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career center programs
Career Meet Ups are quick, 30-45 minute small group sessions
focused on specific career and industry topics that are led by
career coaches and industry professionals. We offer three
different types of Career Meet Ups: general career-related topics,
career community-focused topics, and industry-related topics.
This is a great option for students who want to gain beneficial
content in a small group setting while still receiving answers to
individual questions.
Career Meet Ups: CAREER.UNCC.EDU/MEETUPS

Career Treks are one-day opportunities exclusively for UNC
Charlotte students to experience the culture at different
companies and organizations in the Charlotte area and beyond.
Career Treks typically consist of a tour, an overview of the
company/organization, and an opportunity to network. Most Treks
last between 2 and 4 hours.
Career Treks: CAREER.UNCC.EDU/PROGRAMS/TREKS

A mock interview is a professional development opportunity for
you to gain feedback on your interview skills and resume from
Employers, Career Coaches, Alumni, and More! Take the next
step in preparing yourself for an internship, scholarship, job
interview or continuing your education. There are many different
formats to a mock interview based on industry, type of interview
and the person conducting the mock interview. Read about the
types of mock interviews offered here at UNC Charlotte as well as
other tips!
Mock Interviews: CAREER.UNCC.EDU/PROGRAMS/MOCK
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career success story action steps
career success story

The Career Success Story is a framework designed to assist you with career preparation and decisions. Your
story consists of 5 chapters (Explore, Experience, Decide, Brand, Implement) that work together to create
your career success story. Put a check by the actions you take to stay on track towards success!
Choose a major/minor at UNC Charlotte
(academics.uncc.edu/undergraduate-programs)
Explore careers using O*NET online (onetonline.org)
Connect with alumni on LinkedIn
Conduct an informational interview with a professional
Attend a Career Meet Up (career.uncc.edu/meetups)
Job shadow a professional in a career of interest
Do an internship on or off campus
Volunteer with a local organization to gain experience
Participate in a Career Trek to meet professionals
(https://career.uncc.edu/programs/treks)
Join a campus organization (ninerengage.uncc.edu)

EXPLORE
Learn about your values, interests,
personality and skills. Explore potential
major and career options.

EXPerience
Develop vital skills, knowledge and experience
valued by employers through activities and
experiential education on and off campus.

Narrow down your major/career interests
Meet with your academic advisor to finalize
your program of study & graduation timeline
Speak with your Career Coach about next steps
(make an appointment in hireaniner.uncc.edu)
Identify academic/career application deadlines

decide
Evaluate your options and utilize effective
decision-making skills to pinpoint potential
career options.

Develop your resume/CV
Write a tailored cover letter
Complete your LinkedIn profile/get your photo updated
Create your professional portfolio (if applicable)
Do a mock interview with an employer

brand
Create a consistent and professional image
that effectively articulates your value.

Practice with Big Interview (uncc.biginterview.com)

Practice your Elevator Pitch to prepare for networking
Attend a career fair/networking event
Ask for professional references
Network with alumni on LinkedIn
Explore and prepare for graduate school
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Develop a budget and monthly expenses plan

implement
Develop a strong action plan and
implement strategies to secure opportunities
for employment or continued education.

Career Communities

Career Communities focus on specific career industries and assist students in exploring their career options within
these industries. For example, a marketing major could consider many different industries including doing marketing
for non-profits, healthcare, business, etc. Log into HIREANINER.UNCC.EDU and choose your Career Communities
of interest in your profile, and you will receive resources that will help you explore these communities.

artS | media | design
Do you desire to be innovative, creative, and impact popular culture in your career? Is flexibility, originality, and
collaboration something you value in a work environment? Creative opportunities can be found in every sector,
nonprofit and for-profit organizations. Check out the Arts, Media, + Design Career Community for assistance in
pursuing a career in the creative economy!

career communities

explore career communities at career.uncc.edu/communities

business | financial services | logistics
Are you interested in progressing a company forward, acquiring, holding, investing financial funds, building
efficiency, or the exchange of goods and services? Organizational targets in this community include start ups,
and medium and large enterprise in the consumer product goods, banking, consulting, and manufacturing sectors.

engineering | manufacturing | energy
Do you have a passion for thinking outside the box, solving technical problems, and doing hands-on projects/
designs? Do you find yourself thinking, “how does this work” or “how could this run more effectively”? Are you
precise and systematic in your work? Then check out the Engineering, Manufacturing and Energy Career
Community to learn more about careers across majors, interests and skills.

exploring career community
For students who aren’t really sure where they want to go yet and want guidance in exploring their interests and
what industries might be a good fit, check out the Exploring Career Community.

healthcare | science | research
Do you have an interest in the health and welfare of people, use of scientific knowledge to make the world a
better place, or managing systems that relate to healthcare? This community is for those targeting organizations
that promote and manage the health, wellness, and scientific research of life in all of its forms. Individuals in this
community might find themselves with work environments such as hospitals, laboratories, health education and
policy think tanks, or continuing their career pursuits into health professions programs.

social impact | education | nonprofit
Are you passionate about solving social problems, influencing change, addressing legal issues, supporting
underserved communities, and working with children, youth, and families? Are you interested in becoming an
advocate, educator, policymaker, or counselor?

technology | data | analytics
Does the idea of working in a cutting edge and innovative field in terms of technology and analytics sound enticing?
Are problem solving, inquiry and application of technology and analytics skills of interest? If so, check out the
Technology, Data and Analytics Career Community to learn more about careers across majors, interests and skills!
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career competencies
career competencies

Career Competencies are key skills that employers are looking for in future candidates. Consider which are your
strongest competencies and which ones you desire to grow in.

8 career COMPETENCIES
Professionalism

Critical Thinking
Identify and respond to needs based upon an
understanding of the situational context and logical
analysis of relevant information.

Knowing work environments differ greatly, understand and
demonstrate effective work habits, and act in the interest of
the larger community and workplace.

Career & Self-Development

Communication
Clearly and effectively exchange information, ideas,

Proactively develop oneself and one’s career through

facts, and perspectives with persons inside and
outside of an organization.

continual personal and professional learning, awareness
of one’s strengths and weaknesses, navigation of career
opportunities, and networking to build relationships within
and without one’s organization.

Teamwork
Build and maintain collaborative relationships to
work effectively with others toward common goals
while appreciating diverse viewpoints and shared
responsibility.

Leadership
Recognize and capitalize on personal and team
strengths to achieve organizational goals.

competency compass

Technology
Understand and leverage technologies ethically to
enhance efficiencies, complete tasks, and accomplish
goals.

Equity and Inclusion
Demonstrate the awareness, attitude, knowledge, and
skills required to equitably engage and include people
from different local and global cultures.

