
  

Fall Career Events  
 

Resume Review Day: Thursday, October 8, 1:00 - 4:00, Hood House 
Practice Interview Day: Thursday, October 22, 1:00 - 4:00, Hood House  
 

Career/Internship Fair:  Monday, October 19, Noon - 4:00, MUB GSR 
Graduate School Fair: Thursday, October 29, 11:30 - 2:30, MUB GSR 
 
Resume Review Walk -In Hours: Monday - Thursday, Noon ð 2:00, Hood House 

 
Go to http://www.unh.edu/uacc/careeradvising.html for more information on:  

 

Å Wildcat Careers for Internships and Jobs 

Å Career Events & Resources 

Å Resume Review & Practice Interview Days 

Å Career Assessments 

Å UNH Alumni Mentor Network, Diversity Networking Program, Pathways Mentors 

Å How to Prepare for an Internship & Career Fair 

Å Diversity Resources for Students of Color, GLBT, Students with Disabilities, 

Veterans 

Å 4 Year UNH Timeline for Career Exploration 

Å And handouts on many more career topics 

UACC Career Guide 

www.unh.edu/uacc ž (603)862-2064 ž 102 Hood House ž Durham, NH  

Whatõs Inside       Page 

Å Wildcat Careers Student Guide  4 

Å Resume Writing  5-6 
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Å Transferable Skills Check List 8 
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Å Cover Letters  11 

Å Sample Cover Letter 12 

Å Thank You Notes 13 

Å Sample Thank You Notes 14 

Å Networking  15-17 

Å Interviewing  18-21 

Å Internship 22 

Å Rules for the Road: Becoming a Professional 23 
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COUNT 
  
  
  

 

CERTIFIED PUBLIC ACCOUNTANTS 

MANAGMENT CONSULTANTS 

BERRY, DUNN, MCNEIL & PARKER 
Portland, ME | Bangor, ME | Manchester, NH 

www.bdmp.com 
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Youôre smart, youôre prepared, and above all, youôre responsible. 
And you want to work for a company whoôs responsible, too. 

Thatôs where Liberty Mutual comes in. For us, responsibility 

means letting you actively apply what youôve learned to a 

position where your contribution really counts. It means provid-
ing you with the training, on-the-job experience, and support so 

that you can succeed. It means professional growth and promo-

tions based on your contribution. And, it means fostering a 
culture of integrity and upholding our distinct mission to help our 

customers live safer, more secure lives. 

You deserve to be recognized ï so introduce yourself to us on 
campus this semester and please visit us online at 
www.LibertyMutualGroup.com/LookInside. 

Inclusion is the answer. Liberty Mutual is an equal opportunity 
employer. 

 

Internships and full time positions available in: 

Accounting / Finance 

Actuarial 

Audit 

Claims 

Human Resources 

Information Systems 

Product Management 

Sales 

Underwriting 
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Wildcat Careers Student Guide  

Logon to Wildcat Careers to Explore and Apply to:  

Å Internships 

Å Full-Time Positions & On-Campus Interviews 

Å The Career Mentor Network & Job Search Resources 

Å Store your Resumes & Cover Letters 
 

To set up an account go to: www.unh.edu/uacc  

Å Click òWildcat Careersó from the top menu 

Å Click òNew Student Registrationó 

Å Fill out and submit your new profile 

Å You will receive an email once your account has been approved 
 

Once you have been approved:   

Å You can logon to your personal portal page where you can upload resumes and cover letters.  

Å Click òInternship Searchó or òJob Searchó to search and apply to internships or full-time positions.   

Å òInterview Searchó will allow you to search and apply to upcoming on-campus interviews.  Wildcat Careers will monitor 

the status of the on-campus interviews you may have applied to. 

Å Click òMentor Networkó to search our extensive Alumni Network for career advice.  The system will keep track of any 

mentors you may have contacted.  

Å òUACC Resourcesó links you to important information about all aspects of the career and job search process including 

resume writing, interview tips, and networking.. Check the calendar on your portal page regularly for updated informa-
tion on important career events including Career/Internship Fairs and the fall Grad School Fair. 

 

If you have further questions about Wildcat Careers, you can email becky.shost@unh.edu to set up a quick walk-in or phone 

appointment. 
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Writing Your Resume  
 

A resume is a targeted marketing tool that highlights your skills, educa-

tion, experience, and accomplishments for a particular position and or-

ganization.   Employers take just 20 ð 30 seconds to review a resume ð 

make the most of their time. 
 

What You Need to Know  

This is important: tailor the experiences and skills on your resume to 

each specific opportunity to which you are applying ð a one size fits all 

resume will end up in the recruiterõs recycling bin. Bulleting your accom-

plishments and skills will make the resume easier to read. For students 

and new graduates, one page is best; some professions are open to 

longer resumes.  
 

PDF your online resumes and cover letters ð this will ensure employers 

are able to open the documents and you are able to control your for-

matting. Be prepared to print your resume on high quality white or off-

white paper. Make sure your formatting is consistent throughout the 

document and that verb tenses match the experience. 
 

Your Resume Should Include:  

Å Professional identifying information  including name, address, and 

phone number.  Your email address should also be professional, i.e. 

avoid addresses like crankywriter@hotmail.com. 
 

