
- What new goal or objectives have you established recently? 

How have you changed the nature of your job? 

Would you describe a few situations in which your work was 
criticized? 

Would you object to working for a woman/man? 

Do you generally speak to people before they speak to you? 

How would you describe the essence of success? 

What was the last book you read? movie you saw? sporting 
event you attended? etc. 

What interests you most about the position we have? the 
least? 

Are you creative? -give an example 

Are you analytical? -give an example 

Are you a good manager? -give an example 

Are you a leader? -give an example 

Tell us about yourself. 

Are you willing to work any shift? 

What do you think about (the firm)? 

What organizations are you a member of? 

How would you get to work? 

What kind of people do you get along well with? 

What special awards have you received? 

What is your boss's title functions? 

Would you describe a typical day in your job? 

What do you consider the single most important idea you 
contributed or you single most noteworthy accomplishment in 
your present job? 

What do you think it takes for a person to be successful in 
(fill in the particular specialty)? 

What specific strengths do you think you can bring to this 
position? 



.- Can you tell me a little bit about how you go about making 
important decisions? 

What are some of the things your company might have done to 
be more successful? 

What would you like to be earning two years from now? 

What have been the biggest failures or frustrations in your 
business life? 

What risks did you take in your last few jobs, and what was 
the result of those risks? 

Think about something you consider a failure in you life, 
and tell me why you think it occurred. 

How did you enjoy working for your former employer? 

What do you do when you're having trouble solving a problem? 

What did you do in your last job to make yourself more 
effective? 

Tell me about your hobbies and interests? 

What's the most monotonous job you ever had? 

Describe the best boss you ever had? 

What kind of references do you think your previous employers 
will give you? 

Why did you decide (or not decide) to go to college? 

What sort of jobs did you have while you were at school? 

What do you think might differentiate you from other 
applicants? 

ANDERSON COLLEGE CAREER RESOURCE CENTER 
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QUESTIONS TO ASK DURING AN INTERVIEW 

Al though the interview will center on the employer's 

questions, your effectiveness will be enhanced if you are prepared 

to ask concise, informed questions. The following are questions 

you may want to ask during an interview. 

1. How would you describe the duties associated with the 
position? 

2. 

3. 

4. 

5. 

6. 

What are the specific responsibilities and authority of this 
position? 

What kinds of opportunities are there for movement within a 
division/staff and as a whole? 

How long has this position been open? 

How long had the prior occupant held the position and what 
is he/she doing now? 

What are the title and the background of the immediate 
supervisor for this position? 

7. What is the potential of this department? 

8. Who controls the department's budget? 

9. What is the reputation of the department within the 
organization? 

10. What is the organizational structure of the company and what 
are the proper channels of communication within the 
organization? 

11. How long has the present management of the organization been 
in control? 

12. What are the organization's plans and projections for future 
growth? 

13. What is the economic trend of this particular industry? 

14. What values does the organization hold? 

15. What is a typical day on the job like? 

- 16. What personal qualities and characteristics are most 
important to success in this job? 



- 17. How often will my performance be evaluated? 

18. What criteria will be used in my evaluation? 

19. What attributes do you hope that I'd bring to the job? 

20. Does this organization have any programs to assist employees 
in career development plans? 

21. To what degree is this organization decentralized and how 
does this effect long and short-range product development? 

22. What kind of products does this organization make in 
addition to (the obvious ones)? 

23. What are the possibilities of transferring from one location 
to another? 

24. What impact has governmental regulations had upon 
(company's) freedom to design and manufacture its products? 

25. will I become lost in such a large organization? How will I 
be recognized for what I do? 

26. On my initial assignment, will I receive special training or 
will I assume immediate responsibilities? 

27. How does the organization utilize a person with my 
background? 

28. If I find I am not being fully utilized, what can I do to 
bring this to the attention of management? 

29. Are women/minorities given equal opportunity in your 
organization? 

30. Being a white male, I understand companies like yours will 
limit my future growth potential. Is that true? 

31. When can I expect to hear from you? 
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- DRESSING FOR A SUCCESSFUL INTERVIEW 

When dressing for job interviews , it is almost impossible 

to be too conservative. Most employers regard conservative dress 

as a sign of good judgement. Be sure your clothing is clean, 

pressed and in good repair. Being well groomed is essential for 

any interview. Good grooming indicates to the employer that you 

value yourself and your work. 

Guidelines for Hen: 

Conservative suit 
Colors: preferably navy blue or medium to charcoal gray 
Pattern: solid or pinstripe 
Fabric: wool/polyester blend or all wool 
Tie: solid color, small polka dot, or conservative 

stripe 
Shirt: Long sleeve, preferably white or light blue solid 
socks: long and dark 
Shoes: POLISHED!!! 
Hair: conservative length and style 

Guidelines for Women: 

Skirted suit 
Colors: navy or medium blue, medium to charcoal gray, 

wine, black 
Pattern: solid, tweed, or subtle plaid 
Fabric: linen, wool/polyester blend or all wool 
Blouse: light color solid or small pattern, may coordinate 

a silk tie to go with outfit 
Shoes: plain pump, dark color, closed heel and toe, 1-2 

inch heel POLISHED!!! 
Hose: natural color 
Jewelry: at most a necklace, earrings (no dangling), watch 

and one ring per hand 
Make-up: Natural looking, conservatively applied 
Hair: neatly styled 

"THE SECRET OF MY SUCCESS" 
CV 

April 1990 

JOB SEARCH PROGRAM 
Tom Kinghorn 



- SUCCESSFUL INTERVIEWING TECHNIQUES 

After the pre-interview preparation steps are complete, 

you are ready to concentrate on successful interviewing techniques. 

Listed here are some factors important to effective interviewing. 

1. Have well-defined career goals 

2. Be alert and prepared 

3. Be punctual -- allow time for unexpected delays 

4. Do not chew gum or smoke 

5. Dress neatly and appropriately for the position 

6. Have a firm handshake 

7. Maintain good eye contact 

8. Follow the lead of the employer while talking about 
relevant information 

9. Express thoughts clearly and concisely - do not ramble 

10. Be informed about the organization and ask pertinent 
questions 

11. Concentrate on the positive! If asked to describe your 
greatest weakness, identify it, but elaborate on steps you 
are taking to overcome it. 

12. Be alert to non verbal cues, such as nods, smiles, gestures, 
mannerisms, eye contact, voice tone, etc. 

13. Before leaving the interview, clarify the next response 
expected of you 

14. Do not ask salary and vacation information during the 
initial interview 

15. Be enthusiastic and interested in the organization 

16. Other factors you think are important to each interview: 

ANDERSON COLLEGE CAREER RESOURCE CENTER 
Anderson, Indiana 



-

-. 

KNOW YOUR RIGHTS 

communication in an interview is improved when both 

parties express themselves honestly, and exercise their rights 

amiably and assertively. Review this range of rights which applies 

to interview and application situations. 

AREA OF INQUIRY 

NAME 

ADDRESS / 
HOUSING 

AGE 

RACE/COLOR 

SEX 

RELIGION 

CITIZENSHIP 

MARITAL / 
FAMILY 
STATUS 

PHOTOGRAPHS 

MILITARY SERVICE 

LEGAL TO 

ask if applicant's 
work records under 
another name 

ask address, length 
of time at, previous 
address, phone number 
or how reach applicant 

ask minor for proof of 
age in form of birth 
certificate or work 
permit 

date 

ask race after hiring 

state the organization 
is an equal opportunity 
employer 

ILLEGAL TO 

make inquiries 
indicating lineage, 
ancestry, origin, 
or marital status 

ask if owns, rents, 
or lives in aptment 
or house, persons 
living with applcant 

require birth 
certificate, 
baptismal record, 
before hire, or to 
ask age, group or 
of birth 

ask race before hire 

ask sex, unless a 
bonafide occupation 
qualification exists 

ask religion or customs 

ask if applicant is a 
U.S. citizen or ask for 
proof of after hiring 

ask if applicant can 
meet general work 
schedules or has 
activities or other 
commitments that may 
hinder meeting 
attendance requirements 

require proof of 
citizenship, or 
status of spouse's 

ask marital status, 
number & ages of 
dependents or 
child care 
arrangements 
before hiring 

require photo after require photo before 
hiring for identification hiring 

ask about education and 
experience in service 

ask other than 
U.S. military 
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EDUCATION 

