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HANDBOOK

The Career Center supports the mission of Liberty 
University by helping students realize their God-given 
potential through exploring and developing academic and 
career plans.

We provide an online network for students, employers, 
alumni and faculty, as well as train students to not only 
be ethical professionals, but also servant leaders.

CAREER CENTER
PROGRAMS AND SERVICES

WE OFFER:
• Career Counseling
• Workshops & On-Campus  

  Recruiting Events
• Job Search Tools 
• Internships & 

  Experiential Education 

• Virtual Career Center
• Professional Development
• LUNETWORK 

  (Liberty's Job Database)

/LIBERTYUCAREERCENTER @LIBERTYUCAREERS
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THE FOUR—YEAR PLAN
Make your classwork your priority. 

Your #1 job is being a student! 
Explore career options and research 

paths for different majors. 

Visit “What can I do with  
this major?” on the Virtual  

Career Center (VCC).

Sign up to take the Focus 2 
Assessment in the Career 

Center to discover your 
abilities, skills, and values.

Job shadow individuals in 
careers that interest you. 

Find out more  
by contacting the 

Career Center.

 

 
 
 

 
Look for summer volunteer and 

job opportunities that will help you 
build your résumé and  

your skills.

Create a profile on LUNETWORK, 
Liberty's exclusive online job 

database, where employers post 
positions in search of Liberty talent.

Solidify your major and career 
plan. Get tips from the Career 
Center to make sure you’re on 

the right path.

Pursue leadership positions in 
clubs and organizations.

Build your network through 
faculty, friends, colleagues, 

classmates, and others who 
will be valuable connections 

as you start your job and 
internship search.

Attend a résumé workshop in 
the Career Center, and draft 

your résumé.

View job and internship 
postings on the Virtual Career 

Center, and explore these 
opportunities.

Participate in extracurricular 
activities and develop 

skills, such as leadership, 
organization, time 

management, and working 
collaboratively.

Explore graduate school 
programs that support your 
career goals.

Research and apply for 
career-related internship and 
job opportunities.

Attend Career Center events 
and workshops to develop 
your networking and 
professional skills.

Get involved with campus  
and community organizations 
to broaden your perspective 
and enhance your skills.

Schedule a mock interview 
with the Career Center  
to prepare for the 
interviewing process.

Focus your résumé and 
cover letter on specific job 
opportunities.

Research companies and prepare 
a strategy for job searching.

Attend Career Center events  
and workshops, including 
job fairs and networking 
opportunities.

Prepare and send graduate 
school applications and 
accompanying documents.

Secure references and letters  
of recommendation.

Attend programs and events 
related to your major  
or career goal.

Apply to jobs and be prepared  
to follow up.

CAREER 
COUNSELING

Professional Development 
Networking and Research

“Trust in the Lord with all your heart and do not lean on your 
own understanding. In all your ways acknowledge Him,  
and He will make your paths straight.” Proverbs 3:5-6

HOW DO I MAKE A 
DECISION?

All of us will find ourselves 
at some point in the career 
decision-making process.  
This model represents the stages 
that many people go through 
when making career decisions. 

The best-case scenario occurs 
when the process overlaps with 
career counseling, professional 
development, networking,  
and research.

CAREER  
DECISION-MAKING

PROCESS

CAREER 
COUNSELING

Periodic career counseling 
appointments keep you 
motivated and on target to 
accomplish your goals.

FOURTH YEARSECOND YEARFIRST YEAR

TAKE 
ACTION

THIRD YEAR

EXPLORE
OCCUPATIONS

CREATE 
A PLAN

EVALUATE
FIT

ASSESS 
FINDINGS

THE FOUR-YEAR  
PLAN
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CAREER 
ASSESSMENT 

The top achievers in almost every 
profession have built their lives 
around their unique strengths  
and talents.

If you want to find the best career, 
begin by looking at what you do well 
and what you love to do.

Surveys show 
that over 

50 percent 
of working 
Americans 

believe they are 
in the wrong 

career. Don't be 
a part of that 

statistic!

EXPLORE 
OCCUPATIONS

Explore educational and 
occupational opportunities. 
Gather enough information 
about areas of study and careers 
to determine whether or not a 
particular field is a good fit for you.

TAKE ACTION

Enhance your skills through continued 
education, internships, job shadowing, 
work experience, and volunteer work.

Connect with professional associations.

Seek environments that will help  
grow your marketable skills,  
relevant experience, and education!

WHAT’S OUT THERE FOR YOU? HOW DO YOU FIND THE RIGHT JOB?  
IT IS IMPORTANT TO TRY THINGS OUT. YOU WOULD NOT BUY A CAR WITHOUT  
A TEST DRIVE; DECIDING ON A CAREER DESERVES YOUR TIME AND EFFORT.

EVALUATE FIT

What is important to you?  
Evaluate your interests and what  
you know about career options. 

(This step involves comparing knowledge 
about yourself with information about 
your potential career.)

Who am I? What do I have to offer?

What are my values, and how do they match 
various work environments?

What type of worker am I? What type of work 
environment suits me?

How can I succeed in this field? What major at 
Liberty will best equip me for this career?

What kind of salary, benefits, and working 
conditions do different careers offer?

How can I be sure this choice is best for me? 
Do my interests, skills, and values match this field?
 
Have I tested career choices through work, 
internships, or job shadowing?

