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HOW TO USE THIS HANDBOOK
The Career Advising Handbook is devoted to you and your career success! It is designed to help you on your
journey from student to career professional. The CCSU Career Success Center staff is here to guide you with any
career related questions as you begin this journey. The Career Success Center provides students and alumni with
resources and opportunities which assists in the development and implementation of career plans and goals.
This handbook can help you:
 Learn about programs and services available
 Clarify major and career options
 Get you started on your career journey
 Create a resume and cover letter
 Know what resources are available and how to use them
 Utilize the best tools to market yourself
 Prepare for the job search process
 Polish your interviewing skills
 Define career goals
 Identify job opportunities
 Stay motivated during this important journey
We hope you find this handbook helpful and we look forward to partnering with you as you achieve academic and
career success!
2

CCSU Four-Year Career Planning
















First Year Checklist

Second Year Checklist

Explore Possibilities

Move Ahead

Participate in on-campus
activities, clubs, and organizations
Become aware of career
fields in relation to tentative majors



After self-assessment, explore career possibilities
and learn about occupations



Build a personal career
network



Investigate in Cooperate
Education & Internship
opportunities



Decide on a major/career
choice



Utilize College Central
Network in researching
career options



Meet with faculty, advisors, and/or alumni to discuss major/career options


Complete Focus 2, an
online program that will

help you explore your major area of study and your
career goals

Develop your resume and
cover letter

Begin a self-exploration
process: assessing values,
interests skills, and motivation
Become familiar with the
campus support services,
such as the Learning Center and Writing Center
Log onto College Central
Network, CCSU’s online
job database
Attend a Major/Minor Fair

Meet with a Career Counselor to explore possible
majors and careers that fit
your interests, skills, and
values

Attend Career Advising
workshops and programs
(Career Fairs)

Third Year Checklist Fourth Year Checklist
Leap Forward

Exit Strategy



Build job searching skills





Gain career related experience

Narrow down and finalize
career choice



Consider graduate or professional school

Prepare for graduate or
professional school



Research labor market information




Familiarize yourself with
Career Advising job search 
and recruitment programs



Participate in CO-OPS,
internships, and/or career
related employment



Maximize involvement
with campus clubs to develop leadership skills



Conduct informational interviews, job shadowing, or
volunteerism



Attend career advising
workshops and programs
(Career Fairs)



Meet with a career special- 
ist to discuss job searches,
resume help, and career
guidance



Continue developing your
resume and cover letter and
upload it to College Central
Network

Focus on positions and
industry openings



Join a professional organization in your career field



Make an appointment with
a career counselor to: plan
a job search, refine resume
and cover letter, practice
interviewing skills in a
mock interview, and review professional dress
guidelines



Develop a professional
wardrobe for future interviews/jobs
Remember social and professional networking sites
can help or hinder your job
search (Facebook, Twitter,
LinkedIn). Utilize them
wisely and remove any
information that may compromise your credibility
with employers
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Steps to Choosing a Major
STEP 1: Assess Yourself
Create a list of:
 What you enjoy doing
 Your academic strengths
 Your passion
 What type of activities you are involved in
 Aspects of previous jobs that you have enjoyed
Utilize an online assessment tool: FOCUS 2 (http://www.ccsu.edu/csc/focus2.html) and meet
with a Career Coach.

STEP 2: Research
Once you have a great understanding of yourself and your characteristics, you then to research
what majors will allow you to embellish on those skills. If possible, take a variety of classes.
Research is a necessary step to discover all the options and avoid limiting yourself.
Attend the Major & Minor Fair, Network with academic departments, faculty, family, and friends,
research through the undergraduate catalog, visit www.candidcareer.com, and make an
appointment with your Career Coach and academic adviser.

