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& Available Services

Career Services. Introduction

The Career Services office in the College of Agriculture and Life Sciences offers a
number of helpful services and resources. Located in 111 Patterson Hall, the office
is open Monday through Friday from 8:00 am to hoon and 1:00 pm to 5:00 pm.
Appointments are available career advisersto discuss any issues related to career
decisions and job search. Walk-in questions are welcome. The office presents a
workshop series called “Kick Start Your Career” each semester. Topics covered
include:

* resume writing

* interview skills

* job search strategies !

* how to find internships

Please check our website for dates and times. Call 515-3249 for more information.
Career Serviceson theWeb

The Internet has become a quick way to obtain current career information. You
can access Career Services on the web at http://www.cals.ncsu.edu/career.

From our web site, you can access the on-line Employment Bulletin, the On-
campus Interview Schedule, internship listings, workshops, links to government
jobs and various other jobs around the country. Y ou will find the web isan
exciting way to find out about careers, and much, much more.

%N | Information on Companies & Careers

The Office has a collection of information resources that we hope you will find
helpful: ' s S %

- Addresses of potential employers. &
Literature on more than 400 companies. Most company information is also )
available on the Internet.

Employer Directories. %$ "
Career Information binders containing current articles that will help you * # %

learn more about various careers. $

Reference books on careers and job search strategies (see the last page of

this booklet for alist of library resources). ' +
Computers to access SIGI Plus, “What Color is Your Parachute?’ and the

Internet. Many companies have web sites that contain basic company '
information and job postings. Room 118 has two computers available for =)
student use.

Handouts on a variety of topics, including Job Search Tips, Electronic

Resume Submission, GRE booklets, Informational Interviews, SIGI Plus &

Career Exploration.
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é%\gi Resume and CVs

Curriculum Vita (CV)

The CV isused for students seeking ajob in academia. In general, aCV ismore
detailed than the concise resume that most industry recruiters prefer. The CV
contains all of the resume components, but also commonly includes additional

sections:

Teaching Experience
Research Experience
Advising Experience
International Experience
Grants

Awards

Professiona Societies

Seminars, Papers and Lectures
Publication List (separate refereed journal articles from papers and

abstracts)

Other possible CV headings are:

Thesis
Master's Project
Dissertation

Professional Competencies

Career Highlights

Course Highlights

Areas of Expertise
Professiona Overview
Administrative Experience
Consulting Experience
Related Experience
Academic Service

Faculty Leadership

Electronic Resumes

Many companies including BASF, Glaxo Smith Kline, and Research Triangle
Institute have designed unique databases on their web sites where applicants can
apply directly for internship and job vacancies. In this case, instead of mailing a
resume with a cover letter, candidates submit a separate electronic form to each
company. Unfortunately for the job seeker, every formis alittle bit different, so it
can be abit time consuming. However, there are some similarities, so the best
advice isto save a personalized resume and cut-and-paste pieces of that original
document into the various on-line forms. For example, you may save a set of

bullet
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Committee Leadership
Departmental Leadership
Scholarly Presentations
Conference Presentations
Memberships
Certificates

Special Training
Academic Interests
Professiona Goals
Scholarships
Fellowships

Activities
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points that describe a given work experience and pasteit directly into that section
of an on-line form.

There are also many web sites that will send your resume out to their customers,
which can save you additional time. Investigate sites like monster.com and
jobdirect.com to determine whether you want to post your resume there or not. Be
sure you understand who might be given your personal information before posting
aresume on acommercia site. It isbest to update your information on these sites
every couple of weeks so the document will be updated when potential employers
search the database.

The CALS Career Services Office also maintains a database of on-line resumes.
We no longer keep hard copy resumes on file. Students can enter an on-line
resume by selecting “ On-line Resume System” on our home page. Thisis
recommended if you would like to heave usrefer your resume to matching
companies, interview on campus for internships and jobs, or receive e-mail
messages about jobs that match your career goals. Again, we suggest you try to
cut-and-paste portions of your personalized resume to minimize retyping. An on-
linetutorial is available on our web site. Some students choose to use the
electronic resume as a personal resume. Aswith any template, it has some
drawbacks. You may find that our format is not customized for your needs. Inthis
case, designing a personalized format is worth the time. Guidelinesfor tailoring a
personalized resume can be found in the following section of this booklet.

Bottom line — have both! Design your unique resume just the way you want it and
dump pieces of it into various databases that provide you with potential
employment leads.

Common Resume Mistakesto Avoid

Don't bury important information

Don't send aresume in apdf fileor azip file
Don’'t make a poor font choice

Avoid a meaningless objective

Don't mislead or lie

Don't include irrelevant personal information
Avoid long paragraphs

Avoid format problems

Avoid an unprofessional email address
Don't leave off the dates

Don’'t make it duty oriented so it reads like ajob description
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/‘;‘{&j The Hard Copy Resume

If you target industry as a potential employer, the hard copy (or personalized, as
opposed to electronic) resume is an important tool in your job search. The resume
isaconcise listing of our individua qualificationsfor ajob. Itisaselling tool
designed to generate enough interest that the potential employer will grant you an
interview. It issuggested that you design a unique hard copy resume in addition to
electronic versions.

A resume consists of many parts, some of which are necessary and othersthat are
optional. The amount of information to include in aresume is a matter of persond )
choice. General guidelinesfor resumes are as follows: 1 2)
The resume for a person withaMS or Ph.D. degree can exceed one page,

but try to be as concise as possible.

The resume should be neatly formatted on a word processor, and it should

be printed on a good grade of paper such as rag bond. (25% cotton). The

quality of paper isnot asimportant as the content and professional format.

The resume should stress your skills and accomplishments using clear,

descriptive language.

Components of the Resume i
A resume usually contains the following information:

Name
Use your full name, not a nickname, usually centered in alarger font.

Address Co4 =

It is generally wise for a student to include both a university, or local address, and a
permanent address where you can be reached after graduation. Include the area
codes with your telephone numbers. An e-mail address and web site address can
also be included. Be sure your web site does not contain any persona information
including age, marital status or palitical affiliation.

Job Objective 2

What kind of job do you want? Y ou can’t devel op a good resume without first
answering this question. It’s the whol e purpose of the document. Without ajob
objective, it'slikely that your resume will seem aimless or fragmented. Asyou
draft your resume, you' |l be confronted with organizationa and content decisions.
Where should a section be located? Which of various experiences should be
emphasized? To make these and other decisions, you'll need to consider your job
objective. How isit best supported? The more it is bolstered, the better.

o # %
$ )

How general or precise should your job objective be? That depends. An
unacquainted reader should be able to tell from your objective which kinds of jobs
you'd like to investigate. Therefore, it’simportant that your objective be
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as genera or precise as you need it to be to communicate accurately. Avoid
extremes. Very few people would want to say, “any old job will do.” Yet, if you're

too general, that’s what you communicate. It is hardly impressive to an employer >
who'slooking for enthusiasm and commitment. Too much 2
precision, on the other hand, can exclude you. It's okay if that’s what you really

want; just make sure you’' re communicating accurately. An objective such as“a 9

research position investigating the hereditary aspect of alztimers disease,” will
limit you to a narrow sector of the employment market.

Although a single objective may be used to seek employment in multiple related
fields, e.g., biotechnology, pharmaceutical, or chemical industries you should avoid
grouping fields that vary greatly. Such diversity is best served by developing more
than one resume.

A job objective can include four elements, but only one is required—the type of
position you seek. For example, the following are perfectly appropriate job
objectives:

A laboratory position
An environmental engineering position
A pharmaceutica sales position

These simple, straightforward objectives can serve their purposes. They tell
employers what kind of position you want. However, if your goals are more
precise, you need to make that clear. Y ou may want to specify the setting within
which you want to work. Thus modified, the first example might become:

A research position in the biochemical industry.

Other possible elements to include in your job objective are strictly optiona. Some
job seekerslike to highlight skills or abilities they possess, and others call attention
to long-term goals they hope to attain.

If you include these options, a couple of pieces of advice arein order. Any skills

you cite must be substantiated within the body of your resume. Prove you have

them. Any stated long-term goals must follow logically from the position you 6
initially want. If it sounds like you plan to do ajob for less than ayear and then

head in a different direction, you' [l have problems convincing employersto invest

in you. Here' sajob objective that includes al four elements: )

A product development position in the food industry utilizing my technical and
organizational skills ultimately leading to a manageria role.

Education 2

Include the degree(s) you have earned, your major field, the university’ s name and
location, and your date of graduation. Using the same format, transfer students may
list colleges attended previoudly. Listing your grade point average (GPA) is
optional; you may wish to includeit if it would be an asset (3.0 or better asa
general rule). List your ingtitutions in reverse chronological order (most recent
first).

Significant Cour sework (Optional)

A list of coursestaken in your mgjor field, as well as significant electives (such as
courses in useful areas like computer science or speech), can help make the
employer aware of facets of your education that help to qualify you for a position.
Do not list al courses, just the most significant ones. (Four to
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eight should be sufficient). Do not include course numbers or the courses that
someone in your major would obviously take.

Special Skills (Optional)

Y ou may wish to provide employers with information about skills that you have
obtained through work experience or coursework. Examples include skillsin
computer applications, laboratory techniques, operation of equipment, and oral or

written communication. Most employers expect to see strong computer skillsin AS$ +
today’ s job market. c2 o+ 0
Experience 2 %

Your list of work experience should begin with your most recent job and work
backwards. Define time frames by giving the month and year. For each position
held, give the employer’s name, location, and your title. Leave off your
supervisor's name and street address. Briefly describe your major duties and
responsibilities using action words (for examples, see“Action Verbs’). The
number of work experiences (full or part-time) that you include is determined by
how relevant each job isto your career objective. Focus on accomplishments when

appropriate.
Publications

Lists of publications can be serioudly diluted by the inclusion of published abstracts

or publications in questionable journals. Stick with publicationsin referred

journals (include publications in press) arranged by date, with titles, citations, and 6
order of co-authorship clearly stated. A separate section can be used for published $ 0 +
abstracts.

University Organizations and Professional Associations

List any relevant organizations in which you have actively participated. If you held
an office in an organization, or felt your experience was especially useful, you may
select to move some activities to your experience section to draw more attention to
them. For example you may have a*“Leadership Experience” category. List these
activities as you would any other experience with title, organization, location, dates
and responsibilities. Do not include activities with which you had little
involvement.

References

Strong professional references are an important part of any job search. Plan to have

at least three names to provide as references for prospective employers when

asked. Faculty members on your committee, advisers, current or former employers, +
and others who know your professional goals and capabilities, and whom you feel

can support your candidacy, are the best choices for references. Avoid persond )
references.

On your resume, state that references are avail able upon request or include a
separate sheet with your resume and cover |etter. Some candidates prefer to delete
the “ References Available Upon Request” line on their resume, and instead, they
include their reference list with their resume and cover letter. On a separate sheet
titled “ References,” include the following information:

Name
Title
Company
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Y our relationship to the person (supervisor, faculty adviser, co-worker,

etc.) %
Street/Box, City, State, Zip

Area Code/Phone Number +
Fax # and e-mail optiona

Keep in mind that references are typically called after the interview screening has
been completed. Some employers check references by sending an email
guestionnaire to your references instead of aphone call. They serveto legitimate
the information on your resume and give insight into the type of person that the
organization would be getting if they choseto hire you. Take the time to develop
relationships with people in your world so they will enthusiastically support you.

What to L eave Out of Your Resume

Below isalist of things that should NOT be included in your resume:
Age or date of birth

Religious affiliation
Marital status and number of children ,
Elementary and high schools attended

Salary desired (never)

Salary history (even if requested in an ad). It is best to state “negotiable” in

your cover letter.

Names of supervisors unless very well known in thefield

Height, weight & other physical descriptions

Photograph

Personal comments about failures, problems or ideals

The pronoun “1”

Scannable Resume

Scanning resumes is a growing trend among large companies. If a company plans
to scan applicant’ s resumes, they will request a scannable resume in the job
vacancy announcement. In this situation, you may need to reformat your personal
resume for optimal scanning. Below isalist of tips for making your resume easy to

Scan.
Tipsfor Scannable Resumes gj

by Ralph Brigham, Montana State University-Bozeman

If you learn that a company will be scanning your personal resume, follow the (
directions below and revise your resume accordingly.

Use white or light-colored 8 1/2 x 11 paper, printed on one side only.
Provide alaser printer original. Avoid dot matrix printouts and low quality
copies.

Do not fold or staple.

Use standard typefaces such as Helvetia, Futura, Optima, Univers, Times
New Roman, Palatino, New Century Schoolbook, Bookman and Courier.
Use afont size of 10 to 14 points.

Don’'t condense spacing between letters.

Use boldface and/or all capital letters for section headings as long as letters
don’'t touch each other.

Avoid fancy treatments such asitalics, underline, shadows, and reverse
(white letters on black background).
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Avoid vertical and horizontal lines, graphics, and boxes.

Avoid two-column format or resumes that ook like newspaper or

newsl etters.

Place your name at the top of the page on its own line.

Use standard address format below your name. List each phone number on
itsown line. Don't use parentheses or brackets around telephone area
codes.

Use jargon and acronyms specific to your industry (spell out acronyms for
human readers).

Describe your experience with concrete words rather than vague
descriptions.

When faxing, set the fax to fine mode, and the recipient will get a better
copy.

Use keywords, buzzwords, skill words, or job words; these words mean
more to the computer than action verbs.

Avoid afour-page resume on afolded 11 x 17 sheet.
When using dates for work experience, put them both on oneline.
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Action Verbs
Here are some action verbs that can be used effectively in the
experience/accomplishments section of your resume. However, they should be
used only when appropriate (usualy, to begin phrases) and not to distort or
misrepresent the duties described.