The Competency Compass allows you to search for activities, student organizations or classes across the
UNC Charlotte campus in order to grow and develop. Your involvement in these activities allows you to build on
your competencies like communication, teamwork and professionalism, which employers are looking for once you
graduate or while you’re searching for an internship!
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Log in by going to compass.UNCC.EDU

career exploration
Fill out the following chart to explore potential majors/careers, career communities, and career competencies.
Use O*NET (www.onetonline.org) to explore careers and Hire-A-Niner to search positions and employers.
Make an appointment with your Career Coach to get further help with this chart.

Majors/careers
to explore

__________________________________________________
__________________________________________________

career exploration

__________________________________________________

__________________________________________________

career communities
of interest

__________________________________________________
__________________________________________________

__________________________________________________

top three
career competencies

__________________________________________________
__________________________________________________

__________________________________________________

action steps

__________________________________________________
__________________________________________________
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career assessment

Career Assessment

PathwayU can help you explore academic programs and careers to find your best fit! It will help guide you
toward discovering purpose and meaning while exploring majors and occupations that align with your interests,
personality, values and workplace preferences.

GET STARTED TODAY
1) Go to career.uncc.edu/assessment.

career.uncc.edu/assessment

2) Click the ‘Take PathwayU’ button.
3) Complete four assessments: Values, Interests, Personality and Workplace Preferences.
4) Explore your Career Matches to see what education and career paths are a good fit for you.
5) Complete the following activities to help you navigate your results!
Schedule a one-on-one appointment with your Career Coach in Hire-A-Niner to review your results in more depth
and explore next steps in your career journey.

understanding your results
interests
Your interests describe the subjects you like to learn about, the activities you do in your spare time, and the
tasks that you enjoy performing. Understanding your interests will give you clues into the types of careers and
jobs you will enjoy in the future.

After you have reviewed your assessment results, what are your top two interest areas? (i.e. Artistic, Social, etc.)

In your own words, based on what you have learned about your primary and secondary interests,
complete the following sentence: I am someone who…
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understanding your results
personality

Openness to Experience

Key Characteristics ____________________________________________________

Conscientiousness		

Key Characteristics ____________________________________________________

Extraversion/Introversion

Key Characteristics ____________________________________________________

Agreeableness			

Key Characteristics ____________________________________________________

Emotional Stability		

Key Characteristics ____________________________________________________

Based on my personality traits, people experience me as...

understanding your results

Your personality traits describe your patterns of thinking, feeling, and behaving. Understanding them will help
you articulate your unique qualities, as well as find a career path that allows you to be you!

Values
Your values are things we feel strongly about - the principles and standards that you hold in high esteem.
People hold values related to all aspects of life: family, work, spiritual, personal, leisure, etc. Choosing a career
that is in line with your core values is more likely to be a positive and lasting career choice.
Value #1 __________________________ Key Characteristics ___________________________________________
Value #2 __________________________ Key Characteristics ___________________________________________
For me to be satisfied at work, it is important that I...

workplace preferences
Your workplace preferences are the characteristics you would like your ideal employer to emphasize and offer
within the organization. Understanding these preferences will help you find an organization that is a great fit and
work environment for you to be happy and successful.
What are your top two workplace preferences?

What are some qualities or characteristics you might look for in a workplace when you search for a job?
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career matches
Your Career Matches are based on your unique assessment results. PathwayU uses a patent-pending predictive
algorithm to show you careers that align with your interests and values. This means that your recommended careers
will be jobs that are more likely to be a good fit based on whether or not you would enjoy that career and find it
fulfilling.

career matches

directions
1. Click on your PathwayU assessment results
2. Choose “Explore Career Matches” tab in the right hand corner
3. Select the main industry area you are interested in
4. Once on the career matches page, narrow down your search by selecting “Very Strong/Strong” and “Bachelor/
Graduate Degree” from filter
5. Add careers of interest to your “Favorites” so you can look at them more in depth at a later time
6. Use the following questions to help you explore careers of interest

career match #1
Career Name __________________________________________________________________________________
Education Required _____________________________________________________________________________
Job Description/Your Interests _____________________________________________________________________
_____________________________________________________________________________________________
Skills You Find Interesting ________________________________________________________________________
Knowledge Areas You Find Interesting ______________________________________________________________
Employment Outlook ____________________________________________________________________________
Average Annual Salary __________________________________________________________________________

career match #2
Career Name __________________________________________________________________________________
Education Required _____________________________________________________________________________
Job Description/Your Interests _____________________________________________________________________
_____________________________________________________________________________________________
Skills You Find Interesting ________________________________________________________________________
Knowledge Areas You Find Interesting ______________________________________________________________
Employment Outlook ____________________________________________________________________________
Average Annual Salary __________________________________________________________________________

career themes
What are two main themes of your career selections? (i.e. helping people, working with tools, etc.)
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Informational Interview
IDENTIFY
a career field

CONNECT
with the professional

The purpose of the informational interview is to learn
industry and organization information, potential
career paths and advice for starting in the industry.
If done effectively, informational interviewing can
expand your network, uncover internship and
volunteer opportunities and aid in career
decision-making.

Preparation
• Use LinkedIn to connect with professionals in
careers that interest you. (See pages 13-14)
• Dress professionally. (See page 31)

a time and place to meet

informational interview

SCHEDULE

• Prepare a list of questions to ask the professional.
Unlike a job interview, the informational interview
involves the student/alum asking the questions and
leading the meeting.

Sample questions

PREPARE

questions to ask

Q: Why did you choose this profession?
Q: Which skills, talents or personal characteristics are
integral for this field?
Q: What experiences should I seek to make me
competitive for entering this field?
Q: What are some challenges in this industry?

MEET

with the professional

SEND

a thank you note / e-mail

Q: What are some innovative practices in this industry
and who, in your opinion, is leading the way?
Q: Are there industry-specific professional organizations
I should join or networking events in which I should
participate?
Q: What classes or major should I pursue to best prepare
me for this field?
Q: What is your favorite and least favorite aspect
of your position?
Q: Are you able to recommend anyone else with whom I
should speak about this profession?
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Building your Network
In addition to establishing the network you already have, there are several ways to add new people to your network.
Networking includes both face-to-face and online interaction. Here are some ways to network:
• On-Campus Networking
• Student Associations & Clubs
• Informational Interviews
• Online Networking
• Professional Organizations
• Volunteering
An elevator pitch is a short introduction about you and your experiences, which you could give in the time it takes to
ride to another floor in an elevator with an employer.

Here are some components to consider when developing your unique elevator pitch

building your network

Greeting: Hello, my name is _________________________________________________________________
Year in School: I am currently a ______________________________________________________________
Major/Field of Study: I am majoring in _________________________________________________________
Type of Experience: I am looking for __________________________________________________________
When You’re Available: for ______________________ (semester)__________________(year) ___________
Strengths: My strengths are ____________________, ____________________, _______________________
Accomplishments: I have __________________________________________________________________
Relevant Activities: I am involved in __________________________________________________________
Example Elevator Pitch: “Hello, my name is Norm, and I am a junior at UNC Charlotte studying Psychology and
minoring in Film Studies. I’m looking for an internship working with children in a nonprofit and hope to strengthen my
skills in communication, leadership and organization. Tell me more about your summer internship opportunities!”