STEP 3: Evaluate and Make a Decision by 30-45 Credits
Narrow down your options to your top 5. Create a list with your pros and cons of each major.
During this step, you should also take into consideration you career goal and what major will lead
you to that. Consider taking a class in multiple areas before making a final decision.
Attend the Major & Minor Fair, search “What Can I do with My major?" (http://www.ccsu.edu/
csc/whatcanidowithamajorin/), get involved throughout campus, and complete your “What If”
analysis.

STEP 4: Declare your Major
Meet with your Academic Advisor to discuss the criteria for acceptance into the department and
requirements to complete your degree. If after taking classes, you decide to reconsider your major,
return to step 3.

STEP 5: Career Planning
Once you have chosen a major, you want to ensure that you continue with your career planning
efforts. This could include:
 Informational interviews with professionals
 Remaining engaged with the FOCUS 2 program
 Continuously meeting with a Career Coach
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Job Search
STEP 1: Assess Yourself and Identify Career Options
Places to begin:




Career Advising: Meet with a Career Coach, attend Career & Internship Fair, attend
on-campus interview, and update/create your College Central profile.
Search the Internet: Visit http://www.ccsu.edu/csc for suggested links and tips to
increase your chance for success.
Department of Labor: Visit your state jobs services office.

STEP 2: Develop Your Resume & Perfect Your Interviewing Skills







View resume samples/tips in this handbook to revise your resume and meet with a
Career Coach to get a 1:1 review of your document.
Post your resume to College Central Network to be able to apply for certain
positions.
Your resume can get you the interview, but your interview gets you the job.
Schedule an appointment with Career Advising to do a mock interview
Always dress professionally to an interview.
Review the interviewing section ofthis handbook will help you prepare.

STEP 3: Apply for Positions and Keep Records




Set Goals, such as: how many resumes you will send each week, number of networking
connections to contact each day, and how much time you spend each week finding
positions you will apply for.
Create a job search journal or excel spreadsheet: Record all positions applied for,
documents sent, and contact person
Treat all gatekeepers (receptionists, office assistants, and secretaries) with respect and
remember information they gave you during any conversation

STEP 4: Monitor, Improve, and Stay Motivated





Evaluate your progress and improve your resume, interviewing, and networking skills
The demonstration of self-confidence, compatibility, high energy, and enthusiasm are
key characteristics that hiring managers seek in new employees.
Once you secured your new position, keep your resume up to date and remain in
contact with your network.
The job search process will continue as you apply for promotions and advance your
career.

TIPS








Ask for help when needed
Manage your image on/off line
Create a professional email address
Change your resume to fit the position you are applying for
Highlight key components of the job description and be sure your resume reflects
those skills
Phone interviews: Find a quiet place, have your resume available, smiling will come
through your voice on the phone
Remain confident and positive!
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Resumes
What is a Resume?





A brief written summary of your experiences, academic preparation, skills, and
accomplishments.
Introduces you to potential employers.
Usually reviewed for 30 seconds or less, must make a dynamic first impression.
A marketing tool designed to create an image and get you an interview.

This handbook contains a sample of a resume. We encourage you to discuss with your Career Coach what
would best represent your unique skills and qualifications. You may choose to blend categories from
several of the available samples, but be sure to adjust the formatting so that the resume maintains a
consistent appearance. The resume samples are also available online at www.ccsu.edu/csc.