*accel erated *accepted *accommodated * accompanied * accomplished *accounted
*achieved *acquainted *acquired *acted * activated *actuated * adapted * added * addressed
*adhered * adjusted *administered *admitted *adopted *advanced *advertised * advised
*advocated *affected *aided *aired *allocated *altered *amended *amplified *analyzed
*answered *anticipated *applied * appointed * apprai sed * approached *approved * arbitrated
*arranged * ascertained *asked * assembled * assessed * assigned *assisted * assumed
*assured *attached *attained * attended * attracted * audited * augmented * authored
*authorized *automated *availed *awarded

*balanced *bargained *began *borrowed *bought * broadened * budgeted * built #

*calculated *called * canvasses * capitalized * captured *carried * cast * catalogued

*centralized *chaired *challenged * changed * channeled * charted * checked * chosen

*circulated *clarified *classified * cleared * closed * coached * coauthored * coded

*co-led *collaborated *collated * collected * combined * commanded * commenced

*commissioned * committed * communicated * compared * compiled * completed * composed

*computed * conceived * conceptualized * concluded * condensed * conducted * conferred

*configured * consolidated * constructed * consulted * contacted * contained * continued

*contracted * contrasted * contributed * contrived * controlled * converted * convinced

*coordinated * corrected * corresponded * counseled * counted * created *critiqued

*cultivated *curtailed *cut "H

*dealt *debugged * decentralized * decided * decreased * deferred * defined * delegated

*delivered *demonstrated * described * designated * designed * dispatched * detailed

*determined *devel oped *devised *devoted * diagnosed * diagrammed * differentiated

*directed *disclosed *discounted *discovered *discussed *dispatched *displayed

*disseminated *distinguished *distributed *diversified *diverted *divested *documented

*doubled *drafted *drilled St

*earned *eased *economized * edited *educated * effected *elected *eliminated *employed

*empowered *enabled *enacted *encouraged *endorsed *enforced * engaged *engineered

*enhanced *enjoyed *enlarged *enlisted *enriched *enrolled *ensured *entered

*entertained *equated * escorted * established * estimated * evaluated * examined * exceeded

*exchanged *executed *exempted *exercised *exhibited * expanded * expedited

*experienced * experimented * explained * exposed * expressed * extended * extracted

*extrapol ated

*fabricated *facilitated *familiarized *fashioned *fielded *figured *filed *filmed *financed

*fine-tuned *fitted *fixed *focused *forecasted *formalized *formed *formulated

*fortified *found *founded *framed *fulfilled *functioned * furnished B#

*gained * gathered *gauged * gave * generated *governed * gradual * graduated * granted
*greeted *grouped * guaranteed *guided

*handled * harmonized *headed *held *helped *hired * hosted H#
*identified *illuminated *illustrated *implemented *improved *improvised *inaugurated

*incorporated *increased *incurred *indoctrinated *induced *influenced *informed

*initiated *inspected *ingpired *installed *instigated *ingtilled *instituted *instructed

*integrated *interfaced *interpreted *interviewed *introduced *invented *inventoried CH
*invested *investigated *invited *involved *isolated *issued

*joined *judged

>t

A#

(#
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(Continued)
*kept

*launched *learned *lectured *led *liaised *lightened *liquidated *litigated *lobbied
*|ocalized *located *lodged *lowered

*machined * made * maintained * managed * manufactured * marketed * masterminded
*maximized * measured * mediated * merchandised *merged *met *minimized * modeled
*moderated * modernized *modified * monitored * motivated * mounted *moved * multiplied

*named * narrated * negotiated *nominated * notified * nurtured

*observed * obtained * offered * offset * opened * operated * operational zed * orchestrated
*ordered *organized *originated * overcame * overhauled * oversaw

*packaged *paid * participated * passed * patterned * penalized * penetrated * perceived
*perfected * performed * permitted * persuaded * phased * pinpointed * pioneered * placed
*planned * played *polled * prepared * prescribed * presented * presided * prevented * priced
*printed *prioritized *proved * proceeded * procured * produced *profiled * programmed
*projected * promoted * prompted * proposed * protected * proved * provided * publicized
*published * purchased * pursued

*quantified *quoted

*raised *ran *ranked *rated *reacted *read *rearranged *received * recognized
*recommended *reconciled *recorded *recovered *recruited *rectified *redesigned
*reduced *referred *refined *regained *regulated *rehabilitated *reinforced *reinstated
*rejected *related * rel ocated *remedied *remodel ed *renegotiated * renovated * reorganized
*repaired *replaced *reported *repositioned * represented * requested *researched
*reshaped *resolved *responded *restored *restructured *restyled *retrieved *revamped
*revealed *reversed *reviewed *revised *revitalized *rewarded *routed

*safeguarded * salvaged * saved * scheduled * schooled * screened * searched * secured
*segmented * selected * sent * separated * served * serviced * set * settled * shaped * shared
*shortened * showed *signed *simplified * skilled *sold * solidified * solved * sorted
*gspearheaded * specified * speculated * spoke * sponsored * spread * stabilized * staffed
*standardized * steered *stimulated * stored * straightened * streamlined * strengthened
*stressed * structured * studied * submitted * substantiated * substituted * suggested
*summarized * supervised * supplied * supported * supplemented * surpassed * surveyed
*synchronized * synthesized * systematized

*tabulated *tailored *targeted * taught *telephoned *terminated *tested *testified
*theorized *tightened *took *traced *traded *trained *transacted *transcribed *transferred
*transformed *translated *transported *traveled *treated *trimmed *tripled *turned around
*uncovered *undertook *unified * united * updated * upgraded * used * utilized

*validated *valued *verified *viewed *visited *voted

*weighed *welcome *widened *witnessed *won *worked *wrote
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Electronic Resume Samples

Eric Holts
L ocal Address Permanent Address
Fort Sumter Road old st
Raleigh, NC XXXXX Statesville, NC XX XXX
(XXX) XXX-XXXX (XXX) 837-XXXX

eholts@unity.ncsu.edu

Obj ective:  Seeki ng afood safety position in anindustrial or governmental setting.

Education: pr, Food Science May, X XXX
North Carolina State University, Raleigh, NC
MS, Food Science August, X XXX
Michigan State University, East Lansing, Ml
BS, Foods and Nutrition May, XXXX

University of Illinois, Champaign, IL

Relevant Cour sawork:

Microbial Food Safety Food Microbiology
Food Biotechnology Statistics

Food Analysis Risk Assessment
Experience:

USDA National Needs Fellow, North Carolina State University, Raleigh, NC, USA, 8/XX —5/XX

Developed protocols for the extraction of human enteric viruses from foods Performed RT-PCR and cell culture infectivity
assays to assess percentage of virus extracted Developed an ELISA to detect salivary antibodies to Norwalk virus
Resear ch Assistant, Michigan State University, East Lansing, M1, USA, 8/ XX —8/XX

Verified triose phosphate i somerase to be a marker protein for the cooking of ground beef patties using enzume assays and
ELISAs

JBT Student Assistant, College of Agriculture at the University of Illinois, Champaign, IL, USA, 8/XX —12/XX
Interviewed sixty freshman JBT scholarship recipients. Presented each scholarship recipient at the JBT banquet — over 500
people in attendance

Swing Manager, M cDonalds, Chicago, IL, USA, 5/ XX — 8/XX

Supervised preparation of people, equipment and product for each shift. Trained employees on all crew functions. Handled
and properly documented customer complaints during each shift

Honor gActivities:

Ingtitute of Food Technologist Student Association, President

ASM Sustaining Member Student Travel Grant

Ingtitute of Food Technologists Foundation, Board of Directors

Phi Tau Sigma Honor Society

North Carolina State University Food Science Club, Chapter of the Y ear Chair
USDA National Needs Fellow

Institute of Food Technologists, Executive Committee

Outstanding Student Food Science Club Member Award

North Carolina State University Graduate Committee, Graduate Representative
Finalistsin IFT Product Development Competition
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BINDU GUDDERRA
Esk VILLAGE APT |-020
NCSU
RALEIGH, NC XXXXX
(XXX)XXX-XXXX

Objective:  Toobtain ajob in the area of plant and insect physiol ogy/biochemistry/molecular biology/bioinformatics
research and development.

Education: DR, Entomology December X XXX
North Carolina State University - Raleigh, NC GPA: 3.367
MS, General Agriculture August, X XXX
NorthWest Missouri State University, Maryville, MO
BS, Sericulture September, XXXX

Relevant Coursework:

Biotechnology Summer Practicum Metabolism and Molecular Biology
Molecular Biology for the Biologist Insect Physiology and Morphology
Integrated Pest M anagement Insect Behavior

Experience:

Graduate Research Assistant, North Carolina State University, Raleigh, NC, 8/XX — Present
Identified and isolated a novel hemolymph protein in ticks, accomplished biochemical characterization, obtained N-terminal
sequence and amino acid, lipid composition and published in the Journal of Insect Biochemistry and Molecular Biology.

Graduate Resear ch Assistant, Northwest Missouri State University, Maryville, MO, 8/XX —8/XX
Gained experience in all aspects of orchard, vegetable and greenhouse production and management. Received the Federated
Garden Club Award for best student in Horticulture.

Senior Resear ch Officer, Recon Limited, Bangalore, India, 1/XX — 8/XX
Liaison to Research & Development.

Technical Sales Officer, Phytotron Agro ProductsLtd., Bangalore, India, 4/XX — 1/XX
Coordinated pesticide sales and trained area field salesmen.

Honor g/Activities:

Delta Tau Alpha, Ag. Council Rep.

Virginia Thomas Scholarship

International Students Organization, Activity Coordinator
Gamma Sigma Delta, Member

Outstanding President Club Sports, President
Outstanding Teaching Assistant, NCSU

National Graduate Teaching Assistant Award, NCSU
First Place, Student Physiology Poster Competition
Professional Devel opment Workshop Nominee
Southeastern Intercollegiate Racquetball Champion

Additional  USCitizen
I nformation:
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Hard Copy Resume Sample

Young-Mi Oh

XXXX Westgrove St. #XXXX
Raleigh, NC XXXXX
(XXX)XXX-XXXX Home
(XXX)XXX-XXXX Work
E-mail:yoh@unity.ncsu.edu

CAREER OBJECTIVE
To develop aresearch program aimed at designing new products and systems to increase crop
production efficiency in the horticultural industry.

EDUCATION

PhD North Carolina State University, Raleigh, North Carolina.
Anticipated August XXXX. GPA 3.89/4.0.
Dissertation: Development of a pre-plant source of phosphorus for soilless root media.

MS Seoul National University, Seoul, Korea. February XXXX. GPA 3.80/4.3.
Major: Horticultural Science. Advisor: Dr Hyo-Guen Park
Thesis: Development of evaluation methods of heat resistance of tomatoes in the greenhouse.

BS Seoul National University, Seoul, Korea. February XXXX. GPA 3.84/4.3.
Magjor: Horticultural Science.

RELEVANT GRADUATE-L EVEL COURSES

Mineral Nutrition in Plants Soil Chemistry
Advanced Plant Physiology Soil Physics
Statistics for Biological Sciences Sail Fertility
Production of Floricultural Crops Soil Mineralogy

EXPERIENCE

Soil Genesis and Classification

Graduate Research Assistant, January XXXX — Present.
Plant Nutrition Physiology Laboratory. Department of Horticultural Science. North Carolina State
University, Raleigh, NC

Developed and evaluated a soilless potting medium containing clay minerals to supply
phosphorus with minimal leaching.

(0]

(0]
(0]
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Synthesized various clay minerals and characterized them by X-ray diffraction analysis,
surface area analysis, and chemical analysis.

Produced adsorption isotherms to estimate phosphorus retention capacities of soils.

Built a stirred flow reaction chamber and operated a computerized system to characterize
desorption kinetics to evaluate soils for phosphorus release.

M easured available phosphorus level s and phosphorus retention of soils from various
field sources.

Developed a method to charge phosphorus on clay in alarge scale.

Evaluated a potting medium containing clay minerals for plant growth in the greenhouse.
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0 Analyzed substrate, leachate, and plant tissue samples by Kjeldahl N analysis, atomic
absorption, and spectrophotometric analysis.
Performed a greenhouse study on the evaluation of coir as a potting substrate for The Scotts
Company.
0 Participated in designing treatments and layout in the greenhouse.
0 Maintained plantsin the greenhouse and evaluated the growth.
0 Analyzed substrate and tissue samples, and measured other characteristics of potting
mixes.
0 Analyzed the data statistically using SAS program.
Involved with setting up greenhouse studies and collecting data for other research projects.
Supervised setting up and maintai ning various greenhouse culture demonstrations for graduate
course, Mineral Nutrition in Plants, as ateaching assistant (spring, XXXX).

Graduate Research Assistant. March XXXX — February XXXX

Plant Breeding Laboratory. Department of Horticultural Science. Seoul Nationa University, Seoul,
Korea.

Developed methods to evaluate heat resistance of tomatoes in the greenhouse.

Performed a greenhouse study to select heat resistant tomato varieties for the greenhouses owned by
PoHang Steel Co.

Involved with various field plot research by the research group.

Managed laboratory purchasing and organized annual laboratory reunions.

Undergraduate Research Assistant. July XXXX — February XXXX

Plant Breeding Laboratory. Department of Horticultural Science. Seoul Nationa University, Seoul,
Korea.

Trained in tissue culture and other laboratory operations.
Participated in variousfield plat research by the research group.

PUBLICATIONS

Oh, Y-M, D.L. Hesterberg, and P.V. Nelson. 1999. Evaluation of phosphate desorption characteristics of
clay minerals for soilless root media. (Abstract for presentation in 96" Annual Conference of American
Society for Horticultural Science). HortSci. (in press).

HONORSAND AWARDS

Member of Gamma Sigma Delta, the Honor Society of Agriculture (XXXX).

West Raleigh Rotary Club Scholarship nominee (XXXX).

University scholarship for excellent academic achievements from Seoul National University (XXXX —
XXXX).

Graduation with honor, BS from Seoul National University (XXXX).

University scholarship for excellent academic achievements from Seoul National University (XXXX —
XXXX).

University Honorary award for outstanding academic achievement from Seoul Nationa University
(XXXX).
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PROFESSIONAL ASSOCIATIONS

American Society for Horticultural Science
Ph Alpha Xi

PROFESSIONAL DEVELOPMENT

Graduate Student Professional Development Workshop. College of Agriculture and Life Sciences. North
Carolina State University (XXXX).

