
 

 

 

The Career Center 
 

Mission 
 

The College of New Jersey Career Center empowers students to excel in their chosen fields, 

ñenriching the TCNJ experience and fostering the development of students as whole persons.ò 

The Center accomplishes this by enabling students to strategically apply their academic and 

leadership experiences in the world of work, post-graduate education and the dynamic, global 

community-at-large; as well as, by enhancing studentsô opportunities through building and 

maintaining meaningful relationships with employers, graduate programs and professional 

schools. 

 

Goals 
 

Through the Career Centerôs premier programs, resources and services: 
¶ Students will be able to identify their career and/or educational goals. 

¶ Students will be able to effectively market themselves in the pursuit of their goals. 

¶ Students will be able to identify and utilize career related information in support of 

their goals. 

¶ Students will be able to professionally interact with employers, alumni, graduate pro-

grams and professional schools. 

¶ Employers, graduate programs and professional schools will gain access to highly 

qualified applicants. 

¶ Employers, graduate programs and professional schools will be able to market their 

individual opportunities. 

¶ Faculty and staff will be able to collaborate and liaison with the Career Center in sup-

port of students. 

¶ The Collegeôs outreach efforts to varied constituencies including prospective students 

and alumni will be advanced. 
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Debra Kelly  ..................... Associate Director/Manager of Employer Services 

James Chambers ............... Associate Director - Liaison to School of Business and School of Engineering  
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School of Science, and School of Education 

Lynette Harris ................... Assistant Director - Liaison to School of Arts & Communication, and School 

of Culture & Society  

Vilja Casey ....................... Student Employment/Recruitment Coordinator 

Joanne Lanzoni ................. Office Manager 

Sarah Schmidt .................. Receptionist 
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Written and designed by The College of New Jersey Career Center, 2009 

1 



 

 

The College of New Jersey Career Center  

2009-2010 Career Handbook  

Table of Contents   

 

Sponsor Acknowledgements ····························································································································· Page 3 
 

Introduction ································································································································································ Pages 4- 5 
¶ The Career Center Overview ······························································································· Page 4 

¶ TCNJ Class of 2008 Post Graduation Survey Excerpts ····························································· Page 5 
 

Exploration ·································································································································································· Pages 6- 8 
¶ What You Can Do to Explore  Majors & Careers - College Timeline ················································ Page 6 

¶ Deciding on a Major or Career  ······························································································· Page 7 
 

Job & Internship Search ········································································································································ Pages 9-16 
¶ Internships:  Putting Your Learning Into Action ··········································································· Page 9 

¶ Job & Internship Search: How Do I Find One? ··········································································· Page 10 

¶ Job & Internship Search: Networking & Applying ········································································ Page 11 

¶ Job Search Contact Log ········································································································ Page 12 

¶ Career & Internship Days (a.k.a. Job Fairs) ··············································································· Page 13 

¶ LionsLinkðTCNJôs On-Campus Recruitment Program: Utilizing LionsLink ······································· Page 15 

¶ Do You Know Your Rights? ··································································································· Page 16 
 

Graduate and Professional School·················································································································· Pages 17- 18 
¶ Graduate School: Application Overview ···················································································· Page 17 

¶ Financial Aid/On Campus & On-Line Resources ········································································· Page 18  
 

Resume Writing ························································································································································ Pages 19- 32 
¶ How to Prepare a Winning Resume ························································································· Page 19 

¶ The Content of Your Resume ································································································· Page 20 

¶ Resume Check-list ··············································································································· Page 21  

¶ Action Verbs ······················································································································· Page 22 

¶ Resume Samples ················································································································ Page 23 
 

Business Letters ·························································································································································· Pages 33- 38 
¶ Cover Letters, Thank You Notes, Acceptance and Decline Letters ·················································· Page 33  

¶ Letter Samples ···················································································································· Page 35 
 

Interviewing  ······························································································································································· Pages 39- 46 
¶ Want to Impress Employers?·································································································· Page 39  

¶ Preparing for the Interview ····································································································· Page 40 

¶ Frequently Asked Interview Questions ······················································································ Page 43 

¶ Legal & Illegal Questions ······································································································· Page 44  

¶ Answering ôBehavioralô Interviewing Questions ··········································································· Page 45   