Conversation Starters:
• How long have you worked for this organization?
• What do you do specifically in your role?
• What do you like most about working for this organization?
• Tell me more about your workplace culture.
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• What advice would you give someone like me who is interested in pursuing a career in your field?

LinkedIn Profile Checklist

qualifications, such as the degree you’re seeking
and relevant experiences. You’ll want to include
what you’re skilled in and also what your career
goals and aspirations are.

Photo: Wear professional attire and don’t forget
to smile!

Headline: Customize pre-selected headline
if desired to include what you’re doing (job,
internship, student, etc.).

Experience: List jobs you have held, including
seasonal, part-time, or full-time. You can also list
internships here. Include a description of your
roles, responsibilities, and accomplishments for
each.

Organizations: Are you involved in any student
organizations or professional associations?
Remember to include your role in the organization.

Education: List all of your collegiate

experiences, including summer programs.

Volunteer Experiences & Causes:

Volunteer experience is just as important as paid
work. List out some of your volunteer opportunities!

Skills & Expertise: Be sure to add a minimum

of 5 skill sets – your connections can then endorse
you for things you’re best at.

linkedin profile checklist

Summary: Here you’ll explain relevant

Honors & Awards: Think about

accomplishments and awards you’ve earned in or
outside of school.

Courses: List courses that show skill sets and
interests you’re excited about.

Projects: This could be leading a team

assignment in school or building an app on your
own. Talk about what you did and how you did it.

Recommendations: Ask supervisors,

professors, classmates, coworkers, and others
to write a recommendation. This provides extra
credibility to your skills and strengths.

Get your LinkedIn profile reviewed & photo taken during drop-in hours!
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network on linkedin

Network with alumni on Linkedin

1. Search for the “University of North Carolina at Charlotte” and follow this group.
2. Click on the Alumni tab to see where they live, where they work, and what they do.
3. You can narrow your search results by clicking on each category. The alumni for your search results are listed as
you scroll down the page - what they studied, what they’re skilled at, and how they’re connected.
4. Once you find the right alumni, send them an invite. Check out page 15 in the Career Guide to see how you can
request an informational interview!

sample linkedin message
Dear _____,
I see that you graduated from my current university, UNC Charlotte—go Niners! I’m a(n) ______ major and would
be excited to hear more about your work with ____. I’m really impressed with your background and experience.
Would you mind if I added you as a connection?
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Thanks so much,
Evan Beasley

networking correspondence
Did you know that the best way to get an internship or job is through networking? In fact, 75% of internships
and jobs are not online, so it is essential to build connections in industries of interest and navigate available
opportunities through the professionals you know. Here are two examples of networking correspondence that will
help you begin connecting with professionals.

job shadowing email example
Dear Norm,
I am a first year marketing major at UNC Charlotte who is interested in discovering more about public relations.
(Consider adding one more line highlighting a connection or other area of common interest you may have.)
I found your contact information through LinkedIn.

My contact information is included below. I am sure you have many demands on your time, so I thank you for
considering my request. I hope to speak with you soon!
Sincerely,
First Year Student’s Name

Informational Interview email example

networking correspondence

Would you be open to me coming to job shadow you so that I can see if public relations is a possible career path
I might want to explore? I would value learning from your experience and gaining your advice on breaking into
the field. (Give a time frame and topics to be addressed). The more specific you can be with the experience, the
more productive the job shadow will be.

Hello Norm,
I hope you’re doing well! I am a second year student majoring in Psychology at UNC-Charlotte.
I really admire your [work/experience] with [outlet]. I’m interested in finding out more about [area of expertise] and
was hoping you’d be willing to provide some insights from your experience.
If you’re open to it, I’d love to buy you a cup of coffee sometime soon so I can ask you some questions and
learn more about you and your [journey/career path]. I understand your schedule may be busy, so I’m also happy
to pass along some questions via email if that’s easier for you.
Looking forward to hearing from you, Norm!
Best wishes,
Second Year Student’s Name

see page 35 to see an example thank you email
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GET EXPERIENCE
It is critical to your career success story to develop vital skills, knowledge and experience valued by employers
through activities and experiential education on and off campus. Internships assist you in providing a
glimpse into the world of work, how to apply your curriculum, and how to navigate building relationships with
current professionals in your field. The University Career Center provides several avenues for you to pursue
internships.

Types of Internships

get experience

University Professional Internship Program
(UPIP) - UPIP is a paid, on-campus program
that provides internships in professional roles to
sophomores, juniors, and seniors who are seeking
their first bachelor’s degree and are in good standing
with the University. This program is a great way to
learn more about potential career paths while adding
value to various departments across campus.
Off-Campus Internships - Off-campus internships
provide students an opportunity to gain experience
in various fields and industries of interest. There are
many opportunities posted in Hire-A-Niner. Internships
may be paid or unpaid and some allow for academic
credit. Internships tend to be 10-12 weeks in length.
Receive academic credit from your academic
department or through the University Career Center.

There are two options for CPT at UNC Charlotte: CPT
via the Academic Department and CPT via the University
Career Center. You must choose only one option. The
University Career Center can only assist with CPT via
the University Career Center. Contact the International
Student and Scholar Office with any questions about CPT
via the Academic Department.

job shadowing
Job shadowing is a short-term experiential learning
opportunity that ranges from one hour to a few days in
length. It provides opportunities for students to learn
about careers and gain insight into specific industries.
Students can gain first-hand on-the-job experience to
assist in the career decision-making process.
• Increase your confidence
• Learn about career fields of interest
• Determine if a career is the right fit for you

Co-op Program - Paid career-related educational
work opportunities that help undergraduate students
gain experience in a professional setting before
graduating. Co-ops usually last multiple semesters
and are often full-time.
Curricular Practical Training (CPT) - Immigration
regulations define CPT as training programs that
are an integral part of an established curriculum for
international students; defined as alternate work/
study, internship, cooperative education or any other
type of required internship/practicum, which are
offered by sponsoring employers through cooperative
agreements with the school. The ‘training’ may be
required for a particular course but the course does
not need to be a requirement of a program of study.
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• Network and make professional contacts
• Learn about professional etiquette
Remember, job shadowing is an opportunity to enhance
your personal brand. Make sure to always exhibit
professional behavior and pay attention to industry
standards. Job shadowing is not an internship, but is
an opportunity to learn and develop your professional
network.

internship/co-op Search Strategies
1) Network! Network! Network! Network!
2) Log into Hire-A-Niner to search for internships, UPIP,
and part-time opportunities. hireaniner.uncc.edu
3) In Hire-A-Niner, review the “Events” section and
look for Career Fairs, Career Treks, Career Meet
Ups, Panels, and Recruiting Tables.
career.uncc.edu/event
4) Create a profile and use LinkedIn to network
directly with professionals in your chosen field.