TIPS












Do not fold or staple your resume.
Font size: between 11-12. Adjust based on length of resume.
Use the same font size and type throughout the content of your document. Only your name
and subtopics should be in a larger font.
Use bolding, itazlic, capitalization, or underlinging to highlight valuable information
Do not write your resume in the first person singular and omit personal pronouns (I, me,
my, etc).
Use brief phrases beginning with action verbs to describe job responsibilities.
Highlight accomplishments and emphasize results you have achieved by including
numbers, e.g., supervised 10 volunteers; developed campus club budget of $50,000.
Use professional email address or university email if still a student.
Tailor your resume for each position
Be honest.
Proofread!
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Networking
How to Network:
Join a Professional Organization
 Journals, newsletters, and websites with valuable, up-to-date information about your specific field.
 Reduced membership rates for college students.
 Attend conferences at reduced rates.
Conduct Informational Interviews
 Ask for approximately 20 minutes to find out more about a job you aspire to from someone who
does it.
 Prepare your questions ahead of time.
 Send a thank you note.
Use Social and Professional Networking Sites
 Keep your online profiles clean and professional.
 Some recruiters use Facebook and Twitter for recruiting, or try LinkedIn for professional
networking.
 Don’t be afraid to reach out to others online.
Join Campus and Community Clubs and Organizations
 Learn about industry trends.
 Network with other students and professionals.
 Attend events related to your career field.
 Trade tips with your peers.
Volunteer in Your Community
 You can build houses, help at a food pantry, or find volunteer work at the CCSU Community
Engagement Office that will help you develop specific skills needed in your chosen field.
 Treat your commitment like it is a paid position.
Every Person You Meet
 Talk to friends and family, ask them to refer you to others they know who work in your field of
interest.
 Talk to people when you are out and about, in the grocery store or at a family member’s athletic
event.

Do’s and Don’ts to Networking
DOs




Report back to anyone who gives you a lead.
Be professional
Contact members of your network even when you don’t need something, for example
to keep them updated on your progress or send a non-denominational holiday card.
 Ask when giving someone’s name to another member of your network.
 Write down something about each person you meet on the back of their card to help
you remember them.
 Send thank you notes
DON’TS
 Be afraid to ask for what you need
 Be discouraged if you are brushed off
 Stop networking once you find a job
 Attend an interview without questions to ask
 Pass up opportunities to network
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Action Verbs
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Russ A. May
1615 Stanley Street, New Britain, CT 06050

(860)832-1615

Careers@ccsu.edu

SUMMARY OF SKILLS:
•
Strong leadership skills include the ability to motivate others
•
Can anticipate potential problems and generate solutions
•
Works effectively in fast-paced and collaborative environments
•
Creative team player with experience and strong interest in public relations
•
Hard-working with multi-tasking abilities and excellent organizational skills
•
Computer Skills: Microsoft Office: Word, Excel, PowerPoint, Publisher and Outlook
Education
Bachelors of Science in Business Administration, Minor: Computer Science
Central Connecticut State University, New Britain, CT
GPA: 3.5/4.0

May 2018

EXPERIENCE:
Travelers Insurance, Hartford, CT
June 2017 - Present
Human Resources Intern
• Contribute to the overall teams effort by working well independently and in a team setting
• Assist with the organization and updating of employee personnel files
• Demonstrate strong written and verbal communication skills while screening job applications
• Exhibit strong interpersonal skills by scheduling human resources manager interviews
Abercrombie & Fitch, Springfield, MA
April 2015 - June 2017
Sales Associate
• Displayed strong customer service skills; diplomatic and patient
• Utilized strong analytical skills and on-the-spot decision making overseeing inventory and audit of products
• Planned, coordinated and supervised the training of new incoming employees
• Followed safety and security procedures when opening and closing of the store, including the management
of nightly deposits
EXTRA-CURRICULAR & LEADERSHIP ACTIVITIES:
CCSU Accounting Society, President
CCSU Habitat for Humanity, New Britain, CT
CCSU Student Government Association, VP of Finance

Fall 2016 - Present
Fall 2016 - Spring 2017
Fall 2015 - Spring 2016

VOLUNTEER & COMMUNITY SERVICE:
Town Wide, Town Pride, New Britain, CT
Relay for Life, New Britain High School, New Britain, CT
American Red Cross, CCSU, Volunteer

Spring 2017
Fall 2016
Fall 2016

Disclaimer
Above is a sample of one of the many resume templates you can use to
begin your job search. Research what some of the industry expectations
are when applying to a specific field. Be sure to contact the CCSU Career
Success Center in regards to assistance in building a resume.
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Russ A. May
1615 Stanley Street, New Britain, CT 06050