Have I researched information about organizations 
that have positions related to my interests?

Have I set goals to develop professional skills 
utilizing the Career Center? 

Have I connected with friends, family, and faculty 
as resources for networking?

ASK  YOURSELF

DEFINE GOALS 
AND CREATE A PLAN

Create a personal vision statement.
Visit the Career Center for  
goal-setting assistance.

• Visit the Career Center
• Research your desired 

career field
• Begin writing your résumé
• Develop your interviewing 

and networking skills

THE FIRST STEP TO 
FINDING YOUR DREAM 
JOB IS TO LEARN AS 
MUCH ABOUT YOU  
AS POSSIBLE.

SOMETHING TO  
THINK ABOUT WHEN 
CHOOSING A MAJOR

As a general rule, the earlier you choose 
a major the more you will gain from your 
education and the less you will spend on 
tuition and books.

Students who choose a major based on 
their interests and talents are generally 
more successful in their courses.  
Students have gone from academic 
probation/warning to being excellent 
students just by changing their majors  
to match their talents.

What kind of people, environments, and activities do I enjoy?
What activities do I hope to try in the future?
What are the top five things/issues that motivate me?
What can I imagine myself doing later in life?
What are my strengths and weaknesses?
What courses have I enjoyed in school? Why?
What kinds of extracurricular activities have I been involved in?
What have I learned about myself from jobs, internships, or community service?
What would I do if I knew I could not fail?

“You miss 100% of the 
shots you never take.” 

-Wayne Gretzky

CAREER  
DECISION-MAKING

PROCESS
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JOB SHADOWING:

Job shadowing gives you a closer look at a specific career field 
and can be set up during an informational interview. It helps you 
determine how you might fit into a particular work environment 
and identify both network opportunities and jobs that are 
unfamiliar to you.  Make sure you send a thank-you note within 
a day or two of shadowing. 

GET EXPERIENCE
DO YOU HAVE WHAT IT TAKES? 

What does a typical day look like?
What do you like the most/least about this career field?
What personal qualities, skills, education, and experience are important 

to being a success in this field?
What steps are necessary to achieve this position?
What entry-level jobs allow employees to gain the best experience for this career?
What advice would you give someone entering this field?

of employers say  
they’re looking 
for relevant 
experience. 

INFORMATIONAL INTERVIEWING:

Informational interviewing is not a job interview, but 
a way to gather information about a specific industry, 
business, or job.  

Prepare for your interview by researching the industry, 
company, and interviewer.

Make a list of questions before the interview.  
Ask questions based on your skills, interests,  
values, and personality. 

Remember this is a business meeting, so dress and 
act appropriately. Bring a résumé to leave with the 
interviewer, and send a thank-you note after  
the meeting. 

INFORMATIONAL INTERVIEWS 
ALLOW YOU TO:

• Ask questions related to your interests, 
skills, values, and personality

• Narrow your options
• Identify the needs of employers  

in your chosen career field
• Gain confidence for job interviews
• Network in your field of interest

72%

ASK  YOURSELF



TRANSFERABLE 
SKILLS 11ACTION 

VERB LIST10 11SEARCH STRATEGIES

To register for the 499 course, you 
must meet all of the prerequisites 
required by your department.

Residential students must meet 
with their faculty internship 
advisor (FIA). Your FIA will 
verify that you meet internship 
requirements and give approval 
before you can register for the 
499 course. 

Online students should contact 
their online advisor to find out 
about prerequisites.

Receive a Student 
Internship Agreement 
(SIA) from your FIA.
 
Some departments 
require attendance 
at an internship 
workshop. Check with 
your FIA.

Online students 
receive the SIA 
document from their 
department FIA.

Internships 
give you the 
opportunity to apply 
theory learned in the 
classroom to the real world; in 
some cases, internships may be used 
for course credit. The following NACE 
2014 Internship and Co-op Survey statistics are 
compelling:
 

• Employers made full-time offers to 64.8 percent of their 
interns.

• Employees who completed an internship or a co-op 
program with their employer are more likely to be with 
the company at both the one-year and five-year retention 
benchmarks.

• The average hourly wage rate for interns at the bachelor’s 
degree level ranges from $15.05 to $17.94.

• The average hourly wage rate for interns at the master’s 
degree level ranges from $22.21 to $23.06.

• Employers continue to prefer “high-touch” methods for 
recruiting interns and co-ops.

• Career fairs and on-campus events comprise more than 
half of employers' recruiting budget and are rated highest 
in terms of effectiveness for obtaining interns and co-op 
students.

INTERNSHIPS
GET EXPERIENCE

FACT: DID YOU 
KNOW THAT MANY 
OF THE MAJORS 
OFFERED AT  
LIBERTY REQUIRE 
AN INTERNSHIP 
FOR GRADUATION?

Receive approval 
from your FIA 
and begin your 
internship.

HOW DOES AN INTERNSHIP BENEFIT YOU? 
YOU WILL:

• Develop marketable skills while  
applying your Liberty knowledge

• Explore areas of interest before  
choosing a career

• Strengthen your résumé through 
firsthand experience and references 

• Expand your career network 
• Build confidence in your chosen field

THE FOR-CREDIT INTERNSHIP PROCESS AT LIBERTY IS AS FOLLOWS:
There is also a noncredit internship process, but it is mainly for international 

students in compliance of laws. This area speaks directly to for-credit.

