What coursework or training should | take to be ready for a position in (field)?

Dalton, S. (2020). 2-Hour Job Search Using Technology To Get The Right Job Faster. Ten Speed 27



OUTREACH EMAIL EXAMPLES

NETWORKING STRATEGIES

New Connection Follow-Up Email Examples

Use an appropriate tone.
Address them by their
first name only if your last
conversation suggests it
would be expected.

Be timely.
Follow-up within 24 hours
of your conversation.

Remind them of yourself.
Refer to something
specific in your
conversation.

To: Ann.Beck@organization.com o
Subject: Career Fair Follow-up

Dear Ann Beck,

Thank you for visiting with me about account management positions with

(organization) at the UNL Career Fair this afternoon. | was excited to hear new sales staff are given
the opportunity to work with some of your bigger clients. As we talked, | began to believe even more
strongly that my skills and experiences are an excellent match for that type of role.

As you recommended, | am sending you my resume (attached) and have applied for the Account
Management position through the (organization) website. If you need more information or would
like to discuss my qualifications for the position further, please contact me at (phone number) or
(email).

It was a pleasure to meet you and get to know more about (organization). | look forward to speaking

with you again soon.

Sincerely,
Herbie Husker

Stay in touch.

- Send thank you notes.
Forward articles that
may be of interest.
Check-in just to ask
how they are doing.

Staying In Touch Email Examples

To: Dan.Jones@organization.com
Subject: (article topic in one word) Article and Follow-up

Hello Dan,

I hope all is well with you and (organization). | thought you would enjoy this article on (topic) (url).
When | read it, you of course came to mind!

| recently accepted an internship at (organization) as a Customer Experience Specialist which will
be a great introduction to the technology industry and what a career in it would look like. Thank you
. again for the information you shared with me earlier this fall. It helped me determine my next steps

Reinforce ongoing and lead me to this position.
connection.

Refer to future
opportunities to connect.

— The offer to buy coffee at The Coffee Café still stands, so let me know when you are
back in town!

Sincerely,
Herbie Husker

Make It Work For You

Be Considerate. Respect their time and be polite and positive to make it
a pleasant experience for them.

Be Authentic. Misleading someone about interests and goals will only
hurt you in the long run.

Be Professional. Strike a professional, but conversational tone so they
feel proud to connect you to people in their network.

Ask For Referrals. Ask, “Do you know anyone who is knowledgeable
about (field) who you could introduce me to?”

Maintain And Build

Make connecting a priority. Schedule time to reach out and strengthen
relationships with your current connections and create new ones.

Make connecting routine. Networking is part of being a professional,
not just part of a job search. Incorporate it into your life to maximize its
impact in the short and long term.

Manage what you learn. Develop strategies to track and access the
insight and information you learn about the field and your connections.

Nurture your network. Stay in touch with your connections at reasonable
intervals, prioritizing those you value most. Help others when you can.
Maintaining your network is as important as building it.

More Strategies to
Expand Your Network:

Join professional and
trade associations.

Attend industry and
professional conferences.

Read industry journals to
identify leaders in the field to
reach out to.

Develop a strong LinkedIn
profile and join the UNL Alumni
LinkedIn Group and
professional groups.

29
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Chapter 4

INTERVIEWING

An interview is a chance for an employer
and a candidate to evaluate each other. The
employer assesses the candidate’s interest level,
motivations, personality, qualifications, and fit
for the organization’s culture. The candidate, in
addition to pitching their qualifications for the
position, should use the interview to determine
if the employer and position fit their needs,
interests, and work environment preferences.
The following will help you prepare for effectively
pitching your qualifications in an interview.

i) )
)//‘
I

Know The Format
If not offered, ask in advance for information on the format of the interview. Many interviews are conducted between the
candidate and one interviewer at the organization’s site. Other formats include:

Prerecorded
Video

o00Oo
rlply

Groups

On-Campus

Virtual Interviews Pre-recorded Interviews

Read the instructions.

Choose a recording space similar to a
virtual interview.

Ensure you have good internet
connection and use a desktop or
laptop with a webcam.

Connect to the internet to ensure it’s
working.

Use a laptop or a desktop with a web
camera, not your cell phone.