Get Involved

get involved

5) Utilize Internships.com, Indeed.com and
SimplyHired.com to research viable internship
companies. Also, attend employer panels and
recruiting tables.

Develop vital skills, knowledge and experience valued by employers through on and off campus
activities and experiential education.

Student Organizations (niner engage)
UNC Charlotte has more than 400 student organizations to choose from, offering something for everyone. There
are many benefits to joining a student organization: making new friends, developing new skills and abilities,
working as part of a team, learning to set and achieve goals and sharing your time and talents, as well as having
fun. (ninerengage.uncc.edu)

Research with Faculty (office of undergraduate research)
UNC Charlotte has research opportunities for students interested in an in-depth look at particular topics in their
field. Many of these opportunities could lead to more formal internships or career paths in various settings. Great
resume builders for those seeking to continue their education. (our.uncc.edu)

Volunteer in the Community (UnCC OutReach / SHare Charlotte / Idealist)
Realize your potential to impact the environment and community through the power of social action, responsible
citizenship and volunteerism. (sharecharlotte.org / idealist.org)
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Guide to Resume Writing
A resume is a tailored marketing document designed to showcase your relevant education, experience
and skills. For approval on Hire-A-Niner, your resume must consist of the following elements:

Heading &
Contact Info

• Contact Info: Email, Phone
• City and state, full address
optional

• Professional email address
• LinkedIn URL

education
• UNC Charlotte education is
included (i.e. University of North
Carolina at Charlotte)

• Title of your degree is spelled out
(i.e. Bachelor of Science); if unsure
of your exact degree, visit Degree
Works: degreeworks.uncc.edu

• Major is included if declared
• Expected graduation date is listed

experience
• Job title, company/organization
name, city, state and date range are
present for each responsibility/activity

• Bullet Formula: Action verb + what
you did + how/why you did it

• Consider the details of your
responsibilities, accomplishments

resume writing

and/or transferable skills incorporated
for each experience provided

• Experiences are listed in reverse
chronological order in each section
(newest first)

formatting
• Resume is one page (if you have significant professional or leadership experience, or you are a graduate student, two pages can
be appropriate)
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•
•
•
•
•
•

Document is free of spelling errors and grammatical issues
There is no use of pronouns (i.e. I, me, we, my, them, etc.)
Easy-to-read, professional looking font is used (Times New Roman, Calibri, Arial, etc.)
Font size is in the 10-12 pt. range (headers can be 14-16pt font); Margin size is .5 - 1 inch
Consistency is present throughout the resume; headers and font styles are the same across the document
Bullet points are not comprised of full sentences or paragraphs - begin each bullet with an action verb

power / Action Verbs
COMMUNICATION

Spoke
Suggested
Summarized
Synthesized
Translated
Wrote
CREATIVE

Acted
Combined
Composed
Conceptualized
Condensed
Created
Customized
Displayed
Drew
Entertained
Fashioned
Illustrated
Initiated
Integrated
Introduced
Invented
Modeled
Modified
Performed
Photographed
Revised
Revitalized
Shaped
FINANCIAL

Adjusted
Allocated
Appraised
Assessed
Audited
Balanced
Budgeted
Corrected
Counted
Estimated
Prepared
Reduced
Regulated
Retrieved

HELPING

Advocated
Aided
Answered
Assisted
Contributed
Cooperated
Counseled
Demonstrated
Educated
Ensured
Expedited
Familiarized
Furthered
Helped
Insured
Intervened
Prevented
Provided
Rehabilitated
Represented
Simplified
Supplied
Supported
Volunteered
LEADERSHIP

Administered
Analyzed
Appointed
Approved
Assigned
Attained
Authorized
Chaired
Considered
Consolidated
Contracted
Controlled
Converted
Coordinated
Decided
Delegated
Developed
Directed
Eliminated
Emphasized

Enforced
Enhanced
Established
Executed
Generated
Handled
Headed
Hired
Hosted
Improved
Implemented
Led
Managed
Merged
Motivated
Organized
Originated
Oversaw
Planned
Prioritized
Produced
Recommended
Replaced
Restored
Scheduled
Secured
Selected
Streamlined
Strengthened
Supervised
Transformed
ORGANIZATION

Catalogued
Categorized
Classified
Coded
Compiled
Distributed
Inspected
Logged
Maintained
Monitored
Obtained
Ordered
Processed
Purchased

Recorded
Registered
Reserved
Responded
Routed
Screened
Served
Submitted
Supplied
Updated
Validated
Verified
RESEARCH

Analyzed
Clarified
Collected
Compared
Conducted
Detected
Determined
Diagnosed
Evaluated
Examined
Experimented
Explored
Extracted
Gathered
Identified
Inspected
Interpreted
Invented
Investigated
Located
Measured
Researched
Reviewed
Searched
Solved
Studied
Summarized
Surveyed
Systematized

Encouraged
Explained
Facilitated
Focused
Guided
Individualized
Informed
Instilled
Instructed
Motivated
Persuaded
Simulated
Taught
Tested
Trained
Transmitted
Tutored
TECHNICAL

Adapted
Adjusted
Applied
Assembled
Built
Calculated
Computed
Conserved
Constructed
Designed
Determined
Engineered
Estimated
Maintained
Operated
Printed
Programmed
Remodeled
Solved
Specialized
Upgraded
Utilized

TEACHING

Advised
Coached
Critiqued
Enabled

power action verbs

Addressed
Advertised
Arranged
Articulated
Authored
Collaborated
Communicated
Composed
Condensed
Conferred
Consulted
Contacted
Conveyed
Convinced
Corresponded
Debated
Defined
Described
Discussed
Drafted
Edited
Elicited
Enlisted
Explained
Expressed
Formulated
Furnished
Incorporated
Influenced
Interpreted
Interviewed
Lectured
Listened
Marketed
Moderated
Negotiated
Observed
Outlined
Participated
Presented
Proposed
Publicized
Recruited
Referred
Reported
Resolved

*Remember to put verbs in present tense for current actions and put verbs in past tense for previous actions.
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Market Yourself
Never underestimate the value of what you may think of as “just a simple part-time job.” This work has a
legitimate place on your resume. Consider some of these examples of language you can adapt for bullet
points on your resume.

Administrative Positions

Customer Service (Retail, Sales, etc.)

• Managed administrative tasks such as data entry and
appointment scheduling

• Increased sales by analyzing customer preferences
and recommending merchandise, regularly meeting
goals of $10,000 per month

• Greeted clients, managed phone system, and ordered
office supplies to promote efficiency in office

market yourself

• Compiled and processed detailed patient information
for a busy healthcare practice
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• Managed cash transactions, processed sales returns,
and restocked inventory
• Trained 10 new employees, tracked inventory, and
responded to customer inquiries

Camp Counseling & Childcare

Food Industry (Wait Staff, Host, etc.)