CONVICTION, 
ARREST, 
COURT 
RECORD 

REFERENCES 

ORGANIZATIONAL 
AFFILIATIONS 

WORK SCHEDULE 

PHYSICAL DATA 

HANDICAP 

CREDIT RATING 

OTHER 

ask applicant's 
academic, vocational or 
professional education 
language skills, reading 
speaking, writing 
a foreign language 

ask listing of actual 
convictions 

ask general work 
references, professional 
and or character 
references, who 
referred to position 

ask organizational 
memberships and offices 
held 

ask willingness to work 
required work schedule 
and military reserve 
obligations 

ask nationality, 
racial or religious 
affiliations of 
schools attended or 
how foreign language 
skills acquired 

ask about arrests, 
court, or conviction 
record check if not 
job related 

ask for specific 
references that 
reflect race, sex, 
religion, 
nationality 

ask listing of all 
organizations which 
applicant attended 

ask willingness to 
work religious 
holiday 

require proof of ability ask height, weight, 
to perform physical impairment, or non-

tasks job required 
require physical 
exam 

ask whether applicant 
has any handicaps or 
health problems either 
sensory, mental, or 
physical which would 
affect performance 

specified job 
related to physical 
data 

exclude handicapped 
applicants as a 
class on basis of 
handicap (case by 
case) 

ask questions on 
credit rating, 

charge accounts etc. 

ask about any area 
directly related to 
the job 

ask non-job-related 
information 

A CAREER PLANNING PROGRAM FOR WOMEN: 
THE EXPERIENCE CUE 

Khosh 



HALF ADVICE 

Robert Half has written several books on job placement. 

He has helped people be hired and to learn how to hire. He has 

created several guidelines for both and incorporated them into 

several informative books. One of his creations is the Half's 

Interviewing Record and Evaluation or H-I-R-E worksheet. Half has 

also condensed his requirements down to a simple checklist for 

interviews. One such checklist follows. Please read over it and 

let it lead you on the path to a successful interview. 

Candidates should: 

Show proven capability to do the job 

Show achievements - not just past functions 

Demonstrate interest in the job 

Radiate enthusiasm 

Ask logical questions 

Prove how past experience and special knowledge will help 
the organization 

Get to the interview on time 

Dress appropriately 

Have good manners and are not condescending 

Appear able to get along with co-workers 

Show loyalty to former employers 

Give the present employer adequate notice when resigning 

Offer references to contact 

ROBERT HALF ON HIRING 
Robert Half 



- FOLLOW-UP LETTERS 

FOLLOW-UP LETTERS 

SAMPLE FOLLOW-UP OR THANK YOU LETTER 

FOLLOW-UP LETTER CRITIQUE 
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FOLLOW-UP LETTERS 

Follow-up letters can be one of your best marketing 

tools! Less than one percent of all job applicants write follow

up letters after an interview. Your letter reminds an employer of 

your interest in the position and may give you an advantage 

over other applicants. 

The follow-up letter 

possible after the interview. 

should be written as soon as 

The purpose is to thank the 

interviewer, reconfirm your interest in the job, and mention any 

important point that you may have forgotten to mention during the 

interview. 

Read the sample follow-up letter on the following page, 

then write a draft of your own follow-up letter. 



- SAMPLE FOLLOW-UP OR THANK-YOU LETTER 

Ms. Ima stickler 
Personnel Coordinator 
Stuckey Memorial Hospital 
1111 S. 23rd Avenue 
st. Louis, Missouri 00000 

Dear Ms. Stickler, 

100 White River Way 
Muncie, Indiana 47654 
June 4, 1990 

I appreciated the opportunity to interview at your hospital 
on Monday. The tour of the medical facilities and conversations 
with stuckey's laboratory staff gave me a clear overview of the 
hospital atmosphere and the responsibilities of medical 
technologists at your facility. In particular, I was impressed 
with the state of the art equipment in stuckey's laboratories and 
the exciting medical research that is being conducted there. 

The entire experience has confirmed my desire for employment 
as a medical technologist with Stuckey Memorial Hospital. My 
internship as a lab assistant, along with my microbiology and 
chemistry course work, have prepared me well for this position. 
Based on my interview, I think I would fit in well with the Stuckey 
Laboratory staff. 

Thank you again for the experience of getting to know you 
organization better. I would welcome the opportunity to work for 
Stuckey Memorial Hospital and look forward to hearing from you in 
the next two weeks. 

Sincerely, 

Pat E. McDonough 

CAREER SERVICES 
Ball State University 



- FOLLOW-UP LETTER CRITIQUE 

After writing a rough draft of a follow-up letter, use 

this evaluation to critique your letter. Check those that apply 

to your letter. 

Is the letter neatly typed, error free, and well-spaced 
on the page? 

Is the letter addressed to the person with whom you 
interviewed? Does the address include the 

interviewer's name, his/her title, name of the 
organization, and complete mailing address? 

Did you mention the position for which you interviewed? 

Did you mention the day of the interview? 

Does the letter include at least one sentence about 
your qualifications and how you expect to be able to 

contribute to the organization? 

Did you indicate your continued interest in the 
position and your desire for a job offer (or second 
interview)? 

Is the letter concise? 

__ Did you close your letter with some comment about 
future contact with the interviewer? 

Other improvements needed: ________________________ __ 

CAREER SERVICES 
Ball State University 
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EVALUATING JOB OFFERS 

will you be in the dark about what to do if you get more 

than one job offer? You may be one of the fortunate graduates who 

receives multiple job offers. One employer may try to entice you 

with a "once in a lifetime" opportunity while another may offer you 

more money. How will you decide which job to take? 

Here are some questions you can ask yourself that will 

help you evaluate each job offer. This will help you decide on 

the job that is most suited to you, your needs, and goals. 

Career Goals 

Does the position offer advancement potential? 

Are you "geared" for the position (are your education, 
experiences, and interests relevant to the job)? 

Would the position satisfy any of your short or long-term 
goals? 

Job Content 

Would you be challenged by the position? 

What level of responsibility/decision making would you have 
in this position? 

Would you have a variety of assignments? 

Have you been told about all aspects of the job? 

Does the job description seem like it would fit with your 
first job expectations? 

What training/additional education will help you learn to do 
your job better? 



The Company, Business, or Organization 

Is the location acceptable? 

consider: rural vs urban setting 
climate 
commute time 
distance from family and friend 
opportunities for spouse's career 
cultural or sports activities 
cost of living 

Can you see yourself fitting in? 

consider: work atmosphere and conditions 
management style 
values and goals 
other personnel or co-workers 

What kind of evaluation, appraisal, and award system does 
the company have? 

Does the organization have a good reputation and would your 
position be secure? 

salary/Benefits 

Is the starting salary sufficient to meet your needs? What 
is the salary potential? 

What additional benefits would you be entitled to? 

consider: moving expenses 
insurance and pension plans 
educational assistance 
vacation and sick leave 
association/professional memberships 
bonuses 
profit-sharing/stock options 



COMPARING COST OF LIVING FROM CITY TO CITY 

When it comes to evaluating multiple job offers, the 

offer with the highest starting salary may seem the most appealing. 

You should keep in mind that a $20,000 job offer in different 

cities means different things. 

The Association of MBA Executives has developed a formula 

to calculate salary equivalencies based on the cost of living in 

different cities. Using figures from the following pages, here is 

an example that compares a $20,000 salary in Indianapolis with a 

$20,000 salary in New York city. You can use the formula to 

compare salaries in the cities where you have received job offers. 