Fill out and return  
the SIA form.

1. COURSE 499
(the for-credit internship 

course) prerequisites

For more details on the internship process and 
department information, contact your faculty 
internship advisor.

2. 3.

4.

To identify internship and job opportunities, connect with the Career Center and 
join LUNETWORK. You can upload your résumé and search local and national 
opportunities. Consider contacting companies within your chosen career field, 
and find out if they will allow you to begin a collaborative relationship.

1. KNOW YOURSELF

What do you have to offer?
What are your  
professional goals?

Think about your abilities 
and consider strategies  
to develop the skills that  
you need.

2. IDENTIFY THE TYPES OF  
JOBS YOU CAN PURSUE

What jobs are you qualified  
for based on your skills?
What jobs match your 
professional goals?

Be realistic — but don't sell 
yourself short.

3. SEARCH FOR JOB OPPORTUNITIES

Unadvertised jobs - Connect with your network for 
   positions that aren't posted
    Advertised jobs - Classified ads, job postings,
   and online databases

4. APPLY WITH THE CORRECT TOOLS

Develop a professional résumé. Let the Career Center help!
Send your résumé with a personalized cover letter. Tailor 
your letter to each company or hiring manager. Focus on 
interpersonal skills. Call or make a personal introduction  
to land an interview.

• Brainstorm networking opportunities
• Talk to family, friends, and faculty about your aspirations
• Connect with the Career Center
• Create a plan
• Create a résumé and obtain reference letters 

and transcripts
• Practice interviewing

• Search career websites and job boards (LUNETWORK)
• Attend career fairs
• Conduct informational interviews
• Volunteer in your field
• Clean up your digital footprint
• Connect with professional organizations

STRATEGIES:

JOB AND INTERNSHIP
SEARCH STRATEGIES:

of jobs are never 
posted. Network!

For a Job Search Timeline worksheet, go to the Virtual Career Center at www.Liberty.edu/Careers. 

The National Association of Colleges and Employers states that internship and co-op recruiting 
opens doors to employment. The most popular method of hiring is still through networking.

INTERNSHIPS

80%

SEARCH STEPS
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00:15
SECONDS LOOKING AT A RÉSUMÉ.

EMPLOYERS SPEND 
AN AVERAGE OF

TEN KEY
RÉSUMÉ TIPS

• Place the most important information first.
• Be professional and use BOLD.
• Customize your résumé each time you apply.
• Stress results and accomplishments, not duties.
• Proofread for misspelled words and grammatical errors.
• Use your résumé to market yourself and get an interview.
• Choose headers to highlight your individual strengths 

(Leadership Skills, Computer Skills, Relevant Coursework).
• Avoid personal pronouns (I, me, my).
• Always include a cover letter when submitting a résumé.
• Begin statements with action verbs, and use  

the correct tense.

BUILDING YOUR RÉSUMÉ

HEADING

PROFESSIONAL

EDUCATION

• Include your name, address, phone (with area code), email, and online portfolio link (if applicable).
• Make sure to use the same style heading for all pages of your résumé packet: cover letter, résumé, and references.

• If using an objective, incorporate the company’s mission statement and be sure it is relevant to the position. 
• A profile can be a list or summary paragraph that states your skills and abilities 

and allows you to customize your résumé for a specific job or incorporate a specialization.
• You don’t need both an objective and a profile. Identify your skills that most align  

with the employer's requirements and use the one that seems to best fit the job you’re seeking.

• Name of school with city and state, years attended (or anticipated graduation date), degree, and minor.
• Summarize your educational achievements (certificates and specializations). You may include international 

study experience here or in an “International Experiences” section.
• Start with your most recent degree awarded and work backwards.
• Do not list high school or earlier education unless exceptional or relevant in some way.
• GPA is optional. Include your GPA (either cumulative, major, or both) if it is 3.5 or higher.
• Include any relevant coursework (specific to your objective) or training (laboratory experience,  

computer skills). This may also be included in your Professional Profile.

EXPERIENCE

COMMUNITY 
SERVICE

HONORS  
AND AWARDS 

LANGUAGES 

REFERENCES

• Name of employer with the city and state, dates employed, job title, or meaningful job description.
• Summarize any experience relevant to your stated job objective, whether paid or unpaid, with a summary statement.
• Highlight skills developed, accomplishments, or quantifiable results. Begin each statement with an action verb.
• List your most recent experience first and work backwards. Organize in one section or divide based on relevancy.
• Focus on skills (communication, analysis, teamwork, research, leadership, and management) and accomplishments.

If you include languages (either under “Skills” or “Languages” sections),  
be sure to accurately represent your skill level:

• Generally, you DO NOT need to state “References available upon request.”   
If employers want your references, they will ask.

• You will need to create a separate reference page that should include the person’s name,  
title, address, email, and phone number.

Emphasize significant activities you participate in outside of work.
Quantify your role, hours involved, or other information to show more about your character and personality.

If award or organization is well known, listing honors/awards may be sufficient;  
if not, include identifying information.

NEXT STEPS:

1. For more information, go to www.Liberty.edu/Resume.
2. Come to the Career Center for a Résumé Workshop.
3. Make an appointment with a career counselor.

