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Welcome to the Resume/CV and Interview section of the Kumamoto Leaving JETs Packet!  We would like to thank Andrew Smith Lewis, presenter at CLAIR’s Returning JETs Conference on this topic for the use of his research.  We would also like to thank the Kumamoto JETs who attended that conference, and have helped us in the creation of this section.  Additional resources for this section came from the World Teach Welcome Home Handbook, Former Kumamoto JETs, CLAIR, Sendai City, Yamaguchi Ken, Okinawa Ken, and resources at Kumamoto Prefectural Government Office.    

The Job Search 

    You’ve decided not to go back to school, you’re not heading back overseas, and your bank account is dwindling.  What to do?  How about a job, or (gulp) a career?
    This is actually an ideal time to attack the job market because you have just done something that will impress most employers and give you something to talk about during interviews.  Your experience in Japan shows that you are a committed individual who endures trying situations—qualities highly valued by most employers.  Play up your JET experience.  It looks great on resumes and sounds even better on the phone.  The first step in your job search is to realize that it will probably take anywhere from 3 months to a year.  You must be mentally prepared to run into a lot of dead ends before you discover any serious job prospects.  Be open to new possibilities even if they aren’t in your field.  Keep your spirits up.  After pounding on scores of doors, eventually one will open to a job offer!  
Narrowing the Options 

    Deciding upon what direction to head can be as difficult as the job search itself.  Visiting a job counselor may help you clarify goals and assess potential career paths.  College career offices often provide counseling services.  If that is not an option, visit a reference librarian who can help you identify local organizations that provide career guidance, or can show you helpful directories such as the Directory of Counseling Services or National Directory of Resource Centers.  

    In case you can’t find a career counselor to assist you with the first step, here are a few words of advice from LaRay Barna, Professor Emirate at Portland State University, USA during an intercultural career planning lecture in Oregon during 1993.  Dr. Barna has been a long-time career advisor for people hoping to enter the intercultural job market.  

“Resist the temptation to leap into opportunities that present themselves before you have given yourself adequate time to put your interests and objectives into focus.  Nothing is more important, or has a greater influence on the possibility of securing your ‘ideal’ career position, than the ability to focus on what is really important to you.  You also need to assess your skills, limitations, ethics, and ambitions.  You must see clearly where you are, what you are, and where you want to be.” 

Consider the Following: 
· Do you prefer the public or the private sector? 
· Public “Public” is usually associated with governmental or private, non-profit organizations, dealing in services such as education, development, government, etc.  Jobs are often associated with bureaucracy, idealism, and low pay!  
· Private　Usually refers to profit-oriented business, dealing with a product.  The source of funding is free enterprise.  Private sector employment is usually associated with terms such as profit, markets, sales, technical expertise, etc.  The private sector usually has higher starting salaries than the public sector.  
· Know your personal and professional skills.  It is important to look inward, and carefully assess your strengths.  What skills do you have that could be useful to a potential employer?  
· What did your experience with another culture give you?  In general, experience living in a different culture gives you:             
· In-depth knowledge of another culture: the language, customs, working habits, and other factors that provide background for culture-specific training;
· The ability to shift frames of reference quickly, which contributes to creativity and problem-solving;
· Proof that you enjoy challenges and can adapt to ambiguous and stressful circumstances;
· Evidence of your familiarity with the problems people face when struggling to adapt to new environments, situations, or businesses;
· What other specific skills did you gain on JET? (language skills, special qualifications, etc.)  

· What credentials do you have?  What formal, documented experiences might an employer recognize as useful?  Degrees, Teaching Credentials, Business Training, Certificates, Membership in Professional Organizations, Language Proficiency Certificates etc.

· What are your technical and marketable skills?  Computer science?  Accounting?  Library Skills?  Nursing?  Marketing?  Personnel Administration?  Training?  Management?  Foreign Language?  Teaching?  