Indianapolis 

97.8 (value for Indy) / 137.2 (value for NYC) 
x 

$20,000 
= 

$14,257 in New York City 

137.2 / 97.8 
x 

$20,000 
= 

$28,057 in Indianapolis 

This means that a person earning $20,000 in Indianapolis 

would need a salary of $28,057 to maintain a comparable lifestyle 

in New York City OR a person earning $20,000 in New York city would 

need a salary of $14,257 to maintain a comparable lifestyle in 

Indianapolis. 
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Alabama 
Birmingham 
Mobile 

Alaska 
Anchorage 

Arizona 
Phoenix 
Tucson 

Arkansas 
Fayetteville 

California 
Fresno 
Los Angeles 
Orange cty 
Riverside 
Sacramento 
San Diego 
San Jose 

Colorado 
Colorado SPRS 
Denver 

Delaware 
Dover 
Wilmington 

Florida 
Bradenton 
Fort Myers 
Lakeland 

Georgia 
Atlanta 
Augusta 
Columbus 

Illinois 
Champaign 
Quad cities 
Rockford 

Indiana 
Ft. Wayne 
Indianapolis 
South Bend 

99.7 
96.6 

136.4 

10S.1 
100.9 

93.0 

107. 
115.7 
119.S 
110.5 
105.6 
121.8 
117.8 

96.1 
102.9 

96.2 
110.1 

101.3 
98.1 
96.0 

111.9 
99.7 
94.9 

107.8 
94.2 
106.8 

95.4 
97.8 
91.4 

Average City U.S.A. 100.0 

Iowa 
Ames 
Cedar RPS 
Iowa CTY 

Kansas 
Wichita 

Kentucky 
Lexington 
Louisville 
Ownsboro 

Louisiana 
Baton Rouge 
LK Charles 
New Orleans 

Maine 
Lewiston 

Maryland 
Baltimore 

105.3 
100.2 
103.1 

97.7 

102.8 
96.1 
94.1 

9S.9 
96.9 
98.7 

94.3 

105.2 

Massachusetts 
Boston 152.2 

Michigan 
Jackson 
Lansing 

Minnesota 
st. Cloud 
st. Paul 

Mississippi 
Gulfport 
Laurel 

Missouri 
Columbia 
st. Joseph 
st. Louis 
Springfield 

Montana 

95.6 
104.7 

97.4 
103.1 

98.1 
93.4 

93.7 
94.0 
100.1 
90.0 

Billings 100.8 
Great Falls 97.7 

Nebraska 
Lincoln 
Omaha 

Nevada 
Reno/Sparks 

New Jersey 
Newark 

New Mexico 
Albuquerque 

New York 
Albany/Colonie 
Binghamton 
Buffalo 
N. Y. City 
Syracuse 

North Carolina 
Chapel Hill 
Charlotte 
Greensboro 
Raleigh 

Ohio 
Akron 
Columbus 
Dayton 

Oklahoma 
Oklahoma CTY 
Tulsa 

Oregon 
Eugene 
Salem 

Pennsylvania 
Erie 
Harrisburg 
Philadelphia 
Wilkes-Barre 

South Carolina 

95.5 
98.0 

108.8 

127.3 

102.8 

111.2 
102.1 
96.4 
137.2 
94.1 

10S.8 
100.8 
96.3 
101.7 

98.6 
102.2 
91.1 

96.0 
99.3 

98.5 
98.2 

99.S 
105.7 
118.7 
98.8 

Columbia 103.8 
Greenville 9S.7 



,- South Dakota Virginia 
Rapid City 95.7 Hampton/Norfolk 102.7 

Price William 106.8 
Tennessee Roanoke 98.1 
Knoxville 96.8 
Memphis 96.2 Washington 
Nashville/Davidson 103.3 Seattle 108.5 

Spokane 93.7 
Texas 
Austin 105.7 West Virginia 
Brownsville 95.0 Charleston 95.4 
Dallas 106.6 Huntington 94.2 
EI Paso 98.9 
Houston 99.1 Wisconsin 
Lubbock 92.2 Fond du Lac 99.0 
San Antonio 98.3 Green Bay 97.4 

Janesville 89.1 
Utah La Crosse 95.7 
Salt Lake City 98.8 

Wyoming 
Vermont Casper 95.2 
Montpelier/Barre 105.0 

NATIONAL BUSINESS WEEKLY COLLEGE CAREER EDITION 
Fall 1987 
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letter. 

THE OFFER AND ACCEPTANCE 

On the following page you will find a sample offer 

This is a large step toward your goal of employment. 

After careful consideration, one must sign such a letter to lock 

oneself into the position desired. This, however, is not the end 

of the job search. 

A person must continually negotiate, advance toward the 

top, and know how to manage. The exercises that follow the sample 

offer letter will help you get on the right track after you have 

that job. 

But remember, the job is what you make it. Job hopping 

is not recommended, but if you find that you are in a dead-end job 

or have begun to dislike what you are doing and cannot change jobs 

in-house, then take this guide again and start looking for that new 

job that will give you the satisfaction you want. 



Current Date 

Ms. Jean E. Doe 
1234 Home Address 

SAMPLE OFFER LETTER 

Her City, State 00000 

Dear Jean: 

We appreciate your 
our facil i ties in 
beneficial to you 
opportunities at 

taking time from your busy schedule to visit 
I sincerely hope the visit was 

from the standpoint of realizing the many 

During the day, you made favorable impressions on the staff members 
who talked with you, and they have recommended an offer of 
employment be made. As a member of our Product Evaluation Staff, 
your total yearly compensation will be $17,894. This will be paid 
in a monthly salary of $1,375, plus a cost-of-living allowance 
which is based upon the United States-Canada Consumer Price Index 
and is currently a quarterly payment of $348.40. 

This offer also includes the very attractive group of 
fringe benefits. You will receive reimbursement of moving expenses 
invol ved if you decide to accept our offer. We will make the 
arrangements with the moving firm. This offer is contingent upon 
your passing a physical examination given by our plant physician 
prior to hire. 

If I can be of assistance in making a decision, please contact me 
at I look forward to hearing from you. 

Sincerely, 

Supervisor, Salaried Personnel Administration 

cc: Placement Director 

GM HANDBOOK 
Selection Process for Salaried Employees 



HOW DO YOU NEGOTIATE? 

Negotiation is a reality of the working world, and the 

way you negotiate is part of your career style. Negotiation is 

about compromise and power and the ability to influence and 

persuade others through trust. Negotiating power enables you to 

accomplish on-the-job tasks, help co-workers, and earn the 

influential reputation, privileges and promotions important to job 

success. 

This inventory will help you explore your negotiating 

style. Mark the response that best describes the way you would 

respond in each situation. There is no correct answer, just 

different styles. 

1. It's time for the office party and Marie is in charge of 
arrangements. Some people want an expensive dinner, but 

most want a simple dinner at an inexpensive place where the 
gang can just get together and have a good time. You've bee n 
chosen to represent your work group. When you meet with Marie, 
who favors the expensive place, how do you start? 

Al You mention all the items you agree on, then bring up the 
place. 

A2 Get to basics--begin with where it will be held and what 
cost. 

If Marie gets upset and threatens to leave it all for you to work 
out, or if she gets personal and questions your taste, are you 
likely to: 

BI Respond in kind. Br ing her up short in order to get some 
cooperation. 

B2 Remind her of her responsibilities and ignore the personal 
attack. 

B3 Ignore her frustration entirely. Just speak to the concerns 
of your group. 



-
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2. You want a raise, a title, and an office to go with all the 
work you've already been doing. How do you handle it? 

Al start with one request and work up to the others. 
A2 Demand all three and see what you get. 

Your boss would rather not give you any of the above and points 
out that a lot of people would love to have you job. Would you: 

BI Tell him about the new affirmative action laws and threaten 
him in return. 

B2 Tell him no one would want your job unless the proper title, 
salary and space come with it. 

B3 Ignore his outburst. 

3. You and Joan just don't get along. Everything you do seem ot 
be wrong. She's just an entirely different personality 
altogether, but both of you need to work together. You: 

Al Act natural and be yourself. 
A2 Try to "settle in" gradually and slowly and pay attention to 

how quickly she can accept your style. 

The route to acceptance hits a snag. She accuses you of being 
sloppy, lazy, and incompetent. In fact, you're just less neat. 
You: 

BI Tell her she's narrow-minded and her over-organization takes 
up so much time it is slowing down the work. She'd better 
get used to some different ways. 

B2 Tell her performance counts, not neatness, and point to your 
record. 

B3 Ignore it. Time will show her what's happening. 

4. Your new supervisor just gave you a performance rating of 
"average" in production. You think you deserve better in 

that area. You: 

Al Tell her you deserve "excellent" and that other superiors 
would agree. 

A2 Start talking about the ratings you agree wi th and then 
present a strong case for a better rating in production. 

She gets angry about the disagreement and tells you to "sign your 
evaluation -- or else!" You: 

BI 

B2 
B3 

Challenge her. Tell her you'll sign, but only under protest 
and put that right next to your signature. 
Say, "Or else what? Let's try to settle this more calmly!" 
Leave. Let her calm down and bring it up later. 



-
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How many times did you check each type of response? 

Al A2 

BI B2 B3 

Questions marked "A" represent your approach to negotiation. 

Al Begin gently and build a stronger case as negotiation 
continues 

A2 Begin strongly and compromise if necessary 

Questions marked "B" describe your reaction when "attacked" 
or "pushed" by others. 

BI Counter attack 
B2 Self-defense 
B3 Ignore attack 

No particular response pattern in either category indicates a 

"situational" approach that changes depending on the situation 

and persons involved. 

GROWING: A WOMAN'S GUIDE TO CAREER SATISFACTION 
Buraek, Albrecht, seitler 



- ADVANCING TO THE TOP 

What makes you promotable? Employees who advance most 

quickly have certain characteristics, attitudes, and skills. 

