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Welcome to Career Services @ UB

Dear Reader,
I am so glad that you picked up this Career Guide!  Whether you picked it up because you need to create a first-time resume, you are looking for tips on interviewing, or you need some pointers on how to evaluate a job offer—the answers and resources to those questions are inside!  
The process to achieving lifelong career fulfillment is not necessarily linear, sequential, or ordered.  We each will be discovering new things about ourselves and our career aspirations for the rest of our working lives.  This guide will give you pointers on how to discover your talents and passion, develop your strengths, and work to achieve lifelong career fulfillment.  
This is an important resource for you.  Hold on to it and use it as your career exploration journey unfolds. And come in and visit with us at UB Career Services!

Sincerely,

Arlene F. Kaukus

Director, UB Career Services

716-645-4622

arleneka@buffalo.edu

To schedule an appointment with your career counselor, call 716-645-2231 or stop by, 259 Capen Hall,  Monday-Friday between 8:30 am and 5:00 pm. 

To get a resume or cover letter review, talk about your part-time job or internship search, for help with BullsEye, or any other quick questions, make a same-day 20 min Express Career Consult Appointment by calling, 716-645-2231 or stop by 259 Capen Hall. Check ub-careers.buffalo.edu for current hours. 
 Services for Students & Alumni 

We Are Here to Help You
Our career counselors are experts in helping you to discover, develop, and achieve your strengths, your career, and your future. Make an appointment with your career counselor today! Call 716-645-2231.

1. Learn about yourself

Discover your skills, abilities, and values by taking a career self-assessment. MyPlan is a new free tool you can find at ub-careers.buffalo.edu/myplantips. Your career counselor may suggest you take StrengthsQuest™, MBTI®, or the Strong Interest Inventory® to learn more about yourself and potential career options. 
Undecided about a major? During your freshman or sophomore year, consider taking UBE 202 Career Planning to spend a semester exploring yourself and your options. Stop by 259 Capen Hall for more information.
2. Explore your options

Develop your understanding of majors and careers by visiting the Brent D. Arcangel Career Resource Library at 259 Capen Hall and by using our online tools. 
· Majors at UB and how they relate to different careers: ub-careers.buffalo.edu/major info

· In-depth information on various career paths, including jobs outlook: www.online.onetcenter.org

· Information on specific employers within industries: CareerSearch tool in BullsEye Resource Library
· Professional associations in your field of interest: ub-careers.buffalo.edu/research#professional
· Alumni Reality Videos where UB alums talk about their career paths: ub-carers.buffalo.edu/alumvideos.shtml
· Explore graduate and professional school options: ub-careers.buffalo.edu/continue

3. Narrow your choices
Find a career mentor through the Mentor Network in BullsEye. More than 550 UB Alumni want to help you with career exploration, internships, job shadowing, job searching, and more. 
Visit career fairs to learn more about local and national job and internship opportunities and to network with employers right here on campus. Attend our Life and Learning Workshop Career Panels and visit Employer Information Sessions offered throughout the year. Check out the schedule of events at ub-careers.buffalo.edu/calendar.
4. Check it out! 
Achieve your future by gaining experience that will help you stand out from the crowd. 

Attend our Life and Learning Workshops on job and internship searching. 
Use BullsEye and the helpful information at ub-careers.buffalo.edu/resources to search for internships, part-time and full-time jobs, and volunteer opportunities.

Schedule an appointment with a career counselor to experience a video-recorded practice interview.  Use Interview Stream, a free tool in BullsEye, to practice interviewing with a web-cam.
Fine-tune your search strategy, your resume and cover letter, and your candidate portfolio by meeting with a career counselor.

Connect with your next steps 
Our state-of-the-art on-campus testing facility offers a variety of tests, including the CLEP, GRE, TOEFL, MAT, MCAT, and PRAXIS. Visit ub-careers.buffalo.edu/testing to learn about all of the standardized exams offered, including the paper-based tests such as the LSAT and the GRE subject exam. Call 716-645-4624 to schedule a test.

Checklist for Success 
Below is a list of what you should do throughout college. For help on how you accomplish these steps, make an appointment with your career counselor today!

Freshman Year: Inquiry and Awareness

· Consider college as preparation for your life. 

· Enroll in core courses with assistance from your advisors.

· Make a tentative selection of a major.

· Learn about resources available on campus.
· Participate in campus activities. 

· Begin to consider possible career choices. 

· Get to know faculty, counselors, and administrators. 

Summer vacation: Get work experience to develop interpersonal skills, help finance your education, and build responsible work habits. Volunteer if you are unable to work.

 Sophomore Year: Assessment and Exploration

· Complete intro courses in your prospective major. 

· Begin self-assessment by identifying your interests, strengths, skills, abilities, and values. 

· Learn about the world of work and explore occupations.
· Research occupations: training and skills needed, demand for jobs, alternatives.
· Conduct informational interviews with people in your field of interest. 

· Choose an appropriate major.

Summer vacation: Gain exposure to the world of work through employment or volunteer experience. Use these experiences to further develop your work-related skills and improve your self-confidence. 

Junior Year: Testing Career Decisions

· Check your attitude toward your major/career – see your career counselor. 

· Study your major in-depth with courses in your field. 

· Join student clubs and student chapters of professional organizations in your chosen field. 

· Gain relevant experience through an internship or co-operative educational experience.

· Continue to get to know faculty, counselors, and administrators – they may serve as references later on.

· Take electives in other areas and participate in campus activities to enhance your qualifications. 

· Begin to investigate the role of graduate and professional school in your chosen career field, and plan your application timeline (see page 25 for more info). 

Summer vacation: Secure employment or an internship related to your career goals. Use this experience to evaluate your career decision. 

Senior Year: Job Search / Graduate School Applications

· Complete the course requirements in your major. 

· Plan your job search. 

· Attend Career Services Life & Learning Workshops to brush up on job search skills, including resumes, cover letters, interviews, and job search strategies. 

· Conduct a thorough job search campaign 

· Take advantage of On-Campus Interviewing and attend Employer Information Sessions on campus 
· Discuss opportunities with faculty and counselors. 

· Choose the faculty, administrators, and/or employers you want to act as references.

· Develop a timetable for your career development after graduation. 

Remember that Career Services provides lifetime career assistance to UB alumni! 

How to Choose a Major and a Career Path
Assess Yourself

Understand yourself to clarify your life goals and the ways to reach them. Make an appointment with your career counselor to talk about the self-assessment tools we offer. 
· What do you truly enjoy? Consider the classes and activities you have liked the best. What did they involve? Why did you enjoy them? There are careers related to every interest you have!