Å A one line objective that states the position and industry you are 

seeking. Samples: 

òTo obtain an entry-level position working with animals at the Hu-

mane Society.ó 

òA Claims Analyst position with Liberty Mutual.ó 

òA position with United Way, specific interest and experience in 

event planning and fund-raising.ó 
 

Å Education: Highlight your educational degree(s), major, university, 

city, state, month and year (or anticipated month and year) of gradua-

tion. You should include applicable minors, honors, awards, special 

projects and relevant coursework. Include your grades if they are 

above average or better (3.0 or higher). If you financed a large portion 

of your education, say so: ( òFinanced 55% of university education 

through employment, scholarships and loans.ó). 
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Å Experience: Place experiences most relevant to your objective to-

gether under a heading like òRelated Experience.ó You donõt need to 

have separate sections for paid and unpaid experiences, so include re-

lated internships, class projects, research, or volunteer experiences in 

this category.   

 

Unrelated experiences, such as summer jobs, can appear under a head-

ing like òOther Experience.ó In each section of a resume, list experi-

ences in reverse chronological order with most recent experience 

first.   Other Headings to consider include Leadership, Technical Skills, 

Lab Skills, Licenses and Certifications, Languages, Research and Publica-

tions, Community Service, Memberships/Affiliations. 

 

Å Emphasize:  your experiences and quantify accomplishments using 

action verbs, superlatives and numbers (e.g., òOnly student rep. on the 

sub-committee,ó òTrained 8 lifeguards,ó òSupervised a caseload of 6 

clients,ó òFirst undergraduate ever selected to research.ó). Use verbs 

to showcase specific and transferable skills you have acquired in and 

out of the classroom.  See verb lists and sample resumes on the fol-

lowing pages. Remove all personal pronouns. 

 

References 

References should not be included on the resume itself. Create a sepa-

rate reference page listing 3 or 4 people with their contact information 

who have supervised your work (employer, professor, advisor, etc.). 

Always ask your references before listing themñyou do not want them 

to be surprised by a call from an employer. 

 

E-Resumes 

For the latest information on e-resumes, refer to http://rileyguide.com/

eresume.html. 
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Management Skills  

__Administered 

__Analyzed 

__Assigned 

__Attained 

__Chaired  

__Contracted 

__Consolidated 

__Coordinated 

__Delegated 

__Developed 

__Directed 

__Evaluated 

__Executed 

__Improved 

__Increased 

__Organized 

__Oversaw 

__Planned  

__Prioritized 

__Produced 

__Recommended 

__Reviewed 

__Scheduled 

__Strengthened 

__Supervised 

 

Communication 

Skills  

__Addressed 

__Arbitrated 

__Arranged 

__Authored 

__Corresponded 

__Developed 

__Discussed 

__Directed 

__Drafted 

__Edited 

__Enlisted 

__Formulated 

__Influenced 

__Interpreted 

__Lectured 

__Mediated 

__Moderated 

__Motivated 

__Negotiated 

__Persuaded 

__Promoted 

__Publicized 

__Reconciled 

__Spoke 

__Translated 

__Wrote  

__Clarified 

 

Research Skills 

__Collected 

__Critiqued 

__Diagnosed 

__Evaluated 

__Examined 

__Extracted 

__Identified 

__Inspected 

__Interpreted 

__Interviewed 

__Investigated 

__Organized 

__Reviewed 

__Summarized 

__Surveyed 

__Systematized 

 

Technical Skills  

__Assembled 

__Built 

__Calculated 

__Computed 

__Designed 

__Engineered 

__Fabricated 

__Maintained 

__Operated 

__Overhauled 

__Programmed 

__Remodeled 

__Repaired 

__Solved 

__Trained 

__Upgraded 

 

Teaching Skills  

__Adapted 

__Advised 

__Clarified 

__Coached 

__Communicated 

__Coordinated 

__Developed 

__Enabled 

__Encouraged 

__Evaluated 

__Explained 

__Facilitated 

__Guided 

__Informed 

__Initiated 

__Instructed 

__Persuaded 

__Stimulated 

 

Financial Skills  

__Administered 

__Allocated 

__Analyzed 

__Appraised 

__Audited 

__Balanced 

__Budgeted 

__Calculated 

__Computed 

__Developed 

__Forecast 

__Managed 

__Marketed 

__Planned 

__Projected 

__Researched 

 

Creative Skills  

__Acted 

__Conceptualized 

__Created 

__Designed 

__Developed 

__Directed 

__Established 

__Fashioned 

__Founded 

__Illustrated 

__Instituted 

__Integrated 

__Introduced 

__Invented 

__Originated 

__Performed 

__Planned 

__Revitalized 

__Shaped 

 

Helping Skills  

__Assessed 

__Assisted 

__Clarified 

__Coached 

__Counseled 

__Demonstrated 

__Diagnosed 

__Educated 

__Expedited 

__Facilitated 

__Familiarized 

__Guided 

__Referred 

__Rehabilitated 

__Represented 

 