Leadership Development Series. North Carolina State University (XXXX).
REFERENCES

Dr Paul V Nelson

Department of Horticulture Science
Box XXXX

North Carolina State University
Raleigh, NC XXXXX
(XXX)XXX-XXXX

Dr Dean L Hesterberg
Assistant Professor

Department of Soil Science
Box XXXX

North Carolina State University
Raleigh, NC XXXX
(XXX)XXX-XXXX

Dr Stanley W Bual

Professor

Department of Soil Science
Box XXXX

North Carolina State University
Raleigh, NC XXXXX
(XXX)XXX-XXXX
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DAREN ELLIOTT PARTRIDGE

514 Preston Grove Ave. Residence; X XX-XXX-XXXX

Cary, NC 27513 Office: XX X-XXX-XXXX

E-mail: departri@ncsu.edu Fax: XXX-XXX-XXXX
EDUCATION

North Carolina State University, Raleigh, North Carolina
Ph.D. Plant Pathology and Crop Science, January X XXX
Advisors. Turner B. Sutton, Ph.D. and David L. Jordan, Ph.D.

Southern Illinois University, Carbondale, Illinois
M. S. (XXXX) Plant and Soil Science
Advisor: John S. Russin, Ph.D.

Cornéll University, Ithaca, New Y ork
B. S. (XXXX) Biological Sciences; concentration Plant Biology

PROFESSIONAL EXPERIENCE

Resear ch Assistant

North Carolina State University, Department of Plant Pathology

Ph.D. June XX XX — present.

Dissertation Title: Management of Sclerotinia blight with the biological control agent
Coniothyrium minitans.

Research focus. Study the interactions between the mycoparasite C. minitans and Sclerotinia
minor to determine potential in controlling disease on peanut. Commercial formulation of
biological agent applied in field plots to determine effectiveness in controlling Sclerotinia
blight on peanut. The mycoparasitism of S minor by C. minitans examined under various
environmental conditions.

Resear ch Assistant

Southern Illinois University, Department of Plant, Soil and General Agriculture

M. S. July XXXX - May XXXX

Thesis Title: Effects of sudden death syndrome and charcoal rot pathogens on

nodulation and nitrogen fixation in soybean.

Research focus. Determine if root infection by Fusarium solani f. sp. glycines and
Macrophomina phaseolina reduces soybean nodulation and nitrogen fixation. An acetylene
reduction assay was used to determine the nitrogen fixation efficiency after soybean root
where exposed to the soil-borne fungi. In addition plant-growth-promoting-rhizobacteria
were surveyed for inhibition against fungal growth and ability to promote normal nodulation
and nitrogen fixation in soybean under disease pressure.
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I ntegrated Pest Management Scout

AgChem Service, western New Y ork

May XXXX - August XXXX; May XXXX - July XXXX

Scouted field crops (corn, alfalfa, soybean, dry bean and cabbage) for insect, weed and
disease pests. Tested soil samples for nitrogen to give recommendations of mid-season
fertilizer in corn.

I ntegrated Pest Management Scout

Agway Agricultural Products, Avon, New Y ork

May XXXX - August XXXX; May XXXX - August XXXX

Scouted corn, afalfaand soybean for insect, weed and disease pests for recommendations of
pesticide application.

Manager of Farm Store

Partridge’'sOn the Farm Market- Batavia, New Y ork

May XXXX - December X XXX

Managed the planting, harvesting and sale of fruit and vegetable produce.

Teaching Experience

North Carolina State University

Teaching Assistant (XXXX), Epidemiology and Plant Disease Control (graduate course)
Teaching Assistant (XXXX), Diseases of Ornamentals and Turf grasses (undergraduate
Course)

Southern Illinois University
Tutor (XXXX), Introductory Plant Pathol ogy

TECHNICAL SKILLS

Integrated Pest Management and Sustainable Agricultural Methods

Pathogen Identification

Pesticide/Herbicide/Fertilizer Calibration and Application

Statistics and Experimental Design

Scanning Electron Microscopy

Gas Chromatography

Computer Literacy (brief list: PowerPoint, Word, Excel, Adobe Photoshop, SAS)
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Research Grants

National Science Foundation, The Center for Integrated Pest Management, NCSU,
Raleigh, North Carolina

Graduate Research Funding X XXX

Amount: $2000.00

I R4 Program, Continuation of Funding

Research entitled: Potential for management of Sclerotinia blight with the biological control
agent Coniothyrium minitans (Contans), XX XX - XXXX

Amount: $18,500

Publications

D. E. Partridge, T. B. Sutton, D. L. Jordan, and V. L. Curtis. 2003. Management of
sclerotinia blight on peanut with the biocontrol agent Coniothyrium minitans.
Phytopathology 93:S70. Publication no. Abstract.

D. E. Partridge, T. B. Sutton, D. L. Jordan, and V. L. Curtis. 2003. Management of
Sclerotinia blight in peanut with the biocontrol agent Coniothyrium minitans, moderate
resistance, and fungicide programs. 1n 2003 Proceedings of the American Peanut Research
and Education Society, Inc. December 2003. 35: p 30.

D. E. Partridge, J. E. Bailey, and D. L. Jordan. 2002. Potential for integrated management of
Sclerotinia blight on peanut with Fluazinam and the biocontrol agent Coniothyrium minitans.
Phytopathology 92:S64. Abstract.

D. E. Partridge, J. E. Bailey, D. L. Jordan. 2002. Potential for integrated management of
Sclerotinia blight on peanut with fluazinam and the biocontrol agent Coniothyrium minitans.
In 2002 Proceedings of the American Peanut Research and Education Society, Inc. December
2002. 34: p 40.

D. E. Partridge, J. S. Russin, and B. P. Klubek. 2001. Effects of the sudden death syndrome

and charcoal rot pathogens on nodulation and N(2) fixation in soybean. Phytopathol ogy
91:S70. Abstract.
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Awards and Activities

Crop Protection School, 1% place Graduate Student Competition (XXX X)
Title: “Managing Sclerotinia Blight in Peanut using Traditional Approaches, and the
Biological Control Agent Contans WG”

Graduate Student Professional Devel opment Workshop (XXX X), College of Agriculture and
Life
Sciences, North Carolina State University, Raleigh, NC

Invited guest, Pesticides in the Molecular Age, Conference in conjunction with NSF-The
Center for Integrated Pest Management, Orlando, Florida (XXXX)

Invited guest, Integrated Pest Management-New Technologies and Opportunities, Sponsored

by The Center for Integrated Pest Management, North Carolina State University, Raleigh,
NC (XXXX)

President of Plant Pathology Graduate Student Association (XXXX-XXXX)
Phi Kappa Phi National Honor Society for coursework at both SIU and NCSU

Nematode Identification Short Course, Clemson University (XXXX)

Professional Societies

American Phytopathological Society (APS), XXXX - present

American Peanut Research and Education Society (APRES), XXXX - present
National Soil and Water Conservation Society (NSWC), XXXX - present
North Carolina Plant Pathology Society (NCPPS), XXXX — present

Southern Soybean Disease Workers (SSDW), X XX X-XXXX

Updated 9/1/2004 Page 20 of 58



KRISTEN M. ROSENFELD

OFFICE: HOME:

Department of Botany XXX Union Mills Way

Campus Box XXXX Cary, NC XXXXX

North Carolina State University Home phone: (XXX) XXX-XXXX
Raleigh, NC XXXX Mobile phone: (XXX) XXX-XXXX
Phone: (XXX) XXX-XXXX E-mail: dfjhfdak@yahoo.com

Fax: (XXX) XXX-XXXX

RESEARCH INTERESTS/CAREER GOALS:

The application of ecological data and research to conservation, management, and public policy; the
anthropogenic consequences to habitats and biodiversity; rare and endangered plant species, ecologica and
community relationships of flora and fauna; and the assessment of active teaching and learning in the classroom
environment. Career goalsinclude teaching and field research.

EDUCATION:

North Carolina State University, Raleigh, NC XXXX-current
Ph.D. in Botany (Plant Ecology), Thesis Advisor: Thomas R. Wentworth

North Carolina State University, Raleigh, NC XXXX-XXXX

M.S. in Botany (Plant Ecology), Thesis Advisor: Thomas R. Wentworth
Thesis Topics. Barrier Iand Plant Community Ecology and Restoration of Amaranthus pumilus

North Carolina State University, Raleigh, NC XXXX-XXXX
Magjor continuing education and undergraduate coursework in Botany

Furman University, Greenville, SC XXXX-XXXX
Continuing education coursework in Accounting

Appalachian State University, Boone, NC XXXX-XXXX
BA in Political Science, Minor: Communications

GRANTSAND AWARDS:

NC State Faculty Center for Teaching and Learning Travel Grant ($224) XXXX
US Fish and Wildlife Service Grant — Amaranthus pumilus ($8,000) XXXX
NC State University Outstanding Teaching Award Recipient XXXX
NC SeaGrant Mini Grant —Bird Island V egetation Survey ($5,000) XXXX
College of Agriculture and Life Sciences Honors program XXXX
PROFESSIONAL DEVELOPMENT:

NCSU Ethics Fellow XXXX-XXXX
NCSU Ethics Annual Retreat XXXX, XXXX
NSF Sponsored Faculty Institutes on Reforming Science Teaching XXXX
Joint Botany/Zoology Graduate Student Research Symposium XXXX, XXXX
North Carolina Rare Plant Conservation Annual Meetings XXXX, XXXX
CALS Professional Development Workshop XXXX
Seabeach Amaranth Rangewide Symposium XXXX
NSF Sponsored Women In Science Retreats XXXX XXXX
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ROSENFELD — PAGE 2

CURRENT RESEARCH PROJECTS:

Curricular intervention effect on student career commitment and

attitudes towards women NSF Sponsored
Effects of corridors on vascular plant seedbank US Forest Service Sponsored

RELEVANT EXPERIENCE

North Carolina State University, Raleigh, NC XXXX-current
Research Assistant/Teaching Assistant
Sylvan Learning Center, Cary, NC XXXX-XXXX

Academic Tutor/Training Consultant/Director of Training

OTHER EXPERIENCE

The Dialog Corporation, Cary, NC XXXX - XXXX
Manager, Customer Administration/Assistant Controller/ Staff Accountant

Unimark Plastics Company, Greenville, SC XXXX-XXXX
Administrative Assistant — Accounting

The Limited Stores, Charlotte, NC and Hickory, NC XXXX - XXXX
Co-Manager/Sales Associate

Appalachian State University, Boone, NC XXXX - XXXX

Academic Affairs Director — Student Government Association/Community Affairs Director — Student
Government Association/Academic Advisor/Freshman Orientation Leader

PUBLICATIONS:

Haddad, N.M, T.R. Wentworth et al. 2004. Laboratory Manual: Evolution, Behavior and Ecology. Edited by
K.M. Rosenfeld and E.I. Damschen. North Carolina State University: Raleigh, NC.

Wentworth, T.R. et al. 2003. Laboratory Manual: Introduction to Ecology. Edited by K.M. Rosenfeld. North
Carolina State University: Raleigh, NC.

Wentworth, T.R. et al. 2002. Laboratory Manual: Introduction to Ecology. Edited by L. Knebel and K.M.
Rosenfeld. North Carolina State University: Raleigh, NC.

PAPERS PRESENTED:

Rosenfeld, K.M., T.R. Wentworth and D.W. Suiter. 2004. The effect of distance from the ocean on survivorship
and reproductive success of Seabeach Amaranth. Ecological Society of America, Portland, OR.

Rosenfeld, K.M. and T.R. Wentworth. 2004. Ecological characterization of a North Carolina barrier island.
Association of Southeastern Biologists, Memphis, TN.

Rosenfeld, K.M. and T.R. Wentworth. 2003. The challenges of vegetation sampling design: a case study on a
North Carolina barrier idand. Association of Southeastern Biologists, Washington, DC.

Rosenfeld, K.M., T.R. Wentworth and D.W. Suiter. 2003. Reintroduction of Amaranthus pumilus on Sunset
Beach, NC and Bird Island, NC/SC. Seabeach Amaranth Rangewide Symposium: National Conservation
Training Center, Shepherdstown, WV.