Ensure you have a working microphone and
speaker, headphones with these options will

TIP:

Reach out to Career
Services to reserve
interview space on

campus! work. Schedule your recording time.
go.unl.edu/ Find a quiet and well-lit place, keep Practice your responses and re-

a neutral background, remove any record if available.

distractions or clutter, and use colors that

interviewroom
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complement your outfit and hair color.

INTERVIEW PREPARATION

Prepare Your Targeted Stories

Based on Your Research, Answer:
What is important to the employer?
What is required by the position?
What are your skills, education, experiences, and interests which
match those?
What specific examples in your background demonstrate those
matches?

Outline Your Examples, Including:
Skills, knowledge, and strengths used
How you acquired those skills, knowledge, and strengths
How you will use them in the position

Outline Your Message, Including:
What interests you in the organization and position
Your motivations for pursuing the type of work and industry
Your professional strengths

The more you know about the
organization the better. Research the
mission, values, customers/clients,
competitors, etc. using their website and
social media platforms.

Practice Your Interview Skills

Interviewing is not natural for most people. Therefore, people often
experience stress before an interview. Practicing your interview skills as you
begin to apply for positions can help manage your nerves. You can practice
on your own, but to experience an interview and get feedback on your
interviewing skills, take advantage of the services and resources available to
you through Career Services:

Mock Interviews with a Career Coach/Advisor and/or a mentor allow you to
practice answering interview questions and get feedback on your ability to
present yourself and your qualifications persuasively and confidently.

Big Interview is an online tool that allows you to practice and record yourself
answering interview questions. Go to go.unl.edu/biginterview to utilize the
Big Interview resource.

-©- biginterview

‘How Job Candidates Can Prepare For Employment Tests | Criteria Corp.” www.Criteriacornp.Com, wWww.
criteriacorp.com/how-job-candidates-can-prepare-employment-tests. Accessed 2 Aug. 2020.
https /www.criteriacorp.com/how-job-candidates-can-prepare-employment-tests

Pre-Employment Tests

Many companies use pre-
employment tests to screen

job candidates. These tests are

designed to assess a candidate’s
fit for the organization and the
role. You can, however, prepare to
provide optimal answers with the
following tips:

Be Your Professional Self

Your personality has many
dimensions, i.e., student, friend,
professional, etc. When taking an
employment test, maintain your
professional perspective. This
can take focus while answering
dozens of questions which seem
unrelated to the job. Answer as
your best, most confident self
throughout.

Control Your Environment
Employment tests are often taken
remotely. Before starting, ensure
your test-taking space has few
distractions. Take the test on a
laptop or desktop, not a mobile
device, and make sure your
technology is working well.

Manage Your Stress

Stress can cause indecisiveness
and carelessness. Learn as much
as you can about the test to be
completed, i.e. the format, time
allowed, number of questions,
etc. Be well-rested when you take
the test and as noted, control
your environment to reduce
outside stresses.

Finally, understand that there are
no right or wrong answers. Be
honest when taking these tests.
Trying to out-think them can
backfire, as you will not know
what specific answers indicate

or the exact profile the employer
wants to see. Also, assessing your
fit is not only about your potential
success in a role, it indicates

how satisfied you would be in it.
Answering honestly offers the
opportunity to confirm the role
will fit your needs, too.
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UNDERSTAND THE QUESTIONS
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Types Of Interview Questions
Learn the types of questions employers may ask and what they are looking for below.

Traditional Questions often start an interview to establish rapport, i.e.:
Tell me about yourself.
What interests you about our organization?

Open-ended/Behavioral Questions call for description of your qualifications often through examples of how
you have acted in the past in specific situations to reveal how you may act in similar situations in the future, i.e.:
Tell me about a creative solution you developed for a problem at work.
Describe a time you set and met a goal.

Case/Problem Questions require you to analyze and offer a solution to a specific situation or puzzle in the
interview to reveal your critical thinking skills and ability to articulate your thoughts under pressure, i.e.:
Your client asks for account credit as their sales have been declining despite your support services.
What do you do?
You disagree with your supervisor on how to solve a problem. How do you go about finding a solution?

SKILLS

Tell me about
a challenge
you faced in a
previous role
and how you
handled it.

Describe a class
that challenged
you, in what
ways, and how
you handled it.

What skills
would you

bring to the
position?

Describe a time
when you were
facing multiple
projects and
deadlines
and how you
handled it.