· What do you do well? Identify your skills and abilities. Are they technical, adventurous, or intellectual?
· What values are really important to you? Is enjoying your work more important than prestige? Is creativity more important than security?

· What is the coolest job you can imagine? 

Gather Information and Explore Options

The more information you find, the more informed your final decision will be.

· Get information about specific careers and discover how they relate to majors. Visit the Brent D. Arcangel Career Resource Library at 259 Capen Hall to read through hundreds of books on how to connect your personality to career options. Spend some time online at ub-careers.buffalo.edu/majorinfo.
· Examine the majors available to you in UB’s undergraduate catalog at undergrad-catalog.buffalo.edu. Eliminate those that don’t interest you. Read about the remaining majors on your short list.

· Visit the short-listed departments’ websites or read their print materials. Talk with an academic advisor, students in these majors, and faculty members.

Evaluate and Select Your Major

It’s time to put together the information you have collected. If you are still having difficulty deciding, talk with an advisor or career counselor who can help you evaluate the information you have collected, suggest additional resources, and guide you through the decision-making process.
· Consider what you have learned. Weigh the pros and cons of each option. Narrow your list down to two or three majors.

· Consider the feasibility of a second major or making one of your options your minor. Consider an interdisciplinary or special major.
· If you are still having difficulties deciding, talk with an advisor or career counselor who can help you evaluate the information you have collected, suggest additional resources, and guide you through the decision making process. 
Take Action Toward Your Career Choice

Now you are ready to make plans and put them in motion.

· Choose student activities, leadership roles, internships, volunteer work, and part-time employment that can help you further develop your skills.

· Talk to people who work in the career fields you are considering. Attend alumni networking programs to learn more about the realities of specific career fields.

· Meet with your academic advisor to select appropriate courses to help you meet your goals.
UBE 202: Career Planning Course 

Still not sure about a major? Unclear about how your major could relate to careers? Consider spending a semester exploring yourself and your options. Visit 259 Capen Hall to get course registration information.
UBE 202: Career Planning is designed to help you:

· Assess interests, values, skills and personality characteristics and understand how these factors affect the career development process.

· Learn about the world of work and how to use a variety of information resources to explore academic and career options.

Develop an individualized career plan of action in a supportive environment.

Informational Interviewing 

What is an informational interview?

Informational interviews give you the opportunity to build your network, expand your knowledge of the job market, and learn about potential career paths. An informational interview lets you get realistic information about the real-world challenges and rewards of a profession from someone working in the field. Remember, an informational interview is not a job interview, but is an opportunity to start to make connections in your field of interest. 

How to find someone to interview

· The UB Mentor Network includes more than 550 people who have volunteered to speak with UB students about careers. Log in to BullsEye, click on the Mentors tab, and do some keyword searches to get started! More info at ub-careers.buffalo.edu/experienced. 

· Become a member of a professional organization in your field and begin attending meetings and conferences to meet potential mentors. Visit ub-careers.buffalo.edu/research#professional to see some helpful lists of professional associations. 

· Sign up for journals or e-newsletters to identify the important people in your field. 

· Talk with your professors and academic advisors to see who they might recommend.
· Think about your family and friends – is anyone involved in your field of interest that you could reach out to for an informational interview?

Questions to ask


1. How did you get to where you are today – what was your career path?

2. What do you like most about working in this field and what do you find most challenging?

3. What are your responsibilities and what skills do you use in your profession?

4. Tell me about your daily routine on the job. 

5. What are some problems you face and decisions you make?

6. How do most people get started in this field?

7. What do you think is the ideal educational path to qualify for a position in this profession?

8. Do you belong to any professional organizations? Do they have student chapters?

9. Do you think this field is growing, with opportunities for employment?

10. Can you recommend other people who might be valuable sources of information?

More suggested questions at ub-careers.buffalo.edu/studentnet#questions.

The Importance of a Career Mentor
Mentors can help you as you explore major and career options and they can also help you as you make important decisions about your education and career. As you prepare to meet your mentor, think about what you want to gain from your interactions. Prepare questions, be respectful of the mentor’s wishes regarding the timing and location of the meeting, and be prepared to share pertinent information about yourself as well!

Get Involved to Get Ahead

 As a freshman or sophomore at UB you will be spending a lot of time doing academic work and a lot of time adjusting to your new social life. By the time you reach junior and senior year, you will need to have participated in some activities so that you stand out from others who are applying to the same internships, jobs, or graduate programs. Not only will you have fun as you get involved, but activities make great resume builders as well. Here are some fun and easy ways to get involved right here on the UB campus so that you can get ahead in your field! 

Center for Leadership & Community Engagement – studentaffairs.buffalo.edu/leadership

Leadership Certificate program, R.E.A.L.M. mentor program, volunteer opportunities through Saturday of Service, Alternative Spring Break options, StayUpUB fundraiser, and more. 

Intercultural & Diversity Center – studentaffairs.buffalo.edu/idc

Global Competency Certificate Program, Diversity Institute, cultural bazaars, Diversity Advocates course, S.A.G.E. Internship Program, and more. 

Student Activities – studentaffairs.buffalo.edu/activities

Student Programming Board jobs, volunteering at TeamUB, and more. 

UB Clubs and Organizations – studentaffairs.buffalo.edu/directory 
Check out the complete listing of all UB student clubs and organizations. Many of them are related to professional fields.

Peer Mentoring – studentaffairs.buffalo.edu 
Many Student Affairs offices have peer mentoring programs where you could gain experience, earn credit, and get paid. 

Center for Undergraduate Research & Creative Activities – curca.buffalo.edu
Opportunities to work on research projects for UB professors across many fields, apply for grant awards, present research findings on campus, and more. 

Undergraduate Academies – academy.buffalo.edu

Curricular and co-curricular activities in Civic Engagement, Global Perspectives, and Research Exploration. 

Life & Learning Workshops – workshops.buffalo.edu

Workshops on a wide variety of topics covering academic success, personal wellness, career success, job searching, leadership, and more.
Career Peer Advisor Program

Career Services has Career Peer Advisors who intern for academic credit during one semester and are paid hourly in the second semester. Peers are typically juniors or seniors who are interested in working in counseling, human resources, or higher education (but we accept peers from a wide variety of majors!). Visit ub-careers.buffalo.edu/careerpeeradvisors for more info on applying.