Read this list and put a check by those characteristics 

that apply to you now and an "XII by those you need to acquire or 

improve to be more promotable. 

Exhibit confidence 

Show enthusiasm for your job 

___ Dress neatly and appropriately for your job 

___ Demonstrate organizational loyalty 

___ Seek additional responsibilities 

___ Develop effective written and verbal communication skills 

Complete work tasks immediately 

___ Make suggestions instead of critical reviews 

Seek assignments that offer exposure to managers 

___ Develop friendships in your peer group 

Discuss ideas, not people 

___ Avoid internal politics and cliques 

___ Make professional contacts outside the organization 

___ Never allow pressures to compromise quality 

Praise others for good work 

___ Accept criticism, ask for it, and use it to improve 

___ Develop new skills through training 

___ Use correct English grammar 

___ Advertise your abilities by superior performances 



___ Keep records of your work to show later 

Seek help if an assignment is over your head 

___ Be prepared to relocate if promotion merits it 

Learn to delegate authority 

___ Work on your public speaking skills 

___ Offer solutions to problems you identify 

___ Look and act like a professional 

___ Be friendly and helpful to subordinates 

___ Try to understand problems from a management viewpoint 

Ask supervisors for career advice 

CAREER SERVICES 
Ball State University 
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YOUR MANAGEMENT CAPABILITIES 

Being able to advance in your career involves frequent 

reassessment of the skills you need to attain your goals. If 

advancing to a management position is part of your career plan, 

use this inventory to evaluate your management capabilities. 

SKILLS 
No interest 
in learning 

Influencing the 
attitudes and 
behaviors of 
others 

Creating 
achievable 
plans with clear 
goals and 
objectives 

Managing 
conflict well 

o 

o 

o 

Inspiring trust, 
encouraging others 0 

Directing skills, 
and activities of 
others 0 

Developing and 
using realistic 
budgets, work 
schedules, etc. 0 

Evaluating others' 
performance 0 

Explaining difficult 
problems and 
concepts well 0 

Taking initiative 
to solve 
organizational 
problems 0 

Motivating 
others 0 

Do 
poorly 

1 2 

1 2 

1 2 

1 2 

1 2 

1 2 

1 2 

1 2 

1 2 

1 2 

Interested 
in learning 

3 4 

3 4 

3 4 

3 4 

3 4 

3 4 

3 4 

3 4 

3 4 

3 4 

5 

5 

5 

5 

5 

5 

5 

5 

5 

5 

Secondary 
skills 

6 

6 

6 

6 

6 

6 

6 

6 

6 

6 

7 

7 

7 

7 

7 

7 

7 

7 

7 

7 

High 
priority 



Accepting and 
using different 
points of view 0 1 2 3 4 5 6 7 

Aiding others 
in making 
decisions 0 1 2 3 4 5 6 7 

Dealing 
effectively with 
people of 
different 
genders, race, 
religions, and 
nationalities 0 1 2 3 4 5 6 7 

Treating people 
fairly 0 1 2 3 4 5 6 7 

Assessing others' 
potential 0 1 2 3 4 5 6 7 

Screening job 
applicants 0 1 2 3 4 5 6 7 

Analyzing, 
planning, and 
building 
effective 
organizational 
structures 0 1 2 3 4 5 6 7 

Total the numerical values 

48 or less - develop management skills and learn to use them 
successfully 

48-78 

78+ 

- should be able to handle a management job, but 
may not enjoy it 

- should succeed at, and enjoy a management 
position 

BUILD YOUR CAREER 
Colantuono 
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Fifty-Four Ways to Get a Job 
All things being equal, the more 

job-seeking techniques used .. the 
better you r chances of locating a 
truly appropriate position. The fol
lowing ways can be used. They are 
not listed in any order of priQrity. 

1. Newspaper: Place or answer 
an ad in a newspaper. 

2. Magazine: Place or answer an 
ad in a periodical. 

3. Read the ProftSSional and Tradt 
Association Job Findtr (available from 
the Garrett Park Press, Garrett 
Park, Maryland 20896). 

4. Job banks: Use services that 
list candidates for jobs. 

5. Job registries: This is another 
form of a job bank. 

-- 6. Clearinghouse of jobs: Use 
_mployment services that list can
didates and vacancies. 

7. Clearinghouse of jobs: Use 
employment services set up in con
junction with national or regional 
meetings of professional organiza
tions. 

8. Cold canvass in person: Call 
on employers in the hope of find
ing a vacancy appropriate for your 
skills, personality, and interests. 

9. Cold canvass by telephone: 
Call employers to identify organi
zations with appropriate vacancies. 

10. Union hiring hall: Use em
ployment services set up by labor 
"rn~"17~ti{"\nc; 

-

11. Alumni office contacts: 
School or college alumni offices 
may suggest former students in a 
position to help you. 

12. Public career and counseling 
services: Use state employment and 
other public career-oriented ser
vices. 

13. Private career and counsel
ing services: The fees charged by 
these organizations may be more 
than justified by the job search 
time saved. 

14. Employment agencies: 
These may charge a fee or a per
centage commission-but only if 
you take a job through them. 

15. Executive search firms: 
These are "head hunter" organiza
tions retained by employers to 
identify persons for specialized 
jobs .. 

16. Volunteer work: Millions 
have begun their careers by first 
gaining experience or a "foot in the 
door" through unpaid work. 

17. Part-time work experience: 
A part-time job may be easier to 
obtain than full-time work and 
may lead to a permanent position. 

18. Temporary or summer 
work: These provide experience 
and an introduction to the employ
er's organization. 

19. Make your own job: Free
lance work may lead to self-employ-

ment or a job with an employer. 
20. Join a 40-plus group: Most 

cities have these job clubs that spe
cialize in older workers. 

21. Join a 65-plus group: These 
organizations provide jobs and 
other services for senior citizens. 

22. Join a job search group: 
Sharing job hunting experiences 
can provide new ideas and psycho
logical support. 

23. Tell friends and acquaintan
ces: Most studies show that friends 
and family are the best single 
source of job leads. 

24. Federal job centers: These 
offices, located in major cities, are a 
good source of job leads. Look 
them up in the telephone book 
under "U.S. Government." 

25. Computerized placement 
services: Many organizations in
ventory candidates and employers 
by computers to make job matches. 

26. Social agency placement 
services: Along with social ser
vices, many of these groups now 
provide job counseling and place
ment assistance. 

27. Membership services: Many 
professional and other organiza
tions maintain employment assist
ance programs to aid their mem
bers. 

28. Mail order job campaign: 
Send out dozens or hundreds of 

'1./ h _I I P. "._1..., ~ Ct,.,,,,.,,',,e, W.~{J. II 
rrlt:; V~I 1 •• 1'- • ." /IV • fC'. • .././ 

--------------------------------------------________ ~ ____ ~ __________ ~ __ ~ ______ ~~ ________ ~~f~_'I 
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letters to potential employers, hop
Ing to identify suitable openings. 

29. School or college placl!ment 
services: Both current students and 
alumni generally are eligible for 
help from these groups. 

30. Association placement ser
vices: Many professional and other 
organizations include employment 
assistance as part of their service 
program. 

31. Trade placement services: In 
many occupations, an organized 
placement program operates. 

32. Professional placement ser
vices: Use professional career place
ment specialists, particularly if 
seeking a high-level job. 

33. Hotlines: Use these answer
ing services (many operate 24 
hours a day) maintained by com
munity organizations or libraries. 

34. federal civil service offices: 
Contact employment offices of 
federal agencies in your area of 
interest. 

35. State merit service offices: 
Get in touch with appropriatl! state 
government agencies. 

36. County or city personnel 
office: File for suitable openings 
with agencies of local government. 

37. Internships: Use a paid or 
unpaid short-term internship to 
gain experience and make contact 
with potential employers. 

23 

38. Work-study program: Use a 
cooperative work-study program 
to gain experience and to make 
contacts in a field of prime interest. 

39. Networking: Expand con
tacts that may help you by working 
with peers, supervisors, friends, 
and others. 

40. Mentor: Cultivate an older, 
more experienced person to whom 
you turn for advice. Such a mentor 
may take a special interest in your 
proper placement. 

41. Television job and career 
announcements: Don't overlook 
ads placed on television for em
ployees. 

42. Radio job and career an
nouncements: Many employers, 
with numerous jobs, use radio to 
help solicit candidates for them. 