Give an example
of a time you
had a conflict
with a fellow

team member.
How did you

handle it?

Tell me about
a project you
worked on as
part of a team
and what your
role was.

Tell me about a

time you went

beyond what

was expected
of you.

Tell me a time
you had to
meet a tight

deadline.

EXPERIENCE B ENVIRONMENT

Tell me about a
time when you’ve
felt energized
and productive
at work.

Tell me about
a time when
your manager
was unavailable
when a problem
arose. How did
you handle it?

What interests
you in this
field?

Describe a
time when you
asked for direct
feedback from a
supervisor. What

led you to do so?

TECHNICAL

Technical Interviews are interviews
where employers can observe specific
skills as listed in your resume.

What do you do to make sure
you maintain your technical
knowledge and skills?

Can you tell me a bit more
about your educational
background and how it

prepared you for this position?

What is your process for
staying current with new
tools or technologies in your
area of study?

Can you tell me about a
time when you had to teach
yourself a technical skill on

the job?

Can you walk me through
a project where you used
[specific software or tool]?

INTERVIEW QUESTION PREPARATION

Talking About Yourself

While there is no one right way to answer this question, one strong approach is to share your Near Past or Present
and your Future as they connect with the position which may include:

Strengths

Major field of study and concentrations

Experiences which reinforced strengths and interest in the field
Why the position is of interest

Dos
Start with a brief relevant introduction: name, academic
background, and relevant qualifications.
yourself. +  Highlight key achievements or experiences: internships,
projects, leadership roles that relate to the position.
Focus on skills relevant to the role: technical, soft, or
transferable skills that would add value to the organization.
End with your future goals.

Tell me about

x  Talk about family background, hobbies, or hometown unless
asked or its relevant.

X  Recite your entire resume

x Make it too long

x  Forget to tailor it to the organization you’re interviewing for.

@ Standout Answer:

Interests, motivation

| have always been fascinated by why people do what they do, so psychology as

a major came naturally for me. My customer service, leadership, and fundraising Major

experiences complemented my studies and strengthened my interest in

relationship management. As a fundraiser, | developed my ability to quickly Experience & skills

understand and adapt to the needs of my customer. My coursework often
required analytical and technical skills for research projects. These projects got me
excited about data management through platforms such as SPSS which | taught
myself. It is the combination of building relationships, technology, and teamwork

which makes an Account Manager position with XXX Organization so appealing to Interest in position

me. My communication, relationship management, analytical, and collaboration

skills also make it a great fit, so | am excited to be here today to learn more about
the role, XXX, and your teams, and to share my experiences and skills which
connect to what you need in an Account Manager.

Summary with
strengths




INTERVIEW QUESTION PREPARATION

START Method -

The START method is especially
useful with behavioral based
questions which call for specific

experiences by asking, “Tell me about
a time,” or “Give me an example of”

Prepare and share evidence that you
can do the job and will be a good fit

for the organization.

Describe specific
experiences with details
showing how skills were
developed.

Include transferable skills all

employers look for (p. 7)

Build examples using the

START method.

Outline the situation. What was happening? What was
the setting? Who was involved?

Identify your task or assignment. What was the
challenge? What was the problem needing to be
solved?

Task

Describe what you did to accomplish the task. What did
you do? How did you decide what to do? What skills did
it require?

Action

Share the results. What was the outcome? Was the
challenge met or problem resolved?

Result

Finish with your takeaway and how it relates to the
position. What did you learn from it? How does it relate
to the position?

Takeaway

Tell me about a time you had a
different opinion than a coworker
you were collaborating with on a

project and how you

approached

resolving it.

Tosk

Action

Result

Takeaway
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@ Standout Answer:

In one of my psychology classes, Motivation and Emotion, we were put in teams
to develop a research paper and presentation on the application of psychological
theories. After reviewing the theories we had studied and talking to the team
about their interests, which included business management, | suggested the
impact of positive psychology on employee motivation as a topic since it would
be relevant to all of us. One of my team members wanted to look at motivation
and weight loss. To resolve the difference and choose a topic, | asked them to
describe why they suggested that topic. They explained their personal interest in
it and how widespread it could be applied. Then | explained the reasons | was
making my suggestion, including the current prevalence of positive psychology
and how it fit for the team. It was important to understand their perspective and
discuss it as a team. We decided positive psychology would best lend itself to
our interests and resources. As an Account Manager with XXX Organization, | will
use these communication and collaboration skills with clients and our team. |
enjoy working with others to find win-win solutions, which | will always strive for
at XXX.