Rosenfeld, K.M., E.I. Damschen, D. Murphy-Medly, T.R. Wentworth and M. Wyer. 2003. Toward amore
inclusive ecology: Increasing career commitment through curricular intervention. Ecological Society of
America, Savannah, GA.
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TEACHING

Introduction to Ecology
Evolution, Behavior and Ecology
Evolution, Behavior and Ecology
Introduction to Ecology

Ethical Issuesin Plant Biology
External Experiential Learning
Evolution, Behavior and Ecology
Introduction to Ecology
Introduction to Ecology Lab
Plant Life

Introduction to Ecology Lab
Introduction to Ecology

INSTITUTIONAL SERVICE

Laboratory Instructor
Lecturer: Natural Selection
Laboratory Instructor
Lecturer: Population Genetics
Instructor

Instructor

Laboratory Instructor
Lecturer: Sustainability
Instructor

Laboratory Instructor
Assistant Instructor
Lecturer: Biodiversity

NCSU University Ethics Steering Committee Member

Agriculture and Life Sciences Dean Search Committee Member

Supervisor for Undergraduate Honors Research Project

Botany Graduate Student Association Vice President

University Graduate Student Association Academic Policy Advisor
University Graduate Student Association Botany Department Representative

Graduate Student Representative on University Committee on Courses and Curricula
University New TA Training Session Leader
Botany Graduate Student Association President

PROFESSIONAL AFFILIATIONS:

Assaociation of Southeastern Biologists

Ecological Society of America
Society for Conservation Biology

COMMUNITY INVOLVEMENT:

A.R.F. (Animal Relief Foundation) Board Member

Carolina Vegetation Survey Volunteer

ROSENFELD —PAGE 3

Fall XXXX, Fal XXXX
Spring XXXX
Spring X XXX

Fall XXXX

Fall XXXX
Summer XXXX
Spring X XXX
Fall XXXX

Fall XXXX
Spring X XXX
Fall XXXX

Fall XXXX

XXXX-XXXX
XXXX

XXX X-XXXX
XXX X-XXXX
XXXX-XXXX
XXX X-XXXX
XXX X-XXXX
Fall XXXX
XXX X-XXXX

Expand Y our Horizons in Math, Science and Technology (Program for 7" Grade girls) Volunteer

Updated 9/1/2004
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James Brown
1234-0 5. Some St.
Anywhere, NC 12345
(111)222-1212
jamesbrown@yahoo.com

CAREER OBJECTIVE

Sensory scientist position using descriptive analysis and consumer research methods

SUMMARY OF QUALIFICATIONS

Four years of food science-related industry experience

Effective panel leadership and consumer testing skills

Proficient in report writing, data anaysis, database configuration, and oral presentations
Excellent communication, computer, and organizational skills

Reliable, efficient worker, enthusiastic group member, and creative

EDUCATION

Master of Science, Food Science with an emphasisin Sensory Science, North Carolina State University (Raleigh,
NC), August XXXX-August XX XX
Minor: Business Management

Bachelor of Science, Food Science and Technology, University of California, Davis (Davis, CA), June XX XX

WORK EXPERIENCE

Graduate Research Assistant

North Carolina State University, Raleigh, NC, August XXX X-Present
Performed consumer tests and descriptive analysis procedures
Designed questionnaires/screeners and ballot forms
Completed project reports for various products
Interpreted descriptive analysis and consumer research data

Sensory Intern
Sensory Spectrum, Inc., Chatham, NJ, October XXXX-May X XXX
Provided project support in food product evaluations using the Spectrum™ method
Analyzed both descriptive analysis and consumer research data
Completed project reports and configured statistical data graphs
Organized panel sessions and prepared product samples for evaluation
Configured computer databases for product lexicons and protocols

- - | $ . / r - oo /
!

Updated 9/1/2004 Page 24 of 58



James Brown Resume, Page 2

Sensory Intern
M&M/Mars, Inc., Hackettstown, NJ, June X XXX-September XXX X

Provided project support for Sensory Division and supervised testing apparatus of both descriptive and

consumer panels

Strengthened sensory knowledge from panel participation in both descriptive analysis and conformance

panels

Analyzed impact of raw materias from a scientific perspective

Utilized Compusense software program in tabul ating data results and SAS program manipul ation

Under graduate Teaching Assistant

University of California, Davis Department of Food Science, Davis, CA, April XXXX-June XXXX
Developed, proctored, and graded exams
Conducted office hours and prepared exam questions

Product Development Intern

Taco Bell Corporation, Irvine, CA, June XXX X-September X XXX
Contributed to development of new and innovative menu items
Conducted and participated in sensory and screening testing procedures
Assessed impact of food and packaging costs
Optimized products and ingredients
Managed multiple projects

Product Development Intern

Nestle USA, Solon, OH, June XXX X-September X XXX
Examined devel opment process of afood product
Investigated recipe devel opment and reformulation options
Interacted with marketing representatives in sensory panels
Completed panel reports and project summaries

LEADERSHIP PROFESSIONAL ORGANIZATIONS

North Carolina State University Food Science Club Vice President — X XXX-XXXX

North Carolina State University Product Development Team Member — XXX X-XXXX

National Society for Minoritiesin Agriculture, Natural Resources, and Related Sciences Student Member
— XXXX to present

Institute of Food Technologists Student Member — XXX X-present

North Carolina State University Food Science Club Member — XXXX-XXXX

University of California, Davis Food Tech Club Member — XXX X-XXXX

Northern California Institute of Food technologists Student Representative — X X XX-XXXX

HONORSAND AWARDS

North Carolina State University Diversity Graduate Assistance Grant — X XXX-XXXX
North Carolina State University Dairy Bar Scholarship — X XXX
Western Candy Conference Prize — XXXX
University of California, Davis McNair Scholars Program — X XX X-XXXX
‘ . 0 12222
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CURRICULUM VITA SAMPLES
Jose E. Herrera

3000-12 SPANISH CT RESIDENCE: (XXX)XXX-
XXXX

RALEIGH, NC 27607 OFFICE: (XXX)XXX-
XXXX

E-MAIL: JHERRERA@UNITY.NCSU.EDU Fax: (XXX)XXX-
XXXX

EcoNomIsT (PHD CANDIDATE)

CoMMODITY AND FINANCIAL MARKETS LATIN AMERICAN ECONOMIES
FINANCIAL DERIVATIVES MICROECONOMIC MODELING
ECONOMETRICS OF FINANCIAL MARKETS QUANTITATIVE METHODS

EIGHT YEARS OF PROFESSIONAL EXPERIENCE
RESEARCH IN APPLIED ECONOMICS PROJECT MANAGEMENT
CONSULTING IN FINANCE ADMINISTRATIVE RESPONSIBILITIES

PC SKILLS INCLUDE OFFICE APPLICATIONS AND PROGRAMMING IN SAS, GAUSSAND METLAB
FLUENT IN ENGLISH AND SPANISH, CONVERSANT IN PORTUGUESE.

Education

North Carolina State University, RALEIGH, NC

PHD IN ECONOMICS; MINOR IN STATISTICS FALL XXXX
(ExPECTED)

DISSERTATION: DYNAMIC MARKET STRUCTURES AND TESTS OF MARKET POWER:

THE PERUVIAN POTATO MARKET (XXXX-
XXXX)
Universidad Del Pacifica, LIMA, PERU

GRADUATE COURSEWORK IN ECONOMICS, PROJECT EVALUATION AND FINANCE XXXX
BS, EconomICcS XXXX

Experience

North Carolina state University, RALEIGH, NC

RESEARCH ASSISTANT IN THE DEPARTMENT OF ECONOMICS XXXX - PRESENT

CONTRIBUTIONS:
DEVELOPED AN ECONOMETRIC MODEL FOR THE ECONOMIC EVALUATION OF NEW FERTILIZATION
TECHNIQUE, PRESENTED THE RESULTSAT THE AMERICAN AGRICULTURAL ECONOMICS
ASSOCIATION ANNUAL MEETING (TORONTO, ON, CANADA. JuLY XXXX)
IMPLEMENTED A MENU SYSTEM FOR A MONEY MANAGEMENT SPREADSHEET WHICH HAS BEEN
DISTRIBUTED AS PART OF TRAINING MATERIALS FOR HOUSEHOLDS IN NORTH CAROLINA (XXX X)
CONDUCTED A SURVEY STUDY OF CONSUMERS' PREFERENCES FOR ORGANIC PRODUCE IN NORTH
CAROLINA; RESULTS WERE PUBLISHED ASARE REPORT NO. 1. NCSU (XX XX)
I nternational potato center (CIP), LIMA, PERU

ASSOCIATE RESEARCHER

RESEARCH: ANALYZED TRENDS OF POTATO MARKETS IN LATIN AMERICA /

PREPARED A QUANTITATIVE EVALUATION OF CONSTRAINTS TO POTATO

PRODUCTION AND MARKETING IN LATIN AMERICA / ASSESSED THE POTENTIAL FOR

POTATO AND SWEET POTATO PROCESSING IN LATIN AMERICA
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Joske E. HERRERA — CURRICULUM VITAE/ PAGE 2

OUTREACH: REPRESENTED CIP IN NATIONAL AND INTERNATIONAL CONFERENCES (PERU,
CoLOoMBIA, DOMINICAN REPUBLIC) / PUBLISHED RESEARCH RESULTS (SEE PUBLICATIONS
AND PROFESSIONAL WORK)

PROJECT MANAGEMENT: COORDINATED INTERDISCIPLINARY TEAM TO STUDY THE
POTENTIAL OF POTATO PROCESSING / SUPERVISED EXTERNAL CONSULTANTS IN PROJECTS
ON SWEET POTATO PROCESSING.

RESEARCH FUNDING: COORDINATED EXPERT’ SMISSION TO RECOMMEND FUNDING OF
RESEARCH PROJECTS ON MARKETING AND PROCESSING OF SWEET POTATOES IN PERU;
PRODUCED TECHNICAL PROPOSAL TO THE DUTCH EMBASSY IN PERU

OTHER: PARTICIPATED IN INTERNATIONAL STAFF RECRUITING COMMITTEES/ EDITED AND
COORDINATED PRINTING AND DISTRIBUTION OF THREE PUBLICATIONS OF RESEARCH
RESULTS

Instituto Libertad Y Democracia (ILD), LIMA, PERU
EXTERNAL CONSULTANT

PREPARED A COST-BENEFIT ANALY SIS OF A PROPOSED LAW ON GOVERNMENT

DEREGULATION OF ECONOMIC ACTIVITIES, PRODUCED ANALY SIS REPORT TO FACILITATE

THE DISCUSSION OF THE LAW PROJECT AT THE NATIONAL CONGRESS OF PERU
RESEARCH ANALYST

RESEARCHED CONSTRAINTS TO THE ACCESS TO BANK CREDIT BY INFORMAL BUSINESSES IN
PERU

CONDUCTED A SURVEY STUDY TO ASSESS CREDIT SOURCES AND NEEDSBY THE INFORMAL
SECTOR OF PERU: DESIGNED THE QUESTIONNAIRE, SUPERVISED THE SURVEY TEAM,
PROCESSED AND REPORTED THE RESULTS

RESEARCH ASSISTANT

PARTICIPATED IN ESTIMATIONS OF THE IMPORTANCE OF INFORMAL TRANSPORTATION AND
INDUSTRY ACTIVITIESIN LIMA, PERU

RESEARCHED INTEREST RATES AND CONDITIONS IN THE INFORMAL CREDIT SECTOR OF PERU

PARTICIPATED IN ECONOMETRIC STUDY OF THE IMPACT OF LEGAL STABILITY ON HOUSE
INVESTMENT IN LIMA, PERU

Free Lance Consultant (Economics and Finance), Lima, Peru

ESCUELA DE PSICOTERAPIA DE LIMA: (GRADUATE SCHOOL IN PSYCHOTHERAPY) DEVISED
STRATEGY TO SECURE FINANCIAL SELF-SUFFICIENCY OF THE SCHOOL

AWASANA: (RETAILER OF WATER PURIFIERS) PREPARED FINANCIAL PROJECTIONS TO
SUPPORT LOAN APPLICATIONS

UNIVERSIDAD DEL PACIFICO RESEARCH CENTER: EVALUATED THE ECONOMIC IMPACT OF
AN ENERGNCY SOCIAL PROGRAM SPONSORED BY THE PERUVIAN CATHOLIC CHURCH

AUTOVENTAJA SA.: (COLLECTIVE FUNDS) PREPARED CAPITAL BUDGET AND INTERNAL
FINANCES PLAN FOR A COLLECTIVE-FUNDS AUTOMOBILE PURCHASING SYSTEM
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Publications and Professional Work

Journal Articles

CONSTRAINTS TO PRODUCTION AND UTILIZATION
OF POTATO: RESULTSOF A SURVEY TO NATIONAL
PROGRAMSIN LATIN AMERICA

PROSPECTS FOR THE AGROINDUSTRIAL
DEVELOPMENT OF POTATOES IN PERU

THE CO-OPERATIVE PROGRAM FOR RESEARCH ON
POTATOES IN THE ANDEAN REGION (PRACIPA-
MARKETING): RESULTSAND IMPACT OF A
RESEARCH NETWORK

PrRoODUCT DEVELOPMENT FOR RURAL PROCESSING:

Soclo-Economic METHODS OF STUDY

AGRICULTURAL MARKETING RESEARCH AND THE
NATIONAL AGRICULTURAL RESEARCH SYSTEMS

EcoNOMIC IMPORTANCE AND POTENTIAL OF
POTATOESIN LATIN AMERICA

J.E. HERRERA AND G.J. SCOTT. REVISTA
LATINOAMERICANA DE LA PAPA, ALAP 5/6: 122-
134. LINA, PERU. 1995

J.E. HERRERA, G.J. SCOTT, N. EsPINOLA, W.
AMOROSAND M. ATO. DEBATE AGRARIO 19: 67-
86. LIMA, PERU 1994

G.J. ScoTT AND J.E. HERRERA. REVISTA

INVESTIGACION AGRARI-ECONOMIA 8(2): 223-238.

MADRID, SPAIN. 1993

G.J. ScoTT AND J.E. HERRERA. ARCHIVOS
LATINOAMERICANOS DE NUTRICION 43(3): 105-
118. GUATEMALA. 1993

G.J. ScoTT AND J.E. HERRERA. ESTUDIOS
RURALES LATIONAMERICANOS 14(1-2). BOGOTA,
CoLomBIA. 1993

J.E. HERRERA. REVISTA PAPA (6): 12-23.
FEDEPAPA. BoGoTA, COLOMBIA. 1993

Books/Chaptersin Books

ProbucT DEVELOPMENT FOR ROOT AND
TUBER CROPS. VOLUME III-AFRICA

ProbuUCT DEVELOPMENT FOR ROOT AND
TUBER CROPS. VOLUME II-LATIN AMERICA

MARKET TRENDS FOR CASSAVA IN LATIN
AMERICA

MARKET TRENDS FOR POTATOESIN LATIN
AMERICA

AGRICULTURAL MARKETING. APPLIED
RESEARCH METHODS

FINANCIAL ANALYSISOF URBAN
TRANSPORTATION COMPANIES IN LIMA, PERU

PROCEEDINGS BOOK BY G.J. SCOTT, P.
FERUSON AND J.E. HERRERA. |ITA-CIP, LIMA,
PeEru XXIII +506pP. 1993
PROCEEDINGSBOOK BY G.J. SCOTT ET AL. CIP-
CIAT-IITA-ICTA, LIMA, PERU XXII + 375P.
1992

C. OSTERTAG AND J.E. HERRERA. CHAPTER IN
“PrRoDUCT DEVELOPMENT FOR ROOT AND
TuBER CROPS.” VoL Il (PP. 145-154)

J.E. HERRERA AND G.J. SCOTT. CHAPTER IN
“ProbucT DEVELOPMENT FOR ROOT AND
TuBer CrRoPs.” VoL Il (Pp155-166)
PROCEEDINGS BOOK BY G.J. SCOTT AND J.E.
HERRERA. CIP, LIME, PERU. 503 P. 1991
CHAPTER IN “URBAN TRANSPORTATION IN
LIMA” BU J/ DE SOTOET AL. INSTITUTO
LIBERTAD Y DEMOCRACIA. LIMA,PERU. 1990

Reports/Training Material
ORGANIC PRODUCE SALESWITHIN NORTH
CAROLINA: A SURVEY OF BUYER OPINIONS

A UseR's GUIDE TO CCASHFLO, A MONEY
MANAGEMENT SPREADSHEET

E.A. ESTESAND J.E. HERRERA. ARE REPORT NO.