• Basic ability – completed coursework in language. 
• Literate – can read and write language. 
• Conversational – can speak language. 
• Proficient – can read, write, and speak understandably.  
• Fluent - can read, write, and speak with similar skill to a native speaker.

13BUILDING YOUR 
RÉSUMÉ
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DESIGN/FORMAT

P Are the name and address easily identifiable?

P Does the résumé look original (or did you  
 use a template)?   

P Does the résumé compel you to read it?

P Is the length appropriate?

P Is it error free? 

P Do the design elements highlight  
 relevant information?

P Is it easy to skim? (Appropriate use of white space)

APPEARANCE

P Are the margins even?

P Are the design elements appropriate and consistent?

P Does the résumé look professional and polished?

JOB-SPECIFIC INFORMATION

P Does the résumé fit the job description?

P Is industry-specific language used when  
 describing skills?

P Is there an effective use of action phrases?

P Is it in the correct tense?

P Does it have relevant information?

RÉSUMÉ SECTIONS

P Are all sections labeled?

P Is the content ordered to highlight the most  
 important information?

P Are the experiences listed in reverse  
 chronological order?

P Is the header accurate, complete, and polished?

P Is the Objective/Professional Skills Profile specific  
 to the position?

P Does the Education section include all key elements?

RÉSUMÉ SECTIONS CONTINUED

P Does the Experience section include an effective use of 
 action verbs, correct tense, and quantifiable results?

P Are the Skills specific to the position and industry?

P Are Affiliations, Certifications, and Licensures  
 relevant and strategically placed?

P Do the Activities, Honors, and Community
 Service sections include leadership experience  
 and accomplishments?

P Are languages and computer skills identified  
 and strategically placed?

ACCOMPLISHMENTS

P Are relevant career accomplishments 
 strategically identified?

P Does the résumé show accomplishment through   
 quantifiable data?  
 (E.g. numbers, percentages, dollar figures)

RELEVANCE!

P Does the résumé show how you fit the needs  
 of the employer?

P Does the résumé communicate specific,  
 relevant information that suggests you 
 researched the company and the specific job?

COVER LETTER/REFERENCE PAGES

P Is there a cover letter?

P Does the cover letter portray interest and passion 
 specifically related to the job and company’s  
 mission and values?

P Is there a reference page?

RÉSUMÉ
CHECKLIST

P 1.  Write a targeted cover letter for each position.

P 2.  Include your contact information: name, address, phone number, and email. 

P 3.  Make sure headings are the same font on both the résumé and the reference page.

P 4.  Find the name of the hiring manager for the salutation.

P 5.  Use personal pronouns; however, don’t begin every sentence with “I."

P 6.  Make sure the opening grabs the reader and shares your passion!

P 7.  Demonstrate to the employer how your skills will be beneficial.

P 8.  Express commonality or your connection with the company.

P 9.  Keep points concise. Each idea should express your ability to contribute. 

P 10.  Thank the employer for his/her consideration. Make sure to give time for follow-up.

P 11.  Keep cover letter length to one page, using about three paragraphs.

P 12. Proofread and have your letter reviewed by the Career Center. 

REFERENCE TIPS:

• List people of influence who have supervised  
you or rated your performance.  

• Contact references to confirm a positive recommendation.
• Name three to five references.
• Make sure all reference information is correct.
• Keep references informed of your job interests  

and prepared with your résumé.
• Send a thank-you note!

COVER LETTER
CHECKLIST

COVER LETTER 
CHECKLIST 1514 RÉSUMÉ

CHECKLIST
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Sally Sample 
123 Liberty Lane 

Lynchburg, Va. 24501 
(434) 582-2000 

ssample@liberty.edu 
	  

PROFESSIONAL SKILLS PROFILE 
	  

• Excellent at conducting market research for advertising campaigns 
• Skilled in researching and developing innovative sales practices for various products 
• Capable of performing statistical analysis of data for communication campaigns and client-based advertising 
• Trained in direct marketing communication, public relations strategies, and advertising design 
• Proficient in Adobe InDesign and Photoshop 

	  
EDUCATION 

	  
Bachelor of Science in Communication Studies Anticipated May 2015 
Liberty University, Lynchburg, Va. 

• Specialization: Advertising & Public Relations 
• Minor: Journalism 
• GPA: 3.7 
• Affiliations: American Advertising Federation, The Liberty Champion newspaper, and Sigma Theta Tau Honor 

Society 
• Related Courses: Principles of Advertising and Public Relations, Communication Campaigns, Publication Design, 

and Advertising Copywriting/Design 
	  

EXPERIENCE 
	  

Marketing Team Member Aug. 2012 – Present 
Selah Yearbook, Liberty University, Lynchburg, Va. 

• Collaborated with eight student peers to develop marketing campaigns that promoted yearbook sales 
• Developed promotional materials, scripts, and announcements to more than 11,000 students 
• Produced record sales for the school 

	  

Copy Writer Aug. 2011 – Dec. 2011 
Liberty Champion, Liberty University, Lynchburg, Va. 

• Managed all aspects of story production while adhering to strict deadlines 
• Recruited volunteers for quotes and special features to reflect a variety of perspectives 
• Maintained accuracy and objective writing style 
• Regularly consulted with editorial staff to offer input and provide story ideas and advertising campaigns 

	  
Communications Intern May 2011 – Aug. 2011 
Prototype Advertising, Lynchburg, Va. 