¶ What Do Employers Really Look For? ······················································································ Page 46  
 

Job Offers······································································································································································ Pages 47- 48 
¶ Evaluating the Job Offer ········································································································ Page 47 

¶ Decisions, Decisionsé Will You Accept the Offer? ······································································ Page 48 

Written and designed by The College of New Jersey Career Center, 2009 

2 

Copyright © August 2009  
Cover Designed by Daniel Byrnes (Class of 2010) 



 

 

Klatzkin &  

CompanyLLP  

 

Certified Public Accountants and Consultants 

Our sincere thanks to the following professional sponsors for their  
continued support of the Career Center and their interest in TCNJ students!  

Our Sponsors  

Written and designed by The College of New Jersey Career Center, 2009 

3 



 

 

http://www.tcnj.edu/~career/events/workshoprequests.htm 

Request one for your club or organization on-line at:     

Career Counseling  
 

One-on-One Appointments 
Are you in the right major? What will you do after graduation? 

How can you obtain your goals? Career counselors can assist 

you in defining and developing your goals and designing your 

career search skills. Call 609.771.2161for an appointment. 
 

Drop-In Hours 
Have a quick career question? Stop by the Career Library during 

Drop-In Hours to speak with a career counselor for answers or to 

get the career counseling process started. 

M/R: 1:30-3:30pm; T: 3:30-5:30pm;  F: 10am-12pm 

 
Preparing a Resume 

 

Do you have a resume that accomplishes all it needs to? 

The Career Center offers: 
 

Creating a  Resume for Todayôs Workplace Workshop: 
Learn to make your resume effective and to market your skills 

and abilities to their greatest advantage in todayôs challenging 

economy. 
 

Resume Critique Hours:  
Drop by the Career Library to have your resume reviewed.  

M/R: 1:30-3:30pm; T: 3:30-5:30pm; F: 10am-12pm 
 

LionsLink Resume Assessment  
The resumes of seniors wishing to participate in LionsLink are 

reviewed by career counselors prior to seniors accessing this 

system for their full time job searches.  

 
Interviewing Skills 

 

Interviewing is something you get better at with prac-

tice and preparation. Let the Career Center help: 
 

Interviewing Techniques Workshop 
Learn how to prepare for interviews, how to present yourself 

effectively, and how to respond to questions appropriately. 
 

Mock Interviews  
Receive feedback from trained career counselors on the impres-

sion you make in an interview and learn to see yourself through 

recruitersô eyes when you participate in a videotaped, simulated 

interview. Prior to a mock interview with a career counselor you 

must utilize the ñPerfect Interviewðan online interview prepa-

ration program that can be accessed through the Guidance sec-

tion of the career services website, www.tcnj.edu/~career.  
 

LionsLink Interview Assessment 
Donôt let job offers be the only measure of how you perform in 

interviews. After participating in at least three LionsLink on-

campus interviews, a career counselor can share with you em-

ployersô assessment of your performance on 12 essential inter-

viewing criterion (see page 46). Call 609.771.2161 to schedule 

an appointment. 

 

Student Employment 
 

Gain relevant experience or earn extra cash! Through 

the Career Center, TCNJ fills over 2000 positions each 

year. Prior to starting your first position, visit the Ca-

reer Center to complete federally required paperworkð

proof of identify will be required. View and apply for 

jobs, and learn about the hiring process through the 

Career Services website, www.tcnj.edu/~career.  

 

Recruitment Services 
When looking for a permanent, post-graduation job, an 

internship or part-time work, consider: 
 

¶ Career & Internship Days 

¶ LionsLink ï On-Campus Recruitment 

¶ Web-based job listing sites 

¶ Education Interview Days 

 

Workshops 
 

The Career Center offers programs on topics, such as: 
 

¶ Applying to Graduate School 

¶ Interviewing Techniques 

¶ Making Major and Career Decisions 

¶ Making the Most of a Job Fair/Career Day 

¶ Creating a Resume for Todayôs Workplace 

 

 

 
 

Special Events 
 

Mark your calendar and plan to attend the following 

networking, recruitment and informative events: 
 

¶ Graduate Studies Week - Sept. 21-25, 2009 

¶ Fall Career Week ï October 26-30, 2009 

¶ Dining Out in Professional Style ï Wed., Nov. 11, 2009 

¶ Spring Career Week ï Feb. 15-19, 2010 

¶ Education Interview Days ï  Fri., Mar. 19; Thurs., Mar.25; 

Fri., Apr. 9; and Thurs., Apr. 15 

 

Career Library  
 

The Career Center Library offers more than 500 re-

sources, including information on: 
 

¶ Career options and occupational information; 

¶ Potential full-time and internship employersðwith contact 

and background information; 

¶ Graduate & Professional School application information; 

¶ Interviewing, job search and resume writing; 

¶ International employment and volunteer resources. 