Get Experience in Your Field – Do an Internship!
Take what you’re learning in your major-related classes and put it to “real-world” use by doing an internship. Internships can be full- or part-time, paid or unpaid, for credit or not for credit, and can vary in length from a semester to an academic year. An internship is one of the most important experiences you can gain during college.
What Can an Internship Do for You?

Career exploration – Explore how your interests, skills, personality, and values fit (or don’t fit) in a particular work setting.

Practical work experience – Develop skills, self-confidence, and an understanding of a profession.

A network of contacts – Establish relationships with people working in your field—some internships even lead to jobs after graduation.

References – You can ask for written and verbal recommendations from your supervisors that will help you apply for future jobs or to graduate programs

How to Find an Internship
· Check with your academic department first as some departments have programs and internship listings available to students.  
· The Career Services website has online links to great internship searching resources, including Internships.com. Visit ub-careers.buffalo.edu/jobintern for more.

· Log in to BullsEye at bullsye.buffalo.edu and search BullsEye job/internship and On Campus Interviewing opportunities and conduct a NACELink extended search. 

· Visit on-campus job and internship fairs organized by Career Services throughout the year. See ub-careers.buffalo.edu/calendar for event dates and times.
· Research employers in your field and check their websites to see if they have internship programs. 

· Ask family and friends if they are aware of internship opportunities. 

· The Cora P. Maloney College at UB coordinates a Public Services Internship Program. Visit cpmc.buffalo.edu for more info.
· For School of Engineering & Applied Sciences students, the Engineering Career institute has technical elective opportunities. 

· For School of Management students, check out the Credit-Bearing Internship Program.
Get Prepared for Your Internship

Once you have an internship posting in mind, there are some steps you should take to help you stand out from other applicants and to ensure you get the most out of your experience.

1. Write a cover letter and create a resume. Visit ub-careers.buffalo.edu/howtores for info on how to get started. Drop in to Career Services Quick Questions at 259 Capen Hall to get help on developing your documents. 

2. Schedule a practice interview appointment at Career Services. If you have a web-cam, log in to BullsEye at bullseye.buffalo.edu and use InterviewStream to start practicing. 

3. Talk with your academic department advisor or internship coordinator to be sure you’ve completed any registration necessary to receive credit and that you have some guidelines for getting the most out of your experience. 

4. Find out the dress code at your internship site and be sure to dress appropriately on your first day!
5. If you’ve missed a deadline, apply now for the next cycle and ask to be considered if something becomes available sooner.
Part-time & Summer Jobs

Right Job for You

Taking on any part-time job demonstrates your initiative and dependability and begins to establish your work record. All part-time jobs offer you desirable transferrable skills that will come in handy in the future.
Look for positions that will allow you to explore career fields of interest. Part-time jobs give you the opportunity to develop your skills, build your resume, earn money, and broaden your network of contacts for future opportunities.
How to Find a Part-time or Summer Job
BullsEye – UB Career Services provides hundreds of current local and national listings of part-time on and off-campus, summer, and work study positions. Log in to BullsEye at bullseye.buffalo.edu and click on the “Jobs/Internships” tab to start your search. 
On Campus Employers – There are opportunities to work on campus in many departments. Student Assistants perform a variety of functions from clerical and reception work, to cooking and serving food, to officiating at sports events. Work study positions are funded by a federal grant awarded to students with financial need. Graduate, Research, and Teaching Assistantships are available for graduate students. Visit ub-careers.buffalo.edu/campusopps for links to major on-campus employers.
Unadvertised Openings – The majority of part-time and summer jobs never get advertised! One of the best ways to find these opportunities is to identify employers that interest you and approach them directly. Submit targeted cover letters and resumes to places you would like to work. Unadvertised openings are frequently found through friends, family, and acquaintances, so don’t hesitate to go to them for help! Tell everyone you are looking for a position—you may be surprised at the leads you get simply because you asked.

Job Fairs – Career Services usually offers a Part-Time and On-Campus Jobs Fair in the fall, and a Summer Jobs Fair in the spring. Check ub-careers.buffalo.edu/calendar for event dates. Employers looking for part-time student help can be found at information tables in the Student Union (usually during lunch hours).

For more information about finding a part-time job, visit ub-careers.buffalo.edu/summertips
Researching Employers

Knowing the available information on an employer can help you narrow down career options, find job opportunities, and sound knowledgeable in a job interview or a meeting with an employer.

Information to Look For

· Size of organization 

· Style of management

· Potential growth

· Annual sales growth, long term and short term

· Product lines or services, and potential new products or services

· Relative age of top management and their career backgrounds

· Geographic locations

· Location of corporate headquarters

· Number of plants, stores, and outlets

· Organizational structure

· Type of training programs available
· Promotional path

· Recent developments reported in news stories

· Relocation policies

· Typical career path in your field

· History of organization

· Funding (for non-profit organizations)

· Customers and/or clients

· Attitudes toward employees

· Competition within industry
· Stated values and mission of organization
Where to Find Info on Organizations
A good starting place for information is the organization’s website, annual reports, and marketing literature related to recruitment. Keep in mind that any information prepared by the organization will include predominately positive information. As with any good research endeavor, rely on multiple sources to try to get an accurate picture of the employer. Here are some resources to get you started:
UB Career Services Website – Read through our recommendations, including links to helpful articles. Visit ub-careers.buffalo.edu/research.
Brent D. Arcangel Career Resource Library – Visit 259 Capen Hall to look through hundreds of books, including business directories, magazines and newspapers.
Employer Info Sessions on Campus – Every year, employers visit the UB campus to host information sessions or information tables in the Student Union. This is a great way to network with employers and learn more about organizations. Visit ub-careers.buffalo.edu/calendar#emp to find out who is coming next.
Resources in BullsEye Resource Library

Log in to BullsEye at bullseye.buffalo.edu and click the shortcut to the “Resource Library” to find links to these resources.

CareerSearch – Extensive database that includes over one million companies along with contact names, addresses, phone numbers, and company background information. Search according to industry type, location, and keywords.

H-1b Databases – Links to databases of employers who have petitioned for H-1b status within the last 3 years.
Going Global  –  World-wide industry profiles and country-specific career information, including job and internship listings, industry profiles and country-specific career information. 
Networking or Not Working 
Become an expert networker to get inside information and gain a competitive edge in your job search. Remember the old adage, “It’s not what you know, it’s who you know.” Most people find jobs through the network of contacts they build through internship experiences, family, friends, and involvement in their field. 