43. Bulletin board posting: 
Check ads placed on career-related 
bulletin boards. 

44. Check the Colltgt Placemtnl 
Annual, published by the College 
Placement Council (P.O. Box 2263, 
Bethlehem, Pennsylvania 18001). 

45. Check in-house job vacan
cies: Most progressive employers 
now post all vacancies for their 
current employees to examine and, 
if interested, apply for. This per
mits maximum use of upward 
mobility techniques. 

46. DVR job placement services: 

All state divisions of rehabilitation 
servICes offer disabled persons 
ex tensive job counseling and place
ment services. 

47. Former employers: Don't 
hesitate to ask former employers 
for help. 

48. Fellow employees: Persons 
who work with you might know of 
suitable vacancies in other offices 
or organizations. 

49. Personnel office counseling: 
Many times, the personnel office 
will counsel with you about career 
paths or alternative jobs in your 
organization. 

50. Religious leaders: Often 
ministers, rabbis, and priests know 
of potential employers among their 
members. 

51. library resources: Check 
Moody's Industrials, the Fortune 
"500" list, and other library refer
ence books for employment sug
gestions. 

52. Overseas work: Major reli
gious groups and other interna
tional agencies may hire for jobs in 
other countries. 

53. Sponsored interviews: If pos
sible, have persons you know set 
up employment contacts for you. 

54. Military services: Enlistment 
in one of the armed forces may 
provide both an immediate salary 
and job training in fields of interest. 
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WHO'S ON YOUR BOARD OF DIRECTORS? 

Career decision making is tough business. One way a lot 

of people cope with these difficult considerations is by turning 

to others for advice. These supporters act as a sort of "kitchen 

cabinet," listening to your concerns and giving you their wisdom 

in return. In a sense, they constitute your personal board of 

directors. 

Everybody's advisory group is different. Yours may 

incl ude friends , relatives, and the lady next door, but these 

opinion givers usually have two things in common: they care about 

your well-being and you value their thoughts. Though the 

composition of your board will change over time, there are 

categories from which you are almost certain to draw helpful 

advisors at some point in your life. 

FAMILY: 

Throughout college, parents typically act as both sounding 

boards and inquisitors in terms of your career direction. 

senior year, however, the frequency and quality 

conversations with Mom and Dad can become paramount. 

During 

of your 

Older 

brothers and sisters also are in a great position to provide 

knowledgeable career advice, particularly if they experienced not 

too long ago what you are now going through. 
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FACULTY: 

Faculty members receive mixed reviews as career counselors, 

but they're an important source of information for students heading 

into the working world. Some faculty members offer more than just 

insight. Some can be referrals that can give you a push in the 

right direction. The best faculty members are those with up-to

date information, those who consult regularly. 

CAREER PLANNING AND PLACEMENT OFFICERS: 

Another readily available resource for graduating students is 

the Career Planning and Placement Office. While some students tap 

this office for library-type information and listings only, many 

seniors successfully add the office's career counselors to their 

pool of helpful career coaches. 

CO-WORKERS AND BOSSES: 

As you gain more and more work experience, you'll find 

additional career advisors on the job. These "working" coaches 

can be especially helpful thanks to their up-to-date knowledge and 

current contacts. 

FRIENDS: 

Friends will be your most constant - and disparate - source 

of career advisors. They "help to balance off," but in the final 

analysis, those friends are not gong to be there. Friends and 

associates can give you input, but, even unintentionally, there 

may be some selfishness involved. 
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EMPLOYMENT PROFESSIONALS: 

There is one group of career advisors who bear careful 

watching: executive search/employment professional. The 

employment agency types often are encountered early in the job

search process; the headhunters pop into view later in one's 

career. Some agencies refer students to the jobs they needed to 

fill without regard for the student's interests of abilities. 

While not all agency experiences will be negative, it's not a bad 

idea to exhaust your other options before turning to paid advisors. 

There are plenty of people out there willing to help you for free. 

As you assemble your personal board of directors, you'll 

find that your advisors will come and go and that you won't need 

to consult everyone of them on each decision. Rather, you'll find 

that your board is made up of some "generalists" and some 

"specialists," whose expertise is tapped only when the issue is 

appropriate to their orientation. One position that does not 

change, however, is the role of "chairman of the board." That's 

your job for life, and it's a critical function: after all is said 

and done, you've got to weigh all the advice you've collected, 

evaluate the merits of each opinion, and reach a final conclusion 

yourself. It's your career that's at stake. 



-
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BOARD OF DIRECTORS CHECKLIST 

Just as is the case with corporate boards, some personal 

advisory groups seem to work better than others. There are a 

number of things you can do - as chair- to ensure that you get the 

most from your advisors: 

1. Clearly identify the issues on which you want advice. Be 

concise, but give sufficient background information to allow 

the advisor to understand the situation. 

2. Be objective. An impartial recitation of the facts will 

allow your advisor to assess the situation effectively. 

3. Consider the background of your advisor. Ask for counsel in 

his or her area of expertise. 

4. Let your advisor talk! Try not to interrupt or inject 

"buts" or "extra" information. You asked for advice .•. now listen 

carefully. 

5. Take all counsel under advisement, but remember: all advice 

is not equal. (Someone once said: "Opinions are like 

noses. Everybody has one.") Weigh the counsel you receive 

and give the most consideration to that which you believe to be 

most beneficial. 

"WHO'S ON YOUR BOARD OF DIRECTORS?" 
CV 

March 1990 
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SUCCESS STORIES AND THEIR BACKGROUND 

Rosalinda Mendez 
DEGREE: 1988 BA in anthropology, 
Vanderbuilt university, 
Nashville, Tennessee 
JOB: Executive Assistant 
EMPLOYER: American Computer 
security Industry, Inc. 
STARTING SALARY: $17,000 
BENEFITS: Health, dental, life 
insurance; tuition reimbursement 
for computer courses; paid 
vacations and holidays 
CAREER PATH: After graduation 
Mendez spent four months 
sorting pottery in Guatemala 
in a research lab. Now she 
writes press releases and 
designs manuals for computer 
security products. She finds 
that her major has helped her 
to target and understand groups 
of people, an integral part of 
of public relations work. She 
hopes to become vice president 
of marketing or public relations 
within a year or two and plans 
eventually to join an 
advertising firm. 
JOB CONTACT: Submitted resume 
to personnel office 

Michael Prescott 
DEGREE: 1988 BA in history, 
Northwestern University, 
Evanston, Illinois 
JOB: Credit Analyst 
EMPLOYER: Fleet National 
Bank, Providence, Rhode 
Island 
STARTING SALARY: $22,500 
BENEFITS: Health, dental, 
and life insurance; savings 
and stock options; pension; 
paid vacations and holidays 
CAREER PATH: Completed four
month training program. Hopes 
to become a loan officer 
JOB CONTACT: Sent resume to 

Shelley A. Bowen 
DEGREE: 1988 BA in social 
and cultural anthropology, 

Duke University, Durham, 
North Carolina 
JOB: Design and Production 
Assistant 
EMPLOYER: National Geographic 
Society, Washington, D.C. 
STARTING SALARY: $17,500 
BENEFITS: Health, dental, and 
life insurance; pension plan; 
after two years, tuition 
reimbursement for job-related 
courses; paid vacations and 
holidays. 
CAREER PATH: At Duke, Bowen 
studied modern culture through 
mass media. She joined NGM as 
a production assistant on a 
temporary project. For eight 
months she worked from project 
to project until a job opening 
appeared. Now she carries 
stories through to production. 
Ultimately, Bowen wants her 
master's in journalism. 
JOB CONTACT: Bowen met some 
individuals from NGS who 
invited her to stop in --
she did with resume and photo 
portfolio in hand. 

FLeet National Bank recruiting office. 



Bernadette Hamill 
DEGREE: 1988 BA in computer 
science, Renssalaer Polytechnic 
Institute, Troy, New York 
JOB: Software Technology 
Program Member 
EMPLOYER: Corporate General 
Electric Research and Development 
Schenectady, New York 
STARTING SALARY: $30,000-35,000 
BENEFITS: Health, dental and life 
insurance; savings and securities 
plan; tuition reimbursement; 
paid vacation and holidays 
CAREER PATH: After a week-long 
training course on software 
engineering guidelines, Hamill 
applied her knowledge to a project 
inside GE. Now she will proceed 
with three one year assignments 
while earning her master's degree. 
will become technical leader 
of a project at GE component. 
JOB CONTACT: As an undergrad 
Hamill participated in a GE-RPI 
internship. 