• Developed advertising campaigns for local businesses under the supervision of campaign managers 
• Worked on brand identity packages by assisting staff with market research of products, sales, and clientele 
• Accumulated more than 360 hours of hands-on training under professional staff 
• Gained first-hand understanding of client relations and product placement 

	  
COMMUNITY SERVICE 

	  
Graphic Designer Aug. 2012 – Present 
Hyland Heights Baptist Church, Lynchburg, Va. 

• Designed church bulletin inserts for weekly services 
• Collaborated with volunteers to brainstorm creative messaging to reach internal and external publics 

 
Resident Assistant Aug. 2012 – May 2013 
Liberty University, Lynchburg, Va. 

• Co-led a team of 4 to oversee a dormitory of 60-65 diverse female students 
• Pioneered strategic hall partnerships with local non-profits increasing their volunteer base by 75% in one year 
• Established skills in crisis management, interpersonal communication, and conflict management through arbitrating 

conflict with students on the dormitory 
	  

Steven Z. Sample                              
 
 
PROFESSIONAL SKILLS PROFILE: 

• Experienced sales person with a record of reaching and exceeding goals. 
• Demonstrated abilities with management software and web development tools. 
• Supervised and managed up to 50 people. 
• Developed department and corporate strategic plans for operations and sales. 
• Developed web pages for both professional and social use. 

 
EDUCATION 

Liberty University, Lynchburg, Va.        Anticipated May 2016 
B.S. Business Administration 

• Specialization:  Management / Minor: Communication Studies in Speech 
Honors: Alpha Lambda Delta National Honor Society, Dean’s List 

• GPA: 3.7/4.0 | GPA in Major: 4.0/4.0 

Computer Skills:  HTML, XHTML, DHTML, CSS, JavaScript, DreamFace, Javxs 
 
PROFESSIONAL EXPERIENCE 

Ross Brothers, Lynchburg, Va.                   10/12 – Present 
Assistant Manager 

• Promoted from Sales Representative after four months of service. 
• Commended with top sales award for six consecutive months. 
• Selected and trained sales staff, which included promoting team-building and motivation skills. 
• Successfully handled customer service and trouble-shooting issues by competently resolving customer 

and employee conflict situations. 
 
Maxwell Corporation, Seattle, Wash.             5/12 - 8/12 
Management Intern/Sales Department 

• Worked with the sales staff of 15 employees in a $25 million corporation. 
• Contributed to the design and implementation strategies to increase department sales by 12%. 
• Enhanced negotiation skills through participating in several, multi-million dollar partnerships.  
• Managed the web content for the department's social network. 

 
LEADERSHIP EXPERIENCE 

Liberty University, Lynchburg, Va.               8/13 - 5/14 
Resident Assistant 

• Supervised 50 diverse male students in dormitory. 
• Maintained a unified environment conducive to academic growth, utilizing  

effective critical-thinking abilities on numerous occasions. 
• Gained strong skills in areas of conflict resolution, communication,  

organization, and time management.  
• Participated in organizational team for Leadership Development Meetings. 

 
COMMUNITY SERVICE 

§ Facilitated weekly group as Peer Leader, Liberty University, 8/13 - 5/14 
• Volunteer Youth Leader, First Baptist Church, 2/11 - Present 
• Volunteer Music Leader, Camelot Nursing Home, 8/13 - 12/13 

  2003 Riverside Drive 
Lynchburg, Va. 24502 

434-555-0555 
ssample@liberty.edu 

Find more samples online at www.Liberty.edu/Careers

NEXT STEPS:
1.  Make an appointment with a Career Counselor.
2. Have your cover letter reviewed by sending it to careers@liberty.edu.

Dear Mr./Mrs./Miss/Ms.: 
Grab your reader’s attention!  State the job you are applying for and how you learned of the opening. (If you know 
anyone within the company, you can list their name here). If you are inquiring about a possible job opening, then specify 
the type of job that you are seeking.

Explain why you are interested in the prospective job, company, and its services. Why are you passionate about this 
as a career? Remember, this isn’t about what you can get from them but what you can offer them. You must research 
the company and position to find this information. Describe which character traits make you an ideal candidate for the 
job and how you will benefit the company. Be specific. Point out your academic background, specific achievements, or 
work experience that are applicable to your potential job. Even if you haven’t had related work experience, or the only 
relevant experience are from your education thus far, include examples of your energy, initiative, and eagerness to work 
with and benefit the company, as well as any transferable skills. Try NOT to simply restate the same information that is 
in your résumé. Your goal is to “sell” your best qualities in order to “lure” the reader to review your résumé. If your cover 
letter is poorly written, your résumé will not be read. 

Indicate that you are enclosing a copy of your résumé. Request an appointment or personal interview. Close your letter 
in a matter that will encourage a speedy reply. For example, name a date on which you will call to set up your interview, 
ask if additional information or references are desired, or if the company recruits in your area. Thank the reader for his 
or her time and consideration. 

Sincerely,
Your Name

RÉSUMÉ SAMPLES

COVER LETTER SAMPLE

Use this sample résumé and the comments as a guideline to build your own résumé.
Find more résumé help and samples online at the Virtual Career Center.

Your contact information  
should be in the header.

Bold only the name of the 
institution, degree, and  
subheaders. Include your GPA if 
it is 3.5 or higher.