• Planned and led educational, social, and athletic
activities for children

• Managed dinner operations that served more than
600 customers a night

• Coached child with special needs to develop math,
English, and social skills

• Attended to bar patrons while simultaneously
communicating with servers to fill drink orders

• Collaborated in supervising children’s activities, from
educational to recreational

• Collaborated with team of servers for catered events
involving up to 500 guests

Campus Employment & Involvement

Small Business & EntrepreneuR

• Monitored library and responded to student inquiries
about online and print resources

• Launched t-shirt company and built sales using social
media and special events

• Managed dormitory residence of 30 freshmen;

• Expanded business by generating referrals from

counseled students and resolved conflicts

existing clients, increasing revenue by 30%

• Collaborated with sorority leaders to hold study
sessions for students on a weekly basis

• Advised management on use of social media to target
new markets

ARTs, MEDIA, & DESIGN RESUME EXAMPLE

resume examples
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resume examples

social impact, education, & nonprofit RESUME EXAMPLE

22

HEALTHCARE, SCIENCE, & RESEARCH RESUME EXAMPLE

resume examples
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resume examples

BUSINESS, FINANCIAL SERVICES, & LOGISTICS RESUME EXAMPLE

24

TECHNOLOGY, DATA, & ANALYTICS RESUME EXAMPLE

resume examples
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ENGINEERING, MANUFACTURING, & ENERGY RESUME EXAMPLE

26

RESUME Sections

resume sections

27

RESUME Sections

resume sections

28
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Curriculum ViTae
A Curriculum Vitae (CV) is similar to a resume - both are utilized as marketing tools to showcase your skills, experiences,
knowledge, etc. A CV is more focused on presenting your full academic history and scholarly potential. It can be multiple
pages, and the target audience is fellow academics in your field of study.

Page 1 Example

curriculum vitae
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When to use a CV (Instead of Resume)

Common sections on a CV

Use a CV when applying to academic, scientific, or research positions.

•
•
•
•

Also, some graduate and professional programs will request a CV
instead of a resume. Use a CV for grant, fellowship and scholarship
applications. Finally, a CV can be used for Departmental or Tenure

Education, including dissertation/thesis and faculty chair
Awards/Grants/Honors
Publications and Research Experience
Teaching and other Professional Work Experience

curriculum vitae

Page 2 Example
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Guide to Cover Letter Writing
A cover letter is a tailored marketing document designed to accompany your resume when applying for a position.
It tells the employer why you want the position and what makes you the best candidate.

LENGTH
Not longer than one page,

Heading Just Like Your Resume

unless you can fill two pages

Address | Email | Phone
__________________________________________________________________________________________

with relevant information.

Today’s Date

FORMAT
margins as your resume.

Hiring Manager’s Name
Title
Company
Address
City, State

Research

Dear First and Last Name,

Use standard business letter
format with the same font and

It is worth some research time to
find the specific contact’s name.
If you can’t find a name,
use: Hiring Manager, Human
Resources Representative,
Search Committee. Refer to job
description and tailor cover letter
accordingly.

writing style
Employers will view this as
indicative of your communication
skills. Be clear, concise, and
show your best writing style.
Use good grammar, perfect
spelling, and vary your sentence

Middle Paragraphs: Utilize 1-3 short paragraphs, which demonstrate your knowledge of the employer
and/or industry, and show how the position is a fit for your values, skills, and experience. Give specific
reasons you want to work for them.
Make strong connections between your abilities and their needs. This should be very specific to the
position for which you are applying. Emphasize qualifications that best match what the position
requires, giving specific examples. Elaborate on or interpret your resume; do not repeat it. Support
each statement you make with a piece of evidence. Focus on what you can do for the employer, not
what they can do for you.
Closing Paragraph: Restate your interest in and qualifications for the position. Mention your attached
resume. Express interest in an interview. State how and when you will follow up (and be sure to do
what you say). Encourage them to contact you if they have any questions in the meantime. Thank
them for their consideration.

signature

Sincerely,

Sign in blue or black ink for

Handwritten Name (for a mailed letter)

mailed letters. Type your name
for cover letters being shared

Typed Name

electronically.

Don’t:
•
•
•
•
•

Focus only on what YOU will get out of it. Emphasize what you will bring THEM.
Draw attention to any weaknesses.
Rehash your resume; instead, elaborate.
Have any errors. Proofread thoroughly.
Use general statements (“Good communication skills,” “Great leader,” “Best candidate for the job”) without
backing it up with specific examples.

cover letter writing

structure.

First Paragraph: The first paragraph of your letter should state the position for which you are applying
and how you learned of it. Include the name of a mutual contact if you have one. Express your
enthusiasm for the position and/or the organization. End with a brief summary of 2-3 reasons they
should hire you.
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The Volunteer and Outreach Coordinator is responsible for the development and
maintenance of volunteer support and volunteer services which expand the
resources of the agency to meet the needs of the agency, staff, clients and their
families.

The Volunteer and Outreach Coordinator reports directly to the Program
Administrator.

Full time, non-exempt

-Assess agency need for volunteers and volunteer services which includes donations,
contributions, individual and group volunteers.
-Request, receive, sort and acknowledge donations made to the agency; maintain
efficient organization of all donation rooms.
-Recruit, screen, interview and place applicants for volunteer work, matching skills,
interest and availability with agency needs.
-Manage all human resources functions of the volunteer program including the
online volunteer application, volunteer personnel files, performance evaluations, and
supervision.
-Develop and maintain updated policies and procedures for the volunteer program;
conduct periodic formal and informal assessments of the volunteer program.
-Maintain records and create and provide statistical reports of volunteer hours,
activities and donations.
-Work with a volunteer assistant to recruit and train Volunteer Ambassadors.
-Hold monthly meetings with clients to gather input for volunteer activities.
-Act as liaison between volunteers and staff and FCS Auxiliary.

General Description of Duties

Line of Authority

Job Classification

Specific Duties and Responsibilities

Florence Crittenton Services is an Equal Opportunity Employer.

Email a cover letter and resume to Alex Lee at alee@fcsnc.org. Include a comment as
to why Florence Crittenton Services is of interest to you.

Founded in 1903, Florence Crittenton Services is a non-profit organization. Our
mission is supported by our vision to be the national leader in changing the future for
girls. We do this by: Achieving excellence in all we do, growing to serve all girls in
need and being the foremost expert in gender-specific services for girls.

About Florence Crittenton Services

How To Apply

Four year college degree, all majors

Education

-Strong communication, public speaking, and management skills.
-Knowledge of human behavior issues as related to recruitment, motivation and
retention of volunteers.
-Ability to make requests for financial contributions.
-Strong donor relationship skills.
-Excellent technology and computer skills (Excel, PowerPoint, Word, Publisher,
Outlook and social media).
-Strong work ethic and analytical skills.
-Experience with nonprofit fundraising and/or special events as a staff or volunteer a
plus.
-Must be able to work a flexible schedule to include evenings and weekends.
-Commitment to Florence Crittenton Services’ mission, goals and values.