Taylor Thomas 
DEGREE: 1988 BA in history, 
Dartmouth College, Hanover, New 
Hampshire 

Phillip Garding 
DEGREE: 1988 BS in computer 
science, University of Utah, 
Salt Lake city 
JOB: Software Design Engineer 
EMPLOYER: Microsoft Corp., 
Redmond, Washington 
STARTING SALARY: $32,000+ 
BENEFITS: Health, dental, and 
life insurance; savings and 
stock option; retirement plan; 
day-care benefits; health club 
membership, paid vacation and 
holidays 
CAREER PATH: During his ten
week training period, Garding 
dealt with "real life" problem 
while writing programs. 
Currently, he is enjoying work 
on a project involving Micro
soft word-he can request 
transfer to another project if 
he desired. 
JOB CONTACT: Recruited at the 
University of Utah. 

JOB: Assistant Account Executive 
EMPLOYER: Saatchi & Saatchi Advertising 
New York city 
STARTING SALARY: $24,000+ 
BENEFITS: Health, dental, and life 
insurance; company sponsored health 
club membership; paid vacations and 
holidays; Friday afternoons off 
CAREER PATH: After three-month 
training program, joined General 
Mills account. He is responsible 
for generating promotion ideas, 
overseeing production of commercials, 
performing competitive tracking, and 
production budget. His goal is to 
become and account executive, a 
promotion that takes 18-24 months. 
JOB CONTACT: Submitted Resume to 
Saatchi & Saatchi personnel office. 

"TAKING YOUR MAJOR ON THE ROAD" 
CV 

March 1990 
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THRIVING IN THE NINETIES 

Leading productive lives and making the world a better 

place in which to live is what life after college will be about 

for most members of the Classes of 1990, 1991, and beyond. That's 

not to say that this trend of wanting to make a difference will 

last forever, but, for now, great expectations and fears are 

running rampant as the human race enters the cusp of a new century. 

There are, more or less, two distinct groups of college 

students today: the pragmatic idealists (also known as quiet 

activists) and the bearhunters (the latest batch of yuppie 

wannabes). Chances are, you fall into one category or the other. 

Whether we're pragmatic idealists who want to make a 

difference by choosing "conscious careers" or we're bearhunters 

who would prefer to make a lot of money and pay the hefty tax bill 

that will end up providing social services to the less fortunate, 

we have to consider society as a whole when we make our life/work 

plans. We've all begun to realize that the planet Earth is just 

too small for us to be able to isolate ourselves with our "own 

kind. " Thus , thriving in the nineties not only will be about 

living well and working hard, it also will be about contributing 

to whatever communities we call home (and office). 



-

-

world. 

THE ABC'S OF CORPORATE CONSCIOUSNESS 

Let's say, for argument's sake, that you care about the 

As a sample of the most complex and influential form of 

life on this planet, you feel a certain responsibility for your 

actions and some concern that the net result thereof be a positive 

force on your surroundings. 

Chances are, in not too long a while you'll be going to 

work for and with a group of nice folks who eat together at 

noontime and conspire to sell things the other eight hours of the 

day. Ask yourself: As a participant in this new organization, 

will you be somewhat responsible for its actions? If the company 

litters or frightens little old ladies, won't you be partially at 

blame? And if the company gives Christmas presents to little 

orphans Annie and contributes to the fight against nasty capital

letter diseases, won't you deserve some of the credit? 

Of course, and here's the point: On an individual level, 

your responsibility or lack thereof has an effect on others. But 

the actions of large organizations can affect entire sectors of the 

population, even nations, continents. Welcome to the reality of 

the net sum: you could never so much as leave a candy wrapper on 

the sidewalk, yet you might in one year contribute to oppression 

in South Africa or the unjustifiable slaughter of animals. 

Corporations have personalities. Get to know yours. 

Three and a half million Americans have decided to stop 

buying GE light bulbs and other products, according to INFACT, the 

group leading the boycott in protest of what it says is a blatant 

"revolving door" system of business-government interaction - a 



- savage perpetuation of the arms race by greedy and influential 

businessfolk. other concerns, such as grossly misleading 

advertising and abuse of the environment, have prompted activists, 

most of them on the political left, to expose the companies 

involved and direct attention to more conscientious businesses. 

Books such as Shopping for g Better World, and Rating America's 

Corporate Conscience, both organized, in part, by the Council on 

Economic Priorities, provide consumers and potential employees with 

information on the social policies of 150 or so of the largest 

national corporations. 

Policies change from year to year, from chairperson to 

chairperson. And companies should never be condemned or praised 

after just a cursory examination: there may be complex reasons for 

certain practices, and damning evidence especially must be viewed 

in as great a context as possible. 

That said, those looking for a complete lack of ambiguity 

in an employer will not be disappointed. They are out there. 

Clearly, this is a time of increased commitment to global 

concerns. But in this era of slick public relations, how can one 

tell which companies actually are likely to improve their policies 

regarding the environment? The challenge is to wade through the 

PR muck to find credible actions related to your particular 

concerns. 



The Social Investment Forum, located in Boston, recently 

drew up a list of environmental principles by which executive might 

guide their companies. The Valdes Principles, named after the 

formerly oil-gushing Exxon Valdes, are making the rounds of 

boardrooms across the globe in much the same way that the Sullivan 

Principles, a list of ethical considerations for corporate behavior 

in South Africa, did more than a decade ago. If it catches on, 

this list may be an excellent starting point for environmentally 

conscious consumers/employees as early as this fall. 

For in-depth research on particular companies or issues, 

a good source is Data Center, in Oakland, California. The 

organization's monthly compendium of relevant articles, corporate 

Responsibility Monitor, is an excellent resource and would fit in 

~ well with other standard reference material in a school's career 

center. 

coming 

Plus, 

out in 

Rating America's Corporate Conscience should be 

an updated version some time this year. 

Conservatives, be warned: material and rhetoric from most of these 

groups contain an overwhelmingly liberal bias; some of their dogs 

might be your top choices. 

Research is secondary, though. What comes first is a 

thoughtful self-inquiry: What are your social/political 

priorities? How concerned are you that your employer share similar 

goals? Ponder, weigh, mull. To wake up one day, twenty-five or 

fifty years from now, and realize your working life has been at 

odds with your conscience is not a pleasant feeling. 
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CAREERS FOR THE 90s 

It I s the nineties - time to think about life after 

Here is what career placement officers at colleges and 

uni versi ties across the country foresee over the next decade. 

While not everything will go as predicted, already some patterns 

are being spotted. 

Dr. Gerry Houser, director of career development at the 

University of Southern California, reports that "the general trend 

is the continuation of a service industry and an information 

industry. The United states used to manufacture everything, and 

we had a world market that would buy anything we make. Now what 

we have to sell is information. In my estimation, the economy is 

going into fields in which you have a lot of complex issues dealing 

with processing - breaking down and analyzing and evaluating -

information." Among the information-based fields cited by Dr. 

Houser are engineering, 

advertising and the media. 

architecture, law, medicine, and 

The expanding service industry will 

provide opportunities in areas such as retailing, banking, and the 

management of hotels, restaurants, and institutions. 

Those of you who dream of being your own boss will have 

plenty of company - a rise in entrepreneurship also is expected. 

Many small businesses currently are carving their niches by 

specializing in custom work. For example, take a look at the 

proliferation of copying shops, which are now, thanks to computer 

advancements, rapidly able to create individualized resumes, 

business forms, and invitations. 



- Not surprisingly, business and technology also are seen 

as continuing to play a big part in our economy over the next 

decade. But don't start trying to drop that French major just yet. 

"Because employers won't be able to meet (their needs 

for people with business and engineering degrees)," contends Edwin 

Fitzpatrick, assistant director of career development and placement 

services at Michigan state University, "they will be looking at a 

broader range of academic curricula, as long as the students have 

computer skills and good communication abilities. I think those 

are the things that transcend any major." The need for computer 

literates is universal. "I think if most employers were able to 

help influence academic curricula, they would be saying that every 

college graduate should be computer literate," Fitzpatrick says. 

Don Hjelmseth, director of the Office of Career Services 

at the University of Montana, predicts good times ahead for science 

majors, as well. "I see the scientific field in general as a place 

where opportunities exist way into the next century," he says. 

"Anyone with a good background in math and science is going to have 

an edge over people who don't have it." 

Many of these science majors may head into the field of 

heal thcare. As the babyboom generation ages and the geriatric 

population continues to grow, doctors will continue to be in high 

demand. How America will cope with its already urgent need for 

nurses - and whether they will be considered professionals and paid 

as such - remains to be seen. 