The Career Center at a Glance  
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For a more detailed version of 

this report see the Career 
Services web site:  

www.tcnj.edu/career 
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TCNJ Class of 2008 Survey Excerpts 
 

Post Graduation Activity Summary 
Of the 1418 graduates of the Class of 2008, 52% (738) responded. Of those respondents, 705 (96%) of the graduates were 

employed and/or attending graduate/professional school within one year of graduation. (Percentages are rounded to the 

nearest full point.) 
 

76% of the graduates were employed - 71% are employed in full time positions;12% are employed in part time positions 

14% of the graduates were unemployed, but attending graduate/professional school. 

 4% of the graduates were unemployed and not attending graduate/professional school. 
 

Internship Participation  
513 (70%) of the eligible respondents indicated they had participated in an internship or practicum experience during their 

undergraduate careers. They interned for an average of 2.43 semesters during their tenures at TCNJ.  
 

TCNJ Career Preparation 
47% of the respondents indicated that they had received career advice from their faculty or department. 87% indicated that 

they had used Career Services during their tenure. 92% indicated that they had either used Career Services or received ca-

reer advice from faculty.  81% of the respondents indicated that their career preparation by TCNJ was above average or 

excellent. 
 

Top 10 Employers - The Top Employers (based on number of TCNJ, Class of ó08 graduates hired) were: 

1. Merrill Lynch (Bank of America (12) 

2. Ernst & Young (6) 

3. AmeriCorps (5) 

3. Hillsborough Twp School District (5) 

3. Hospital of the University of PA (5) 

3. Johnson & Johnson (5) 

7. Bernards Twp School District (4) 

7. East Windsor Reg School District (4) 

7. Montgomery Twp School District (4) 

7. PricewaterhouseCoopers (4) 

Salary Information  
The mean starting salary for graduates of the Class of ó08 was $44,935 (from salary ranges); reflects a 3% increase in com-

parison with the Class of ó07. Average salaries by School were: 

  AMM  BU CS ED EG NU SC 

Average Salary $40,569 $46,848 $40,430 $45,831 $55,894 $51,934 $43,483 

Comparing estimated salaries, males earn an average of $2,167 (5%) per year more than females. 
 

The following academic majors, with more than one graduate reporting, had the highest reported average salaries (number 

reporting): 

1. Computer Eng. (2) $62,750 

2. Computer Sci. (6) $61,333 

3. Civil Engineering (5) $59,125 

4. GeoTech Eng. (1) $58,000  

5. Mechanical Eng. (13) $57,700 

6. Nursing (40) $57,012 

7. Electrical Eng. (5) $55,833  

8. Accounting (23) $55,361 

9. Eng Science (1) $55,000 

10. Music Education (9) $55,050 

Graduate School Summary 
42% of the Class of ô08 indicated that they had applied for admission to graduate/professional school during their senior 

year. Of those that applied, 31% developed a contingency plan for if they were not successful in seeking admission. 
 

33% of the graduates who responded to the survey were attending graduate/professional school; 20% indicated that though 

they were unemployed, they were attending graduate/ professional school. Through admissions data secured from the Stu-

dent Loan Clearinghouse and surveys obtained by Career Services we were able to determine that 387 (27%) graduates of 

the total Class of 2008 attended graduate school within the year after graduation. 58% of graduates indicated they plan to 

attend graduate/professional school in the future. 
 