Clerical/Detail Skills  

__Approved 

__Arranged 

__Cataloged 

__Classified 

__Collected 

__Compiled 

__Dispatched 

__Executed 

__Generated 

__Implemented 

__Inspected 

__Monitored 

__Operated 

__Organized 

__Prepared 

__Processed 

__Purchased 

__Recorded 

__Retrieved 

__Screened 

__Specified 

__Systematized  

    Skills Checklist for Your Resume   
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Transferable Skills Checklist  

Leadership  

Exhibit self-motivation and a positive attitude 

Motivate individuals and groups to perform 

Encourage effective teamwork 

Design and implement plans of action 

Set goals and follow through 

Assess and evaluate situations effectively 

Manage time efficiently and effectively through scheduling and prioritizing 

Handle multiple demands for commitment of time, energy, and resources 

Identify critical issues quickly and accurately 

Meet the needs of both the organization and the employees when possible 

Use integrity in decision-making 

Program Administration  

Interpret rules and regulations 

Analyze data and information 

Create innovative solutions to complex problems 

Ensure that tasks are completed on time 

Prioritize daily workload  

Information Management  

Research, investigate, and compile information 

Synthesize facts, concepts, and principles 

Compile, sort, and interpret data 

Identify and combine a variety of resource materials into final copy 

Formulate relevant questions and develop ways to supply and clarify answers 

Communicate facts and ideas clearly both orally or in writing 

Manage a budget and keep accurate financial records 

Creativity  

Solve problems creatively, logically, and practically 

Write interesting and clear articles, reports, etc. 

Design activities to interest participants 

Market and display products to appeal to target audience 

Create visually intriguing and skilled designs, displays, or works 
of art 

Demonstrate convincing public speaking or acting skills 

Interpersonal Communications  

Exercise "give and take" to achieve group results 

Display understanding of, and respect for, people from diverse backgrounds 

Understand and work within the group culture 

Listen actively and attentively 

Delegate tasks and responsibilities 

Interpret behavior and emotional patterns in individuals and groups 

Teach, supervise, and train others using easy-to-understand concepts and hands on experience 

Conduct in-depth interviews 

Express ideas and thoughts based on facts 

Mediate conflict with tact and diplomacy 

Personal Development  

Instill self-confidence and self-esteem in others 

Demonstrate flexibility and commitment to change and learning 

Learn the value of hard work and persistence 
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John Doe 
1 Cygnus Drive   Å   Portsmouth NH 03801   Å   (603)-222-2112   Å   jd@unh.edu 

 

 
Objective  To obtain an entry level position working with animals at Squam Lake Res-

cue Facility. 
 
Education  B.S. Zoology , expected May 2010 
 Minors: Animal Behavior  and Psychology 

 University of New Hampshire (UNH), Durham, NH 
 GPA 3.64 , Presidential Scholarship Recipient  
 

Related Vertebrate Morphology, Animal Behavior, Genetics, 
Courses Eukaryotic Cell and Developmental Biology 
 

Related  Summer Intern, Summer 2009  
Experience  Trevor Zoo at Millbrook School, White Sands, NM  

Å Interacted with individuals who wish to drop animals off or have them 

taken in by the zoo; scheduled school trips to the zoo; retrieved 
admission money 

Å Managed 10 adolescent volunteers, ensuring their safety and that of 

the animals 
Å Administered medications to injured animals 

 

 Study Abroad, Round River Conservation Studies, Winter 2009  
 The Rhino Conservation Program, Namibia, Africa  

Å Completed 3 months of comprehensive field work in Vegetation Plots, 

Line Transects, and Game Counts 
Å Identified African animals by sight, spoor, and scat: Elephant, Oryx, 
Springbok, Hartmanõs Mountain Zebra, Kudu, Rhino, Hyena, Cheetah, 

and Lion 

Å Gained and enhanced knowledge and skills of GPS systems, compass 
navigation, SPSS, Excel, and random sampling 

Å Worked with many studies, including a Rhino Habitat Suitability Study 

in which data was given to the Namibian Government to assist their 
relocation of the highly endangered Black Rhino 

Å Participated in an on-going Game Flight and Count study, including 

analysis and complete write-up of comprehensive findings in format 
suitable for a scientific journal 

 

 Volunteer, Summer 2008  
 Trevor Zoo at Millbrook School, White Sands, NM  

Å Prepared diets, fed and cared for exotic zoo animals such as Red 

Pandas, Red Wolves, Reeveõs Muntjac, Japanese Sika Deer, Bobcat, 
Golden Lion Tamarin, Emu, and Black and White Ruffed and Ring-
tailed Lemurs 

Å Shadowed zoo veterinarians 

Å Helped maintained zoo grounds and buildings 

 
Other  Summer Repair Crew, Summer 2007  

Experience  Department of Housing, UNH, Durham, NH  
Å Proactively engaged in assisting other team members with additional 

work assignments as needed 

Å Earned recognition as òEmployee of the Summeró for strong work 
ethic 
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Joan Doe 
22 Ferderko Road Å Hampton, NH 03842 Å (603)-771-7777 Å jjdoe@gmail.com 

 

Objective: Solution focused student seeking an marketing internship within Pomodoro 

Advertising 

Education  
BA, Communication with a minor in Marketing ð expected May 2011 

University of New Hampshire (UNH), Durham, NH 
 
Study Abroad, Griffith College, Dublin, Ireland, Spring 2009 

Intensive course work in Communications and Marketing 

 