(860)832-1615

Careers@ccsu.edu

May 15, 2018
Ms. Jane Smith
Vice President
XYZ Publishing
555 Fifth Avenue
New York, NY 10001
Dear Ms. Smith
I am writing to express my interest in the XYZ position that you posted through XYZ University’s Center for
Career Education. I will be receiving my Bachelor of Arts degree with specialization in English in May 2018.
My academic background and recent internship experience have prepared me well for this position at XYZ. I
am particularly enthusiastic about the job opening at XYZ as I am strongly interested in academic publishing.
Throughout my education and internship experience, I have acquired extensive training in extensive writing and
editing experience. As an intern at Random House, I fact-checked manuscripts, proofread galleys, and worked
closely with editors. For the past year, I have been the News Editor of the Columbia Spectator student
newspaper after serving as Food Critic during the previous year. In these roles, I wrote numerous original
articles and edited the writing of my staff. In addition, publishing a daily paper taught me how to work as part
of a team to reach a common goal under deadline pressure.
Working as an Editorial Assistant will allow me to apply the literary knowledge and communication skills I
developed through my college coursework. As an English major I read a broad range of literature and have
written creative, critical, and theoretical papers on a wide variety of topics. I believe that the writing, research,
and editorial skills I developed through my education in the classroom and in the field will enable me to make a
strong contribution to XYZ.
The chance to contribute to XYZ, a university that I have grown a sincere interest in working for, is very
exciting to me. I know that XYZ has recently experienced a period of tremendous growth, and I look forward to
working for a wonderful campus and population of students. If you have any questions, please contact me at
(860)832-1615 or Careers@ccsu.edu. Thank you for your time and consideration. I look forward to hearing
from you.
Sincerely,
Russ A. May

Tips

• Try to address to a specific person, if that is not possible, ‘Dear Hiring Manager,’ is acceptable.
• Use resume paper for your cover letter.
• Cover letters should be written for each job you apply for. Research the organization and make
connections between your skills and the company’s needs.
• Keep it to one page by using concise language and an active voice. Make it memorable.
• Contact section should match what you have on your resume.
• Don’t simply repeat what you have said in your resume.
• Proofread!!
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Reference Page Sample

Tips







3-5 references: Be sure to ask permission before adding them to your
list.
Include: reference title, work address, contact information.
Find the right references: those who can attest to your qualifications
and abilities as they relate to the job that you are applying for.
Bring your references to your interview.
Contact section should match what you have on your resume.
When you secure a position, send a thank you note to your references
and include where you were hired.
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Interviewing Skills
The interview process is the most critical aspect of obtaining a position.
No matter how good one looks on paper, a positive first impression is still crucial!

Before

During

1. Know Yourself:
 What are your skills, accomplishments,
experience, goals?
 Identify 5-10 work/school experiences
that demonstrate who you are.
 Complete FOCUS.
2. Know the Employer:
 Research key information
 Review the responsibilities you are
applying for
 Utilize JOBSs to review the company
profile and visit prospective company
websites
3. Practice
 Meet with a Career Coach for a mock
interview
 Prep! Be aware of questions that may be
asked
 Know the skills you possess for specific
position
4. Make a Good Impression:
 Always dress professionally
 Be well groomed
 Simple jewelry, perfume, cologne
 Bring a portfolio with a pad and pen

1. Be Prompt and Prepared
 Arrive 10-15 minutes early
 Turn OFF your electronics
 Firm handshake and smile
 Bring extra copies of your resume and
references
2. Answering the Questions
 Answer thoroughly, yet concisely
 Speak slowly and clearly
 Be honest
 Smile, be enthusiastic, and ask
meaningful questions
3. Closing
 Be prepared with your closing statement
to reiterate your interest
 Ask questions!
 Initial interview is NOT the time to ask
about salary
 Thank the interviewer(s) and ask for a
business card
After