The Top Graduate/Professional Schools (based on number of TCNJ, Class of ó07 graduates attended) were: 

1. TCNJ (64) 

2. UMDNJ (49) 

3. Rutgers (33)   

4. Seton Hall (21) 

5. Drexel (8) 

5. U of Penn (8) 

7. Montclair (6) 

8. NYU (5) 

8. Penn State (5) 

8. Penn State (5) 

8. Villanova (5) 

12. Kean (4) 

12. Monmouth (4) 

12. Thomas Jefferson (4) 



 

 

1st Year  
 

¶ Visit the Career Center and meet with a career coun-

selor to discuss majors, career fields and more! 

¶ Utilize a career assessment instrument to learn more 

about you (i.e. examine your interests, values, skills and 

beliefs). Discuss outcomes with a career counselor. 

¶ Use the on-line system Sigi3, to explore fields related to 

majors, gather information about occupations/careers 

and consider what your values may indicate regarding a 

future career.   

¶ Become active in clubs, organizations and activities. 

¶ Research options for your future! Use the Career Cen-

terôs Library, the web, Career & Internship Days, and 

"people" resources to learn more about the fields or 

industries you are considering.  

¶ Register with the LionsLink  system. 

¶ Begin building your resume. Attend a Resume Writing 

workshop and come by for a critique. 

2nd Year  
 

¶ Get curious about what's out there. Explore fields 

and occupations! 

¶ Identify specific courses that will help you prepare 

for the career(s) you are considering by consulting 

with faculty, counselors or alumni. 

¶ Continue to polish your resume as you get a clearer 

idea of your area(s) of focus. 

¶ Gain experience through campus employment, in-

ternships or volunteer activities. 

¶ Internships!  Update your registration in LionsLink. 

Keep your resume current and check the system 

regularly for internship opportunities. 

¶ Career & Internship Days - attend and talk with em-

ployers. 

¶ Stay involved in the TCNJ community through ac-

tivities, clubs, intramurals, etc. 

¶ Gain leadership experience (e.g., become a Commu-

nity Adviser or Ambassador, lead a committee or 

become an officer in an organization). 
3rd Year  

 

¶ Continue pursuing volunteer experiences, research 

opportunities or internships to prepare for entry into 

your chosen field or advanced degree program. 

¶ Research graduate and professional school programs; 

attend Graduate Studies Week. 

¶ Prepare for and take necessary admissions exams 

(i.e.,GRE, LSAT, MCAT, etc.). 

¶ Pursue Internships! Students have an average of one 

for-credit internship experience and two paid experi-

ences while an undergraduate (National Association 

of Colleges and Employers). 

¶ Become more comfortable with the job search 

process by meeting with employers at Career & 

Internship Days and attending Dining Out in Pro-

fessional Style. 

¶ Brush up on your interviewing skills. Participate in 

the Perfect Interview or an Interviewing Workshop 

and follow it up with a mock interview to see your 

interviewing strengths and areas for improvement.  

4th Year +  
 

¶ Meet with a career counselor to discuss your future plans. 

¶ Attend Early Bird Seminar (in August), an Intro to LionsLink 

Workshop, or complete the LionsLink on-line module/quiz 

(Mandatory for participation in LionsLink Program). 

¶ Update your resume to include internship, extracurricular, 

leadership, volunteer activities or large class project(s). Have 

it critiqued by a Career Counselor. 

¶ Design and begin implementing a job search strategy. Job 

searches take an average of 6-9 months so begin as soon as 

possible.  

¶ Participate in Fall Career Week, October 26-30, 2009 

(including, Career & Internship Day, Oct. 30), and Spring 

Career Week, Feb. 15-19, 2010 (including Career and In-

ternship Day, Feb. 19). 

¶ Apply to graduate/professional school, if you plan to attend 

the fall immediately following completion of undergraduate 

school; applications should be in by Nov/Dec. Note: The ap-

plication process takes approximately one year from the time 

you start until you are attending graduate school. 

¶ Have a backup plan. Remember that this is a process. If your 

first plan changes, consider what you will explore next. 

What You Can do to Explore Majors & Careers:   

You are the sum of your small steps! 
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College Timeline 



 

 

T 
wo of the largest decisions you face in college are selecting a major and choosing a career. To some, these deci-

sions are intertwined, but many alumni will tell you that their majors did not dictate their career paths. Though 

your choice of major can influence your career choice, it does not determine it! However, the process for select-

ing a major and choosing a career are similar. They both require self assessment, investigation, consultation, 

decision making and risk taking. Follow this guide when making your next major or career decision. 