Related Experience  
Manager/Intern - May 2009-August 2009 

Maui Magic Tan Beach Boutique, Lahaina, HI 
Oversaw human resources tasks; educated and trained new employees on company 
policies 

Researched marketing opportunities to targeted hotels and residents 
Conducted surveys and focus groups to analyze economic demand for products 
Designed flyers and coupons with advertising representatives 

 

Staff/Bartender - June 2008-September 2008 

Atlantic Grill, Hampton, NH 
Managed bar and restaurant functions, effectively serving over 150 customers daily 
Served as direct contact staff member for health and safety officials 

Oversaw inventory replenishment  

Ensured customer satisfaction in an energetic and fast paced environment 
Opened and closed premises; liable for tracking daily sales receipts; researched new 

menu ideas 

 

Leadership Experience  
Treasurer - December 2007-June 2008 

Alpha Alpha Sorority, Durham, NH 
Created and managed the annual budget of $35,000 
Controlled the input and output of funds; balanced the checkbook; distributed bills 
Complied with government tax form regulations 

Arranged fundraising activities for the Make a Wish Foundation that generated 
$12,000 in donations 

 

Participant ð March 2008 

Alternative Break Challenge, Grand Rapids, MI 
Worked with 9 diverse group members to build a home for a needy family in one 

week 

Developed on-the-spot problem solving skills while on the trip 
Marketed tour of new home to local community  

 

Community Service/Activities  

Member, Marketing and Advertising Club, September 2009-present 
Mentor, Big Sisters of the Seacoast, September-December 2008 
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Cover Letters  
 

Cover Letters emphasize your interest in a specific position and em-

ployer. They showcase how your background matches the needs of the 

employer. Cover letters are not long. A half-page, between 200 ð 300 

words, is best. We canõt stress it enough: all cover letters should be 

individually created for a specific job.  
 

Use simple, direct language and correct grammar; letters should be flaw-

less ̍  no typos or spelling errors.  Single-space your letters and put 

them in business letter format.  When printing, use high-quality, white 

or off-white paper that matches your resume paper. 
 

Hereõs a Cover Letter outline you can follow:  

First Paragraph  

Å State why you are writing the employer.  

Å If applying for a specific job opening, indicate the position and 

how you learned of it  

Å Insert a brief sentence that gives your degree, major, college af-

filiation, and graduation date.  
 

Middle Paragraph  

Å Describe how your education, experience, and personal skills 

make you a good match for the position.  

Å Be specific, offering proof of your experiences and clearly de-

scribe ways you will contribute.   

Å Outline one or two specific examples of how your skills and ex-

periences will meet the companyõs needs.  

Å Refer to the organization you are applying to, and speak to what 

it is about them and the job opportunity that appeals to you.  

Å Emphasize your knowledge of the organization (from your re-

search efforts) and your familiarity with the field. 

Å A genuine show of enthusiasm and knowledge will set you apart 

from those sending generic form letters. 
 

Final Paragraph  

Å Always thank the employer for considering your application. 

Å Say what youõll be doing to follow up on your letter.  

Å An assertive statement explaining what you plan to do is generally 

more effective. 

 

Some employers will request that you include salary requirements in the 

cover letter.  Steer clear of stating the specific salary you are seeking. 

However, conduct salary research of the industry and position to learn 

what the hiring range and common benefits would be. Useful websites 

include: www.salary.com, www.simplyhired.com, and 

www.payscale.com.  
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Sample Cover Letter  
Do Not Copy.  Use Your Own Words!  

 

Your Name Here 

102 Hood House 

Durham, NH 03824 

603-862-2064 

 

Month Date, Year 

 

Robert Jones 

Sales Manager 

YYZ, Inc. 

2234 Long Ridge Rd. 

Stamford, CT 06457 

 

Dear Ms. Jones:   (Ŷ When addressing a woman, remember to use Ms. 

NOT  Mrs. in your greeting)  
 

I am writing to you at the suggestion of John Brown of Sales, Inc., who men-

tioned you currently had a position open for a Junior Marketing Associate. I 

am seeking an entry-level marketing position and am very interested in this 

position.  

 

As you will see on my enclosed resume, I graduate in May with a BA in 

Communication from the University of New Hampshire. My education, 

coupled with my related experience, would make me a strong candidate for 

your position. For example, during the past two summers, I worked full-

time for Smith, Inc., where I was a marketing intern. There, I learned how to 

write press releases, develop print collateral, and create an e-marketing 

campaign. I also interned last semester at Marketing Inc. where I helped 

develop a new consumer product launch strategy that resulted in a record-

breaking number of sales leads. In both positions, I was able to work in a 

team environment with marketing professionals, and my enjoyment of crea-

tive and print communications grew. Based on my research, I know that you 

recently launched a new product. With my strong work ethic and enthusi-

asm, I am confident my experience and skills can benefit your current sales 

strategy. 

 

Please refer to my resume for additional details about my background. I will 

contact you within the next week to see if I can answer any questions about 

my skills and other qualifications for the position. Thank you for your con-

sideration. 