This section should detail  
what you summarized in  
the Professional Skills Profile 
above. Be specific, and focus on 
information that demonstrates 
how you qualify for the 
available position.

Bullet point your entries.  
Do NOT put this information  
in paragraphs. It helps hiring 
managers quickly determine if 
you have the skills they seek in  
a candidate.

Give specific examples to 
highlight your success.

Quantify everywhere you can… 
it adds impact and value.

This summary identifies 
your leadership efforts while 
highlighting some of the skills 
you developed/attained that are 
relevant to your career goals.
This could be accomplishments, 
affiliations, skills, honors, awards, 
etc… It should be the “other” 
things you can’t fit elsewhere but 
will add impact to your résumé.

Be careful of Christian 
terminology that an employer 
wouldn't understand, such as 

"Prayer Leader." Christ will shine 
through you on both paper and 
in person.

We recommend starting your 
résumé with a Professional 
Skills Profile, rather than an 

Objective.

• List four to six bullet points 

detailing how you meet 

the qualifications for the 

company's job description. 

Be specific.

• This area is your 

opportunity to show how 

you qualify for a position. 

Focus on the key attributes 

being sought by the 

company. Use complete 

sentences that start with 

action verbs (i.e. Taught, 

Led, Managed, Directed, 

etc.).
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TRANSFERABLE
SKILLS

In short, transferable skills are the abilities that you have acquired throughout your 
life – your jobs, classes, projects, volunteer work, parenting, mentoring, hobbies, 
sports, nearly anything – and are applicable to what you want to do in your next job. 
These skills can be applied to any field or career, no matter where they were first 
learned. There are two types of abilities: “learned” and “natural.” Learned abilities are 
skills, and natural abilities are talents. So, most transferable skills actually refer to 
learned abilities such as the ability to problem solve.

Your transferable skills 
help you stand out in a 
competitive market. If you 
can prove that you have 
skills applicable to the 
position, you have placed 
yourself ahead of the 
competition.  

Your ability to carry skills 
from one job to another 
shows well-rounded 
professional development. 
It also encourages 
employers to know that 
they will not have to 
spend time teaching you 
the basics.

1. Communication Skills 
2. Interpersonal Skills 
3. Teamwork Skills
4. Leadership Skills 
5. Computer/IT Skills

6. Adaptability/Flexibility Skills 
7. Problem-Solving Skills 
8. Organizational Skills
9. Analytical Skills 
10. Quantitative Skills

IDENTIFY YOUR STRONGEST TRANSFERABLE SKILLS
HERE ARE THE TOP 10 SOUGHT BY EMPLOYERS:

WHAT ARE TRANSFERABLE SKILLS?

WHY DO I NEED TO 
KNOW HOW TO MARKET 
MY TRANSFERABLE 
SKILLS?

Remember, you are always developing transferable 
skills. Every skill learned is an opportunity to continue 
to grow and apply what you’ve learned in each  
new position. Just because you scored fairly high on 
communication skills, doesn’t mean that you are an 
expert. Keep honing your skills, and find new ways to 
make them applicable to current and future careers. 

"From collecting stamps to scooping ice cream, 

your experiences have taught you plenty of 

valuable lessons that may apply to the workplace. 

However, before you can effectively present these 

abilities to a potential employer, you must first 

identify what you have to offer.”

Taken from www.SelfGrowth.com

Now, list specific skills sought in the job posting. Do your transferable skills match those listed in the job description?

TRANSFERABLE 
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Define where you have used each skill and how you have excelled.
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Are you ready for the interview?
Schedule a mock interview in 
the Career Center.

• Tell me about yourself.
• Why did you choose this company?
• What do you know about this position?
• What influenced you to choose this career path?
• What is your greatest accomplishment?
• What are your three greatest strengths/weaknesses?
• Where do you see yourself in five years?
• Share a time when you were successful in  

dealing with a difficult customer.
• Give an example of a time when you were criticized 

and how you handled it.
• Give an example of a time that you  

had to make a quick decision.
• Share a time when you had to go above  

the call of duty to get the job done.
• What did you do in your last job to contribute  

to a team environment? Be specific.
• Share a time when you’ve settled a conflict.
• What is the biggest challenge you've faced?
• What do you think determines a person’s  

progress in a good company?
• Have you ever had a difficult boss?
• Tell me about a time you had a problem  

with your supervisor and how you handled it.
• How long would it take you to make  

a meaningful contribution to our company?
• Would you feel comfortable in your ability  

to meet the requirements of the job description?
• How do you organize and plan for major projects?
• What is your style of leadership?
• Tell me about the role you usually  

take in group settings.
• How do you handle pressure?
• Are you willing to relocate for the job? 
• How would your supervisor describe you?
• What are some of your interests outside of work? 
• What type of person frustrates you?
• Why should I hire you?

• What would a typical day look like?
• How will I be trained or introduced to the job?
• What significant changes do you see in the future?
• How is one evaluated in this position? 
• What are the opportunities for advancement  

or professional development?
• What are the biggest challenges that  

someone in this position would face?
• What are some of the objectives you  

would like to see accomplished in this job?
• What are your most pressing projects  

in the next three months?
• What do you like about working here?
• What is the work environment like?
• Do you feel my background and qualifications 

would be a good fit for this position? 
• What are the next steps in the interview process?