· Join a professional association in your field. See ub-careers.buffalo.edu/research#professional for more info on associations to consider.
· Create a LinkedIn account that includes details of your skills and experiences. Join LinkedIn groups that are tied to professional associations in your career field of interest. 
· Remember that everyone you meet could potentially become a networking contact. Ask for business cards and LinkedIn names.
· Use class projects and research papers as opportunities to get involved with organizations or professionals in your field of interest.  
· Use the UB Mentor Network located in BullsEye at bullseye.buffalo.edu to identify people in your field who can help with exploration and searching. 

· Perfect your 30-60 second introduction and use it whenever you meet a potential new networking contact. 
· Learn how to make small talk to broker new connections in any setting – visit Career Services or attend one of our workshops to get more information on the art of networking conversation. 
· Ask your contacts can keep you posted regarding any job openings which may develop or direct you to individuals who may know of openings.
Networking at Events
UB organizes on-campus and off-campus events throughout the year to bring together current UB students with alumni professionals and employer recruiters. These are great opportunities to build your network, learn more about organizations, and explore career fields. Visit ub-careers.buffalo.edu/calendar for more info.
Networking Events with UB Alumni

Career Conversation events are held in NYC and in locations closer to Western New York during breaks in the school year. These networking events offer you the opportunity for you to speak with UB alumni in a diverse range of career fields. Current UB students have found internships and full time jobs, and have built up their professional networks through their attendance at Career Conversations. Check ub-careers.buffalo.edu/calendar to find out when Career Conversations are scheduled to take place. 
Job & Career Fairs

Job and career fairs allow you to meet with employers promoting their organizations and open positions. Job fairs come in all shapes and sizes, from small community sponsored events to large regional expositions held at major convention centers. Research the employers that are attending the fair. If it is an on-campus UB job fair, a listing of employers can usually be found in the home page of BullsEye at bullseye.buffalo.edu. For more information on job fairs visit: ub-careers.buffalo.edu/fairstrategy

What to expect – Most job fairs feature booths or tables with organization representatives.  Employers set up displays and offer brochures, business cards, and giveaways. You will be shaking hands and collecting company information as you move around the fair.
What to wear – Dress in professional attire—a suit is best. Avoid flip-flops, skimpy outfits, torn jeans, short skirts, and anything else that will scream “student” rather than “professional.”
What to bring – Make multiple copies of your resume on quality resume paper. Bring a professional folder to hold your resumes and a notepad and pen. Leave your backpack and coat at home if possible. 

How to act –Try to get your resume into a person’s hands and say a few words. If the employer is too busy, make a note on your resume indicating your interest in the organization. Look around the display for the recruiter’s business card (or write down his or her name) and get some literature with the organization’s address. Then, send a follow-up note with another copy of your resume. At some fairs, initial screening interviews occur on the spot. Other times, the fair is used to pre-screen applicants for interviews to be conducted later. Some employers will not accept resumes at their tables. You may be referred to their websites to formally apply. If so, use this opportunity to learn more about the organization, make contacts, and get tips on how to make yourself stand out on an online application.
What to say - Create a brief “commercial” to sell yourself to an employer. In 60 seconds or less, introduce yourself, demonstrate your knowledge of the organization or career field, express enthusiasm and interest, and relate your background to the organization’s needs. 

Apply the Right Way to Jobs & Internships
Most employers require that you fill out an online application as part of the hiring process. Follow these guidelines so that your application stands out from the crowd.
Read and follow all of the employer’s directions carefully. You can be eliminated from consideration for not reading or following instructions. Capitalize proper nouns like your name and street names. Be sure you have no errors in grammar or spelling on your application. Don’t rely on spell check!
Complete the entire application, including non-required fields. Even if the information is repeated on your resume, it is important to include in the application. Some employers only look at the online application and do not even read your resume or cover letter.
Target your information to the organization/position and to the employer’s needs. Employers may spend only 15 seconds reviewing the information you provide to make an initial determination about your candidacy. 
Know and use the key words and phrases of your field/industry. Employers frequently use keywords to search their systems for candidates. 

Use “Comments” sections to include information such as a list of your skills and other information about you that may make you a unique candidate.

If the application asks for your salary expectations, avoid listing a specific amount. Offer a range only if you know what range the employer may offer. You can choose words such as “negotiable” or “competitive” instead of a dollar amount. 
The Resume

Be sure your resume is in a simple format with common fonts that will convert well into other electronic formats such as PDF.  If you cut and paste your resume into an online application system, use a font such as Arial or Times New Roman. Check the resume once you upload it to be sure it appears correctly to the reader.
Tips for Email and Your Job Search
· Never send a generic mass email. Individually email each employer with a targeted cover letter and resume.

· Be professional and formal in your email. No abbreviations (i.e. lol, thnx)! Always use correct grammar, punctuation, and spelling.

· When applying via email, use your formal cover letter as the text of your email. Refer the reader to your attached resume file (consider using PDF file format). Below the cover letter, also include a left-justified text version of your resume in case the employer is unable to open your attached formatted resume.

The Resume: Does Yours Measure Up?
First Impressions Count!

A resume is a concise, complete document that outlines your unique work-related education and experience. The purpose of a resume is to generate the interest of a potential employer to secure you an interview.

A 1 to 2 page resume is usually sufficient, especially for someone just starting out. Lengthier resumes are more common for someone with a Master’s degree or Ph.D., with a considerable amount of clinical, internship or work experience or for working in a higher education setting.

Visit ub-careers.buffalo.edu/howtores for more info on how to write a resume.
Target your resume to employers
An employer spends an average of 15 to 20 seconds reviewing a resume.  Divide your experience into more than one section to highlight relevant experience. The most important and relevant information should be presented directly after the “Education” section. The different sections should have eye-catching headings such as “Health-Related Experience” or “Business Experience.” Entries within each section should be placed from most recent to least recent. Create multiple versions of your resume so that you can tailor each one to an employer or a position.
Add sections beyond your experiences in the field 
Emphasize activities outside of academics and employment in additional resume sections. Some areas to consider: 
· Honors/Awards/Fellowships/Scholarships
· Volunteer Experience
· Study Abroad