· What general skills do you have?  What becomes critical, and perhaps frustrating, as you seek employment, is that intercultural experience and skills alone usually do not qualify you for a position.  They may, however, give you a competitive edge. Companies are more likely to share your vision of your value to them when you also have a good liberal arts education and the technical skills they are looking for.  According to many authors, the most sought-after skills are:  

· Budget management 

               
· Supervising 

· Interviewing                                                                          
· Writing

· Speaking                                                                                   
· Public Relations 

· Organizing/Managing/Coordinating                                      
· Coping with deadline pressure                                    

· Negotiating/Arbitrating                                                           
· Teaching/ Instruction

· What is your personal temperament?   It is also important to assess your personal qualities.  A realistic look at “who you are” will help you find your strengths and choose a position where you can feel most comfortable.  Many inventories are available to help you write a self-description.  Myers-Briggs and the Kiersey Temperament Sorter are two of the most popular personality/temperament assessment instruments.  Remember these are just to aid you in narrowing down your possibilities, not to pigeon hole you into any one job.  Try one on-line at www.advisorteam.com.  This homepage also provides information on different careers and education as well as how you and others behave in inter-personal relationships, and can aid in narrowing down what choice is right for you.  
Using Career Centers  
[image: image3.wmf]    After you have some idea of what type of job would best suit your interests and skills, your next step could be to visit your University Career Center and/or Alumni Office.  Visiting a college career office can be an extremely important step in your career search.  Make time for this even if you are working full time or live far from your alma mater.  Think about spending a day or two browsing through the available literature to identify businesses and individuals worth contacting.  The reference librarians and counselors knowledgeable in your field are veterans in the job seeking world and can often provide useful insider tips.
    Alumni Offices at many schools provides lists of alumni willing to speak with other graduates about career choices and opportunities.  Ask for lists of alumni in your geographic region as well as ones working in your field of interest.  The alumni-bond can lead to contacts in all fields of work, even if alumni cannot help you themselves.  If visiting your alma mater is impossible, ask local universities if their career office is ever open to outsiders.
Finding Job Openings

    Identifying which organizations do interesting work in your field, and who to contact, will get your job search started smoothly.  The association profiles in a career office will often indicate when specific companies hire and what qualification they require.  Follow up on these leads with a letter or phone call requesting information about job openings.  This might not lead to any job offers, but it will acquaint you with the `culture` of the field in which you are interested. Many local governments sponsor job listing sites for their states.  Don’t underestimate the JETAA job bank either, more information can be found on the JETAA website.

Here are some resources to consider:
· Newspaper Want Ads:  The largest listings of local want ads will often be in the weekend editions of the city newspaper. Often the most interesting entry-level jobs will be small, unassuming ads with only brief descriptions. Small organizations often advertise in local or suburban papers that cater to a certain clientele. Do a comprehensive review of newspaper classifieds to determine which papers you should continue to read. Remember many papers are putting their want ads on-line.
· Institutions:  Most large institutions and businesses post job openings on a regular basis.  Find out where job bulletin boards are located by asking around at universities, hospitals, or industries where you would like to work.  The personnel office at many businesses post job openings and by visiting the office you will be able to get a feel for the place and make personal contacts.  
· Employment Agencies:  Most employment agencies specialize in a particular segment of the job market.  By reading the classifieds in the newspaper you can figure out which agencies cater to certain professions.  Before signing up with an agency, inquire about the party responsible for the service fees.  If you pay for the service they will often take a hefty chunk of your first year's salary.  If a state employment agency or an employer pays, there should be no fee for you.  Check in with the agency once a week to find out new openings and show that you are serious about finding a job.

· Trade Journals:  Most professions have journals or newspapers targeted to people working in that field.  They can be useful not only for job listings but for insight into that field.  By reading these you can get a sense of what is new, innovative, or obsolete, as well as what lingo is fashionable versus passé.  That information is useful when preparing for interviews and writing resumes.  

· Internet:  A simple internet search can yield many possibilities.  Please see our web page listings section (online) for specific sites that may be of use to you.  Also there are many topic-specific job opening email lists that you can join.  In this day and age, most companies have web pages.  Web searches are another great way to target companies you might be interested in.  Writing them a letter out of the blue even if they don't publicizing job openings can sometimes have surprisingly positive results.  

Networking
    ‘Networking’ can conjure up images of high-powered executives with a phone in each hand saying ‘let’s do lunch.’  In reality, networking often means calling your best friend’s uncle’s second cousin.  Calling or e-mailing people you don’t know can be uncomfortable. Remember though, that they have probably had to ask for help in the past themselves, and may willingly share their experiences.  Jobs are frequently advertised by word of mouth and filled by employer's personal contacts.  Pursue the lead if someone vaguely mentions a friend in your field: get the phone number and call!  A word of caution on answering machines:  when you’re in job hunt mode, remember to leave a professional message on your machine.  What amuses you and your housemates may leave a bad first impression with a potential contact or employer. 
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Resumes and C.V.s 

“Resumes show your Talent.  Interviews show your Confidence.”
There are two communication principles to remember in resume

and CV writing:

·  'KISS' - 'keep it short and simple'. 
·  If they didn't hear it, you didn't say it'.