QUESTIONS

INTERVIEW TIPS

BE PREPARED

You’ve worked on your résumé, practiced your interview skills, and now it’s time for 
the interview! Take time to reflect on who you are, what you want from a job, and 
what you have to offer. Be prepared with stories, examples, and situations that 
demonstrate your skills and qualifications. Research the company and know your 
audience. Paint a picture of what you will offer the employer and how you fit into the 
organization.

C-A-R

Challenge, Action, Results. What challenge did  
you face? What was the action you took? What was 
the result? Take this approach when faced with a 
behavioral interview question. 

RESEARCH

What do you know about the company/interviewer? 
Know the interviewer's name and use it during the job 
interview. If you're not sure of the name, call and ask 
prior to the interview. Always relate what you know 
about the company when answering questions. 

GET READY 

Dress for the job that you want. Bring a nice portfolio  
with copies of your résumé. Include a pen and paper 
for note taking. 

BE ON TIME 

Be on time for the interview. On time means five to 
ten minutes early. If need be, take some time to drive 
to the office ahead of time so you know exactly where 
you are going and how long it will take to get there. 
Be prepared for obstacles.  

STAY CALM 

Relax. You’re always more composed when  
you’re prepared. Take a moment to regroup.  
Maintain eye contact with the interviewer.  
Listen to the entire question before you answer  
and pay attention. 

FOLLOW UP 

Always follow-up with a thank-you note reiterating 
your interest in the position. If you interview with 
multiple people, send each one a thank-you note.

FIVE-FINGER TIP

What five points do you want to be sure you cover 
during the interview? Assign one point to each finger 
and remind yourself to work through them in  
the interview.

FIVE COPIES

Bring five printed copies of your résumé, even if you’ve 
already submitted one. You may find several managers 
requesting copies of your résumé. It’s better to have 
them and not need them.

Please refer to our website for additional sample interview questions and resources. 
www.Liberty.edu/Careers

INTERVIEW

FROM THE INTERVIEWER:

TO THE INTERVIEWER:

?

TEN CHARACTERISTICS EMPLOYERS SEEK
• Integrity
• Motivation/Initiative
• Communication Skills: Verbal and Written
• Self-Confidence
• Flexibility
• Interpersonal Skills 

• Strong Ethical Standards:  
Personal and Professional

• Teamwork Skills
• Leadership
• Enthusiasm

20
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SOCIAL MEDIA
AND NETWORKING

It's not what you know, but who you know; and 
even more important than this, it is, "Who knows 
you?" Have no fear.
 
You can network successfully. In fact, you already 
have a network. The next step is networking and 
communicating your goals to them. 

• Consider writing a one-or two-sentence branding 
statement, outlining who you are, what you do, and 
why someone should pay attention.

• Communicate your goals and interests  
to your network.

• People cannot help you if they do not  
know you’re seeking help. 

• Ask for in-person and online introductions 
to mutual acquaintances. 

• Remain current in your field. Conversations flow 
when you have common interests and talking points.

• Prepare and practice your elevator pitch.  
Then practice it again. 

• Be proactive. Connect and reconnect.  
Initiate and sustain contact. 

• Add value. Contribute to your network.
• Keep your online presence up-to-date and 

professional.

ELEVATOR PITCH

In addition to following colleagues 
and others in your field, Twitter 

has a wealth of built-in resources for 
professional social networking.  

Make use of hashtags, Twitter Bio search engines, 
trending topics, and lists to gain the most from 
Twitter connections. 

AND NETWORKING
SOCIAL MEDIA

An elevator pitch is a prepared presentation 
that says a lot in just a few words. It is a short, 
compelling summary that defines who you are 
and what your passion is. You want to generate 
excitement about yourself that sets you apart 
from others. This information, delivered in a quick 
but impactful introduction, can help you make 
connections and build your network. For help 
constructing your elevator pitch, visit the Career 
Center online and/or schedule an appointment  
with a Career Counselor.

Employers want to know who they’re 
hiring. Make sure you regularly monitor 
your Facebook profile for unprofessional 
and otherwise embarrassing content. 

Blogging allows you to intersect your 
knowledge with your passions. It can be 
an exciting and relevant way to establish 
yourself as a credible resource, a valuable  

                   connection, and a self-starter.

Create a LinkedIn profile. It's the No. 1 
tool for professional social networking. 

NETWORKING TIPSWHO YOU KNOW

It’s estimated that only five percent of job seekers send a handwritten thank-you note. If you want to stand out from 95 
percent of the crowd, send a thank-you note. Although you may have thanked your interviewer(s) upon the conclusion of 
your interview, it helps to maintain your presence with a hand-written thank-you note. 

Mr. Boss, Recruiting Coordinator
Potential Company
777 Liberty Way
Lynchburg, Va. 24502

Dear Mr. Boss:

Thank you for the opportunity to interview with you for the social media intern position at Potential Company. I 
enjoyed our conversation and look forward to the prospect of interning with your company. 

After hearing you speak so passionately and knowledgably about your company, I am even more interested in 
becoming a part of your team. Your emphasis on character, innovation, and creativity all strongly align with my 
personal and professional values. These values, in addition to my skills in marketing and communication, have been 
evidenced through my involvement and leadership in my university’s marketing club. 

