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Role of leader: to represent the organization in a good light 

· Communicate professionally

· Advise group members to represent group well

· Must be able to accurately and humbly represent self 

E-Mails
· Choose a professional e-mail address, such as yourname@gmail.com

· Use an easy to read, simple font

· Use professional language

· Write e-mails as if you were writing a letter; avoid casual/instant message speech 

· Use appropriate and professional signature

· Include e-mail address and phone number

· Consider use of quotes

Phone
· Record a professional voice mail greeting

· Avoid ringback tones

· Return all calls promptly

· Make the call from a quiet location

· When leaving voicemails, state the reason for call along with your name and number

· Record names of people you spoke to, time, and date

· Speak clearly

· Be polite

In-Person Meetings
· Wear presentable clothing

· Bring business cards if you have them

· Maintain eye contact

· Take notes if appropriate

· Thank them for their time

· Follow up so they have your email, etc.

Thank-You Notes
· WRITE THEM!

· Send to each person you meet with, as well as anyone who has helped you (i.e. references, supporters)

· Send within 1-2 days

· Use professional and simple cards, not flashy

· Short and sweet is fine

· Try to make each message unique

Information to Include on a Résumé
· Name and contact information (address, phone, and e-mail)

· Objective or summary statement

· Education (include GPA if high)

· Work experience (jobs and internships)

· Activities (clubs, volunteering, research, etc.)

· Skills (languages, software, typing speed, etc.)

· Awards (Dean’s List, leadership, etc.)

Information NOT to Include on a Résumé
· The title “Résumé” – it is a given

· Your age, race, ethnicity, gender, sexual orientation, marital status, picture, etc.

· Your hobbies 

· Salary requests

· References- leave it to “References available upon request” so that employers may request them as necessary

Other Thoughts on Résumés
· Use a professional font such as Book Antiqua

· Use font of no less than size 9

· Use margins of no less than “.05 

· Don’t be too text-heavy, use bullets to break it up

· Use action words such as “created” and “planned”

· Do not exaggerate or lie about any qualifications

· PROOFREAD - print out your documents and ask someone else to look too

· Print your documents on a conservative color of heavy-duty paper (thicker than printer paper), available at UniPrint 

· Always ask before using someone as a reference, give them your résumé, and send a thank-you note

Sending Résumés Electronically
· Convert your resume to a PDF to preserve its layout

· Save files with clear names such as YourNameResume

· Use a clear subject, such as “Application for Leadership Internship”

· Treat all e-mails as business letters, not instant messages - use proper grammar and spelling, and make sure to proofread before you send!

· Send a test e-mail to friends who use different e-mail platforms to see how your content appears on their screen 

Preparing for Interviews
· If a position description has been posted, consider how you have done such responsibilities in the past and how you will apply this to future work

· Develop a list of 3-5 questions to ask the interviewer

· Ask someone to “mock” interview you and point out common mistakes such as giving too little or too much detail, saying “um,” or not making eye contact

· Make sure you know the location of the interview and how long it will last

Dressing for Interviews
· Wear something comfortable yet professional

· Aim for colors that complement your hair color and skin tone

· Suits are the safest bet, but you can also wear a dress shirt with pants or a skirt 

· Shirts should not be too revealing

· Skirts should extend to at least the knees

· Men should wear ties with conservative stripes or patterns

· Women should wear stockings that match their skin tone

· All clothing should be clean and wrinkle-free

· Shoes should be polished and have heels of less than 2 inches

· Briefcases or purses should be of small or medium size 

· Make sure that your hair is clean and neatly styled 

· Keep jewelry, makeup, and cologne/perfume to a minimum

Going to the Interview
· Plan to arrive 10 to 15 minutes early

· Chew a breath mint on the way to interview

· Relax! You will not leave the interview with anything less than what you started

· Bring:

· Multiple copies of your résumé and list of references

· Business cards if you have them 

· A list of 3-5 questions to ask the interviewer(s)

· A notepad and pen to take notes

· A water bottle

During the Interview
· Greet the interviewer(s) with a smile and firm handshake

· Sit up straight or lean slightly forward

· Make eye contact with the interviewer(s)

· Smile to convey enthusiasm and friendliness

· Be conscious of nervous habits 

· Listen closely to the interviewer(s); if you do not understand a question, ask for clarification 

· Speak clearly and professionally, avoiding slang

· Give as detailed answers as possible (using examples) 

· Relate everything to how your experiences and skills match the organization’s needs

· Frame everything in a positive light; when talking about weaknesses or conflict situations, focus on how you are trying to improve or what you have learned from the situation

· A framework to help you organize your thoughts is STAR (Situation, Task, Action, Results)

· SITUATION: Class project, work experience

· TASK: Goal, improvement to be made, problem to be solved

· ACTION: Planning and implementation done to reach goal, make an improvement, or solve a problem

· RESULT: Outcome, influences, changes

· It is okay to take a moment to collect your thoughts rather than ramble as you try to find your point

· If you cannot think of an answer to a question, do not lie; be honest about your unfamiliarity with the subject and state that you are willing to learn more about it 

Concluding the Interview
· Maintain good posture, eye contact, and a smile

· Ask the questions you prepared, as well as any questions that arose during the interview

· Ask if any additional materials are needed, such as references or transcripts 

· Restate your interest in the organization/position

· Ask for each interviewer’s business card or note their name – you will need this for thank-you notes

· Thank each interviewer for their time and consideration

· Shake each interviewer’s hand

Career Services Resources at Ohio State

· http://careers.osu.edu/default.asp?section=2