Sell what you’ve got.  As a JET you have very marketable skills.  The following information comes from several sources including an article by Karen Hainsworth in The Guardian and a lecture by Dr. Jenny Kidd of the University of London.  Also see the “Top 5 Hints for Selling Yourself” worksheet on page 39.
As JET alumni you are, can, and/or have:
· Adaptable: Successfully worked and lived in a society very different than your own.
· Initiative: “Employers are really looking for people with energy and those who can demonstrate they’ve taken the initiative in the past.  This really comes top of the list,” according to Dr. Kidd.  “Initiative along with qualities such as motivation, enthusiasm, and commitment really make the difference.  You can weave this information into your resume/CV by giving examples of how you've used your initiative and enthusiasm in the past.”
· Project Management: This is a specific skill that many employers mention because these days most work is managed on a project basis.  Employers want to hear about a complex and challenging project that you have had personal responsibility for.  Within that, employers are looking for the ability to prioritize, manage time, and understand task ownership.  Think about experiences like plays, workshops you’ve presented, extra curricular projects, etc. 
· Organize/Prioritize: The phrases ‘multi-skilled’ and ‘multi-tasking’ are very apt for what many employers are looking for.  It’s easy to be distracted from what is really important to achieve in your job.  Hence, being organized and being able to sit down to plan a program with targets is very important.  Every time you do things like plan a workshop or create a lesson plan, you demonstrate this skill.
· Flexible/Problem Solver: When you are faced with a situation you’ve not come across before, being able to demonstrate that you can use your imagination and analyze any arising problems is important.  As a JET you probably thought up lessons in minutes, learned as you went, taught with several different types of teachers with different styles, different types of classes, etc.
· Team Player/Relationship Management: You worked with a staff of numerous and diverse people.  You team taught.  When working with people whom you don’t know at all, it’s important to work quickly with those people in an effective way.  Student centered lessons can equate to customer centered business practices.  JETs are part of teams—stress it!  Let them know specifically how many people you worked with—numbers are important.
· Durable/Learner: You worked and lived in a bilingual environment.  Give some indication of your understanding that continuous learning is an absolute requirement in the work force.  You have risen to so many challenges and had to learn so much just to live day to day in Japan.  Give yourself credit for this on your CV.
· Patient: You have learned to wait in lines and work with children.  You gestured and spoke slowly to make yourself understood.  You have worked within the Japanese system which differs from your home system, etc., etc., etc. 
· A ‘Real’ Teacher: You taught not only English, but culture, history, communication and more.  Ensure that you always emphasize the working aspect of your Japan experience with prospective employers rather than traveling, studying, etc.  Traveling may have been the highlight for you, but that alone won’t look good to a prospective employer.  
· Persistency & Communication: With perhaps little language skill at first, you have accomplished a great deal of things.  You may have learned a new language, made friends, learned a sport, and survived day to day in a foreign environment.  You have had to express yourself clearly and concisely and you have a proven ability to give presentations, sometimes with little preparation time.
· Cultural Awareness: Diversity is a key element in the business world internationally as well as domestically in regards to race, gender and persons with disabilities.  Having the flexibility and understanding to work within the cultures of your colleagues, stake/shareholders, and customers is crucial.  You learned not only about Japan but about the countries of the other JETs and you successfully worked with this diverse group of people.  
· Information Technology: Mention all the ‘packages’ you have a grasp of: word processing, statistics, design, etc.  Explain clearly just how you have used them.  Don’t just list these skills. It impresses employers much more to show in a sentence or two how you have developed them.  If you published an English newsletter for your school what program did you use?  Did you do a Power Point presentation for Mid Year?    
· Business Aware: You understand what makes the organization you are applying to tick.  You will be able to move into that business environment and be comfortable.  Demonstrate this by researching the organization ahead of time.  Make reference to your knowledge of the company in your cover letter as well as when you ask questions in the interview.
· Proficient or Articulate in Japanese: You do not need to be fluent to say this.  If you can get your point across in Japanese, you are proficient, if you passed a proficiency test or completed a CLAIR course mention it!  