- Teaching is another field that may experience a 

resurgence now that the issues of low salaries and a perceived lack 

of respect are being addressed. Thirty percent of the current 

group of teachers are expected to retire over the next decade. 

Clearly, replacements will have to be found. And if this nation's 

proclaimed commitment to improving the quality of education is 

real, the demand for first-rate educators will increase. "If class 

size is reduced, we would have an even greater need for teachers," 

says Judith Owen, Director of the Career Resource Center at Western 

Kentucky University. 

So now you know some of the fields that are expected to 

be strong in the nineties. But what should you do to ensure that 

you'll be given an opportunity to enter one of those fields? Owens 

shares the advice she gives her students: "It is important for 

individuals to major in something they enjoy and to take support 

courses or minors that would give them marketable skills." She 

encourages students to take courses in writing - particularly 

technical writing communications, computer science, and 

accounting. "Frequently, these kinds of backup courses can support 

any kind of major," she says. 

John Hennen, acting director of the College of Liberal 

Arts Career Development Office at the University of Minnesota, also 

feels all sorts of majors will be in demand in the coming decade. 

"Employers are increasingly looking at liberal-arts students 

because of their communications skills, their analytical abilities, 

and their interpersonal skills," he says. "Supplement those 

liberal-arts skills with some international experience or language 



- ability and some skills in quantifying - math, computer science, 

some technical background - and you will be marketable regardless 

of what the market is." 



-

-

1. 

2. 

3. 

10 CAREER TIPS FOR THE NEW DECADE 

If you're very bright and verbal, you may want to make a 
difference by making your career in the social services or 
teaching. 

If you're very bright and technically oriented, you may want 
to make a difference by making your career in environmental 
science or waste management. 

If you're very bright and verbal and technically oriented, 
this is the decade in which to make your way as an 
entrepreneur. (Calling all entrepreneurs and would-be 
entrepreneurs ... The exurbs are where the best opportunities 
are to be found.) 

4. If you're more a child of the eighties than a disciple of 
the decade to come, and if you still think that money 
matters, proceed with caution to the capital markets. But 
don't plan on spending years there; bears are on the bulls' 
tails. 

5. If you're ambitious and goal oriented, don't set your sights 
on complicated for-profit organizations. They are no place 
to make a difference. still, if you want to work to live 

and are willing to work in a gray flannel suit, head to big 
business. (But remember: The Fortune "500" isn't where most 
fortunes are created.) 

6. Assume that you must be computer literate regardless of 
where you want to work. 

7. Don't be influenced by labor trends - look for jobs in which 
you'll be happy. Anyway, by the time trends filter down to 
the average job hunter, those shortages will have been 

filled. 

8. It has become a small world after all. Be prepared to work 
for foreign bosses. Bone up on ways to do business with the 
Japanese, and the English, and the French, and the ••.. 

9. Glamour jobs may offer sizzle, but have you ever tried to 
pay the rent with sizzle? Beware of advertising agencies, the 
music industry, public relations firms, publishing houses, the 
television industry, and so on. These are the places that 
typically expect you to survive on the perks, rather than on 
the paychecks. 

10. Believe it or not, this also is going to be the decade of 
the trades, of skilled craftspeople. Think long and hard about 
becoming a contractor, an electrician, a mechanic, or a plumber. 

- These will be upper-middle-class jobs, if not careers, for the 
nineties. 



-

OPPORTUNITIES IN THE ARTS 

Time was you prayed your child would not become an 

artist, a musician, or an actor. But the arts boom has opened up 

a wealth of new career opportunities. Between regional orchestras 

and local acting troupes, young people now have a better chance to 

make a living doing what they love. 

"The number of painters, authors, and dancers increased 

some 80 percent over the past decade - three times faster than the 

growth rate for all occupations and well above the growth rate of 

other professionals," writes University of Maryland sociologist 

John P. Robinson in American Demographics. 

Between 1960 and 1980 the U.S. workforce increased 43 

percent, while the number of artists, writers, and entertainers 

shot up 144 percent. 

Even during the 1980s, when the United States created 

new jobs at an unparalleled pace - 16 million between 1983 and 1988 

- jobs in artistic careers outpaced overall job growth. 

There are today 1.5 million Americans in arts occupation, 

according to the Census Bureau. They work as actors, directors, 

announcers, architects, authors, dancers, designers, musicians, 

composers, painters, sculptors, craft artists, artist printmakers, 

photographers, and higher-education instructors of art, drama, and 

music. 



- But that doesn't count people in art-related fields: 

poster and frame shop owners and employees, people in arts 

management, classical-music sales and media people, arts 

entrepreneurs, public television employees, agents and promoters, 

curators, art dealers, or art consultants. 

"More and more corporations are hiring a person to 

oversee the corporate art collection," says Judith A. Jedlicks, 

president of the Business committee for the Arts. Some corporate 

art consultants are employed directly by companies; others earn 

commissions by acting as middlemen between the companies and 

artists and galleries. 

New York's Judith Selkowitz is an art consultant advising 

firms on the purchase of everything from "a few posters for the 

back office to painting and sculpture for fifty-story skyscrapers." 

Tamara Thomas, of Fine Arts Services, Inc. in Los Angeles, acquires 

$3 million of art each year for banks, real estate developers, law 

firms, and utilities. 

The renaissance in the Arts is restructuring the 

education curriculum. The Massachusetts Institute of Technology 

announced it will require students to take a more "systematic study 

of the Arts, humanities, and social sciences." 

"A professional engineer... lives and operates in a 

social system and needs to understand cultural and human values. 

Humani ties courses cannot be viewed merely as frosting on the 

cake," says MIT president Paul E. Gray. For the first time, MIT 

will permit minors in nontechnical areas ranging from philosophy 

to women's issues. 



- NEW BUSINESSES IN THE ARTS 

Today's arts revival is stimulating new business 

opportunities in creative niches. 

with all those paintings being sold at record prices at 

Sotheby's and even at you local gallery, someone has to transport 

the precious stuff. Boston-based Fine Art Express places art in 

custom-designed boxes, insures it, and sends it on its way in 

temperature-controlled trucks with burglar alarms. 

Dansource, a Dallas-based placement service, links 

dancers and companies nationwide. Dancers pay a $100 fee to have 

the firm forward their resumes and videos to interested dance 

companies. 

Have you ever seen a painting that would be perfect above 

your sofa, only to learn that the museum shop didn't stock a 

reproduction? Print Finders, a New York-based mail order service, 

will locate the reproduction, frame it, and ship it out. Says 

founder Diane Moore: "If it exists, we'll find it." 

Audio Description is bringing blind and visually impaired 

people to the theater. Wi th microphones, transmi tters, and 

headsets, the company creates a scene-by-scene narration of action, 

costumes, and setting. Dr. Margaret Pfanstiehl and Cody pfanstiehl 

pioneered the technique now being used in more than twenty Ohio 

theaters. 

As the Arts become more important in society, 

individuals, corporations, cities, and towns will increasingly 

decide their fates under the influence of the images, 

personalities, and lifestyles of the Arts. 



Whether you are a student or are just beginning your 

career as an account executive, a real estate developer, or a 

small-business owner, this millennial megatrend will change the 

way you plan your career, craft your advertising campaign, or build 

your next project. 

THE DAWNING OF THE NEXT MILLENNIUM 

Ten megatrends you can expect over the next decade, according to 
the authors of Megatrends 2000: 

1. The Booming Global Economy of the 1990s 

2. A Renaissance in the Arts 

3. The Emergence of Free-Market Socialism 

4. Global Lifestyles and Cultural Nationalism 

5. The Privatization of the Welfare State 

6. The Rise of the Pacific Rim 

7. The Decade of Women in Leadership 

8. The Age of Biology 

9. The Religious Revival of the New Millennium 

10. The Triumph of the Individual 



DON'T STRESS OUT 

Graduation, leaving college behind for the so-called 

"real world," is a major life transition. But is doesn't have to 

be a totally stressful experience. 

"Stress is a highly personalized phenomenon that differs 

for each of us," says Dr. Paul J. Rosche, president of the American 

Institute of Stress in Yonkers, New York. It is caused not by an 

external event, but rather by how an individual perceives that 

event. One can avoid stress - or at least limit its impact - by 

taking defensive mental action. 

GET TOUGH: "Toughening up the self," one of the newest concepts 

in stress prevention, means actually building up the body's energy 

systems - its first line of defense. "You can get ready for stress 

by changing the physiological responsiveness of the body," says 

Richard Dienstbier, PhD, professor of psychology at the University 

of Nebraska. "You can (condition) your hormone system to release 

good stimulants, not stress-promoting ones." 

