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By DEBBIE HOWLETT

You may or may not have.-much luck with
this step-by-step approach to h.". ing a job
— then again you may or may not have
much luck 'without it. What follows is a
semi-comprehensive guide to finding a job

The steps set forth here have been
qleaned from conversations with University
officials, studemts, employers and_most
specifically from Larry Smith, Director of
Career Planning and Placement. They are
all employed, so one might surmise they
knew what they were doing when they were
hired

The first step in finding a job is to decide
what you want to do. A seemingly easy task
until you have to determine whether the
$40.000 you plunked down on an edut
was spent in a field you re still

omith suggests a number
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ot entries on your resume, but to provide
insight into how well you ll adjust to and
enjoy a chosen career

During your junior year. Smith suggests

some sernous though! about where vou:

want to start working and who you want to

work tor A resume and contacting people in
your career area could.. with some per
severance, land you a summer job or an
internship

About the time a stuedent thinks he or she
might be interested in getting into a certain
field 1s about the time the student should be
thinking of how to “'sell’” themselves. Smith

says A good sales pitch includes a well

structure resume. a letter ot introduction
and some hard waork
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The final step in a job seart
arly as the first step, althaugh all the ste
Iiminate at the same time. Lette

sumes and Interviews are the means to an
end being hired The more of those you
have. the better your chances become

Taking that last step of preparing for
interviews requires additional research into
the company and its background, Smith
says A few calls to an employee you know
or someone who is familiar with the
company will suffice

Smith stresses the need to know about
interviews themselves how they're con-
ducted, how they're organized, what ques-
tlons a prospective émployer might ask. To
that end, Smith has a handy item in the
placement office. a list of 50 of the most
commonly asked interview questions. He
also suggests a little practice with a
roommate or friend

But the most important interviewing skill
Smith talks aboutis the ability to talk -about
yvourself

You have to feel comfortable talking
sO you don't feel like you're bragging,
mith says. It's a kind of ‘just the facts
ma'am, afttitude

You 'must note, however, that all of this
hard work won't get you anywhere if there
are no jobs to be had

0 how do you know where the jobs are?
About 80 percent o job openings are
never even advertised, Smith says. That
makes yol an important
probably the most important — job search
tool .

Smith says potential contacts are every
whiere ‘our friends and relatives your
parents Iriends, your friends” friends
protessors, tormer employers and office
personnel have all been known to provide
job leads

Make friends
amith says, they
openings first

Well, there it is, as much job
as space allows, but there ;
suggestion, if all of the preperation and
work doesn’'t pan out there s always the
f\-’.’l\\,-
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