· Campus Activities & Involvement
· Leadership

· Certifications & Licenses 
· Language Proficiency
· Professional Affiliations

· Travel

Did you know you have transferable skills? 
Those are skills you gained from one experience that can be applied to another. Make sure that you are incorporating the skills you used into any bullet points describing experiences. 
Curriculum Vitae (CV)
If you’re applying for academic or research positions, you will be asked to submit a C.V. rather than a resume. In addition to standard sections such as Education and Work Experience, your C.V. should include sections such as Publications, Presentations, Research Experience, Teaching Experience, and Professional Affiliations. C.V.s are typically longer and more comprehensive than resumes. Visit ub-careers.buffalo.edu/vita for more information.  
Words to Make Your Resume Stand Out
The words you use in your resume and cover letter will help to communicate your excellence to employers. Whenever possible, use the words below to describe your experiences and activities. Use a thesaurus for more ideas!
Abstracted
Achieved
Acquired
Acted
Adapted
Addressed
Administered
Advertised
Advocated
Aided
Allocated
Analyzed
Answered
Anticipated
Applied
Appraised
Approved
Arranged
Ascertained
Assembled
Assessed
Assisted
Attained
Audited
Augmented
Authored
Bolstered
Briefed
Brought
Budgeted
Built
Calculated
Cared
Charged
Chartered
Checked
Clarified
Classified
Coached
Collaborated
Collected
Comforted
Communicated
Compared
Compiled
Completed
Composed
Computed
Conceived
Conducted
Conserved
Constructed
Consulted
Contracted
Contributed
Controlled
Converted
Cooperated
Coordinated
Copied
Correlated
Counseled
Created
Critiqued
Cultivated
Debated
Decided
Defined
Delegated
Delivered
Designed
Detected
Determined
Developed
Devised
Diagnosed
Directed
Discovered
Discriminated
Dispatched
Displayed
Dissected
Distributed
Documented
Drafted
Drove
Edited
Eliminated
Empathized
Enabled
Enforced
Enlightened
Enlisted
Ensured
Established
Estimated
Evaluated
Examined
Exceeded
Excelled
Expanded
Expedited
Experimented
Explained
Explored
Expressed
Extracted
Facilitated
Fashioned
Financed
Fixed
Followed
Formulated
Fostered
Founded
Gained
Gathered
Generated
Governed
Guided
Handled
Headed
Helped
Identified
Illustrated
Imagined
Implemented
Improved
Improvised
Inaugurated
Increased
Indexed
Indicated
Influenced
Informed
Initiated
Inspected
Instituted
Instructed
Integrated
Interpreted
Interviewed
Introduced
Invented
Inventoried
Investigated
Judged
Launched
Learned
Lectured
Led
Lifted
Listed
Listened
Located
Logged
Made
Maintained
Managed
Manipulated
Mapped
Mastered
Maximized
Meditated
Memorized
Mentored
Met
Minimized
Modeled
Modified
Monitored
Motivated
Narrated
Negotiated
Observed
Obtained
Offered
Operated
Ordered
Organized
Originated
Overcame
Oversaw
Participated
Perceived
Perfected
Performed
Persuaded
Planned
Practiced
Predicted
Prepared
Presented
Prioritized
Produced
Programmed
Projected
Promoted
Proposed
Protected
Proved
Provided
Publicized
Published
Purchased
Queried
Questioned
Raised
Ran
Ranked
Rationalized
Read
Reasoned
Received
Recommended
Reconciled
Recorded
Reduced
Referred
Related
Relied
Repaired
Reported
Represented
Researched
Resolved
Responded
Restored
Revamped
Reviewed
Scanned
Scheduled
Screened
Selected
Served
Set goals
Shaped
Sketched
Sold
Solicited
Solved
Spearheaded
Specialized
Spoke
Stimulated
Strategized
Streamlined
Strengthened
Stressed
Studied
Substantiated
Succeeded
Suggested
Summarized
Supervised
Supported
Surveyed
Sustained
Symbolized
Synthesized
Tabulated
Talked
Taught
Tended
Tested
Theorized
Trained
Translated
Tutored
Undertook
United
Updated
Upgraded
Utilized
Validated
Verified
Visualized
Weighed
Won
Wrote
Professional Communication: Cover Letters & More
Many employers will request that you submit a cover letter and a resume. The cover letter introduces your qualifications and resume and declares your interest in the employer. This is your opportunity to market yourself and explain what you have to offer the employer. Take the time to customize your cover letter for each organization and for each position. Use the same font and high quality paper (8 ½ ” x 11”) as you use for your resume.
Visit ub-careers.buffalo.edu/cover for more information.
What if you are submitting your cover letter and resume by email?
If you’re submitting your information online by email, you have a few options. You could write a brief, professionally worded email explaining your application for the specific position and attaching your cover letter and resume. (Be sure to use an older version of Word or turn your documents into PDFs if you’re attaching them.) Or, you could copy and paste your cover letter into the body of the email and attach the resume. Put your contact information at the end if you opt for this second choice.
Additional Types of Professional Letters & Email
Thank you: Send this after an interview or after you meet with a recruiter at a networking event. Include a reference to the conversation you had to demonstrate learning and help the employer remember you. Reaffirm your interest in the position and enthusiasm about the company. 
Networking: Use to request a meeting (not an interview) with an employer/professional to gather information. Similar to the cover letter in style and tone but shorter in details about your experience.
Prospecting: Similar to the networking letter, but more general in nature. You are writing to determine if there are any job openings within the organization.
Acceptance: Use to accept a job offer. It should be relatively short and confirm details such as start date or salary and to positively reinforce the employer’s decision to hire you.
Withdrawal: It is your ethical obligation to inform other prospective employers you have accepted a position with another organization and you are removing your name from consideration for their position. Be brief but be sure to express thanks for their interest in you. Rather than saying you found a “better job,” indicate the position you accepted fits better with your personal and career needs.
Rejection: If an employer has offered you a position and you are not going to accept it. Be brief but be sure to express your thanks for their interest in you. 
Resume & Cover Letter Critiques at Career Services
Express Career Consult hours are available Monday-Friday. Make a same-day 20 min appointment by calling 716-645-2231 or stopping into 259 Capen Hall. We will provide feedback on resume and cover letter content and format to help you create your best possible job search documents. Check www.ub-careers.buffalo.edu for current hours. 
Email Communication & Your Job Search
The letters described on this page can be sent via mail or email. Always be professional and formal in the communication style you use in any email. Avoid using the abbreviations that you use when you text your friends (that means, nix the LOL, and thx). Always check your grammar, spelling, and punctuation without relying solely on spell check. On that note, any time you’re communicating with a mentor, an advisor, or a professor, use the same formal language style that you would use if you wanted a job. 

How to Present Yourself 
 What Is Your Personal Brand?