 

Sincerely yours, 

(If sending the cover letter as hard copy,  

be sure to sign your name in black or blue ink)  

Your Name Typed Here 
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Thank You Notes  

 

 

It is expected that a thank-you email or letter will be sent within 24 

hours of each job interview or informational interview.  You can email 

the notes or handwrite them; either way the format should always be 

professional. In your note, express your appreciation for their time and 

consideration, and, above all, keep your letter brief.   

 

Hereõs a Thank You Letter outline you can follow:  

First Paragraph  

Å Thank the employer for the opportunity to interview and reiter-

ate your interest in the position at this time.   

Å When sending multiple thank you notes to people at the same 

company, try to personalize each note by saying something like òI 

enjoyed speaking with you aboutéó   

 

Second Paragraph  

Å Mention any relevant skills or qualifications you forgot to empha-

size during the interview 

Å Highlight the important points you made about your qualifications 

and interests.  

 

Third Paragraph  

Å Close the letter by thanking your contact again and refer to any 

next steps you and the interviewer discussed. 

Å If you really want the job, say so at this point. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Asante * Xièxie * Toda Raba * Arigat Ǿ Gozaimasu * Merci 

Shukran * Meherbani * Thuk Ji Chhe * Gracias  

Thank You  
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Sample Thank -You Letter ð Use your own words!  
 

 

 

Your Name Here 

102 Hood House 

Durham, NH 03824 

603-862-2064 

 

Month Date, Year 

 

Robert Jones 

Lab Manager, XYZ, Inc. 

2234 Long Ridge Rd. 

Stamford, CT 06457 

 

Dear Mr. Jones: 

 

Thank you for meeting with me this morning to discuss my qualifications 

for your Protein Lab Junior Associate position. I enjoyed our conversa-

tion a great deal and continue to be very interested in the job.  

 

Your comprehensive outline of the jobõs duties and responsibilities gave 

me a good picture of the position and my ability to succeed in it. As I 

mentioned this morning, I am confident that my previous biology and 

biochemistry lab experience will enable me to make a positive contribu-

tion at Protein, Inc.  

 

Thanks again for your consideration. I am excited about this potential 

opportunity and I look forward to hearing from you regarding the sec-

ond round of interviews.  

 

Sincerely, 

 

Your Name Typed Here 
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Networking  
 

Networking is an important aspect of any successful job search.  80% of 

opportunities are found through word-of-mouth. You are asking people 

you have some connection with for career information and advice, simi-

lar to getting advice about a neighborhood mechanic or a good restau-

rant.  If you put in the time and effort, a solid network can help you find 

information and opportunities you wouldnõt find anywhere else.   

 

òBuilding Your Networkó Checklist 

Schedule meetings with faculty, friends, and family and find out who 

is in their network. 

Use Wildcat Careers Mentor Network (CMN) to speak with UNH 

alumni in diverse professions throughout the country. 

Expand your professional online network through Linkedin.com and 

Facebook. 

Participate in job and internship fairs where you can get information 

and network with employers. 

Find mentors - connect and associate with people interested in 

helping you succeed. 

Get involved in professional, social, or community activities both on 

and off campus. 

Help others build their networks. 

Create a top 10 list of dream employers and contact them to re-

quest an informational interview. 

 

Networking Etiquette  

 ̄First impressions are very important so approach any potential con-

tacts with courtesy and tact.  Most contacts will be pleased and 

flattered to hear from you as long as you're polite and considerate.  

 ̄Take time to consider their point of view, don't badger or harass 

them, and above all, respect their boundaries. 

 ̄Remember to be yourself, follow through on what you promise and 

be honest in all of your interactions. 

 ̄Keep track of your discussions with people in your network. 

 ̄Donõt ask for a job.  The person you are speaking with may not 

have any knowledge of potential job openings, which will be awk-

ward and shut the conversation down right away. 
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Informational Interviews  

Informational Interviewing helps you decide whether a 

particular career is for you. You can learn valuable, can-

did, and up-to-date information about a specific career 

and find out more about the culture of a company.  In 

the process, you will also develop a network of contacts. 

 

òArranging an Informational Interviewó Checklist 

Identify people you'd like to meet who are working in a career field that 
interests you. 

Research the career field, and prepare a list of questions you want to ask. 

Call or send an email to prospective mentors to set up an appointment.  

Explain where you found their name and why you are contacting them.  

Say that you are interested in the field and that you would like to schedule 
a visit in their office for 20-30 minutes to get some advice and information 
about their career field.  Alternatively, you can schedule a phone conversa-
tion or ask if you can email questions.  

Indicate days and times that work for you as a place to start, but let them 
know that you are flexible and will work around their schedule. 

When emailing, remember to be formal.  Do not use instant messenger 
(IM) language.  Capitalize your òIós etc. First impressions are crucial! 

Prepare a statement similar to: òHello, my name is Jane Doe. I found your 
name in UNH's Career Mentor Network database. I'm a sophomore at UNH, 
and Iõm not sure about what I want to do after I graduate, but Iõm interested in 
what you do.   I'm hoping we could schedule a 20- or 30-minute informational 
interview so I could gather some information about your career field and how you 
figured it out.ó  

Confirm the date, time, and location of the meeting.  Follow through if you 
book a time!  Do not blow someone off and burn bridges. 