INTERVIEW QUESTION PREPARATION

Prepare Questions

At the end of your interview you may be asked if you have any questions. Asking informed questions demonstrates
your interest and desire to learn more. Prepare three to five questions which show the research you have done on the
position and organization or focus on specifics of either such as:
Regarding the Position
- What are some of the challenges | would face in this position?

What kind of assignments could | expect in the first six months?

What teams and customers would | be working with most?

Can you share your expected timeline for making a hiring decision?

Regarding the Organization
- How would you describe the dynamics of the team | will be working closest with?
How does your organization support diversity in the workplace and for your customers?
What kind of training and development opportunities are available to staff?
Can you share how your team supports inclusive collaboration?

Avoid questions on:

Salary

Vacation/leave policy
Promotions

Tuition reimbursement
Details easily found online

X X X X X

Requesting Accommodations

Under the American’s with Disabilities Act (ADA), job applicants with disabilities have the right to request reasonable
accommodations during the hiring process. The Equal Employment Opportunity Commission (EEOC) enforces this
right to ensure equal opportunity in employment.

When to Request
You can request accommodation at any stage. When you're contacted for an interview, during the interview itself, or
even afterward, if further assessments are required.

How to Request

You don't need to mention the ADA or use specific legal terms. A simple statement like, “I have a medical condition
that requires [specific accommodation] for the interview” is enough. Make your request to the person coordinating the
interview, such as the HR representative or recruiter.

Examples of Accommodations
- Extended time for written tests
A sign language interpreter
Wheelchair-accessible interview location
Modified interview format (e.g., written instead of verbal)

Keep In Mind
Accommodations must not cause undue hardship to the employer, but should meet your access needs to the extent

possible.

Employers cannot legally discriminate against you for requesting an accommodation. If you believe your rights have
been violated, you may file a complaint with the EEOC. For more information, visit: www.eeoc.gov
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PROFESSIONAL ATTIRE

Use your company and industry research to determine what attire is the most appropriate for the interview. You
are still proving yourself, so be thoughtful and show you are taking the opportunity seriously. Reach out to your
career coach with any questions regarding your professional attire. The following general guide applies to many
fields and organizations, but it is appropriate for your attire to reflect your personality, culture, religion, and/or
gender identity.

FOLLOW-UP EXAMPLES

Thank You Example

In addition to demonstrating you are courteous, sending a thank you note after the interview
reinforces your interest, skills, and commitment to the position. Send your note within 24 hours of
the interview to all those who interviewed you.

Business Formal

Business formal may be the standard dress
code for many industries, but would be
considered too formal for jobs or internships
that are performed primarily outdoors:

Suit with coordinated jacket and pant/
skirt

White or light color and subtle-
patterned dress shirt, blouse or top
Closed-toed shoes with no more than
1-2 inch heels

Business Casual

May be too casual for an interview in some
industries, but may be appropriate for some
settings or interview activities (particularly for
jobs that are performed outdoors):

Sports jacket or cardigan with
coordinated slacks or skirt

White or light color and subtle-
patterned dress shirt, blouse or top
Closed-toed shoes with heels under 2
inches

Address them by their
first name only if your
conversation suggests it
would be expected.

Subject: Thank You for the Interview

Dear Kathy,

Thank you for the opportunity to meet with you and your staff regarding the Account

Manager position with XXX Organization. Your team clearly enjoys working with each other ~ ’ ]
which is no doubt part of why they are so successful. It was fun to get to know them and Refer to something

learn more about how XXX works on a day-to-day basis. | am even more excited about the specific from the
position and with my communication and analytical skills, can really see myself as a strong interview, changing it for
part of the team. each Thank You written.

If you have any additional questions for me, please contact me at this email address

or at 402-555-5565. | look forward to hearing from you. Thanks again for your time and Reinforce your strengths
consideration. and restate your interest.