Exercise helps people process stress better, according 

to Dienstbier. Over time, exercisers are able to maintain a lower 

level of hormones such as cortisol, which causes the "fight or 

flight" feeling - sweaty palms, racing heartbeat - and can, for 

example, produce cholesterol buildup and reduce immune system 

efficiency. Meditation seems to have a similar effect. 



-

-

GET TO KNOW YOURSELF: Staying in touch with what you want makes 

it easier to deal with pressure from parents, potential employers, 

and friends. Consider fully your interests, capabilities, likes, 

dislikes, and thoughts about the future. Richard Bolles' What 

Color Is Your Parachute? is a good place to start the self

inventory process. Having a better sense of who you are and where 

you would like to be going makes the entire job-hunting process 

flow much more smoothly. 

TAKE CONTROL: The key to taking control of the job-hunting process 

is to learn as much about it as possible. If you haven't had much 

experience with interviews, practice. Have your friends ask you 

tough questions. Talk to people who have interviewed at companies 

in which you are interested. start a file of current articles 

about the company and the industry. And if you're uncertain about 

your letter-writing skills, ask a career counselor for samples of 

successful letters he or she has on file. "Dealing directly with 

the unknown can often change a potential threat into a challenge," 

say Dr. Y. Garland DeNelsky, director of the psychology department 

at the Cleveland Clinic. 

BE REAL: Expect rejection. Don't think poorly of yourself just 

because someone didn't offer you a job. "It's a numbers game, says 

Dr. DeNelsky. "Getting a job is a process. Students must separate 

that from self-esteem." 



- Similarly, it is important to prepare for the fact that 

the "real world" probably will be nothing like the protected 

environment of college. Semesters end and new courses begin with 

a clean slate, but a job continues week after week. And, whereas 

in college you're responsible for managing your own time and work 

flow, at work you will have to contend with co-workers and answer 

to bosses. Be ready to shift gears. 

"Some students have a hard time dealing with the fact 

that they will be low man on the totem pole," says Lorraine 

Colletti, PhD, executive vice president of Human synergistics, a 

Michigan-bases management consulting firm. 

achievements mean little at work. For some, 

over." Remember: It's OK to be a beginner. 

"Past grades and 

it's like starting 

MAINTAIN BALANCE: "Pace yourself," advises Kay C. Greene, PhD, an 

New York psychologist. "That means eating correctly, exercising, 

getting enough sleep, no alcohol, and limited caffeine." Laughter 

can do wonders. 

It also is important to maintain support systems during 

times of transition, says Greene. "If getting together with your 

friends once a week for dinner is part of your routine, maintain 

it. If going to church is important to you, keep that up." Don't 

isolate yourself. Support from friends, counselors, or family can 

help reduce anxieties. And don't be too tough on yourself: make 

sure the messages you are sending to yourself are positive and 

encouraging. Keeping a journal is a great way to put problems in 

perspective. 



- SIZE UP THE SITUATION: Stressful situations are a part of life. 

"MY advice," says Dr. Rosche, "is for students - and all adults -

to recognize that there are some situations you can do something 

about and some you can't. (Wisdom lies in) learning to distinguish 

between the two." 



- LIFESTYLE 90s STYLE 

WEAVE YOUR COCOON 

Get married and have children early. Adopt a pet, too. And 

if you reject these notions because, well, you're just too young 

to settle down, keep in mind one all-important caveat: By 

"thirtysomething" many people will feel they have nothing if 

they're without a mate and baby. 

PUT YOURSELF IN A GREEN STATE OF KIND 

Plan to build yourself a biohouse. Plant an organic garden 

in your backyard. Stock your refrigerator with biovegtables and 

natural foods packaged in biodegradable wrappings. This is the 

Green Decade and buying Green is one easy way to make a difference. 

(A shopping tip: Biocosmetics at the Body Shop mostly are unisex, 

so you can stock up for your entire household by visiting a 

location or by ordering by mail or telephone.) 

HEAD TO THE EXURBS 

cities are way out and even suburbs don't cut it. The far 

suburbs and new towns, exurbia, are where great opportunities can 

be found. And join a house of worship once you move to an exurb, 

for religion is one way by which exurbanites establish cooperative 

communities. 



- WEAVE DREAMS AND SCOUT CULTURE 

since we're living on the edge, and under stressful 

conditions, evolutionary changes occur in a surprisinglY short 

time. Border people, also known as culture scouts, will be the 

visionaries of the nineties. Participate in making your small 

world - and the world in general - a more hopeful and satisfying 

place in which to live. Dream big. 

ESTABLISH A HOME SWEET HOME 

You'll be able to work from home by telecommuting, and you 

can shop from home via the mail, fax, and telephone. In fact, 

there won't be many reasons to leave home in the nineties. Buy 

doors and shutters from a home shopping network and figuratively 

- and psychologically close yourself off from the outside world. 

JOIN A SURVIVAL NETWORK AND BECOME A GUERRILLA CAPITALIST 

Form a 

relatives. 

cooperative group 

Barter goods and 

with friends, neighbors, 

services establish your 

underground economy. It may be the only way to escape taxes. 

WORK AND ALSO VOLUNTEER 

and 

own 

The nineties equivalent of the Wall street all-nighter of the 

eighties is an after-hours vigil in the community. Cook in a soup 

kitchen. Lead a Cub Scout den. Organize a recycling program. 

Supervise a volunteer shift at a shelter for the homeless. Tutor 

an illiterate adult or an underprivileged child. 



-

-

REVISIT WOODSTOCK AND COLLECT SIXTIES MEMORABILIA 

Crosby, stills, Nash, and Young and Joni Mitchell are 

mega stars once again. So are the pop artists. To put yourself in 

a peace, love, and granola state of mind, burn incense, listen to 

the lyrics of revolution, munch out on all-natural snacks, read 

Jack Kerouac and pre-Vanities Tom Wolfe, and be glad you I re 

enjoying the best of the sixties - in the far more pragmatic and 

satisfying nineties. 

BE HOPEFUL 

Tryon new lifestyles, experiment with different ways in which 

to live and work. continue to care. Persevere to make the system 

work. Save the planet Earth. Formulate your life/work plans 

slowly, especially since career no longer is the all-important 

buzzword. Tryout jobs and your career will evolve ... albeit 

slowly. Most important, make a genuine contribution to your 

community and to society as a whole, for this is how to achieve 

success in the We Decade. 



-

-

GUIDE TO THE EXURBS 

Exurbs are the towns, the "hottest" destinations, that 

have replaced big cities as meccas for the young and ambitious. 

The millions of recent graduates who flocked like lemmings to the 

big cities in search of fame and fortune in the eighties are 

reevaluating their lives. They're tired of making the day in and 

day out sacrifices demanded by life in the fast lane of the cities: 

the overcrowding, the high crime rates, the poverty, the smog -

factors that impinge on the quality of one's life ... factors that 

breed stress, insensitivity, frustration. 

Now, instead of emphasizing work over life as the 

eighties taught them, these grads are ready to turn the tables. 

No longer is material gratification the be-all and end-all of the 

job search. Sure, they want the financial security a cushy job 

would afford them, but the emotions security of a higher quality 

of life is what this emergent generation really is after. 

Though the allure of bright lights, big city remains, 

the twenty-three-to-thirty-five-year-old set increasingly is 

discovering the alternative of healthier and more nourishing 

communities. It is the exurbs - the nooks and crannies of New 

England, the Carolinas, the Pacific Northwest, the Midwest - that 

beckon the nineties' realists. The exurbs are where the action is 

going to be as we head toward the new millennium. 



OK, SO EXACTLY WHAT 1:S AN EXURB? 

Let's first define it by what it's not. An exurb is 

never a city, not even a manageable, medium-size city. Nor is it 

a suburb. Exurbs are self-sufficient - they don't rely on an urban 

hub for their life's blood. They are progressive towns with 

community concerns. They may be college towns in out-of-the-way 

locations or resort towns that suddenly find themselves becoming 

year-round ports of happy exile. They usually are located in areas 

of great physical beauty and they often harbor cultural and 

educational facilities far greater than the town's size would 

imply. Exurbanites may not have access to a gourmet cheese shop 

or a same-day dry cleaner, but they are willing to sacrifice 

variety and convenience for clean air and time to themselves. 

In this age of microwaves and phone sex, exurbanites have 

made a commitment to forge strong family ties and pioneer new 

communities. These young people demand a higher quality of life. 

A family. A healthy environment. They want a future and they want 

choice. Such are the missions and goals of the We Generation. 
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