Send thank you note- formal response.
Use a card/note paper
Begin evaluating if this job is right for
YOU
Prepare for potential salary negotiations
by researching salary information. The
NACE salary calculator is an excellent
resource.
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Professional Dress: Women
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Professional Dress: Men
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Interview Strategies
Commonly Asked Questions:
Education
 Explain how your education has prepared you to pursue your career interest. In which respects are
you best prepared or most knowledgeable?
 What led you to your major and what courses did you like most in college?
 What is the most significant contribution you made during your internship/co-op or a class project?
Work Related
 How have your previous experiences prepared you for this position?
 What do you consider to be your greatest strengths and weaknesses?
 What is a weakness of your manager or boss?
Career Plans/Goals
 What are your short and long term career goals and objectives?
 Why did you choose the career for which you are preparing?
 What are the most important rewards you expect in your career?
 How does this position fit into your career goals?
Personality Qualities
 Tell me something about yourself other than what I can glean from your resume?
 What three character traits would your best friend use to describe you?
 How do you work under pressure? How do you manage your stress?
 Have you ever received constructive criticism and how did you handle it?
Specific to Organization
 What specific skills or experiences make you the best match for this position?
 What ways can you contribute to this organization?
 Why are you interested in this position with our organization?
Questions to ask the Interviewer:
(Select 2 or 3 that were not answered in the interview)
 How would you describe a typical day in this position?
 What is the career path for a person who is successful in this position?
 What priorities would you have for me as a new staff member?
 What is your organization/department most proud of?
 What is the next step in the interviewing process?

Tips







Sell yourself when asked about your strengths
When asked about challenges: state examples of those that can be improved on
Describe difficult situations in which you have learned from or have made it better
Be careful not to reveal any negative or poor relationships/experiences. Make it positive by saying you
learned from this by….
Awards: accomplishments, creativity, leadership, etc. Shy away from money awards
Practice answers in advanced!
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Interview Strategies
After the Interview:
If you do not hear from the employer:
 If you were told by the interviewer that you would hear in a certain time frame and you do
not hear from them, it is acceptable to follow-up about the status of your application.
 If you were not told by the interviewer when you would hear from them, politely inquire
either by phone or email about the status of your application after TEN business days. Be
brief, but be sure to include your full name, date of interview and the title of position you
were interviewed for.
 Keep a record of when you spoke with someone, their name and the information they gave
you. Do not pester the interviewer.
When another candidate was selected for the position:
 You may want to send a follow-up letter thanking them for the opportunity to interview
and if a similar position should open in the future, you would like to have the opportunity
to interview again. Always take the high road.
While waiting to hear, do not ignore other job interviews:
 Keep in mind the hiring process may take weeks and sometimes even months.
 While hopefully this will not happen, it is possible that you will not hear anything at all
from an employer you interviewed with.
 While getting hired for this position may be a primary focus for you, keep in mind that the
recruiter may be busy with other commitments regarding their hiring efforts.
 Remember to relax and take care of yourself! Staying motivated will only make your job
search experience more positive and enjoyable.
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Other Sample Letters
Prospecting Letter

Thank You Letter

Dear Mr. Smith,

Dear Mr. Career,

I have read about your company on Southern
Connecticut State University’s JOBSs website, and I
would like to inquire about employment opportunities
in your management training program. Specifically, I
would like to work in business administration as well
as live in the New Haven area after graduation.

Thank you very much for interviewing me yesterday for
the finance position with ABC Company. I enjoyed
meeting you and learning more about your company and
the Finance Department.