/

¢ o U =

Check out the UNL Career Closet: go.unl.edu/careercloset

Other elements to minimize distractions Elements typically not appropriate for an

include: interview include:
Minimal accessories x  Denim with holes or rips
Small to medium size bag x  Athletic clothing
Natural makeup x  Tight or revealing clothing
Well-groomed appearance X  Logos and provocative statements or
images
x  No strong colognes, perfumes, and

body sprays

RESOURCES: S

Need free professional or business casual attire?

)

( ‘_{(\\.\

Sincerely,
Herbie Husker

Reconnecting Note Example

If you have not heard from the organization within the time period they indicated for a decision,
reach out to your contact to re-connect and reinforce your interest in the position.

Subject: Follow-up on Account Manager Interview Address them by their

first name only if your
conversation suggests it
would be expected.

Dear Kathy,

| want to check in for any updates available on the status or decision timeline of the
Account Manager position | interviewed for on March 3. | am still very interested and look .
forward to hearing back from you. Restate your interest.

I hope all is well with you and XXX Organization. Thank you again for your time and '
consideration. Be brief and upbeat.

Sincerely,
Herbie Husker
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Chapter 5

OFFERS &
NEGOTIATION

You got a job offer — congratulations! Before accepting or declining:

Express your appreciation and excitement for the opportunity.

Negotiation

Research and consider the following to determine if negotiation is
appropmate in your situation:

If you determine you want to negotiate, connect with a Career Coach to
explore best practices in your field.

Ask for the details of the offer to be sent to you in writing.
Ask by what date they need your decision.
Ask, if necessary, for more time to decide:
“l am excited about the opportunity but want to make a thoughtful decision. Would it be possible to
have until (reasonably extended date) to evaluate the offer?”
Evaluate the full offer when you receive it, considering all elements including:

- Salary

- Cost of living in the location

+ Health care benefits

+ 401K or other retirement benefits
Decide if you will accept, decline, or negotiate.

Expectations regarding negotiating vary by industry

Entry-level positions may have a predetermined salary that
cannot be negotiated

Salaries for the type of position offered in the location you would
work

The strength of your qualifications for the position

TIP:

Resources like LMI, " '
>

Glassdoor, Indeed,
lv, O*Net, and Occupational
Outlook Handbook help
determine what you
should expect and ask
for in terms of pay.

ACCEPTING & DECLINING

Accepting An Offer
In a phone call to your contact, express your appreciation for and excitement to accept an offer and ask what
steps you should take next to move forward. Follow-up with an email to confirm.

Dear XXX (get from cover letter),

As we discussed, | am happy to accept your offer for the Account Manager position with XXX Organization with
a start date of May 20, 20XX. | understand the annual salary will be $45,000 and will include the benefits listed
in your email of April 16, 20XX. In the meantime, if there are any additional steps | need to take to move forward,
please just let me know. | look forward to being a part of the XXX Organization team!

Sincerely,

Herbie Husker

Second Choice Offer Came Before Your First Choice

When you have the offer in writing and know the date by which they need your decision, reach out to contact with

the other opportunity you are being considered for:

Dear XXX (from cover letter),

I am following-up on the Account Manager position with XXX Organization. As | said in my interview, | am
excited about the opportunity and feel it is a great fit for my skills and experience. | want to let you know | have
received an offer from another company. The position with XXX Organization is my top choice but their offer is
of interest to me. They would like an answer by the end of this week. Do you anticipate making a decision on
the Account Manager position soon? | want to have as much information as you can offer to make an informed
decision.

Sincerely,

Herbie Husker

Make and communicate your decision on the offer given by the date required. If you accept, maintain goodwill
with the other organization by withdrawing yourself from consideration for their position immediately, thanking
them and briefly explaining you have accepted a position elsewhere.
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ACCEPTING & DECLINING

Declining An Offer
Express your appreciation for the offer again and their confidence in your qualifications. Tell them you are declining
the position with a brief explanation such as,

“While | appreciate the offer, I am declining as | have accepted a position elsewhere that is a better fit for
my career goals at this time. Again, thank you for the offer and your time throughout the interview process.”

Follow up by sending an email to confirm. If it is a company that you want to keep the door open for potential future
opportunities briefly mention staying connected:

Dear XXX (from cover letter),

As | mentioned in our recent conversation, | regret to inform you that | am declining your offer for the Account
Manager position with XXX Organization as | have accepted another position which is a better fit for me at
this time. Thank you for your help through the interview process. Please extend my appreciation also to your
entire team for the exceptional courtesy and kindness they showed me. While | won't be accepting the offer,
I really enjoyed learning about your team and hope to stay in touch.