 
 

Informational Interviewing etiquette is essential. Keep in mind that an informa-
tional interview is not a job interview.  It is an opportunity to gather information 
and get advice from an experienced person working in a field of interest to you. 
It is a professional appointment: Arrive on-time, and dress and act professionally.  
Finally, if you must cancel, call and give the contact as much advance notice as 
you can.  
 
Sample Questions  
Å What is a typical day like? 

Å What drew you into this line of work? 

Å How did you break into this field/industry? 

Å What has your career path looked like? 

Å What skills are most important? 

Å What do you like most about your job?  

Å What are the challenges?  

Å What kind of experience would employers in this 

field look for in a job applicant?  

Å Can you describe a time where you failed at 

something, and what you learned from it? 
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Å What is the market like? What areas do you feel promise the most growth? 

Å What training or degrees are necessary? 

Å What are the opportunities for advancement within the field? 

Å What is the best advice you received regarding your career? 

Å To what professional organizations do you belong?  

Å Who else would you suggest I speak with to learn more about 

this field? May I use your name when I contact them? 

Å Would you be willing to look over my resume and suggest the kinds of jobs 

for which I might be a competitive candidate? 
 

Networking ð Your Pitch  
 

The Pitch  

A  òPitch" is a brief, concise, carefully planned, and well-practiced description 

that summarizes your skills, interests and goals which you could deliver to a 

person who could help you with your job search.  You will want to get across 

the information below in no more than 60 seconds: 

 

Å What you want them to know about you 

Å What distinguishes you from other students 

Å What your immediate goals are 

Å A question or hook to start the conversation 

 

To begin, complete the following:  

Name: 

Major: 

Minors/Option/Concentration: 

Prior Relevant Experience (Field Work, Paid or Unpaid experiences, leadership 

experiences, etc.): 

 

What are you particularly good at ð relevant skills: 

 

Goal (short-term & focused): 
 

Now pull the above information together into a script, such as:  

Iõm pursuing my degree in ___________ at UNH.  My career interests include 

_________________ and I would someday love to 

____________________________.  So, this year I am looking for a 

_______________ where I can gain a well-rounded experience in 

__________ and also get involved in _______________________.  Can you 

tell me about your _________ and how your organization is successful doing 

_______________________? 

 

 

Draft out your pitch and  practice it with someone 

else. 
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Interviewing Tips  
 

The job interview is an opportunity to convince an employer that you have the skills, 
experience, knowledge, and personal qualities to do the job in question. You want to 
discuss how you will help the organization and why you specifically want to work 
there. Itõs also your chance to find out if the organization and the job are the right 
match for you. 
 
There are three key points the employer is most interested in: 

 
òWhy do you want to work for us?ó (Why are you interested in us?) 
òWhy should we hire you?ó (What can you do for us? What are your skills?) 
òWhat are you like as a person?ó (Personal qualities, strengths, weaknesses, motiva-
tion) 

 
òPreparing for the Interviewó Checklist 

Evaluate your skills, experiences, strengths/weaknesses, and past successes/
failures to determine how you can meet the employerõs needs.  

Research:   
Å Start with the organizationõs website. Other sites (such as www.vault.com or 

other career research databases at Dimond Library http://
www.library.unh.edu/researchtools/databases. )  

Å Talk to anyone who may be knowledgeable about the company. 
 

Practice: Be prepared to sell yourself.  There are many ways you can practice:  
 
Å Make an appointment with a Career Advisor at the UACC for a practice 

interview. 
Å Practice answering questions on your own, out loud. 
Å Ask a roommate, family member, or friend to perform a practice interview 

with you. Be sure to choose someone who will take on the interviewer role 
in a serious fashion. 

 

Common Interview Questions:  

Å What do you think it takes to be successful in a company like ours? 

Å What is the salary range you are seeking? What do you expect to be earning 

in five years? 

Å How has your college experience prepared you for a career in this industry? 

Å What are your greatest strengths and weaknesses? 

Å How do you determine/evaluate success? Describe one of your accomplish-

ments. 

Å What are your short-range and long-range career goals? 

Å What specific skills can you bring to this job? 

Å Why should I hire you? 

Å  

Case Interview Questions:   

Å Case questions, though often hypothetical and focused on the future, are 

based on real problems or situations encountered in the particular field of 

the organization interviewing you.   

Å By using case questions, employers can get a sense of your analytical and 

reasoning skills, problem solving abilities, and your ability to organize and 

present information.  

Å Though there may be many ôrightõ answers to case questions, your goal is to 

maintain your composure, be articulate, and show that you can think on your 

feet.   

Å For more information and examples of case questions, visit: http://

www.quintcareers.com/case_interviews.html   

http://www.vault.com
http://www.library.unh.edu/researchtools/databases
http://www.library.unh.edu/researchtools/databases
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Behavioral Interviews:  

Past behavior is the best predictor of future behavior.  Be ready to provide specific 

examples of past situations and your involvement.  One effective response method is 

to frame your example by stating: the situation  or task you are involved in (set up 

the story), your actions , and the results  or outcomes of your actions.   

 

Common Behavioral Interview Questions:  

Å Describe a situation in which you were able to use persuasion to successfully 

convince someone to see things your way.  