Assess YourselfñWho are you? 
 

Values 
 

1. What makes you happy? ________________________________________________________________________ 
 

2. Identifiy three things that are most important to you (e.g., family, money, excitement, advancement, etc.). 
 

________________________ ________________________ _______________________ 
 

Interests 
 

3. Identify three things you enjoy doing. 
 

________________________ ________________________  _______________________ 
 

4.  Identify three subjects you enjoy studying. 
 

________________________ ________________________  _______________________ 
 

5. Identify three things you do for fun or to relax. 
 

________________________ ________________________  _______________________ 
 

Ability, Skills, and Knowledge (ASKs) 
 

6.  What are your three greatest skills or abilities? 
 

________________________ ________________________  _______________________ 
 

7.  Name three things that you are most knowledgeable about. 
 

________________________ ________________________  _______________________ 
 

8.  In what areas do you need to improve.______________________________________________________________ 
 

 

If you have any trouble completing this section or would like to reflect further,  

schedule an appointment with a career counselor and/or visit Sigi3. 

Investigate your Options 
 

1. Identify three careers that interest you and what major you think would be most applicable to that career. 
 

Career Field       Major 
 

___________________________________  ___________________________________ 
 

___________________________________  ___________________________________ 
 

___________________________________  ___________________________________ 
 

2.  Identify three majors/careers you are considering. Indicate why the fields interest you and what information you still 

need in order to determine what major/career is right for you. 

 

 

Careers/Majors Why do they interest you? Information Needed 
 

________________________  ________________________  _______________________ 
 

________________________  ________________________  _______________________ 
 

________________________  ________________________  _______________________ 

Deciding on a Major or Career 
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 Consult with Others 
 

1. Identify family members or friends with whom you speak to regularly and who know you and your interests, opinions, 

and values well. Ask them for advice and feedback on the major(s) or career(s) youôre considering, as well as on others 

they see as suiting you. 
 

2. Make an appointment with your academic adviser and/or a career counselor. 
 

3. Meet with an Assistant Dean of the School, a chairperson, or a faculty member in each department you are considering or 

who may have information on the career fields that interest you. 
 

4. Talk to a student currently in the major. 
 

5. Review resources contained in the Career Library and on the Career Center website, including the Graduate Survey to 

see what others have done. 
 

6. Use Sigi3 (available through the Career Center website). Access and explore the information and steps in Sigi3 for decid-

ing on a  major. 
 

7. Conduct an informational interview ! Find out more information from someone who is actually doing your dream job! 

Make a Preliminary Decision 

 

Utilize the information youôve gained through self assessment, investigation, and consultation to identify a few choices. 

Select three options to explore, and complete the following: 
 

You can combine career fields and majors to fulfill a multitude of interests at the same time.  

Consider a double major or pursuing a minor in one area and a major in another. 

 Major/Career 1 
_____________________ 

Major/Career 2 
_____________________ 

Major/Career 3 
_____________________ 

Personal interest related 
to this option 

   

ASKS (see page 7)

related to this option. 
   

Personal strengths re-
lated to this option. 

   

Personal weaknesses 
related to this option. 

   

Opportunities related to 
this option. 

   

Threats to pursuing this 
option. 

   

Continued concerns/  
questions. 

   

Plan to gather needed  

information. 
   

Take a RiskñTry out your choice(s)!  
Use the information youôve assembled to assess the best choice for you at this time and test it out! There comes a time when 

you have to make a choice. Keep in mind, most people will pursue multiple fields during their careers and 50% of TCNJ 

students change majors at least once! If you find this choice doesnôt work out, try another option.  

Ways to test your choice: 
 

 Risk ........ Taking a course in your field of interest. 

 Risk ........ Pursuing an internship and/or a shadowing experience (follow someone at work for a day). 

 Risk ........ Putting yourself in a situation where you donôt know what youôre doingï YOUôLL LEARN! 

 Risk ........ Talking with someone you donôt know. Find out what they do and how they got there! 

 Risk ........ Joining an on-campus club or participating in an activity being hosted by a club. 

 Risk ........ Becoming a leader of a club or organization. 

 Risk ........ Taking time to EXPLORE the world of possibilities out there! 
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Why should you intern? 
 