Just like popular companies have a well-defined brand they use to sell a product, you can create your own brand to sell yourself in the job market or to graduate/professional programs. Your resume, cover letter, and career portfolio are good starting points for defining and building your personal brand. Do your documents present your exceptional qualities and experiences in a consistent manner? Visit www.pwc.com/us/en/careers/pwctv/personal-brand-week.jhtml to learn more about how to create your own personal brand.
Career Portfolio

Throughout your time in college, graduate/professional school, and beyond, you should always consider what you can add to your career portfolio. Collect samples of your work that demonstrate your skills and abilities. Your portfolio showcases your achievements and documents the scope and quality of your experiences and training.
Organizing your portfolio
· Determine the skills necessary for the job for which you will be interviewing.
· Choose items that will document how you have used those skills.
· Make sure the portfolio holder that you use looks professional, and include labels for different sections.
· Arrange your portfolio to show how your abilities relate to the employer’s needs.
What to include
· Your resume
· Document listing contact information for your references
· Official copy of your transcript
· List of experiences that do not fit into your resume
· Certificates of awards and honors, special training
· Program from an event you planned or in which you participated 
· List of conferences and workshops you have attended and a description of each
· Writing samples
· Letters of commendation or thanks
· Letters of nomination to honors and academic organizations
· Newspaper articles that address some achievement
· Internship or co-op summary reports
Improve Your Interview
You’ve crafted your perfect resume and cover letter, applied, and received communication from the employer that they want to interview you – congratulations! Now what do you do? Time to prepare for the interview, if you haven’t started already. Here are some tips to get you going.
Before the Interview
Practice interviewing – Read through example questions on the following pages and develop your best answers. Schedule a practice interview appointment at Career Services. We’ll record your responses and watch it together to make improvements. 
Research the organization (again!) – Look through websites and written materials or talk with customers/clients to familiarize yourself with the organization. What does the organization say about itself in the “About Us” section of the website? Read through any pages related to careers and working at the organization. Be sure to incorporate your new learning into your interview responses and questions.
Create your talking points – Think of the reasons why you are the best candidate for the job, and work them into your responses. If you are struggling to talk about your strengths, consider taking StrengthsQuest™. Visit ub-careers.buffalo.edu/assess for more information. 
Check out ub-careers.buffalo.edu/intvprep and ub-careers.buffalo.edu/intvdress for more info on interview preparation.
At the Interview
Listen to the interviewer.  Adjust to the interviewer’s style and think about why particular questions are being asked. Respond completely to all aspects of a question.
Don’t monopolize the conversation.  While interviewers usually want more than a simple “Yes” or “No” answer, avoid long responses. Make your answers accurate, brief, and as interesting as possible.
Be positive. This is not the place to criticize your school, past employers, or professors. An optimist is more useful in an organization than a pessimist. If you can be enthusiastic about past experiences, you are likely to be positive about future employers.
People hire, not organizations. Remember, people make the hiring decisions. Your goal is to make effective contact with the interviewer. 
Ask questions.  Reflect your interest and enthusiasm by asking questions about the organization and the job. This is another place to demonstrate that you researched the organization.
Express interest.  Take time near the end of the interview to reiterate excitement about the employer and the position. 
Learn what happens next. It is always acceptable to ask about the next stages in the employment process and when might they occur.
Express thanks. Thank the interviewer for his or her time and interest in you. Thank the receptionist and anyone else who has helped you.
Source: Career Opportunities News, Garrett Park Press, Garrett Park, MD
New Web Tool Available: InterviewStream
If you have a computer, webcam, and internet connection, you can develop your interviewing skills 24/7 using InterviewStream. Choose from sets of interview questions that UB Career Services has provided or create your own practice interview question set.  Make an appointment with your career counselor to personally review completed Interview Stream practice interviews by calling 716-645-2231. Get to InterviewStream by logging in to BullsEye, scrolling down, and clicking on the InterviewStream icon at the lower right side of the home page.
Interview Questions 
Questions Employers May Ask

Personal
Tell me about yourself.

What are your greatest strengths?

What is one of your weaknesses?

Define success. Define failure.

Have you ever had any failures? What did you learn from them?

What motivates you most in a job?

What can you offer us?

Describe your ideal job.

Why did you choose to interview with us?

Why should we hire you?

Experience
What job-related skills have you developed?
 In what work environment are you most comfortable?

Tell me about how your experiences would help you in this job?
 Describe a major problem you encountered and how you dealt with it.

Give an example of a time when you worked under deadline pressure.
Give an example of a time when you worked on a team to accomplish something.
What did you enjoy most about your last employment? Least?

How do you think a former supervisor would describe your work?

Why are you interested in this position?

Education 
Why did you choose to attend UB?

What led you to choose your major?

How has college prepared you for a career?

In which campus activities did you participate?

If you were to start over, what would you change about your education?

Do your grades accurately reflect your ability? Why or why not?

How do you think a professor who knows you well would describe you?
Why are you interested in this position?
Career goals
Do you prefer to work under supervision or on your own?

What kind of boss do you prefer?

 Do you prefer large or small organizations? Why?

How do you feel about working in a structured environment?

Can you work on several assignments at once?

How do you feel about the possibility of relocating?

Questions You May Ask

Employers will typically ask if you have any questions about the position or the organization. Don’t pass up this opportunity to gather more information to show your interest and help decide if you want the job.

To a prospective coworker
What do you like best about working for this department/organization?
What do you find most challenging about working for this department/organization?
Can you describe a typical workday in the department?

What are the possibilities for professional growth and promotion?

Do you have much of an opportunity to work independently? With superiors, colleagues, customers?

How did you get to where you are in this organization and in your career? 
To your prospective supervisor
What would be my primary responsibilities?

What would I be expected to accomplish in the first six months on the job? In the first year?

What are some of the department’s ongoing and anticipated special projects?

Can you describe a typical day in the life of this position?
To the human resources representative 
Are employees encouraged and given the opportunity to express their ideas and concerns?

What do employees seem to like best and least about the company?

What is the rate of employee turnover? Why is this position open?
How large is the department where the opening exists?

What type of orientation or training do new employees receive?