FCS Development Department

Department

Skills

Florence Crittenton Services

Anita Career

Anita Career

Sincerely,

I welcome the opportunity to elaborate on how I could make a substantial contribution to Florence
Crittenton Services and have attached a copy of my resume for your review. Please feel free to contact
me by phone at 704-555-5555 or by email at anita.career@uncc.edu. Thank you for your time and
consideration.

My strong work ethic is evident in my job at Joseph’s Coffee where I voluntarily created an employee
training manual that is now utilized by management with all new hires. Additionally, I kept extensive
records of transactions utilizing Microsoft Office, implemented customer surveys, and updated the
company website. My well-developed analytical skills and ability to work independently would make me
a good candidate to maintain all human resources aspects of the volunteer program.

My time recruiting and supervising volunteers as a Resident Advisor (RA) is directly applicable to the
Volunteer Coordinator Position. As an RA, I coordinated over a dozen volunteers in my hall to host a 5K
walk that raised $14,000 to support breast cancer awareness. This event required close communication
with volunteers, vendors, and the host site.

Florence Crittenton Services’ mission to provide health, education, and social services to at-risk
adolescents is a great fit with my passion to pursue a career in the human services field. My experience
volunteering with organizations such as Alexander Youth Network and Children’s Hope Alliance has
allowed me to get my feet wet in this field. This experience has helped me gain more awareness of
social services and ways to help reach at-risk individuals. I am eager to work for Florence Crittenton
Services, and I feel my skills would be a valuable contribution.

I am writing to apply for the Volunteer and Outreach Coordinator position as posted on UNC Charlotte’s
University Career Center’s Hire-A-Niner website. My communication, volunteer management, and
analytical skills make me well suited for this position.

Dear Alex Lee,

Alex Lee
Hiring Manager
Florence Crittenton Services
1300 Blythe Blvd
Charlotte, NC 28203

August 25, 2018

1045 Sophie Dr. Charlotte, NC 28214 | anita.career@uncc.edu | 704-555-5555

Anita Career

You can utilize their terminology in your letter.

Match your skills with their stated needs.

Organization Name

Decide which of your qualifications are most relevant and emphasize those.

Highlight all the relevant qualifications the organization is seeking.

Volunteer and Outreach Coordinator

Corresponding Cover Letter

Job Title
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Sample Job Posting

cover letter sample

COVER LETTER SAMPLE

reference list
For your reference list, make sure to put this information on a separate document, using the same header as your
resume/CV and cover letter. Usually, an employer will ask for 2-3 references when applying for an internship or
job. For your references, choose individuals who can speak to your professionalism and work ethic. Make sure that
you ask in advance of putting a professional’s name on your reference list and also that you let them know of the
organizations who may call them for a reference check.

REFERENCE FORMAT

REFERENCE EXAMPLE

Reference Name

Tom McGrady

Reference Position

Marketing Director

Company Name

Fastenal

Street Name

1000 Enterprise Way

City, State, Zip

Charlotte, NC 28227

Phone Number

(704) 123-4567

Email Address

tmcgrady@fastenal.com

Your Relationship to Reference

Internship Supervisor

reference list
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Job Search Process
Prepare
job search process

• Clarify your career goals and skills you have to offer to make yourself appealing to employers.
• Have application materials ready:
1. Resume/CV that has been critiqued
2. Cover letter that can be tailored to positions
3. Necessary information for applications: past work history, supervisor names
& phone numbers, references
• Make sure your social media and voicemail greeting are professional
• Create or update your LinkedIn profile
• Start an Excel spreadsheet to track all jobs you’ve applied to, professionals with whom you have connected, and
conversations you have had (see below).

Search for jobs...
• In-person: career fairs, networking events, employer information sessions, friends/family/faculty referrals,
professional association conferences
• Online: Job search websites, employer websites and state/federal job banks
1. Hire-A-Niner
4. Usajobs.gov: federal government jobs
2. LinkedIn.com
5. Idealist.org: non-profit jobs
3. Indeed.com: large, nationwide job board
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professional Attire
Tips for Professional Dress

What is Business Professional?

What is Business Casual?

Business Professional traditionally includes a
jacket and pants/skirt/dress

Business Casual does not include the full suit but
may include a relaxed style of jacket/shirt/blouse/
sweater and pants/skirt/dress

professional attire

• The basic rule is to dress one step above what you’d be wearing on the job
• Think about your career field; research how professionals dress in various organizational environments
(i.e., Some company cultures may be more traditional while others may be more relaxed)
• If you are not sure what is appropriate dress for your field, it is ok to call Human Resources to ask
• Do you have questions around gender identity, authenticity and expression in your professional dress?
Contact career@uncc.edu

tips for both professional and business casual
•
•
•
•
•

Make sure colors of clothing items are complementary
Try clothes on early and make sure they are the right fit
Wear closed toed shoes
Avoid distracting accessories, jeans, shorts, and tennis shoes
Practice good hygiene

professional clothing closet
The University Career Center operates a
professional clothing closet where students have
the opportunity to select professional attire needed
for an interview, career fair, networking event or
everyday work. Check the Career Center website
and Hire-A-Niner for upcoming events.

35

career fair prep

Career Fair Prep

explore upcoming career fairs at career.uncc.edu/events
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Researching Employers
In the beginning of every job search, one of the first steps is researching employers.

There are several ways to research employers
and industries including LinkedIn, social media,
professional organizations, Hire-A-Niner, and the
company’s “About Us” page. When completing
employer research, students should examine the
following items:

1. Macro Trends within the industry

10. Competitors
• Industry participants

researching employers

By researching specific industries and employers, students can
1. Identify employers you have not thought of before
2. Prepare a customized resume and cover letter
3. Prepare for the interview by understanding the employer and identifying questions you can
ask at the interview
4. Use Glassdoor.com to review organizations

• Strengths and weaknesses of competitors

11. Growth Pattern
12. Divisions Within the Company

• Economic environment
• Globalization
• Technology

It is also important to research the position for fit and
skills needed. Students should research the following
items:

2. Company Fundamentals

13. Industry-Specific Analysis

• How does the company make money?

• What kind of skills are needed?

3. History and Values
4. Mission Statement
5. Services or Products

• What areas of knowledge are essential?

14. Day-to-Day Activities
• What does the work day look like?
• What will be required of you on a daily basis?
• How are performance and success measured?

• What do they offer?
• How are they sourced or offered?

6. Reputation within the Industry
7. Company Culture
8. Company Strategies and Goals
9. Recent News about the Employer
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Interview questions
interview questions

General interview questions
Here are some standard, traditional questions
asked in interviews across every industry.
• Tell me about yourself.
• Describe your current or most recent job role.
• Why do you want to work here?
• What are your strengths and weaknesses?

• Initiative
o Describe a situation in which you recognized a
potential problem as an opportunity. What did
you do?
• Communication
o Tell me about a recent successful experience
in making a speech or presentation.
• Leadership
o Tell me about a time when you demonstrated
leadership skills.

• Where do you see yourself in 5 years?
• Do you have any questions for me?