I nternships provide structured learning. Though they 

provide meaningful functionality for the employer, like 

part time and summer jobs do, the focus of an internship is 

on the professional development of the intern.  
 

Internships can be paid, for academic credit, for both pay 

and academic credit,or for experience only. Professional 

development is most important; therefore, the experience 

gained through any internship is valuable, regardless of 

payment or credit status. Some fields (e.g., communica-

tions, fashion, music, entertainment) are extremely diffi-

cult to break into without relevant experience, yet intern-

ships in these fields are for no or low pay. In these fields, 

experience IS the compensation! 
 

Use an internship to determine if a field is right for you, 

and to gain relevant experience that will 

enable you to move effectively into your 

chosen field. Employers use internships 

to ñtry outò students for permanent jobs - 

many employers hire their interns into 

permanent jobs after graduation!  

 

How do you find an internship? 
 

S tudents often begin interning in their 

sophomore year; however, it is never 

too early (or too late). The internship 

search process is similar to a job search - time consuming, 

lengthy and sometimes frustrating! Competitive and na-

tional internships (e.g., Late Show with David Letterman, 

Goldman Sachs, NFL, Habitat for Humanity, and US Con-

gress), often have deadlines in early fall for summer op-

portunities.  
 

Start your search at least a semester prior to your targeted 

start date. Utilize the ñJob and Internship Searchò section, 

(pgs.10-11) for search tips as well as the following : 
 

LionsLink - TCNJôs recruitment system provides 24 hour 

access to job postings and the opportunity to submit to over 

500, regional, state or national internships from organizations 

interested in recruiting TCNJ students. See LionsLink - 

TCNJôs On-Campus Recruitment Program, (p.15) for details 

on enrolling.  
 

Career Library - Internship directories and three computers 

are available among the 500 resources in the Career Library. 
 

Student Employment System - Opportunities to gain relevant 

experience and earn cash exist on-campus. Check the Student 

Employment System www.tcnj.edu/~career/studemp) for 

more information. 
 

Networking - Build your network by participating in campus 

organizations, events (Career & Internship Days, Dining Out 

In Professional Style), as well as talking to faculty. Seeò Job 

& Internship SearchðStep 3ò (p.11) for more networking 

tips. 

Credit Bearing Internships:  
 

How are internship credit/units awarded? 

D epartmental Internship coordinators assign aca-

demic credits for internships. They can assist in 

identifying the number of credits available and the re-

quirements. Typically departments require students to 

complete three steps: 
 

1. Write a proposal through the department. 

2. Submit a completed Internship Site Coordinator/Employer 

Agreement Form  

3. Submit a completed Internship Form located on the Records 

& Registration site: www.tcnj.edu/~recreg/forms.  
 

Internship site coordinators may require you to complete 

additional forms. Share these with your departmental 

internship coordinator. 

 

What if I leave a credit  bear-
ing internship before it ends? 
 

L eaving a credit bearing intern-

ship is essentially the same as 

withdrawing from a course. Consult 

with Records and Registration to 

complete the process. Remember to 

handle yourself professionally and 

give proper notice to the employer. 

 

Additional Resources at TCNJ! 
¶ Undergraduate Global Programs Office - 

www.tcnj.edu/~goglobal/undergrad.html  

¶ Bonner Center for Civic & Community Engagement 

www.tcnj.edu/~bonner/ 

Internships:  Putting Your Learning Into Action 

Employers reported that 53% of their new hires from the 

class of 2007 were from their internship programs. 
 

- NACE Research:  2007 Experiential Education Survey 

Make the Most of Your Internship: 
¶ Be Prompt, enthusiastic and flexible! Demonstrate a strong 

work ethic. 
 

¶ Keep lines of communication open with faculty and your 

supervisor. Schedule regular meetings with your supervisor 

and set up a time for an evaluation. 
 

¶ Interview an executive of the organization. Gain informa-

tion on their career path, memberships to professional or-

ganizations and major competitors. 
 

¶ Keep a journal of your experience and a record of your 

work, achievements, reports and recommendations related 

to this experience.  
 

¶ Obtain written references 2-3 weeks prior to the end date. 

Experience IS the compensation! 

Written and designed by The College of New Jersey Career Center, 2009 
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