Å Describe the most significant written document, report, or presentation that 

youõve completed.  

Å Give me an example of a time when you set a goal and were able to achieve 

it.  

Å Tell me about a time when you had too many things to do and you were 

required to prioritize your tasks.  

Å Have you ever had to "sell" an idea to your coworkers? How did you do it? 

Did they "buy" it? 

Å Which accomplishment on the job gave you more satisfaction than any other?  

Å What is your commitment to diversity?  Tell me about a time when you dem-

onstrated this commitment. 

Å What experiences have you had at UNH that exposed you to diversity? 

Å Give an example of a time when you had to be relatively quick in coming to a 

decision. 

Å Tell me about a situation in the past year in which you dealt with a very upset 

customer or coworker. 

Å Tell me about a job experience in which you had to be assertive in order to 

get a point across that was important to you. 

Å What have you done in the past to contribute toward a teamwork environ-

ment?  Be specific.   

 

To see a longer list of potential interview questions, visit: http://

www.quintcareers.com/intvres.html 

 

Ways to Handle Some Typical Questions:  

Å òTell me about yourself.ó A warm-up question which calls for a very short re-

sponse. A quick formula: spend a few seconds on your schooling/studies and 

what youõre looking for right now in terms of employment (of course, all re-

lated to this job). 

Å òWhat are your weaknesses?ó Pick one rather harmless problem from the past 

that youõre now overcoming. Some people describe a strength thatõs gone a bit 

overboard, such as a tendency toward overwork or perfectionism. Be sure to 

finish your answer with how youõre making it better. 

 

Prepare Your Own Questions:  

Å What are the attributes of your most successful employees in this position? 

Å Why did you choose to work for this company? 

Å What kind of internal and external training do you provide new employees? 

Å How would you describe your company culture? 

Å What are the performance expectations for this job and what is the time frame 

for advancement? 

Å What are your organizationõs goals for the next 3 ð 5 years? 
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 Illegal Interview Questions:  

Legal questions asked of you must relate to the job you are seeking and whether or 

not you can perform the essential functions of the job.  If asked an illegal question, 

you can: 

 

Å Examine the question for its intent and respond with an answer as it might 

apply to the job. For example, youõve been asked an illegal question if the 

interviewer asks òAre you a U.S. citizen?ó You could respond with òI am au-

thorized to work in the United States.ó 

Å For more strategies to handle illegal questions, go to: http://www.jobweb.com/

interviews.aspx?id=1343  

 

 

What to Wear: Your 

appearance is important 

because itõs the first 

impression the inter-

viewer receives about 

you.  Be neat, clean, and 

well-groomed; clothes 

should be clean and 

wrinkle-free. Wear 

deodorant, but avoid 

wearing perfume or 

cologne. òTest-driveó 

your outfit to ensure 

you are comfortable 

walking, sitting, and 

standing. Research the 

industry and company 

as some companies are 

more conservative than 

others. 
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.During the Interview:  

Å Arrive 5-10 minutes early. If you are unfamiliar with the location or com-

mute to the interview site, do a òdry runó a day or so ahead to be sure of 

the route, location and timing. 

Å Turn off your cell phone. 

Å Bring extra copies of your resume and a list of references. 

Å Be aware of your first impression. Smile, offer a firm handshake, make eye 

contact, and introduce yourself using both first and last name. Establish 

yourself immediately as prepared and confident. 

Å If you lack experience in an area the interviewer asks about, say so, but go 

on to describe similar experiences or examples indicating your willingness 

and ability to learn new things. 

Å Try to keep your answers brief and to the point. If in doubt about whether 

youõve said enough, you can always ask, òDoes that fully answer your ques-

tion?ó 

Å Never bad-mouth previous employers or co-workers. 

Å Your interviewer may ask if you have any final questions or comments. 

Take that opportunity to ask well thought out questions or make a final, 

compelling personal sales pitch. Express confidence in your ability to suc-

ceed at the job and your excitement about the opportunity. 
Å At the close of the interview, get the interviewerõs business card and offer 

another firm handshake. Ask about the next steps in the interview process. 

Above all: show interest, be pleasant and enthusiastic. 

 

After the Interview:  

Å Always send a thank-you letter within 24 hours, 

Å E-mail letters are acceptable as long as they follow a formal format. A hand-

written letter is acceptable only if it is neat and legible. 

Å Express appreciation and interest. Make or remake a key point(s). If appro-

priate, say something like, òIõll contact you in the next week to see how the 

process is going.ó  
 

 

Interviewing Worksheet:  

List your top 5 skills:  (Why would your boss say you are great?  What makes you  

different?) 

 

 

 

 

List 5 different scenarios that show off those skills: ( a class project, volunteer-

ing, student org) 
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Internships:  

The Experience You Need for the Jobs You Want  
 

When to Intern:  

Å Fall and spring sophomore year to senior year, with many summer opportunities available 
each year. 

 
Getting Started:  

Å First, assess your interests, skills and goals. Contact the University Advising and Career 
Center for assistance. 