11. DEPARTMENT OF AGRICULTURAL AND
RESOURCE EcoNomIics, NCSU, 1994

J.G. LLOYD, G. BENSON AND J.E. HERRERA.
NORTH CAROLINA COOPERATIVE EXTENSION
SERVICE, NCSU, 1995
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Conference Papers/ Presentations

ANNUAL MEETING OF THE AMERICAN
AGRICULTURAL ECONOMICS
ASSOCIATION (AAEA)

ANNUAL MEETING OF THE AMERICAN
AGRICULTURAL ECONOMICS
ASSOCIATION (AAEA)

CO-OPERATIVE PROGRAM FOR RURAL
AGROINDUSTRY DEVELOPMENT IN LATIN
AMERICA (PRODAR) ANNUAL MEETING
LATIN AMERICAN POTATO ASSOCIATION
(ALAP) XVI MEETING

INTERNATIONAL COURSE ON POTATO

PRODUCTION

LATIN AMERICAN POTATO ASSOCIATION
(ALAP) XV MEETING
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THE FARM-WHOLESALE PRICE SPREAD IN AN
IMPERFECTLY COMPETITIVE MARKET: A
DYNAMIC APPROACH.

CROP REVENUE VARIABILITY AND
ProbDUCTION FUNCTION ESTIMATION: A CASE
WITH MULTIPLE QUALITY GRADES

PROSPECTS FOR AGROINDUSTRIAL
DEVELOPMENT OF POTATOES IN PERU

TRENDS IN PRODUCTION AND UTILIZATION OF
POTATOESIN LATIN AMERICA

IMPORTANCE AND ECONOMIC POTENTIAL OF
POTATOESIN LATIN AMERICA

RURAL MARKETING SYSTEMSIN LATIN
AMERICA: THE CASE OF POTATO SEED IN
ANDEAN COUNTRIES

TRENDS IN PRODUCTION AND UTILIZATION OF
POTATOIN LATIN AMERICA

CONSTRAINTS TO PRODUCTION AND
UTILIZATION OF POTATO IN LATIN AMERICA:
RESULTSOF A SURVEY TO NATIONAL
PROGRAMS
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LAURIE G. PARKS, PH.D.

U.S. ENVIRONMENTAL PROTECTION AGENCY 5152 RANDALL PL

NATIONAL HEALTH & ENVIRONMENTAL EFFECTS RESEARCH LABORATORY RALEIGH, NC XXXXX
REPRODUCTIVE TOXICOLOGY DIVISION HOME: XXX-XXX-XXXX

ENDOCRINOLOGY BRANCH (MD-72) WORK: XXX-XXX-XXXX

RESEARCH TRIANGLE PARK, NC XXXXX FAX: XXX-XXX-XXXX

PROFESSIONAL EXPERIENCE

PosT DOCTORAL FELLOW

U.S. ENVIRONMENTAL PROTECTION AGENCY, NATIONAL HEALTH AND ENVIRONMENTAL

EFFECTS RESEARCH LABORATORY; REPRODUCTIVE TOXICOLOGY DIVISION, ENDOCRINOLOGY BRANCH

OCTOBER, XXXX — PRESENT

RESEARCH FOCUS. REPRODUCTIVE AND DEVELOPMENTAL BIOLOGY: 1) TO DETERMINE CELLULAR AND MOLECULAR
MECHANISMS OF ABNORMAL REPRODUCTIVE DEVELOPMENT IN THE RAT AFTER GESTATIONAL AND/OR LACTATIONAL EXPOSURE
TO TOXICANTSESPECIALLY THOSE IDENTIFIED AS POTENTIAL ENDOCRINE DISRUPTORS. EMPHASISISON INVESTIGATING
STEROIDOGENIC PATHWAY'S, STEROID RECEPTOR BINDING AND GENE REGULATION OF REPRODUCTIVE TRACT DEVELOPMENT.

2) TO DETERMINE CELLULAR AND MOLECULAR MECHANISMS OF THE MASCULINIZATION OF THE GAMBUSIA FISH FOUND
DOWNSTREAM FROM A PAPER PULPING MILL ON THE FENHOLLOWAY RIVER, FL BY TESTING WATER SAMPLES IN VITRO FOR
ANDROGEN RECEPTOR (AR) BINDING AND ANDROGEN RECEPTOR MEDIATED TRANSCRIPTIONAL ACTIVATION

AR BINDING: COS CELLSTRANSIENTLY TRANSFECTED WITH THE HUMAN AR COMPETITIVE BINDING BETWEEN COMPOUND OF
INTEREST AND RADIOLABELED SYNTHETIC ANDROGEN (R1881).

TRANSCRIPTIONAL ACTIVATION: CV-1 CELLS CO-TRANSFECTED WITH THE HUMAN AR AND LUCIFERASE REPORTER TO
EVALUATE LUCIFERASE ACTIVITY IN THE PRESENCE OF THE COMPOUND OF INTEREST.

RESEARCH ASSISTANT

NORTH CAROLINA STATE UNIVERSITY, DEPARTMENT OF TOXICOLOGY

DEGREE OBJECTIVE: PH.D. AUGUST X XXX — SEPTEMBER X XXX

THESISTITLE: ALTERED ELIMINATION OF TESTOSTERONE METABOLITES AND CHANGES IN PLASMA VITELLOGENIN LEVELSAS
BIOMARKERS OF EXPOSURE TO ENDOCRINE DISRUPTING COMPOUNDS

RESEARCH FOCUS: DEVELOP NONINVASIVE METHODS OF DETECTING XENOBIOTIC EXPOSURE AND EFFECT IN THE FRESH WATER
FISH SPECIES THE FATHEAD MINNOW (PIMEPHALES PROMELAS)

PROJECT ONE: ALTERATIONS IN STEROID HORMONE ELIMINATION PROFILES FROM THE FATHEAD MINNOW AS A BIOMARKER OF
EXPOSURE TO ENDOCRINE DISRUPTING COMPOUNDS

PROJECT TWO: DEVELOPA COMPETITIVE ELISA FOR THE DETECTION OF VITELLOGENIN IN THE PLASMA OF THE FATHEAD
MINNOW AS A BIOMARKER OF XENOESTROGENIC EXPOSURE.

DEGREE OBJECTIVE: M.S. (CONVERTED TO PH.D. TRACK)

JUNE XXXX-AUGUST XXXX

RESEARCH Focus: DEVELOP IN VETRO (B16-HMDR) AND IN VIVO (NUDE MICE) METHODS BY WHICH TO SCREEN CHEMICALS
FOR EFFICACY IN REVERSING THE MULTI-DRUG RESISTANT PHENOTY PE IN CANCER CELLS.

TECHNICIAN |

GENETIC DESIGN, INC., DEPARTMENT OF PATERNITY TESTING, GREENSBORO, NORTH CAROLINA

SEPTEMBER X XX X-JUNE X XXX

RESPONSIBILITIES: SOUTHERN BLOT ANALY SIS OF FATHER AND CHILD HUMAN BLOOD SAMPLES FOR USE IN PATERNITY
IDENTIFICATION.
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FISHERIESFIELD TECHNICIAN

DEPARTMENT OF FISH AND WILDLIFE, ST. THOMAS, U.S. VIRGIN ISLANDS

NOVEMBER XX XX-AUGUST XXXX

RESPONSIBILITIES: PERFORM NECROPSY ON LANDED ATLANTIC BLUE MARLIN (MAKAIRA NIGRICANS) FOR LIFE CYCLE
STUDIES, COLLECT FISH-CATCH DATA FROM CHARTER FISHING VESSELS, ASSIST IN SEA BIRD BANDING, AND ASSIST IN WRITING
YEARLY REPORT.

SUMMER INTERNSHIP

DIVISION OF MARINE FISHERIES, MOREHEAD CITY, NORTH CAROLINA

MAY-SEPTEMBER X XXX

RESPONSIBILITIES: TAGGING SHRIMP FOR MIGRATION STUDY, SAMPLING JUVENILE FISH AND ADULT CRABS FOR ABUNDANCE
STUDY, AND TESTING TURTLE EXCLUSION DEVICES ON SHRIMP BOATS.

Education

NORTH CAROLINA STATE UNIVERSITY, RALEIGH, NORTH CAROLINA
PH.D. TOXICOLOGY (XXX X); ADVISOR: GERALD A. LEBLANC, PH.D.
COLLEGE OF AGRICULTURE AND LIFE SCIENCES, DEPARTMENT OF TOXICOLOGY

GUILFORD COLLEGE, GREENSBORO, NORTH CAROLINA

B.A. FRENCH (XXXX), 2"° MAJOR BIOLOGY (XXXX)

SEMESTER ABROAD THROUGH GUILFORD COLLEGE:

L’UNIVERSITE DE LA SORBONNE, PARIS, FRANCE (XXXX)

SUMMER PROGRAM THROUGH GUILFORD COLLEGE AND UNIVERSITY OF MASSACHUSETTS:

GLOUCHESTER, MASSACHUSETTS (COURSE WORK: OCEANOGRAPHY,, CETACEANS, CELESTIAL NAVIGATION)
NEWFOUNDLAND/L ABRADOR, CANADA ON THE RESEARCH/SAIL VESSEL “RAMBLER” (FIELD WORK: STUDYING HUMPBACK
WHALES)

Technical Skills

CELL CULTURE AND TRANSIENT TRANSFECTIONS (MCF-7, B16-HMDR, COS, CV-1)
ANALY SIS OF STEROIDOGENIC ACTIVITY OF THE TESTIS

ANIMAL HANDLING INCLUDING RODENTS, FISH, BIRDS AND INVERTEBRATES
ASSESSMENT OF ENDOCRINE MEDIATED ENDPOINTS: GESTATION THROUGH ADULT LIFE
HPLC AND GC/M S (CONCENTRATING ON STEROID HORMONES AND PESTICIDES)

THIN LAYER CHROMATOGRAPHY

WESTERN AND SOUTHERN BLOTTING

RIA AND ELISA DEVELOPMENT AND USE

POLYCLONAL AND MONOCLONAL ANTIBODY PRODUCTION

DESIGN AND OPERATE SMALL AQUATIC FACILITY & SMALL AND LARGE BOAT HANDLING
COMPUTER LITERACY (BRIEF LIST: POWER POINT, WORD, WORD PERFECT, EXCEL, ADOBE PHOTOSHOP, SAS,
FREELANCE, ORIGINS GRAPHICS)

Professional Societies

SOCIETY OF TOXICOLOGY (SOT), NATIONAL CHAPTER, XXX X-PRESENT

SOCIETY OF ENVIRONMENTAL TOXICOLOGY AND CHEMISTRY (SETAC), NATIONAL CHAPTER, X XXX-PRESENT
SOCIETY FOR THE STUDY OF REPRODUCTION (SSR), NATIONAL CHAPTER, XXXX-PRESENT

INTERNATIONAL SOCIETY FOR THE STUDY OF XENOBIOTICS (1SSX), XXXX-XXXX
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Editorial Boards/Reviews and Committees

AD HoC JOURNAL REVIEWS FOR TOXICOLOGICAL SCIENCES

AD Hoc GRANT REVIEWS FOR THE NATIONAL RESEARCH INITIATIVE

AD HOoC GRANT REVIEWS FOR SEA GRANT

COORDINATOR OF THE RESEARCH TRIANGLE PARK ENDOCRINE DISRUPTORS FORUM (XXX X-PRESENT)
MEMBER OF EXECUTIVE PLANNING COMMITTEE, DEPARTMENT OF TOXICOLOGY SYMPOSIUM (XX XX)
MEMBER OF THE POST-/PRE-DOC TRAINEE ASSOCIATION AT THE U.S. EPA (XXX X-PRESENT)

DEPARTMENT OF TOXICOLOGY GRADUATE STUDENT ASSOCIATION PRESIDENT, VICE PRESIDENT, AND SECRETARY, NORTH
CAROLINA STATE UNIVERSITY (XXXX-XXXX)

I nvited Presentations and Community Outreach

ENDOCRINE DISRUPTORS SESSION, NATIONAL MEETING OF THE SOCIETY OF ENVIRONMENTAL TOXICOLOGY AND CHEMISTRY
(SETAC) (XXXX)

ENVIRONMENTAL TOXICOLOGY SEMINAR, CLEMSON UNIVERSITY (XXXX)

LECTURER, CAREERS IN TOXICOLOGY, SHEPARD MIDDLE SCHOOL (XXXX)

LECTURER, GRADUATE ENVIRONMENTAL TOXICOLOGY CLASS, NORTH CAROLINA STATE UNIVERSITY (XXXX)
REPRODUCTIVE TOXICOLOGY DIVISION SEMINAR, NHEERL, USEPA (XXXX)

LECTURER, UNDERGRADUATE PHYSIOLOGY CLASS, SOUTH EASTERN LOUISIANA STATE UNIVERSITY (XXXX)
TOXICOLOGY DEPARTMENT SEMINAR, NORTH CAROLINA STATE UNIVERSITY (XXXX)

TOXICOLOGY GRADUATE SYMPOSIUM (XXX X)

WOMAN IN SCIENCE CAREER DEVELOPMENT PROGRAM, NORTH CAROLINA STATE UNIVERSITY (XXXX)

AWARDSAND CERTIFICATIONS

SEVERAL USEPA CASH AND TIME-OFF PERFORMANCE AWARDS (XXX X-XXXX)

RECIPIENT OF RESEARCH ASSISTANTSHIP, NORTH CAROLINA STATE UNIVERSITY (XXXX-XXXX)
NATIONAL SOCIETY OF TOXICOLOGY AND CHEMISTRY TRAVEL AWARD (XXXX & XXXX)

DANA SCHOLAR, GUILFORD COLLEGE (XXXX-XXXX)

U.S. COAST GUARD CERTIFIED CAPTAIN’S LICENSE (XXX X-PRESENT)

PADI ReSCUE DIVER CERTIFICATION (X XXX-PRESENT)

PUBLICATIONS

GRAY, L.E., Jr., OSTBY, J., FURR, J. PRICE, M, WOLF, C.J., LAMBRIGHT, C.R., PARKS, L.G., VEERMACHANENI, D.N.R.,
WILSON, V., HOTCHKISS, A. ORLANDO, E. AND GUILLETTE, L. (2000). EFFECTSOF ENVIRONMENTAL ANTIANDROGENS
IN EXPERIMENTAL ANIMALS. HUMAN REPRODUCTIVE UPDATE (SUBMITTED).
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&\ | Cover Letters

Overview

Y our personalized resume should always be accompanied by a cover letter that
introduces you to the prospective employer. It should be brief and elaborate on the
information in your resume. It should not be aform letter; that is, each cover letter
must be individually typed. When possible, address the cover letter to a specific
person, not Dear Sir or Madam. Sample cover letters are presented on the
following pages. If you cannot determine the name of the hiring manager, use
“Dear Members of the Search Committee.”