How often are performance reviews given?
On-Campus Interviewing Program

Local and national employers come to the UB campus each semester to interview students from all majors for a wide variety of positions. Pay attention to the OCI e-Bulletin you receive through your BullsEye default email account to find out when interviews are taking place and how you can apply.
Behavioral Interviewing
Behavioral interviewing is a very popular interviewing style. You should prepare yourself for behavioral kinds of questions.  With the behavioral interviewing technique, the interviewer predicts your future performance by how you handled similar situations in the past. Examples of your past performance may come from work experience, internships, activities, volunteer work, hobbies, or independent studies, for example.
How to Prepare for a Behavioral Interview
· Analyze the position to determine what skills are required.
· Identify your skills and experiences that are related to the position.
· Prepare examples/stories that illustrate your skills and experiences. Use your resume as a guide.
· Think of examples when things didn’t go the way you expected. Change a negative experience into a positive one by explaining what you learned. 
· Make sure your answers are honest representations of your past experiences.
 The Best Method for Framing Your Examples
Listen carefully to the question and ask for clarification if necessary. A complete answer to a behavior-based question must explain the task or problem for which you were responsible, the specific action you took, and the results of your actions. Your answer must contain all of these components to be a STAR answer. 
Situation or Task (ST) – Briefly outline the parameters of the situation/problem.  Who were the key players?  What was the objective or assignment?  Why did the problem exist?
Action (A) – Focus on your role/part in the situation and specifically what action steps you took.  Logically recount what you did and why.
Result (R) –Discuss the outcomes of your actions and of the situation.  Did you accomplish goals/objectives?  Were you successful or not?  Were you efficient and productive?  What did you learn?
While you want to make sure that you are drawing on each part of the STAR answer, you also want ensure that you don’t bore the interviewer or make it difficult to follow your story.  

Examples of Behavioral Interviewing Questions
· Give me an example of an important goal you set in the past and tell me how you achieved it.
· Describe a time when your over-enthusiasm for something got you involved way over your head.
· Tell me about a time when you had a personality conflict with a co-worker. Explain how you handled it.
· Give me an example of an instance when you had to act immediately and make a decision.
· Describe a situation where you had to prioritize various tasks to complete a major project.
· Tell me about a situation where you had to use written communication to get your point across.
· Describe a situation where you made a decision and it was the wrong one.
· Tell me about a specific day when you had too many tasks to complete.
· Describe a time when you acted as leader to complete a team project.
For more information on Behavioral Interviewing visit: ub-careers.buffalo.edu/behavintv
The Ethics of Job Searching & Interviewing 
The job search process can present unfamiliar situations that may leave you wondering what to do. Your decisions and actions reflect not only on you as a person, but on UB as well. Here are some pointers on how to conduct your job search professionally and with integrity.

Never lie. From your resume, cover letter, application and interview, to the acceptance of a job offer, honesty is a must! If you misrepresent yourself in any way, the employer may terminate your candidacy.

If you know you don’t want a job, don’t interview for it. Whether interviewing on campus or off, the recruiter’s time is valuable and interview time slots are limited. If you have an interview and decide you are not interested in the position, withdraw your candidacy and decline a second interview.

Don’t be a no-show. Never cancel an interview unless you have accepted an offer from another employer or have a true emergency. Employers visiting for on-campus interviewing make their decisions whether or not to return based on the success of their recruiting efforts. When students do not show up for interviews, it jeopardizes opportunities for future students.

Never accept a job offer and then withdraw. Carefully examine a job offer before accepting it. If you receive an offer and are in the process of interviewing with other employers, contact those other employers to see where you are in their interview process before deciding to accept the offer. You Request an extension of the deadline if you need more time to assess your options. Once you accept an offer, you are obligated ethically and possibly legally. 
Handling Illegal Interview Questions

Yes, it can happen. Sometimes employers ask questions that not only make you uncomfortable, but are actually illegal. Know your rights as a job candidate. Here are some tips if you suspect you are being asked an illegal interview question:
1. You can answer the question—you are free to do so, if you wish. However, if you choose to answer an illegal question, you may give information that is not related to the position, which may ultimately work against you.

2. You can refuse to answer the question, which is well within your rights. Depending on how you word your response, you run the risk of being perceived as uncooperative and confrontational—hardly words an employer would use to describe the “ideal” candidate. If you choose this option, it is important to maintain your professional demeanor.

3. You can examine the question for its intent and respond with an answer as it might apply to the job. For example, if an interviewer asks, “Are you a U.S. citizen?” you have been asked an illegal question. You can respond, however, with “I am authorized to work in the United States on a permanent basis.”

For suggestions on answers to specific illegal interview questions, visit: ub-careers.buffalo.edu/ilegques.
Success On the Job
Evaluating a Job Offer
Congratulations! You have worked hard to receive a job offer and now you are evaluating the offer to decide whether or not to take it.
Important items to consider regarding this offer will include the following:
· Salary
· Benefits including health insurance, retirement plan, vacation time
· Corporate perks
· Tuition reimbursement
· Stock options
Questions to ask yourself about the offer:
· What are your personal financial needs?
· Is the organization a place you want to work?
· Will you enjoy the day-to-day job responsibilities?
· Is the geographic location of the job acceptable and affordable?
· Will you fit into the culture of the work environment?
· Will there be opportunities for training and promotion?
· How much can you expect to earn over 2, 3, or 5 years?
 What’s negotiable? Employers will usually not negotiate health insurance, sick time, or retirement contribution matching levels. Potential negotiable items include salary, vacation time, bonuses, timing of performance review, tuition reimbursement, relocation expenses, and perks such as parking costs or mileage. 
For info on salary and industry trends visit ub-careers.buffalo.edu/trends
For info on negotiating offers visit ub-careers.buffalo.edu/negotiate
Your First Year on the Job
You’ve spent the past few years studying for exams, writing papers, participating in activities, and making new friends. The transition from your last year at college to your first year at a full-time job can be difficult at times. You might find that your job-related skills and requirements are far different from the skills you excelled with during college. And making friends at the workplace can be a far different endeavor from making friends at college. So how can you handle it all?

Find a career mentor. Connect with someone in your life who can help you navigate difficult decisions and situations. This person could be a seasoned professional in your field, someone at your workplace who has taken an interest in teaching you, or a family member.

Remember that all workplace interactions are going to reflect on how you’re evaluated as a worker. Check your attitude at the door. Express enthusiasm for every task you’re asked to take on—no matter how menial. Be wary of office gossip and do your best to participate in office socializing where appropriate.

Know what “entry level” means. You may not get your dream job right out of college. A career is a process and you will have to work your way toward your end goals. So make sure you have defined goals for yourself and find ways to measure—and celebrate—your success as you go!
Education Beyond Your Undergraduate Degree

Thinking About Applying to Graduate or Professional School?
The decision to continue your studies is important and should not be taken lightly. It is a serious commitment, requiring careful thought and planning. Start the process early and take advantage of the resources in Career Services!