Sincerely,

Herbie Husker
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Chapter 6

USING Al IN YOUR
APPLICATION PROCESS

There are multiple ways you can use Al in your application process. It's important to remember that Al should
be used as a tool to assist you, not complete the work for you. Employers know when Al is being used so it’s
important to review your material and make it authentic to you. Below are ways you should use Al to help you in the
application process.

To ensure consistency with your resume and the job description.

Help to brainstorm ideas.

Generating a draft - your final copy should be authentic, do not let Al write for you.
To check grammar.

Using Al to prepare for interviews can include:

Potential interview questions for the position you are interviewing for.
What questions you can ask employers in the interview.
Help better understand the keywords or skills listed in a job description.

General research on the company.
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Al PROMPTS

1 [ |
Below are prompts you can use in your job search.
Career Exploration
- Create a list of occupations based on my top 5 Clifton Strengths of A, B, C, D, and E.

| am an undergraduate college student with a background in . 'm good at and
passionate about . What are 10 roles in the industry that fit my skills and passions?
- Generate a stack ranking of these roles based on my values of work/life balance, opportunity for growth, Career Coach Map
etc. 4 Athletics ) City Campus = ‘; . | ( School of Criminology\
+ What are the top 5 skills needed to work as a ? @ Life Skills - . i) @ & Criminal Justice
. \Osborne Athletic Complex W166) \_ Nebraska Hall 310 )
Applying For A Job
Copy and paste the job announcement into ChatGPT then ask: ( College of Arts & ) College of h
What are the top 10 most important keywords in this job announcement? Be sure to incorporate those Sciences Engineering
keywords into your resume and cover letter to the best extent possible. \_ Oldfather Hall 107 ) Kiewit Hall Sth Floor

What are three specific ways to highlight these keywords in my resume? (Copy and paste your resume, but
do not include your name and contact information.)

Explore College of Education
Which skills from this job announcement are missing from my resume? Then, add to your resume if possible. /C) Center

& Human Sciences
Henzlik Hall 105

If you don’t yet have those skills, meet with your Career Coach to discuss ways to gain them! \” Love Library South 127 J y
What are 3 ways to add more quantifiable information to my resume? N
(" o College of ) College of
Interview Prep I = I Architecture Business
Copy and paste the job announcement into ChatGPT then ask: \_ Architecture Hall 232 ) Howard Hawks Hall 141
What are 15 potential interview questions that may be asked for this role? - N\

Type in your response to the question following the START method (refer to p. 34). Then ask ChatGPT to 77772  College of Fine & ‘, b |_L
provide you with feedback to improve your response. Performing Arts

What are 5 questions | should ask an employer during an interview for this role? Woods Art Building102)

( N <= \(
e B2

(ﬁ\([ﬂs

Salary Negotiation Undergrad Research (. Military & Veteran (. College of Journalism &
What are the industry standards for entry-level salaries for job title in location in the industry at & Fellowships @ Success Center (( )) Mass Communications
a company with number of emp[OyeeS’? Nebraska Union 230 J\ Nebraska Union 16 J\ Andersen Hall 115 )
| am a college undergraduate student, recent college graduate, etc. who has been offered a full-time job, 7 Z N\ /7 ! N\
summer internship, etc. as a job title in the industry. Can you suggest ways to discuss salary University Career Nebraska Alumni College of Agricultural Sciences
negotiations? D:% Services g Association @ & Natural Resources
\ Nebraska Union 225 ) \ Wick Alumni Center ) Nebraska East Union 331

Al Tools Available

@ ChatG PT * Claude [aﬂ] perpleXity Career Coaches are located within each college,
[

so career support is convenient, accessible, and
connected to where you are every day. Because each
team works closely with specific majors and career

. 4 .
Copl IOt Ge' ' l I nl paths, your career network is focused on your goals
and where you want to go next.

Our team is here to help with 1:1 career coaching.
Whether you're building confidence in your career
decisions, polishing your resume, cover letter, or
LinkedIn profile, preparing for interviews or graduate
school, or exploring your next steps, we're here for o.unl.edu/careercoach
you. Start building your future today!



http://go.unl.edu/careercoach
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