Special Note: If you are e-mailing a resume attachment, use the body of the e-mail
to introduce yourself. Attach both a cover letter document and a resume document
saved in Microsoft Word (or other program(s) the vacancy may have specified), so
they can be opened by most computer users.

Following is adescription of what a cover letter usually contains.

Content
First Paragraph

Intheinitial paragraph, state the reason for the letter, describe the specific position
or type of work for which you are applying, and indicate how you learned of the
opening.

Second Paragraph

Indicate why you are interested in the position, the company or University, and its
product or services. Above all, describe what you can do for the employer.
Researching the employer is crucial for this step. If you are arecent graduate,
explain how your academic background qualifies you for the position. If you have
had practical work experience, you want to mention your achievements and
gualifications.

Make sure to tie your skills into the specific opening. Illustrate what you can do for
the employer. How can you help them solve their problems?

Third Paragraph

In the closing paragraph, indicate your desire for a personal interview and your
flexibility as to the meeting time. Y ou may wish to state that you will contact the
person to arrange an interview.

If you are applying for a position in another city or state and plan to visit the city
where the company is located, specify the date or dates when you will be there and
will be available for an interview. Y ou may state that you will call on acertain date
to make an appointment or ask whether the company’ s representative will be
recruiting in your area.

Consider Your Audience
$ * $* #
* $ * 3# *
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Typesof Cover Letters

There are three types of cover letters. Create the type of cover letter that most

accurately reflects the type of contact you have with the employer.

1. Networking Cover Letter
Thistype of cover letter is used when making contact with an employer via
friends, professors, family, and personal referrals. Thisisthe most
effective method of making contact with employers. Request an in-person s + %$
informational interview, not ajob interview. This often leadsto referrals e A
to job openings. . $7

2. Broadcast Cover Letter
Thisisa“direct mail” cover |etter, sent to organizations with whom you
would like to work. You are unawareif positions are available. The
response rate to this type of unsolicited cover letter is 3-5%.

3. Advertising Response Cover Letter
Thistype of cover letter is sent in response to ajob advertisement such as
those found in a newspaper, posted on the internet or on the Employment
Bulletin. Review the advertisement line by line, identifying the
requirements and listing your qualifications. Prioritize the employer’s
“must have” traits from the “preferred” requirements. Address each
requirement with specific skills that you offer.

10 Tipsfor Writing Effective Cover Letters

1. Typeeach letter individualy.

2. Addressthe employing officer by name and, if possible, by title. Research
namesin the library or call the organization. With so many institutional
changes these days, it never hurts to call the organization to verify who is
presently in the position and double check the spelling and title.

3. Catch the employer’ s attention by opening your letter with a strong statement.
An employer receives hundreds of letters amonth, and you want yours to be
the onethat is read.

4. Keepyour letter short. It should be one page with three to six paragraphs.

5. Usethe center of your letter to arouse the employer’ s curiosity by stating brief
facts about your experience and accomplishments.

6. Include cluesthat hiring you will lead to higher production, greater efficiency,
and better performance by focusing on the self-interest of the person to whom
you are writing.

7. Try toinclude a challenging thought that will cause the employer to feel that
meeting with you would be worthwhile even if there are no present openings.

8. Bedirect inregquesting an interview, or state that you will call to arrange a
meeting. Letters should ask for something, and the most common thing to
request isan interview.

9. Sign and date your cover letter.

10. When mailing a batch of letters, or even one, try to think when your letter will
arrive so as to receive maximum attention. Most employers receive their
heaviest mail on Mondays. On Fridays, they may be more concerned with
winding up the week rather than investigating new employees. Mail your letter
so that it will arrive in the employer’ s offices on Tuesday, Wednesday, or
Thursday.
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Networking
Sample Cover Letter

205 Pine Cone Lane
Clayville, NC XXXXX
February 25, XXXX

Mr. Warren L. Harrington
Regional Director

Washington Botanical Gardens
1700 Pennsylvania Avenue
Washington, DC XXXXX

Dear Mr. Harrington:

| am arecent graduate of North Carolina State University with a masters degree in Horticultural Science.

In arecent conversation with Senator David Dixon, he suggested | contact you for some assistance. Senator
Dixon and my father, Edward L. Foxworthy, I, were close personal friends and worked for many years on
various political committees for the Republican Party. Specifically, the Senator seemed to feel that you might be
willing to help me identify expanding horticultural consulting firms who may be looking for someone with my
credentials.

If your schedule would permit, | would very much like to come to Washington, DC to discuss this matter with
you directly. Perhaps you might also be kind enough to help me to identify key contacts within the field. | would
be most grateful for any advice and assistance that you might provide regarding this matter.

I will plan to contact you in afew days to determine if your schedule would allow usto meet. Thank you for your
help, and | look forward to the possibility of meeting with you personaly.

Sincerely,

Jeffrey J. Foxworthy

Enc.
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Broadcast
Sample Cover Letter

145 Donovan Court
Apex, NC XXXXX
May 31, XXXX

Mr. Walter Chambers

Vice President

Environmental Research Associates
9854 Line Drive

Research Triangle Park, NC XXXXX

Dear Mr. Chambers:

| am seeking a position where | can apply my experience as an environmental specialist. As an
Environmental Specialist with Enviro-Life, | have gained experience in many areas of the environmental
industry, especialy hazardous substance and waste management, as well as environmenta legislation
and compliance requirements.

Specific areas of accomplishment include:

- Company compliance with applicable local, state, and federal environmental regulations nationwide.
Design and implementation of training programs to limit company risk and liability in the hazardous
substance management field.

Research and evaluation of cost-effective methods for hazardous substance reduction, recycling and
conservation.

| am interested in an industry position in environmental compliance, hazardous substance management,
and/or industrial environmental training and education. | am interested in a company that has a strong
interest in developing proactive programs to limit liability and risk in environmental affairs.

My resume is enclosed. Thank you for reviewing my credentials, and | look forward to hearing from
you.

Sincerely,

MarcellaMitchell

Enc.
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2\ | Your Successful Job Campaign

Self-Evaluation and Career Planning

What does self-evaluation and career planning involve? It consists of two steps:

1 Gathering and organizing information about yourself and the world of
work;
2. Establishing immediate and long-term career goals.

Basicaly, you need to evaluate yourself in terms of your work values, interests,
preferences, skills, and goals.

Start by making some lists. List your skills. How do they apply to the kind of
professional job you desire? List your work values and what you want to
accomplish in your career.

After you make the lists you can begin to ook more closely at yourself and some
of the people whose lives you admire. What do you like about yourself? What
things motivate you to do more and better work?

After reflecting on these ideas you will be able to establish an immediate objective
(to guide the search for your first job) and your long-term goals.

If you still feel confused on thisissue, contact the CALS Career Services office at
515-3249 to schedule an appointment to discuss your goals with a career adviser. It
isabig help to bring the lists mentioned above to your appointment as well.

Academiaor Industry?

Before you decide to target your job search in the direction of academia or
industry, some self-assessment and career exploration isin order.

Raobert Reich, in The Next American Frontier, points out that national lifein
Americais made up of two drastically different cultures, acivic culture and a
business culture. The civic culture is made up of ingtitutions, including
universities. The business culture, on the other hand, is the world of profit-making
organizations. Each of these cultures hasits own set of rules, values and
assumptions that often bring the two cultures into conflict. The conflict between
the two cultures is never more apparent than when a university bred Ph.D. attempts
to move into the business culture.

As you undergo the self-assessment process that has been outlined you will identify
your own values and interests. It should become clear to you which culture would
be the most compatible with your life style. It isimportant to identify which area
will afford you the most self-fulfillment. In Winning the Ph.D. Game, Richard

M oore suggests the following exercise to assist you in making this choice.

Updated 9/1/2004
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Your Scenarios

A first step toward understanding the implications of amove into businessisto
construct two alternative scenarios of your own life. Y ou want to predict what
your lifewould be likein ten yearsif you stayed on your present course compared
to what your life would be like in business. Take a couple of hours one day and
write down what your workday would be like in each case. A good way to beginis
by jotting down answers to the following questions.

What time would you get up in the morning?

What kind of clothes would you put on?

How would you get work, and how long would it take?
What would your work environment look like?

What part of the city would it be in?

What would you do first thing upon arriving?

What would your co-workers be like?

Whom would you talk to in the course of anormal day?
How would you spend your time at work?

What specific tasks would you perform?

Would you like meeting with people, writing, talking on the phone?
What types of problems would occupy you?

What time would you go home?

What kind of work, if any, would you take home?

What could you expect to accomplish in a day? A week?
How much money would you make?

After you have constructed these detailed scenarios, you need to start thinking
about the consegquences for your life. Asyou compare your scenarios, consider the
following questions:

What are your personal goals for the next ten years in terms of income,
freedom, recognition, and security?

What opportunity for meeting these goals does each scenario offer?
What do you give up in each scenario?

What do you gain?

What are the consequences of each scenario for your family?

What are your peers and friends attitudes toward each scenario?

What are the life-style consequences for each scenario in terms of leisure
activities, your social life, and the type of community you live in?
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Informational Interviews

If you want to clarify the type of job you would like, you can benefit by learning
more about the types of jobs available. One of the best ways to find out about a
particular job is by means of an informational interview, sometimes called “field
research”.

Aninformational interview is a discussion with someone who is knowledgeable
about the job’ s duties and opportunities. Often this person will be a representative
of afirm or agency that employs people in the type of position you are trying to
learn about. Sometimes it will be a person who holds such a position.

However, an informational interview is not the same asajob interview. The
purpose is to obtain information, not a job, and you should make this clear to the
person with whom you talk. Your objective isto obtain facts and ideas that will
help you in making a career decision. The informational interview is more relaxed
than aformal job interview because you are not being evaluated for employment.

Y ou should follow some basic guidelines in setting up an informational interview.
Always try to contact a specific person. If you do not know an individual who
holds the type of job you are interested in, check our PackNet database of alumni at
http://ceres.cal s.ncsu.edu/cfdocs/careers/PackNet/index.cfm to obtain the names of
individuals. These graduates have volunteered to give adviseto current CALS
students.

Theinitid contact can be made by telephone or by mail, although telephone
contact is probably better because it isimmediate. State your purpose and ask for
15 to 20 minutes of the person’ stime.

Be prepared for the interview.

Before you go, prepare alist of questions that will help you gain useful
information. Here are some examples of questions you might ask:

How long have you worked in thisjob?

What are your major responsibilities?

What do you like most about your work?

What are the mgjor frustrations in thisjob?

What are the opportunities for advancement?

How did you happen to choose thisline of work?

How did you gain entrance into this line of work?

How open do you think thisfield istoday?

What advice would you give to someone who is still in grad school and
aspiring to acareer in your field?

What is the minimum amount of education required?

Isany special on-the-job training required?

What personal qualities do you feel are needed to begin seekingajobin
your field?

How would you advise someone to begin seeking ajob in your field?
If you could go back in time and redo your education to prepare for the
position you now hold, what changes, if any, would you make?

Who e se do you know that | might interview about this profession?
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Try to make the visit alearning experience. Be respectful of the other person’s
schedule by not wasting time and not dragging out the interview. Before leaving,
ask for the names of other people who may have information of value to you.
Make sure you keep good notes during the meeting.

Be sure to send a thank-you letter to each person with whom you talked.

Organizing the Job Search

One of the most important aspects of the job search is organization. Y ou may be
dealing with dozens of potential employers and you will need to be ableto get in
touch with any one of them quickly and easily.

One possibility isto set up an index card file of personal contacts and target
employers. Use aseparate card for the name of each company you contact. If you
prefer, you could keep thisinformation in aloose-leaf notebook (with one page for
each entry) or acomputer database.

Be sure to record the results of the informational interview and any follow-up
suggestions. Also, keep copiesof al of the cover letters you send and
correspondence you receive.

Job Search Tips

“It’ s not what you know it is who you know.” Although this quote is not 100%
true, personal contacts do play a major role in most successful job campaigns. Let’s
use NCSU CALS aumni as an example to illustrate this point. Each year all
candidates receiving BS degrees are asked how they located their current job. Over
50% say, “Personal contacts’. Numerous national surveys support the claim that
less than 30% of all professional jobs are even advertised. Instead, they are filled
through what we call the “hidden job market.”

“Networking” isthe key. This technique, which involves meeting with
professionals and asking for advice, is a great way to make an impression on
someone who may have a vacancy in the future. Y ou can continue the
informational interviews you conducted during the career decision-making process.
Instead of being a piece of paper in the form of aresume, you are areal person
with apersonality. Which would you remember most?