 “Good” reasons to go to graduate/professional school
· You need an advanced degree in order to practice or advance your chosen profession.
· You absolutely love what you’re studying and want to explore further.
· You want to make a contribution to the body of knowledge in your field through research.
 “Poor” reasons to go to graduate/professional school
· You don’t think you can get a job or don’t want to start looking.
· You haven’t found your true calling yet, so you figure you’ll stay in school until you do.
· Everybody else is doing it, so you think you should, too.
· You can’t figure out what to do with your undergraduate major.
Resources for Researching Programs
www.gradschools.com

Peterson’s Guide books or www.petersons.com

College Blue Book

U.S. News and World Report rankings of graduate programs

Books in the Brent D. Arcangel Career Resource Library at 259 Capen Hall

Considerations for choosing a program
· How do your interests, abilities, and values match up with the area of study and potential career options following study?
· What areas of research do faculty specialize in?
· How much is tuition? 
· How much funding is available through graduate assistantships, teaching assistantships, fellowships, loans, and grants?
· What is the size of the institution and of the program?
· How extensive are the library’s subscriptions and reference holdings?
· What is the quality of the research facilities?
· Where do graduates of the program end up?
The Graduate/Professional School Timetable
Planning ahead is key in the graduate/professional school application process. Begin the summer before your senior year or at least a year before you plan to begin your advanced studies. Each program will have its own deadlines and application process. This is a general timetable to follow during your senior year after you have identified potential programs.
August/September:
· Meet with faculty members to discuss your ideas about advanced studies. Ask for advice on specific programs which might match your interests.
· Study and sign up for any required standardized tests (ub-careers.buffalo.edu/testing).
· Develop your personal timeline for applying based on the programs you select.
· Think about who you will ask for letters of recommendation.
October:
· Take standardized tests.
· Determine the schools you will apply to and request application materials or begin online applications.
· Create a draft personal statement (see page next page for ideas).
· Ask for letters of recommendation. Provide to your recommenders a list the programs you are applying to, your resume, and a draft of your personal statement.
· Investigate funding sources.
· Order transcripts from all post-secondary institutions. Check with the Student Response Center to see if a transcript including Fall grades can be sent in time to meet your deadlines.
November:
· Complete applications and continue working on your personal statement.

· Call each program to ask if letters of recommendation have been received.
· Complete and mail applications to funding sources.
December/January:
· Mail applications or submit online. Even if deadlines are later, it is good to submit applications early.
February:
· Contact programs about the possibility of on-site visits. 
· Make sure all your applications and supporting materials have been received. Follow up as necessary.
April:
· If you are filing for need-based financial aid programs, you may have to file a copy of your tax return.
May/June:
· Make a decision about which program you will attend.
· Request registration materials and contact your program advisor to register for fall courses.
For more information on advanced degrees visit: ub-careers.buffalo.edu/continue

Make an appointment with your career counselor to discuss your plans and goals for education beyond graduation. Call 716-645-2231 to schedule.
The Application Process for Graduate/Professional School
What Admissions Committees Expect 
Professors who sit on admissions committees for advanced degree programs are looking for the best candidates—those who are the most likely to persist and complete the program. Most committees consider the following factors, though they may rank them differently.
· Bachelor’s degree with a solid GPA. Not all programs require the undergraduate degree to be from the same academic discipline. College transcripts will be required.
· Positive letters of recommendation from faculty and employers. Recommendations should be from individuals who can assess your potential for advanced study.
· Work experience in a field that pertains to the graduate program. Consider seeking part time employment/internships/volunteer work to show you have knowledge of the field.
· Your score on a standardized test such as the LSAT, MCAT, GMAT, or GRE (ub-careers.buffalo.edu/testing).
· Involvement in activities, especially those showing leadership. Since many programs require extensive group work, these skills are desired assets.
· Good written communication skills as demonstrated by a well-written application. Make sure your application is neat and complete. Proofread it carefully.
· Statement of purpose/personal statement. This is your opportunity to explain why you would be a good candidate in this particular program and how advanced studies fit into your career goals. 
Financing Graduate/Professional Education
How to pay for advanced education is a major question for most people. There are five basic forms of financing your education:
· Fellowships and scholarships are grants that are generally awarded on the basis of academic merit. They can be offered by a university, department, organization, or agency.
· Research/teaching/graduate assistantships are usually supported by stipends to conduct research, teach, or perform administrative functions. Many assistantships also provide a full or partial tuition waiver.
· Loans and grants may come from the university, state or federal government, organizations, or lending institutions. Loans need to be paid back while grants do not.
· Employer contributions are benefits provided by your employer to help you enhance your skills and education needed on the job.
Visit ub-careers.buffalo.edu/gradabout#funding for more information.
The Personal Statement for Graduate/Professional School
Give yourself plenty of time to work on multiple drafts of your personal statement as this is a very important writing sample and you will want to do your very best. Check your application for special instructions on what questions to answer and what, if any, restrictions there are on length. If no other guidelines are given, your statement should be about two to three pages typed, double-spaced. 
Include your name and any other identifying information the department requests at the top of the pages (in the header) and number your pages. The statement must be a well-written, error-free document. 
If there are no guiding questions given, here are some ideas to get you started in thinking about your personal statement:
· Clearly articulate your short-term and long-term career goals. 
· Give a brief history of how you became interested in this particular field of study or career. Write about your specific experiences in the field, and how they have affected you.
· Comment on any people or circumstances that influenced your career development. Influential factors could include selected coursework, internships or volunteer work, research you have conducted, and professionals by whom you have been mentored.
· Offer specific reasons for wanting to be admitted to each particular program and institution.
Resources to Improve Your Personal Statement
· Read through sample personal statements in the Brent D. Arcangel Career Resource Library (259 Capen Hall).
· Make an appointment with a career counselor to get a personalized review of your statement. 

· Visit the Purdue University online writing center for excellent personal statement resources: http://owl.english.purdue.edu/
· The Writing Place on the 2nd floor of Baldy Hall is a great resource. Call 716-645-2394 for more information.
· Ask your advisor or other faculty could offer valuable feedback.
English as Second Language

If you are not a native speaker of English, writing a personal statement can be challenging. After you have finished writing a draft, print it and take some time to read the statement out loud. You may find it easier to hear grammar errors and then correct them. Ask a friend or mentor who speaks English as a first language to read through the statement. Check out the offerings at UB’s Academic Writing Institute at mfc.buffalo.edu. 