Remember the STAR method when
answering behavior-based questions.

Behavior-Based Interview Questions
Behavior-based questions are designed to elicit
examples and contexts from candidates that
showcase desired skills and behaviors. Employers
commonly ask for examples of transferrable skills
and abilities.
• Adaptability
o Tell me about a situation in which you have
had to adjust to changes over which you had
no control. How did you handle it?

INTERVIEWING TIPS

• Analytical Skills/Problem Solving
o Describe a situation in which you found a
creative way to overcome an obstacle.

• Get specific about what you did.

• Decision Making
o Give me an example of a time when
you had to be quick in coming to a decision.
• Team Work
o Tell me about a time when you worked with a
classmate or colleague who was not doing their
share of the work. How did you handle it?
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• Prepare strong, customized examples in each
transferrable skill area.

• Examples can be pulled from experiences in a job,
volunteer position, club/organization position, or from
a classroom experience.
• Research the company and industry. Be prepared
to answer specific questions about technical skills,
industry trends, and current issues.
• Practice!

Interview Tips
During the interview

• Research the organization and the position.

• Put yourself in a friendly, self-marketing state of mind.

• Prepare situational examples using the STAR
method (see page 34 for practice questions).

• Say only positive things about previous jobs and
coworkers. For responses on negative issues, emphasize
how you turned it into a positive/what you learned.

• Construct relevant and thoughtful questions for
the employer that can’t be answered with basic
information on the employer’s website.
o How would you describe the company’s
workplace culture?
o Can you describe an ideal employee?
• Dress professionally – it can be best to choose
conservative/business attire. See page 31
for more information.
• Arrive at the interview 15-20 minutes early.
• Practice, practice, practice!

• Convince the interviewer you can add value to the
organization by selling your skills and experiences.

interview tips

prepare for the interview

• Give concise answers using real-life examples.
• Your final question should address the decisionmaking timeline and interview process for the
position. Get business cards for everyone you speak
with during the interview.
• Send a thank you email, whether you think you want the
position or not, within 24 hours of the interview. Students
should ensure they have the business card or contact
information for all interviewers.

thank you email example
Dear Martin Pearson,
Thank you for the opportunity to discuss your opening for an auditor. I enjoyed meeting both you and Barbara Toll
and learning more about Gold Star and its current activities and upcoming projects.
I was particularly impressed with Gold Star’s strong commitment to innovation, employee satisfaction and
productivity. Your new volunteer program is a creative example of your company’s belief that corporations
should be vitally connected to their communities - a sentiment I wholeheartedly support. I would welcome the
opportunity to be part of this culture and work at your firm.
I believe my academic training at UNC Charlotte and my experience working in the accounting department at
LYP Company last summer qualify me for this position. In addition, my extensive knowledge of computer systems
would be especially valuable as an auditor with your firm.
I look forward to hearing from you soon. If I can provide more information or answer any additional questions,
please call 704-687-0795 or email anita.career@uncc.edu.
Sincerely,
Anita Career
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interview practice
What should you do to prepare?
1. Research the company/organization and come

interview practice

up with questions to ask the employer about the
industry, their work or other career-related topics.
2. Visit their careers page and search current
internships or jobs for which they are hiring.
The mock interview is a great way to ask
about current opportunities if you are interested.
1. Practice your interview skills for internships, jobs,
graduate school, law school, medical school and
more.

3. Pick out your proper dress attire. Business

2. Share your interviews with parents, mentors,
professors and career coaches.

4. Practice with Big Interview!

casual is acceptable, but professional is desired.

3. Receive feedback on your interview.
4. Learn about the interview process and salary
negotiation through a full curriculum and videos.
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biginterview.uncc.edu

Salary Negotiation
Salary negotiation can seem complicated, but with some practice, it can be better facilitated if
appropriate for your industry. Salary negotiation should not be done until an employer has made an
offer. Here are some things to consider when negotiating.

salary negotiation

Before the Process
• Research the industry; each industry has different
standards for negotiation. For example, government
salaries are often set and are not negotiable.
• Explore the salary averages for your job target(s).
• Look for job postings with salaries and find competitors’
salaries
• Conduct informational interviews and visit company
websites.
• Understand your worth in terms of what you have to
offer in comparison to the other candidates.
• Know what you need to thrive within a location.
• Evaluate the cost of living within the area, the minimum
salary needed for personal expenses or to pay all of your
bills, the job location, etc.

DURING the Process
• When you first receive a compensation package, make
sure to review it all, not just the salary.
• It is also important to understand if sections of the
package are negotiable.
• Things that may be negotiable may include, but are
not limited to; start date, vacation leave, stock options,
relocation expenses, tuition reimbursement, professional
development, retirement plans, signing bonuses, parking
costs, and technology costs.

ENDING the Process
• The recruiter or manager will often give some verbal
clues that the offer is final or nearly so: “This is the best
that we can do,” or “This is our final offer.” This is the time
to finalize the agreement when you feel the offer is fair and
is within the range that you can accept.
• Finally, accept or decline the offer both verbally
and in writing.
• You can practice salary negotiation on
biginterview.uncc.edu.

Use salary.com to navigate salary ranges
for a variety of positions.
Search by industry, location, job type,
company size, years of experience, etc.
Look at the range for each position and
decide where you might be positioned on
that range based on your experience and
education.

salary.com
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budget sheet

Budget Sheet
Entertainment

Salary

Cable TV

Finances

Job 1

Internet TV (hulu plus)

Checking Fees

Job 2

Internet

Credit Card Payments

TOTAL AMOUNT

Concerts / Clubs

School Loans

Plays / Movies

Expenses

Personal Loans

Books / Magazines

Investments (40lK)

HOME

Hobbies

Personal Savings

Security Deposit

Tobacco

Emergency Savings

Rent

Alcoholic Beverages

Tax Preparation

Pet deposit / fee

TOTAL AMOUNT

TOTAL AMOUNT

Furniture / home decor
Renter’s Insurance

Clothing / Grooming

Storage

Work Attire

Parking fees

Personal Attire

Cell phones
Electricity
Gas
Water
Garbage

Spa Treatments
Haircuts / Salon
TOTAL AMOUNT
Pets

Food

Veterinarian

Groceries

TOTAL AMOUNT

Food and Supplies

Breakfast out
Lunch out

Donations

Dinner out

Charities

Snacks

Non-Profits

Coffee

TOTAL AMOUNT

TOTAL AMOUNT
Vacation / Holidays

Car Insurance
Gas
Car Maintenance
Car Inspection
Vehicle Registration
Tolls / Parking Fees
Car Property Tax
Public Transportation
Tickets
TOTAL AMOUNT
HEALTH CARE
Medical Services
Prescriptions
Medical Supplies
Personal Care Products
TOTAL AMOUNT

Saving Tips

Dry Cleaning / Laundry

TOTAL AMOUNT

Car Payment

Total Finances ExpeNSES

Shoes

Sewer
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Finances

Income

• Start saving for your
retirement as early as
possible.
• Aim for short-term
savings goals.
• Track all spending so
you will know where your
income is going on a
regular basis.