Common Resume/CV Mistakes
· (For Resumes) Too Long One page is usual. Two pages are fine if you have been working for a long time or have published.
· Disorganized It should take 10 seconds to understand.
· Too Many Dates, Addresses

· Too Many Jobs Listed Include jobs that pertain to the job you want.  Too many jobs can raise eyebrows- why did you keep changing jobs?  Were you fired or did you quit? 

· Poorly Typed & Printed


· No Accomplishments Everyone has job duties; not everyone has accomplishments! 

· Focusing on Your Own Needs Focus on what you can do for the company.  Employers want to hire you for themselves, not for the enhancement of your career.
· Errors, Typos, or Grammatical Mistakes Have someone proofread for grammar and spelling ONLY, not content.  This can cut down on typos.
· Word Choice Too many big words can make it look like you are hiding something.  Try to use active words.  See the attached word list for some good examples.
· Relying on Templates Templates often use space inefficiently.  Look at templates for ideas, but it is best to create your own.
· No Hooks Include a few interesting points and conversation starters.
· Emailed Resume Warning Make sure if you are sending your resume electronically that it is not garbled or hard to read.  Try to send the resume as an attachment and include a copy in the text of your email as well.  It is not more casual just because it is by email, all the same rules apply.
Resume Styles & Formats
You have many styles to choose from.  Here are the basic categories:

· Plain vs. Sexy

· Chronological or Reverse

· Targeted vs. Skill-Based

· Summaries, Profiles, Objectives

Resume Basics 

· Brainstorm on a sheet of paper 

· Leave 1’’ margins all around the page. If space is an issue 1/2” is OK; any smaller and it will look cramped and the employers will not want to look at it.  

· Select a font that is simple and legible.  Stay away from fancy script.  Times, Geneva, Schoolbook, or Lucida Causal are good.  

· The size of your text matters: Body text 10-12 point font; Category headings 12-14 point font; Name 16-18 point font.
· Embellish with bolding, capitalizing, bulleting, italicizing etc. but don’t make it too busy.  Capitalizing should be used sparingly.  Bolding works well for items that require the most emphasis, for example your name and headings.
· Play with the layout a bit.　 Change the heading; make the margins bigger or smaller; etc.  Print out a few versions and pick the one that stands out and is the most legible.  Even dropping the heading down a line can make a difference.  

· Proofread. 　Have a friend read just for grammar, spelling, etc. (not content) to catch those mistakes.  Read it many times and have friends read it too—ask them to be harsh!   

· Print it out on a laser printer with nice neutral colored paper like white, off white, ivory, light beige or pale gray.  Thicker special resume paper is ideal.
· Try to buy resume envelopes and paper as a set.  If this is not possible, the envelope should be large enough to fit the resume in flat without folding.  It is much more professional and easier to read.  

· Always include a cover letter stating the job you are applying for, and a brief outline of why you are qualified.  The cover letter is a more personal letter to each employer.  Do not staple the cover letter to the resume (see below for more cover letter info).  

· Be aware that there are minor variations depending on the country. 
Verbs to Plump Up Your Resume
Leadership, Decision Making, and Management Skills

Advocated
Formed
Operated
Represented


Determined
Founded
Oversaw
Sponsored


Directed
Hired
Presided
Staged


Elected
Managed
Produced
Started


Enlisted
Moderated
Recruited
Supervised

Administrative, Organizational, and Follow-Through Skills

Arranged
Distributed
Maintained
Routed


Assembled
Executed
Organized
Recorded


Collected
Formalized
Planned
Reorganized


Coordinated
Implemented
Prepared
Scheduled


Catalogued
Installed
Processed
Updated

Communication Skills


Appraised
Demonstrated
Informed
Spoke


Answered
Drafted
Instructed
Taught


Briefed
Educated
Lectured
Trained


Conducted
Explained
Presented
Translated


Contacted
Familiarized
Reported
Wrote

Analytical Skills

Analyzed
Discovered
Gathered
Researched


Assessed
Documented
Interpreted
Searched


Compiled
Edited
Interviewed
Surveyed


Consulted
Evaluated
Identified
Tested

Creative & Innovative Skills

Authored
Created
Devised
Originated


Conceptualized
Designed
Established
Revolutionized

Counseling & Mediating Skills

Aided
Contributed
Guided
Settled

Attended
Counseled
Helped
Supported

Assisted
Comforted
Instilled
Tutored

Collaborated
Fostered
Mentored
Convincing & Sales Skills

Convinced
Mediated
Promoted
Sold


Dissuaded
Negotiated
Publicized
Secured


Marketed
Persuaded
Resolved
Solicited

Others

Attained
Developed
Expedited
Mastered


Boosted
Ensured
Gained
Published


Broadened
Exceeded
Generated
Revamped


Calculated
Excelled
Improved
Strengthened


Decreased
Expanded
Increased
Supplemented

Cover Letters
(This information is from Ambition Consulting out of Tokyo courtesy of Antonia Mann) 
· A cover letter introduces you and expands on information included in your resume/CV. 
· Explain why you are the best applicant for the position.
· It should be specific to the vacancy you are applying for and the specific skills sought.
· It should flow logically: 