 
Different Ways to Find an Internship:  

Å Wildcat Careers: Updated daily, this database details hundreds of internships ð http://
www.unh.edu/uacc/wildcatcareers.html 

Å Direct Contact: If you want to work for a specific organization, contact them directly to 

see if internships are offered.   
Å Your Academic Advisor or Department:   Please consult your advisor and/or faculty 

and check out the bulletin boards in your academic building for opportunities.   
Å Networking: Family, friends, former teachers/professors, classmates, and alumni are all 

part of your network. In Wildcat Careers, search our Career Mentor Network  data-
base of over 600 UNH alumni  who are willing to offer advice and discuss their occupa-

tions. 
Å Websites: Review the information on our career resources link: http://www.unh.edu/

uacc/otherjoblinks.html 
 

Application Process:   
Å Although the application process varies, most organizations will expect the following: 

Å Cover letter Å Resume Å Completed application (if applicable) Å List of references Å Inter-
view 

 
Accepting a Position: Once you receive an offer, make sure itõs the right fit for you: 

Å Reflect on the interview process. Were all of your questions answered in the interview?  
Å Will you have a mentor?  

Å What will you learn from this experience?  
 

If you decide the fit is right, formally accept the position and confirm details regarding start date, 
hours, compensation (if applicable), attire, professional expectations, etc.  If you have concerns 
about any of the job functions or other issues relating to the internship experience, talk with 

your supervisor or meet with the Internship Coordinator at the University Advising and Career 
Center.  

 
You have entered into a commitment with an employer.  Honor that commitment.  Do the 

very best you can - this could be the opportunity that lands you the full -time job you 
want after graduation.  Keep a portfolio of everything you produce during your internship, so 

you can use this information later to support your resume claims when you are applying for your 
first professional position. 

 
Earning Academic Credit for Internship Experiences:  

Å If you want to earn academic credit for your internship, you will need to find and work 
with a faculty sponsor.  You need your academic advisorõs approval. 

Å With your faculty sponsor determine learning goals and assignments and complete neces-
sary paperwork. Go to www.unh.edu/uacc/internships.html  to see an example of an 

Academic Credit Internship Proposal form.  
Å Some departments have ôapplied/field experienceõ courses you can register for, as well as 

additional criteria that you must meet to be eligible for internship credit ð confirm infor-
mation with your academic advisor . 

The University of New Hampshire (UNH) and the UNH University Advising and Career Center office have not assessed the 

potential risks involved in participating in the co -ops and internships listed in Wildcat Careers or in University Advising 
and Career Center binders. The listings are not an endorsement by UNH or by the University Advising and Career Center 

office of the listed employers/organizations or of the co -ops and internships. Students/alumni assume the liability for 

their own actions and potential risks to themselves by accepting a position at the listed sites. UNH does not assume 
liability for any injury or damages sustained as a result of students'/alumni involvement in any co -op or internship.     
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Rules for the Road:  Becoming a Professional  

 

 

 

 

 

The way you act and present yourself during the internship and job search can create 

lasting impressions that will have an impact on an employersõ hiring decision.  Your 

written communications, phone interactions, and in-person behavior are all judged by 

future employers. Put your best foot forward at all times and remember that follow-up 

actions speak just as loudly as in-person actions.  Etiquette is not optional ð it is ex-

pected at all times!  People talk and your professional reputation is at stake. 

 

Email:  

Å Answer Quickly .  You should respond to all emails within 24 hours.  If the email 

requires an answer that you cannot provide immediately, at least email back say-

ing you will follow-up soon.  This applies to phone calls, too. 

Å Do not write in CAPITALS or all lower case letters.   Your recipient may 

view capitals as if you were yelling.  All lower case sentences are seen as unpro-

fessional. 

Å Refrain from abbreviations or emoticons.  Your recipient may not know the 

meaning of BTW or LOL, and, generally, smileyõs are seen as unprofessional. 

Å E-mails are a form of professional writing.  Each email that you send repre-

sents you and leaves an impression.  Employers consider emails and cover letters 

writing samples.   Just because you can send an email quickly, doesnõt mean you 

should write it quickly.   

Å Use a professional email address.  beerchamp@hotmail.com does not send 

the right message to an employer.  Remember to type/sign your name at the 

bottom of the email, so they know how to address you in response.  Your email 

address may not indicate your first and last name.   

 

Phone and General Communication:  

Å If you commit, live up to it.  If you make a commitment to a phone call or a 

meeting, follow-through.  Employers assume that all of your actions are a reflec-

tion of how you would act on the job.   Even if your commitment is for informa-

tion only, do not burn bridges ð people talk! 

Å Always send a thank you note.  It is expected  that you will follow-up with a 

thank you note after networking, informational meetings, and interviews.  Send a 

thank you to anyone who has taken the time to assist you.   

Å Create a professional voicemail message.  First impressions make a huge 

difference and often this is the first interaction with an employer or alum.   

òDudeó or òyoó type language is inappropriate.  This also applies when you an-

swer your phone.   

Å Nail the introduction.  If you meet someone in person, look them in the eye, 

shake hands and introduce yourself, òHi my name is ____.  I am a junior at UNH 

majoring in Psychology.  I am at the career fair to search for summer internships.  

Do you offer internships?ó  If you are calling a contact to schedule an informa-

tional interview, introduce yourself and let them know how you found their name.   
 