Travel
Lodging

• Save your loose change.

Eating Out
Gifts
Car Rental
Miscellaneous
TOTAL AMOUNT

• Build an emergency fund.

Grad School
Why GRaduate School?
Intellectual curiosity? Advancement?
Entry into field of interest?

Important Questions
• Is a graduate degree required for your field
of interest?
• What is the financial commitment?
• Are scholarships, grants or financial aid
available?
• Are you ready? Do you feel burned out or
need to take time off? Are you certain of the
degree you want to pursue?

IMPORTANT CONSIDERATIONS
• Geographic Location of the Program
• Alumni Community – How involved are
they and what are their career outcomes?
• Cost of the School and of Living
• Duration of the Program
• Faculty – Areas of expertise and research
• Research Opportunities – Are they
available for funding and to build your
resume?
• Diversity & Inclusivity of Program/
School
• Opportunities to Gain Practical
Experience

GRad School Considerations

Professional Organizations – Review
career development/student sections and
program accreditation sections.

List a few of the graduate schools and
programs you are considering.

US News & World Reports, Gradschools.
com, Peterson’s – Identify programs of
interest by area of study and location of
program.

__________________________________

Program Websites – Understand
curriculum requirements, course prerequisite
requirements and faculty research
preferences.
Network with current students and faculty
members by visiting schools and attending
in-person or virtual information sessions

_________________________________

__________________________________

grad school

RESEARCH

__________________________________
__________________________________
__________________________________
_________________________________
__________________________________
__________________________________
__________________________________
__________________________________
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Applying for Grad School
1) Research degrees and programs- www.gradschools.com, www.petersons.com
• Master’s Degree (MA, MS, M.Ed): 1-3 years
• Professional Degree (JD/Law school): 3-4 years
• MD/DO (Med school): About 8 years, including residency
• Doctoral Degree (PhD, PsyD): 4-8 years

applying for grad school

2) Take required standardized tests. Find out what test(s) your program requires. Use study books or online prep
courses to practice and study. Know which schools you want to send your scores to. Graduate entry exams should
be taken 3-6 months prior to the application deadline of the graduate program.
• Medical College Admission Test (MCAT) - www.aamc.org
• Law School Admission Test (LSAT) - www.lsac.org
• Graduate Management Admission Test (GMAT) - www.mba.com/us
• Graduate Record Examination (GRE) – www.ets.org/gre
• Dental Admission Test (DAT) - www.ada.org/en
• Miller Analogies Test (MAT) - http://bit.ly/2FVYLM8
3) Things to consider. Consider location, cost, size of university/program, funding availability, type of clinical
experiences, number of faculty, faculty areas of research, accreditation status, average GPA and test scores of last
admitted class. Review each program’s required coursework and course sequencing to gauge your interest and
skills in those areas.
4) Refine your resume or CV
• Use drop-in hours or make an appointment with your Career Coach to have your document critiqued
before submission.
5) Write your personal statement (see example on page 42)
• A personal statement will summarize your goals and intent for applying to graduate school and
allow you to articulate your professional vision and showcase your writing skills.
• Have it critiqued by a Career Coach, faculty and professionals at the Writing Resources Center.
6) Request your letters of recommendation
• Ask professors or supervisors at least one month in advance to write your letter. Provide these
individuals with a copy of your resume and personal statement.
7) Complete application forms
• Request transcripts from the Registrar’s Office.
8) Research financial aid and assistantships
• Know financial aid deadlines.
• Graduate assistantships provide stipends for on-campus work in teaching, administrative,
research, or residential positions.
• Fellowships are grants afforded at the local and national level for graduate, postdoctoral,
and dissertation work.
9) Prepare for interviews if required by your program
• Meet with your Career Coach or practice interviewing online at biginterview.uncc.edu.
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PERSONAL STATEMENT Example
Masters of Arts in English
As I move towards my Masters of Arts in English degree, my goal is to expand my working knowledge of English
literature and to further explore and illuminate the intersections between the fields of Psychology and English. I am
particularly interested in continuing an interdisciplinary exploration of issues of inferiority, the formation of identity,
trauma, and psychopathology in the works of women authors from the late 18th century and entire 19th century.
I have a strong interest in the Victorian novel, particularly in terms of analyzing intersections between gender,
trauma, and mental illness. I am also very concerned with the methodology that accompanies the appropriate
application of psychological principles to texts; I am dedicated to honoring and working closely with the text and
ensuring that my lens remains historically accurate.

After my Junior year of college, I decided to seek entry to a program to continue my studies in literature. At UNCC,
I have had classes from a wide span of literary periods, ranging from medieval to contemporary, and literary
modalities, including poetry, the novel, short stories, and drama. An interest in and study of trauma theory has
driven much of my work under the tutelage of Dr. Anita Career. With the interdisciplinary lens of trauma, I have
been able to work within an established framework to examine psychological principles at play within texts as well
as to begin forming my own methodology for applying other psychological principles to literary works. In my work
on my capstone project, I explore how Charlotte Brontё’s use of Gothic conventions seeks to obscure trauma
and psychopathology within the text of Villette: I affirmed the value of context, particularly the value of extensive
research to ensure appropriate application of a psychological perspective.

personal statement

The acknowledgement that literature was the track for me began at the University of North Carolina at Charlotte
where I double majored in Psychology and English. My decision to do a double major arose when I had room in my
academic schedule for a literature survey course, and pursuit of that course quickly led to the addition of as many
English courses as my schedule would allow. I devoted myself to the study of literature to the point that I decided
to focus my honor’s thesis on the novels of Jane Austen, which I integrated with psychological theory, particularly
the work of Robert Sternberg’s theory of love as a story, in order to explore the interpersonal relationships that
supported the heroine’s formation of identity. In addition, I carried large academic loads that, with the combination
of a liberal arts curriculum, prepared me for graduate studies by providing me with a broad knowledge base, critical
thinking skills, writing skills, and speaking skills.

I am aware of the exceptional scholarship and reputation that your school holds after having discussed this
program with several alumni and faculty within the department. These conversations have further deepened my
interest in attending your university, knowing that I will be mentored by the best within my areas of interest. Upon
graduation, it is my desire to move into a teaching role, which will be dedicated to teaching students how to write in
both creative and critical ways. I believe that I am able to contribute to your program through research, publishing,
and teaching and look forward to enhancing students’ enjoyment of literature as a whole in my future role as a
professor.
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Advising NOtes

We do what’s right
for investors.
You can make
investment intuitive.

Visit www.vanguardjobs.com to learn more.
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your career starts here!

call us

website

social

704-687-0795

career.uncc.edu

@ninercareers

Office

drop-in

location

Monday - Friday
8:00 am - 5:00pm

Monday - Friday
10:00 am - 3:00pm

Next to
Atkins Library
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