Be careful when using the informational interview. It is easy to lapse into saying,
“I"'m looking for ajob in “agricultural research.” Thisis athreatening statement to
the professional because he/she may not have ajob for you. The conversation can
end quickly if that happens. A better statement is, “I’m looking for guidance on
how to break into the field of “agricultural research.” Everyone lovesto give
advice! Stay away from the“J’ word (job) unless they mention ajob vacancy first.
Always ask for additional leads who may be able to “share information” with you.
Try not to leave without at least two new leads. Thisis how your network expands.

Be creative in devel oping your network. Include family, friends, alumni, teachers,
neighbors, service organizations, religious groups, casual acquaintances and other
sources. Once you compilethislist of people, start calling to set up appoi ntments.
Thisis atime consuming procedure, but it pays off in the long run.
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UsetheInternet & ' A

Continue to review advertised vacancies. The want ads and the Internet should not 6 %

be overlooked. New technology has made it very easy for employersto list +2

available jobs on-line. Federa and state governments use the Internet to post % $

openings. Many industries are following suit. 12
. . . $

Hard Work isNecessary in Job Hunting )

Job-hunting is hard work! It istruethat it takes afair bit of effort to put together a C 20 $

top-notch resume and to master interviewing skills. Asistrue of so many things, * /6‘2

the results are only as good as the effort you put in. The job market is competitive,
and those who have prepared properly will get the jobs. Sure, it takes time and
effort, but after four or more years of hard work in college, isn’t it worth it?

+ % $< #

% Interviewing Technigques

Y ou have worked diligently to compose your resume and cover letter and you have G

sent them to employers. Now you have been invited for an interview... +
congratulations! Asyou enjoy thisfirst taste of success, don't forget that your

performance in the interview is the most important factor in the hiring decision. $ )
How can you prepare to interview successfully? Y ou have more work to do...

By now you should have evaluated your interests, skills, values, and goals and
compared them to the career opportunities available in your field. Y ou will perform
best in an interview in which your interests match the requirements for the position.
Aninterviewer can easily spot a person who isreally not interested in, or qualified,
for the position.

Studying the Organization

To interview effectively you must be knowledgeable about the company or agency.
One common mistake isfailing to adequately research the company or organization "o+ 2
before the interview. Hopefully this was a crucia step in composing your cover '
letter!

N

%t

How do you know that you want to work for a company if you are uninformed
about its operation? An interviewer may ask you point-blank what you know about
his or her company. Be prepared to answer intelligently! If you're interviewing for
CHT and don’'t know what it stands for, your interview will end in seconds flat!

Resources available in the CALS Career Services office can help you research the
prospective employer. Our on-line Employer Directory at
www.cals.ncsu.edu/career/employerdir/ is a good place to start.

Preparing to Answer thelnterviewer’s Questions

Aninterview for a permanent position is very different from the type of interview
you may have had for summer and part-time jobs. An interviewer normally asks a
set of standard questions to obtain the maximum amount of information about an
applicant in arelatively short period of time. The questions are designed to get
enough information to analyze you adequately. The employer wants to know:
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Has the applicant ever performed in a similar position?
How does the applicant feel about pursuing this position?
Is the applicant likeable, warm, and alert?

Will the applicant maintain good relationships?

What isthe applicant’s level of self-esteem?

To be prepared for the interview, review the questions presented in the “ Questions
Interviewers Are Likely to Ask.” You arelikely to be asked many of them. Attend
the Interviewing Techniques workshop or view it on the web. It will provide
additional tips.

DH Hill Library has an abundance of resources on their web page
(www.lib.ncsu.edu) to assist you in company research.

Preparing to Ask Questions

It is quite appropriate for you to ask questions during the interview, and the
interviewer will expect you to do so. (Sample questions of the type that you might
ask are presented in the “Questions to Ask During Interview” section of this
booklet.) Questions about the nature of the position, the department, and the
organization are the most appropriate.

Avoid asking gquestions about salary during an interview, particularly the first one.
Let the employer initiate any discussion about salary and benefits.

L ooking and Acting Like a Professional

Dress appropriately for the interview... appearance counts! The rule of thumbisto
dress up rather than dress “down.” Jeans, tee shirts, tennis shoes, and other casual
attire are strictly taboo. A suit or asport coat with atie and dress slacks are
appropriate for aman; asuit or tailored dressis proper for awoman.

Try to relax during the interview (but remain aert). Obvioudly, thisis easier said
than done! Feeling comfortable while interviewing takes practice. Generaly, the
more often you interview, the more confidence you will gain.

Before you make mistakes practicing ina“read” interview, practicein the CALS
Career Services office by setting up a mock interview. A mock interview session is
availablein our office or available by individual appointment. Wetypically
sponsor aMock Interview Day each Spring aswell. Check our web site for
upcoming dates. Take advantage of every service available to assist youl!

How to Make a Good | mpression
Here are some tips that will help you create a favorable impression:

First impressions are important.

Y ou have only half an hour to convince the interviewer that he or she
should beinterested in you in preference to the other people to be
interviewed for the position.

Y ou must demonstrate your value.

Always be 5-10 minutes early for an interview.

Be fully prepared. Do your homework in advance. Take a copy of your
resume and reference sheet with you.

The correct handshake is somewhere between a*“ dead fish” and a*“ stedl
vise,” firm but not crushing.
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It doesn’'t matter whether the interviewer calls you by your first name or
not. Y ou always refer to him or her as Mr. Smith, Miss Smith, or Mrs.
Smith.

The impression you make in the interview is worth more than your grade
point average — so try to drop “yeah”, “you know”, “like”, “for sure,” and
other dlang terms from your vocabulary for that half hour.

Remember that you' re there to sell. Cast every answer as favorably as
possible. But never lie— later discovery could cost you your job.
Answer the questions the interviewer asks, but in away that gives him or
her the opportunity to tell what kind of a person you are.

Weave your points in your answer to tell anatural (and convincing) story
about yoursdlf.

Don't tell the interviewer that you are aggressive. Thisword has not only
positive but & so negative connotations. Use words like enterprising, $ $)
entrepreneurial, and energetic to describe yourself.

Never answer a question in one or two words. Instead, el aborate on your > 0% $

response with specific examples. 9 2

Make sure your answers expose your strengths and don’t expose D)
weaknesses.

Try to ask intelligent questions about the company. Know the company’s

products and services before your interview. Also, find out who the

competitors are and what products and services they offer.

Be aware of legidation or political issuesthat affect the company or 7 ' +
industry. H 9 )
Coming on too strong turns people off — don’t brag or boast. When you
describe your strengths, focus on your two or three best qualities.
Rehearse your answers to expected questions until they sound smooth and
professional.

Never discuss unfortunate personal characteristics unless you cannot avoid
them when asked a direct question.

Never mention a personal weakness unless you are asked. Be prepared to
tell how you are correcting it.

Remember that how you field questionsis almost asimportant as the
answers you give.

Think about your answers before you give them! Take your time when
formulating answers to difficult questions. A few seconds of silent
reflection is better than rambling. * "<A&
Show confidence in your experience, but don’'t come across as a know-it- &17 &6(1

all.

Don't try to debate conditions of employment with the interviewer.

Most importantly, BE YOURSELF! If they don’t like you, then maybe its

not the right place for you. @
Equal Employment Tips
Y ou may occasionally be asked questions that recent legal developments have & &
made inappropriate. If this happens, you have atough choice; you can refuse to
answer and take your chances on the consequences; you can answer and again risk
the consequences; or you can try to identify an appropriate inquiry within the
guestions and respond only to that. Below are some examples of inappropriate
guestions and the appropriate questions within them as well as some suggested

responses, which you may effectively use. The suggested responses are only
beginning answers. Y ou should el aborate, provide examples, etc.
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How do you feel about working in an office full of men? (Appropriate inquiry:
Describe the coworkers with whom you are the most comfortable.)

“1 get along with most people and others can verify that.”

2. If your spouse takes ajob in another city, will you be moving?
(Appropriate: We are interested in hiring people who plan to stay in this
area. What are your plans?)

“My present employment plans are based on living in this city. | have
no plansto change that.”

3. How would you feel about reporting to a younger supervisor?
(Appropriate: Describe the relationship between a supervisor and those
who report to him/her.)

“1 think the most important thing is to establish mutual trust and respect
between the supervisor and me.”

4, Are you expecting to have children in the near future and won't that
interfere with your work here? (Appropriate: Where would you like to be
in your career in three years?)

“What | expect isthat both my effectiveness and responsibilities with
this company will grow. | look forward to a mutually beneficia
relationship.”

5. Will your spouse object to you traveling alone or with members of the
opposite sex? (Appropriate: Thisjob requires travel. What problems does
this pose, if any?)

“I"'mwilling and able to travel.”

6. (To aminority applicant) How do you feel about working in an
predominately white work environment? (Appropriate: In what kind of
work environment are you most comfortabl e?)

“What I’'m interested in is awork environment that is supportive,
friendly and professional. | believe | can contribute to that.”

7. With your disability, don’t you think it would be difficult to do thisjob?
(Appropriate: Now that | have described thisjob, tell meif thereis
anything you feel you can't do.)

“I"d like to demonstrate my abilitiesto do thisjob.”

8. Areyou married and won't that limit your mobility? (Appropriate:
Promotional opportunities might involve rel ocation. How do you feel about
this?)

“There are no constraints that would prevent me form seeking
advancement with this firm.”
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4%&1 Special Interview Situations

Y ou may encounter a variation on the standard interview described above. The

following scenarios will make you aware of them and give you tips on how to 5 ' 2%
handle them. 9 < $
Telephone I nterviews +

'<
Occasionaly employers will conduct screening interviews over the phone, $ + $
especialy if they need to fill avacancy quickly or if the job is geographically $)

distant. Once you begin your job search, it is a good idea to answer the phone
professionally, including answering machine messages. If you are surprised by the
call, don't hesitate to ask the employer for afew seconds to get your resume, the
job description, and other necessary materials.

Sometimes the employer will telephone to arrange atime for the actual phone
interview. During thisinitia call, try to define with whom you will speak later (a
conference call?), for how long, and what kinds of questionswill be asked. The
interview process will be smilar to a face-to-face meeting, except you won't have
eye contact and other nonverbal communication. Although that may seem a
disadvantage, it provides you with a few benefits, too. Y ou can be comfortably
seated in your favorite chair with well-organized notes at your fingertips. Make the
most of it, converting the relative “impersonality” of your telephone interview into
a genuine opportunity.

Technical Interviews

Interviewers for technical positions may ask questions to determine your
recognition of terms, concepts, and equipment. The way you answer a question can 2
be asimportant as a correct solution because you are demonstrating your problem- $ )
solving ability. It is okay to admit needing a reference to actually solve the

problem, but at least state how you would devise a solution. If you're given a

facility tour, thisis agood opportunity to show your familiarity with lab

equipment, data processing procedures, etc. Above al else, use the technical

interview to prove to the employer that you are competent to do the job or could

learn to do the job.

Group Interviews or Search Committee

In this situation, you' |l beinterviewed by a group of people, who are al involved
in the hiring decision. Size and format may vary widely. Questions may be initiated
by each member on arotational basis or by only some of the group with other
members remaining silent. Whatever the format, it isimportant for you to direct
your responses to each member of the group as the interview proceeds. Remember,
you're being evaluated by everyone, even the quieter ones. Also, don't forget to
maintain appropriate eye contact as you speak to various group members.

One strategy for ensuring thisisto begin your answer by addressing the person
who asked the question and then turning to others as you elaborate. At the
appropriate time, you may also want to ask a question that will encourage each
member to share some information about him/herself (i.e. - “How does this
position interact with each of your jobs?’)
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Stress Interviews

Interviews naturally produce some degree of nervous tension, but some are tougher
than others. When the desired job requires you to dea regularly with high levels of
stress and pressure, such asin sales, you might be asked tough questions designed
to get you to “be yourself” so that the employer can estimate your likely
performance on the job. Such questions can include:

Questions meant to challenge:
“What makes you think | should pay attention to akid like you?’
Questions that require you to think on your feet:
“See this pen I'm holding? Sell it to me.”
Playing the devil’ s advocate:

The interviewer may deliberately disagree or criticize your response. “ That
has nothing to do with my question.”

Nonverbal behaviors like extended silence, deliberate disinterest and lack
of attentiveness, avoiding eye contact or intimidating stares.

How can you deal with these stressful tactics? First, realize that you can't prepare
for every question or situation. Trust your initial ideas on tough questions instead
of trying to second guess, “What is he/she realy looking for?’” Finaly, remind
yourself that these tactics are not aimed at you personally. Go ahead with as much
composure as you can.

Luncheon I nterviews

If you are invited to an interview involving ameal, many new dynamics are
introduced. The environment istypically less formal and more relaxed. Small talk
may kick off the conversation, but remember, the focusis till on you. You are
constantly being evaluated, so don’t get too laid back. A few tipsto remember:

Don't order alcohol.

Order ameal that is easy to eat. Avoid salads with sprouts or messy
sandwiches that require using your fingers.

Don't focus too much on eating. You'll be talking most of the time.
Order something moderately priced.
Allow your host to pick up the check and thank him or her.

Y our table manners will be noticed. The job you are applying for may
involve taking clients to lunch. Y ou will need to demonstrate your ease at
doing so.

Second I nterviews

Successful completion of an on-campus or initia screening interview will usually
result in asecond, on-site interview. This may be a daylong series of individual or
group meetings with personnel representatives, potential coworkers, supervisors
and line managers. It will normally be held in the facility for which you are being
considered.
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When you receive the telephone call or letter inviting you to an on-site visit, be
certain to obtain all the necessary logistica information regarding the visit. This
includes a detailed travel itinerary, lodging and food arrangements, expense
reimbursement policies and an agenda. If you are scheduled to have a meal with
any of the staff, be aware of proper etiquette and realize that you are being
evaluated even outside the formal interviewing setting.