Not only will I complete a degree in business
administration in May, but I also have two years of
experience. My communication, organizational and
problem solving skills are complimented by a strong
work ethic. Whether establishing rapport with clients
or speaking to a group, my communication skills
receive positive feedback.
On your home page you communicate a strong focus
on ethics and serving the community. These are
values I possess as well and ones that will make me a
natural fit and asset to your company. I will call you
the week of April 23 to discuss employment
opportunities. In the meantime, please contact me at
marylinmonroe@mail.com or (012) 345-6789 to
further discuss my qualifications.

Meeting with the other staff members was especially
enjoyable as was seeing that the kinds of projects they
are working on are in line with the type of work I have
done in the past. My education, skills, and experience fit
nicely with the job requirements, and I am certain that I
could make a significant contribution to your company
over time.
You provide the kind of opportunity I am seeking, and I
want to reiterate my strong interest in the position and in
working with you and your staff. Please call me at
203.841.9854 if I can provide you with any additional
information.
Again, thank you for the interview and your
consideration. I look forward to hearing from you soon.
Sincerely,
Taylor Smith

Sincerely,
Marylin Monroe

Thank You Letter

Rejecting Offer Letter

Dear Mr. Smith,

Dear Mr. Smith,

Dr. Sample White, professor of business administration at
Southern Connecticut State University, suggested that I
contact you. He thought that as an alum, you would be an
excellent person to assist me with a career decision.

Thank you very much for offering me the finance
position with ABC Company. It was a difficult decision,
but I have accepted a position with another company.

As a business administration major, I am exploring which
career path to pursue. Marketing, management, finance,
and administration all interest me at this point, but I want
to go into my campus interviews next semester with a
clear sense of direction. I would like to get your advice on
the long-term career implications of each path as well as a
better understanding of the day-to-day activities.

I sincerely appreciate you taking the time to interview me
and to share information on the opportunity and your
company.
Again, thank you for your consideration.
Sincerely,
Marylin Monroe

I will call you next week to see if I can arrange a brief
meeting at your convenience. Thank you for your time.
Sincerely,
Marilyn Monroe
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Thank You Letter (After Interview)
Ms. Mary Jefferson
Social Security Administration
100 Federal Drive
Stamford, CT 33333
May 5, 20xx
Dear Ms. Jefferson:
Thank you for meeting with me on Wednesday, May 2, regarding the Claims Representative position at the Social Security
Administration. This position is exactly what I have been looking for and I hope I am the person you are looking for as well.
I look forward to using my strong written and verbal communication skills in both English and Spanish to make a difference in the
lives of the diverse population that Social Security serves. I was pleased and encouraged by the opportunities for professional
development and advancement.
I am confident that my experience as a student assistant at the University has provided me with a solid foundation of skills and
experiences that are directly transferable to the Social Security Administration.
I would like to restate my interest in the Claims Representative position, and I look forward to hearing from you soon. If you need
any additional information, please do not hesitate to call me at 203-398-2345.
Sincerely,
Your signature here
Buddy T. Elf

Thank You Letter (After Career Fair)
Mr. Mark Appleby
Acme Company
100 Corporate Drive
Stamford, CT 33333
April 9, 20xx
Dear Mr. Appleby:
Thank you for taking the time to speak with me at the SCSU Career Fair today regarding potential positions at Acme Company. I
certainly appreciate your time and attention in the midst of so many students seeking jobs. You were extremely thorough in
explaining Acme’s customer service and marketing trainee program. Now that I have a better idea of what the position entails, I am
even more convinced that I would be an asset to your team and to Acme.
I will be graduating in May with a Bachelor Degree in Business Administration, and have completed two internships in the marketing
field. In addition, I have worked my way through college which demonstrates a solid work ethic and determination, two qualities you
said were important to success at Acme.
I look forward to an opportunity to speak to you further about the trainee program. Please contact me at your earliest convenience for
an interview at 203-555-3926.
Thank you again for your time and consideration.
Sincerely,
Your signature here
John P. Student

2
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Professional Presentation
Professionalism – It is a new level of responsibility as you transition from student to professional.
Professionalism is the method you select for interactions with others, displaying your character with a
sense of pride, and the standards on which you base your work ethic.