· Open with reference to the advertised position and why you are applying.
· Discuss the specific skills that you believe would be of benefit to their organization using examples to expand on the content in your resume/CV. Use affirmative statements like “I did,” “I can,” “I will,” instead of “I think,” or “I hope”.

· Remember that Human Resource Departments have a check list for keywords. Target your terminology; look for hints in their job listing.  

· Use their terminology but be honest and back it up 

· Don’t ramble. The cover letter is to entice, not put off!  Your cover letter should be 1 page at most.  If the cover letter is boring they won’t look at your CV.  

· Close on a positive tone.  Display confidence.  
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Interviews
“Fortune Favors the Brave.”

Before the Interview:
· Questions: Ask yourself before the interview

1. What are your career goals?  Where do you see yourself in 5 years and how does this job fit in to your overall goals?  
2. What skills have you gained from previous jobs and experiences?  
3. What are your strengths and weaknesses and how will they affect you’re ability to do the job?
4. What were your specific responsibilities and accomplishments at other jobs?  Be able to give specific examples.  (think Challenge, Behavior, Outcome) 
5. Who are your references?  Check that they will give a positive reference and type a list with their names and phone numbers that can be given to interested employers.  
6. Can you actually see yourself doing this job or is it just a sexy title?  (There is nothing wrong with not being able to answer this question especially before the interview where you can learn more about the position, but this is definitely something to keep in the back of your mind) 

· Be Ready for Everything: Remember that you are interviewing a prospective boss as much as he/she is interviewing a potential employee.  Use the interview to not only impress the employer, but to help you decide whether or not the company is suitable for you.
· Be organized: Keep records of dates and times of interviews etc. 
· Do your homework: Research the employer. Make sure you know how to get to the interview site without having to rush. Brainstorm your skills related to their needs/philosophies.
· Know customs & rituals: Hand shake or bow, etc.
· Interview as much as possible: This will help you build confidence and knowledge which will make you a stronger interviewee.  Try to learn 2-3 new things from every interview such as market information and competitor information. 

· Prepare some intelligent questions: Be sure to listen to their responses

· Network as much as possible: Referrals (personal endorsements) always work best
· Define your skills profile, write out I am , I can, I know sentences:  
· I am skills – broadly reflect your talent, capabilities and general strengths.
I am…confident, dependable, practical, visionary, and team-orientated.
· I can skills – more narrowly linked to specific activities.
I can…assess needs, budget, write creatively, make plans, and organize.
· I know skills – narrowly linked to particular content area.
I know…Japanese business practices, UNIX programming, how to fly jets.
· Reflect on your accomplishments with CBO: 
· Challenge: Improving student morale
· Behavior: Implemented outdoor language-lab
· Outcome: Received highest evaluation scores

· Practice: In front of friends, family, anyone who will let you.  Use real questions.
· Dress for Success: Dress professionally; bust out the iron.
· Relax and BREATH: Breathing deeply can drastically soothe the nerves.
· Know What to Expect: Typical Types of Interviews 
· Structured: classic human resources (question & answer, resume, plain and formal)                    
· Unstructured: random ordering
· Conversational: seemingly informal discussions- be aware of what you are saying and don’t be tricked into giving too much information (such as whether you are looking at other positions)

· Confrontational: pressure cooker, high stress
· Sales Pitch: sells the company to you (be sure to sell yourself too!) 

During the Interview
· It’s all About First Impression: The first 20 seconds are crucial so try to make them good!  

· Control and Confidence: Be POSITIVE about past experiences and have confidence in yourself. 