A key dynamic of second interviews is how you respond to employees and the
work environment while continuing to demonstrate your qualifications. Y ou will
be judged on how well you might “fit in.” Remember, whatever you did in your
initial interview got you thisfar. Don’t search for awhole new strategy or
approach.

The Seminar

Most job interviews for candidates with a doctoral degree involve aseminar. This
isyour chance to shine on stage and describe your area of research. Practice! Be
prepared for scientific questions. A PowerPoint dide show can add nice
professional looking visuals to compliment your polished presentation.
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Behavior Based I nterviews

Many employers are moving to a new type of interview called the Behavioral Based Interview. Candidates are
asked to tell stories about situations they have encountered and explain how they reacted and what the result was.
The philosophy of thistype of interview is that past success will predict future success, so interviewees must
explain situations and outcomes to convince the employer that they have a pattern of succeeding. Thistype of
processis aso caled STAR — Situation, Task, Action Result. For each question the candidate must recall an
actual situation or task, how they acted, and then explain the result. Often times the interviewer has competency
areas they must evaluate. Each competency has a question alowing for this evaluation to take place. Theidea
here is to take the subjectivity out of theinterview process and make the decision more objective. Examplesare
listed below —

Competency: Sample Questions:

Analytical Thinking Describe a complicated problem you have had to deal
with on your job. How did you identify or gain better
understanding of that problem?

Entrepreneurial Action Have you suggested any new ideas to your

(Initiative) manager/supervisor/team leader recently? Give mean
example.

Change Orientation and Tell me about a situation in which you had to adjust

Management quickly to asignificant change in organization,

department, or team priorities. How did the change
affect you? What did you do?

Quality Orientation/Attention to We've all had occasions when we were working on

Detall something and overlooked a detail. Give me an
example of when this happened to you. What was the
result?

Striving for Achievement Think of atime when you decided on performance goals

(Results Orientation) for adirect report or yourself. What did you do to

establish those goal s?
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Strategic Thinking

Describe atime when you had to establish priorities to
implement anew vision or directive. What information
did you use or obtain to determine the priorities?

Creativity

Tell me about what you' ve done to develop new and
creative solutions to business problems. Give me an
example of a specific approach you devel oped.

Team working (Team
Leadership and Collaboration)

Describe how you' ve worked with ateam to set specific
and measurable goals and objectives. What process did
you use?

Commitment

Can you provide an example where your commitment to
your organization was important to your success?

Communication and
Interpersonal Understanding

Tell me about one of your most effective presentations.
What was your approach? What made it effective?

Intercultural Orientation

Have you ever been in a situation that you had to adapt
yourself to adifferent working environment?

Conflict Management

Working on a project with others sometimes causes
conflict. Describe one of the most difficult situations
you’ ve had involving conflict with another person.
How did you handle it?
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Stages of the Interview

Stages

Topic

1. FirstImpressions

Introduction, small talk about weather & current
events

2. Your Background

Education

- Choice of major

- Coursework, including laboratories
- Grades

- Honors

Work Experience (involves internships, full-time
& part-time, co-ops, & volunteer)

- Typesof jobs

- Duties & responsibilities

- Achievements

Activities & interests

- Extracurricular activities

- Leadershiproles

- Hobbies

3. Your Persona Career Goals

Short & long-term goals

Reasons for pursuing this particular position &
employer

Geographical preference

4. Information about the Organization

Career opportunities
Projects

Departments & divisions
Training program
Benefits

5. Conclusion

Further steps the employer will take
Closing remarks
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QuestionsInterviewers AreLikely to Ask

How would you describe yourself as a person?

Tell me about yourself.

What are your strengths and weaknesses?

What personal characteristics are necessary for successin your chosen field?
What qualifications do you possess for success?

What motivates you to put forth your greatest effort?

What are the most important rewards you expect in your career?
What are your short-term goals? Y our long-term goals?

Why do you think you would like this particular job?

What do you now about our company?

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

What contribution could you make to this job?

Do you prefer any specific geographic location? Will you rel ocate?
Areyou willing to travel ?

What have you learned from some of the jobs you have held?

Why did you major in ?

Do you think your grades are an indication of your academic abilities?

Y our grades haven't been very good. How do | know that you are capable?
How has your educational experience prepared you for your chosen career?
In what school activities have you participated?

How do you spend your spare time? What are your hobbies?

What percentage of your college expenses did you earn? How?

Do you plan for continued study? An advanced degree?

What do you think determines a person’s progress in a good company?

Do you prefer working with others or by yourself?

Are your primarily interested in making money or do you feel that service to humanity is
your prime concern?

How have you handled a mgjor crisis or problem?

Can you get recommendations from previous empl oyers?

What interests you about our product or service?

What do you know about opportunitiesin the field in which you are trained?
Do you have an analytical mind?

What job in our company do you want to work toward?

What are the disadvantages of your chosen field?

What have you done that shows initiative and willingness to work?

See thispen I’'m holding? Sell it to me.

Pretend I'm your boss and | just told you that the sales presentation you made this
afternoon was ineffective. How would you respond?
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Questionsto Ask
During Industry Interview

What is the company culture?

Is there a specific career path established and how quickly can someone advance
on that path? What type of advancement isit?

What is the management style? (Keep an eye out for micro-managers)
How much travel isrequires?

What is the training program like?

How does the company handle vacation or sick leave?

How is the organization structured?

Can employees work out of our house? Are flexible hours available?
What is the dress code?

What are the day-to-day duties?

What are the positive and negative aspects to the job and company?
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Questions You May Want to Ask
During an Academic Interview

Curriculum

What courses are taught in the department?

What graduate and undergraduate courses would probably be my responsibility?

How often are course load assignments changed?

What is the average semester teaching load?

Are there field-based supervisory duties assigned to the position? Istravel timeincluded in time
alocation of these duties? What arrangements are made for transportation expenses?

Are/can research hours be counted as a part of the required |oad?

By what means are curriculum and programs development decisions made? Who isinvolved in
the decision-making process? When are/were such decisions made?

Duties

What provisions are made for office space?

What isthe average number (or the required number) of office hours? Are these to be spaced
over aminimum number of days per week?

How are committee members selected? What committees are currently standing?

What is the average number of hours per week spent on committee work?

Wheat is the average number of M.A./ Ph.D. advisees?

What is expected/required in terms of “service” to professional organizations and/or other
designated groups?

Promotional and Tenure

What is the basis for promotion and tenure?

By what methods are faculty evaluated? Are copies of forms available for your file?

How many faculty members have become tenured in the last few years in the department, and at
what point?

What percentage of the faculty istenured? How long have they been tenured?

What is the percentage of the faculty who were originally employed as nontenure track and now
hold tenure or tenure-track positions?

What have been the rate of and reasons for faculty turnover?

Does summer school teaching favorably impress atenure committee?

Faculty
Where did the members of the faculty receive their degrees?
How active are the members of the faculty in local, state, and national professional organizations?

Resear ch

What research is being conducted by members of the faculty?

What interdepartmental cooperation exists? What types of interdisciplinary courses are being
taught? What is the department’ s relationship with a research design/statistics group?

What support for research is available?

What computers/canned programs are available?

What in-house funding is available for research?

What funded research projects are currently underway in the department/college?

Describe the travel budget. What support is provided for conference attendance?
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Finances

What salary is anticipated for the position? What nonsalary benefits are associated with the
position (e.g., tuition and fee discounts)? What is the moving expenses policy? Sabbatical leave?
(Save this question until after an offer is extended.)

How is salary determined after the initial year?

Is there collective bargaining? If so, who isthe agent?

What are the possibilities for and/or restrictions of summer school teaching?

What is the basis for the summer school salary schedule?

What opportunities exist for “outside” income (e.g., consulting, workshops, course overloads,
extension courses, etc.)?

School and Community

What are the admission regquirements for graduate and under-graduate students?

Characterize the student population in terms of geographical, economic, ethnic, and scholarship
range.

What is the relationship among the town, the local schools, and the university?

Describe the community in terms of stability, ethnic composition and race relations, economic
bases, etc.

What cultural opportunities exist in the community?

What isthe cost of living in the community?

What kinds of housing are avail able?

School Image

List three positive aspects of this position. List three disadvantages associated with the position.
Describe the department as you perceiveit in five years.

Describe theideal candidate for this position.

Describe theideal assistant professor’sfirst year.

)
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Sample Thank You Letters

Y our Street Address
City, State Zip
Date

Interviewer’s Name

Title
Company/Organization
Street Address/Box Number
City, State Zip

Dear Mr./Ms.:

Thank the interviewer for the opportunity to interview on (date) for the (title of position).
Reiterate your interest in being considered for the position. Mention a specific job-
related issue or challenge that was discussed as well as the strongest qualifications you
possess which would be assets in this position. Emphasize your knowledge of (name of
the company/organization) and your desire to work for them.

In closing, inform the employer that you look forward to hearing from him/her at his/her
convenience. Another approach would be to let the interviewer know that you will be
contacting him/her in (period of time) to arrange a second interview.

Sincerely,

(your signature)

Y our Full Name (typed)
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555 Hillsborough Street
Raleigh, NC XXXXX
February 27, XXXX

Mr. James Smith

My Food Company
123 Jones Lane
Raleigh, NC XXXXX

Dear Mr. Smith:

Thank you for the opportunity to talk with you this week about the Laboratory
Technician position. My interest in the position increased as we talked about the
responsibilities and projects that | would have the opportunity to direct.

Since the interview, | reviewed the Science research article you mentioned. Asyou
indicated, the research results were similar to what | discovered in my senior project. |
am eager to continue this type of research and laboratory work in the position we
discussed.

| look forward to the possibility of working with My Food Company. | look forward to
hearing from you in the next week.

Sincerely,

Wanda Jones
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All titles are available in the CALS Career Services Library in 111 Patterson Hall. Books
cannot be checked out of the CALS Career Services office.

Career Opportunities

Agriculture Related
Agricultural Careers 2033

Animal Related (Zoos, Parks, Clinical, etc.)
- Careers in Animal Care and Veterinary
Science
Careers for Animal Lovers and Other
Zoological Types
Zoological Parks and Aquariums in the
Americas 1994-95

Business/Sales/Public Relations
American Marketing Association -
International Member Marketing Services
Guide - 1998
Job Choices 2000 in Business (2)

Education/Museums
Cracking the Academia Nut - A Guide to
Preparing for your Academic Career

Environmental Science
Careers for Environmental Types & Others
Who Respect the Earth
Careers for Nature Lovers & Other Outdoor
Types
Careers in the Environment
Conservation Directory 2003: The Guide to
Worldwide Environmental Organizations
Environmental Careers in the 21st Century
Sunshine Jobs, Career Opportunities
Working Outdoors

Food Related/Nutrition/Packaging
Careers in Focus: Food
Food and Beverage Market Place
Food Processing - Guide and Directory

Health Related (Medical, Allied Health)
Guide to Colleges for Careers in Allied
Health
Job Opportunities - Health and Science
North Carolina Health Careers ("99-'00)
The Job Bank Guide to Health Care
Companies
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Horticulture/Turfgrass
Careers in Horticulture and Botany

Internationally Related
- American Jobs Abroad
International Job Directory
International Opportunities Resource Book
(binder)
International Workcamp Directory, 2000

Lab Research
Biotechnology Industry Guide
Careers in Biotech and Pharmaceuticals
Jump Start Your Career in Bioscience
North Carolina Biotechnology’s Community
1999
Opportunities in Forensic Science Careers
Regional Life Science Employment Directory
- 2001
State-By-State Biotechnology Directory
Veterinarians and Scientists in Animal
Health and Crop Protection Research
Workforce Training Needs for North
Carolina’s Bioprocessing Industry

Sociology/Criminal Justice
Great Jobs for Sociology Majors

Internships
- AABGA Internship Directory - 1999

Disney’s College Program (Binder)
Internships Success
Make Contact - The Student Conservation
Association Internships
Perennial Plant Association
USDA - 1999 Summer Internship Program

General Job Search Directories
Research Triangle Park Owner & Tenants
List - 2000-2001
Career Xroads, The 1997 Directory of Job,
Resume and Career Management Sites on
the World Wide
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Web

Career Xroads, Where Talent and
Opportunity Connect on the Internet
Electronic Job Search Revolution

Job Choices 2003 in Science, Engineering
and Technology (2)

Professional’s Job Finder

Carolina Job Bank, The

Guide to Internet Job Searching, The
Triangle Business Journal - Book of Lists
2001

Career Preparation

Graduate Students/School

Enhancing the Postdoctoral Experience for
Scientist and Engineers

Graduate Admissions Essays

Graduate School Guide

Career Exploration

Alternative Careers in Science

Careers for Scientific Types & Others with
Inquiring Minds

Change Your Job, Change Your Life

Do What You Are

Finding Your Perfect Work

Jobs You Can Live With

Occupational Outlook Handbook 2004-2005
Outside the Ivory Tower - A Guide for
Academics Considering Alternative Careers
2)

Real People Working in Science

Starting Over, How to Change Careers or
Start Your Own Business

Taking Charge of Your Career Direction

Cover Letters

Cover Letters that Knock ‘Em Dead
175 High-Impact Cover Letters
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Slam Dunk Cover Letters...That Score
Every Time
Guide to Basic Cover Letter Writing, The

Resume Writing and Interviewing

101 Great Answers to the Toughest
Interview Questions

250 Job Interview Questions - You’'ll Most
Likely be Asked...

Career Directions - both Graduate and
Undergraduate

e-Resumes

How to Say It In Your Job Search
Internet Resumes

Job Interviewing for College Students
Negotiate Your Job Offer

Resumes for College Students and Recent
Graduates

Resumes for Scientific and Technical
Careers

Resumes that Knock ‘Em Dead

Guide to Basic Resume Writing, The

Binders include...

Associated literature for the 100+
internships listed in our Internship Center
Career Exploration

Career Search

Collections of recent career-related articles
Cover Letters

Find the Answer

Graduate and Professional Schools

Health Related Career Info

Internationally Related
Interviewing/Negotiation

Job Search

NC State Government Internships
Resume Writing

Salary & Employment Statistics
Temporary Employment Agency Information

Undergraduate Research
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