It is a state of mind.
It is not what you do, but how you do it.
It is how you conduct yourself and act on a daily basis.
It is knowing that you are important and in control of your destiny.
It is a continual demonstration of respect and trust.
It is important to always exhibit ethical behavior.

Professionalism includes:
 Your physical appearance with attention to the following details; hair, nails, make-up, and body
exposure.
 Dress appropriately, look the part you want to become and acknowledge your style, type and fit of
clothing, cleanliness and overall appearance.
 Your attitude conveys many messages via your eyes, facial expressions, body language and
disposition.
 Selection of language which would include tone, word usage, and the pitch of your voice will help
solidify your overall positive demeanor.
 Do not overlook the value of appropriate cell phone tones, voice messages, computer screen
backgrounds, and written correspondence including email.
The main idea behind social networking is to help you create connections with people. If an employer
located you on a social networking site you would want your profile to be professional. Social networking
sites, if used appropriately, can be beneficial in making connections with prospective employers. Keep in
mind it’s not only about what is posted online but when it is posted. The times you are posting messages
on your page or friends' pages can be seen by an employer. Are you posting during work hours when you
should be...working? Or at 2 AM? (Nothing good happens on the Internet after midnight)
LinkedIn is geared towards more professional networking. The main idea behind LinkedIn is to help
you create connections with people who will either recommend you for a job or help you find one.
When utilizing Facebook, remember to remove questionable content from your profile. Examine your
connections and remove tags of yourself from unfavorable content.
If you use Twitter, make sure your bio includes a brief description of your qualifications and what you
are looking for. Only tweet in a professional tone or create a separate account for more private content.

Regardless of whether you are tweeting, using LinkedIn, or even in the bathroom or hallway, it is
important to maintain your professional image. The foundation you embody must be strong with intent
and filled with passion. You are defining not only who you are, but what you expect to achieve.
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Beginning Your New Job: 20 Tips
Congratulations, you have just been hired! Now what? Below are some tips to help you as you begin your
new job.
1. Choose a mentor. Mentors do not all have to be upper level professionals, someone just one or two
levels above you can also serve as a great resource. When choosing a mentor:
a. Think about your needs and what you’d like your mentor to do for you.
b. Develop a list of several potential mentors.
c. Decide how you will approach the prospective mentor(s).
d. Be prepared to explain why you selected them as a mentor.
2. Always have a positive attitude.
3. Work a full day – be on-time or early, stay a little bit later and be flexible.
4. Understand fully what your company does and where your position fits into the company.
5. Know the company’s culture; be prepared to meet expectations by giving 100%.
6. Be a self-starter and take the initiative on projects; arrive on time to meetings.
7. Asking questions and receiving feedback expands your knowledge of the workplace.
8. Know and respect the email policy of the company you are working at.
9. Do not post any comments (either positive or negative) on any social networking sites about your
job or employer.
10. Be patient with yourself, it takes a while for you to learn everything that you need to know.
11. Personalize your work area, but not too personal.
12. Don’t speak ill of current or former boss.
13. Spoken and unspoken office policies are important. How do individuals who have been successful
at the organization dress and represent themselves, what personality traits do they have in common?
14. Mistakes will happen; keep them to a minimum, own them, learn from them and move on!
15. Visibility, accountability and responsibility are keys to success!
16. Keep in mind the Five Principles of Ethics: do no harm, make things better, respect others, be fair
and be compassionate.
17. Communicate with others and be flexible.
18. Do a self-assessment of yourself. What are your strengths, weaknesses and goals?
19. Balance excitement with rest and stay healthy.
20. Set goals and achieve them!
Remember your first year on the job isn’t about changing the world or the corporation landscape at the
organization. It is about learning from your job and the organization’s culture as a means of laying the
foundation for future success as you build your professional image.
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