· Be Honest but Positive: Try not to set false expectations but do give yourself credit for your accomplishments 

· Be Patient, but Persistent

· Share Your Personal and Professional Goals: Be able to demonstrate how they ‘fit’ with the given opportunity. 
· Go with the Flow: Take time to figure out where the interview is going 
· Telephone Interviews: Voice tone is very important so communicate confidently.  
· Manage the Interview: 
· Get across your skills and accomplishments
· Be a great listener
· Do not avoid answering questions
· Stay positive about the past (no slamming ex boss or job)
· Don’t mirror the interviewer
· Do your share of the work (ask questions—see questions section) 
· Avoid taboos (salary, vacation questions during the first interview) 
· Do not take notes (distracting)  
· Show of your Competencies
· End on Your Terms: I am, I can, I know
Questions They Might Ask You:  

· College Experience Questions 

· Why did you choose your major?
· Questions about You

· What’s important to you in a job?
· Will you be able to adapt to the new job, system, and living environment? 
· Will you be able to fit in with their current staff?  
· What are your strengths i.e. commitment, time management, cross-cultural communication, analytical, etc. 
· Questions about Your Experience
· What was the toughest job challenge you faced, and how did you deal with it?
· Is your experience sufficient to meet the challenges and demands of the position? (be sure to back your answer up with examples) 
· Be prepared to answer questions about a failure you have learnt from (and overcome) and a success you are proud of.
· Questions about Your Goals
· What do you really want out of life?
· Questions about them
· What do you know about our company?

· Stress questions / Brainteasers
· How many miles to the moon?
Questions You Might Ask Them:
· About the Organization
· What problems does your organization face?
· How do you differ from the competition?
· What are the company’s plans for the future?
· About the Job Itself
· What are the future plans for this department?
· What is the typical career path for people in this department?
· What personal qualities make someone successful in this job?
NOTES for APPLYING FOR A TEACHING VACANCY (source: KEA Recruitment) 

1.  Discuss your philosophy of teaching/learning.

2.  Describe your teaching practices and how you will be able to adapt them to the new culture 
    and school.

3.  Hot topics (world wide) to touch on include special learning needs, behavior management, 
    different learning styles, and contemporary methods in teaching and learning.

4.  Avoid being vague or rambling; be clear and specific.
Top 5 Hints for Selling Yourself
(worksheet)


1. Concretely and measurably sell your accomplishments: List two achievements and state them in a measurable way.
EXAMPLES: 
1 Improved annual sales in my department by 30%
2 Reorganized training manual, adding experiential exercises which resulted in improved performance ratings from students.  

YOUR OWN:  

2. If your experience isn't extensive or is significantly outside the scope of the job you wish to find, develop concrete ways to draw attributes out of what you have done and apply them to the area in which you wish to be employed:  List one non-professional experience, which will apply in a professional situation and sell your value to an employer.  
EXAMPLES:
1 In university, managed a snack bar.  Responsibilities included purchasing supplies, making schedules for 10 workers and assuring the snack bar was cleaned up on schedule.  Learned what it meant to be relied on, be on time and the importance of following through on commitments.  


YOUR OWN:  

3. Always think from the employer’s perspective- Why would they hire YOU?  What would you do for THEM?  Think of an employer you would like to work for and in one sentence state what you would contribute to that employer.  

EXAMPLE:  
2 Auto parts company- Since I was 14 years old I have been fixing cars and I worked at a gas station throughout college and graduate school.  I have a passion for cars and would bring enthusiasm for cars, an engineering degree, and a desire to learn the auto parts business.  

YOUR OWN:

4. Use your international experience as an asset even when an employer doesn’t have a clue as to what international experience means.  Brainstorm what your experience in Japan would bring to your new employer. 

EXAMPLE:
1 I worked in Japan for two years.  That experience taught me how to be a better listener, to become more flexible, and to respect people with diverse values in the workplace. I can work effectively with people who approach/work very differently than I might.  

· YOUR OWN:  


































NETWORKING Brainstorming Exercise:


Take 1/2 an hour to brainstorm a list of all the people you know who may be useful contacts.  List your contacts, and on the right side next to each name, write down what each person does and what kind of information they could provide.  Next, rank your list according to whom you want to contact first, second, and so on.  Plan what you want to say and start calling.  Never ask for a job, always ask for advice.  People love to be asked for advice.  Asking for a job puts the person in an awkward position.  Remember that if the person you call cannot help you, they probably know someone who can.


Family						6.  University Alumni Office


Friends						7.  Professors


Neighbors						8.  Religious Organizations


Colleagues					9.  JETAA


Clubs or Organizations to which You Belong
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