I look forward to hearing from you within the two week period that you mentioned during our interview. Please do 
not hesitate to contact me if you are in need of any additional information. Once again, I’d like to thank you for 
taking time from your busy schedule to discuss this potential opportunity for both of us.

Sincerely,

Merci Y. Gracias

LETTER TIPS
THANK-YOU

THANK-YOU LETTER SAMPLE

Write a thank-you letter to someone 
who has recently helped you.

TAKE ACTION

FIVE THINGS TO INCLUDE IN YOUR THANK-YOU NOTE

1. GRATITUDE. What would a “thank-you note” be without saying “thank you?” 
2. INTEREST. Be clear and explicitly express your interest in the job. 
3. QUALIFICATIONS. Restate your key qualifications. Help them see how you fit  

 and remind them of why you’re the best candidate for the job.
4. ADDITIONAL INFO. Did you forget to mention something in the interview?  

 Here’s your chance at redemption.
5. FOLLOW-UP COMMUNICATION. Include a time frame of when  

 you’ll be following up after the interview.
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Once you’ve decided to go 
to graduate or professional 
school, research programs 
that may fit your needs.  

DECIDE WHERE TO APPLY 
Some important factors to consider when deciding where to apply: 

• Faculty Reputation 
 Student/faculty ratio 
 Academic degrees/credentials

• Quality of the program
• Financial cost
• Admission requirements
• Course offerings 

 How often are the courses offered? 
 Does the course schedule conflict with your life schedule?

• Facilities 
 On-site facility/online options 
 Libraries, computer labs, and research facilities

• Employment 
 Have the program’s alumni benefited from the degree?

GATHER INFORMATION

• Visit university websites and request information
• Talk to faculty, deans, and current students of your prospective schools
• Contact program directors to get a better understanding of the details: 

 Courses 
 Professors 
 Cost 
 Financial aid 
 Application process and forms 
 Prerequisites

• Conduct informational interviews
• Request statistics related to career development from prospective 

schools' graduates

HOW TO CHOOSE

GRADUATE SCHOOL
ARE LETTERS OF RECOMMENDATION IMPORTANT? 

Letters of recommendation are required by most universities and are a significant part of the application process.   
Most often grades and test scores are heavily relied upon regarding admittance into a program. However, letters of 
recommendation could be the deciding factor.  Strong letters of recommendation can strengthen your application 
and potentially improve your chance of acceptance.     

WHOM SHOULD I ASK FOR LETTERS OF RECOMMENDATION? 

It is important to get letters from those who know you well.  Seek letters from those who can speak about your 
work ethic, character, and ability to perform and succeed at the graduate level. It is important to establish and 
build relationships with your current professors. Aspire to gain wisdom from them, ask questions in class, do an 
independent study, and seek advice from those whose recommendation you desire.  
Some of the best letter writers are:

LETTERS OF RECOMMENDATION

• A person who knows you well
• A person with the title “professor”
• A professor at the school granting your 

baccalaureate degree
• A person who has earned the degree that  

you are seeking  

• A person with an advanced degree who has 
supervised your work

• A person who has academically evaluated you  
in an upper-level class

• A professional or employer who can talk about  
your work ethic 

WHEN SHOULD I APPROACH LETTER WRITERS? 

Most professors or supervisors are pleased to write a letter on your behalf; however, they usually need some time 
to accomplish the task. Professors are usually busy at the end of the semester and can be scarce in the summer.  
Ask two months in advance to provide them sufficient time to complete your letter. Give them the name and 
address of where to send your reference letter or provide a self-addressed envelope. 

HOW CAN I BEGIN GETTING LETTERS OF RECOMMENDATION? 

Your best letters of recommendation will come from those who know you well. Invest the time to get to know your 
professors. Speak up in class, take more than one class from the same professor, take on additional projects, or do 
additional research for the professor. If you invest the time to get to know the professor, it will give them more to 
include in your recommendation. Build a positive rapport!

WHAT INFORMATION DO MY LETTER WRITERS NEED? 

Provide your letter writer a mini portfolio with your desires and intentions that includes the following:

• A cover note stating your desires 
• Recommendation forms
• Unofficial transcripts
• Statement of purpose

• Copy of your best work
• Résumé
• Stamped and addressed envelopes to send letters 

and forms directly to the desired schools

LETTERS OF 
RECOMMENDATION

HOW TO CHOOSE 
GRADUATE SCHOOL24 25



SUCCESS AT WORK

1. Set goals that include gaining acceptance,  
 respect, and credibility. 

2. Take advantage of mentor relationships.
3. Admit what you don’t know and be  

 willing to learn.
4. Take initiative and be sure to follow through.
5. Be a team player and be willing to work hard.
6. Master the tasks of your job and improve  

 your skills and abilities.
7. Have a positive attitude!
8. Recognize that office politics exist,  

 but don’t get involved.

TRANSITIONING TO THE WORLD OF WORK

WHAT’S NEXT?

It’s important to be prepared for this new phase of life by recognizing  
the differences between being a college student and career professional.

Your degree and education were about your growth and accumulation 
of knowledge. Your job puts you in the position of being part of a team. 
Typically, you’ll face a results-oriented environment versus one focused on 
personal achievements. Know how you play a part in the bigger picture. 

There is no syllabus telling you what to 
do. You’ve lost some of the freedom you 
enjoyed as a college student, but now is your 
chance to take initiative. As the “new kid on 
the block,” the quality of your work becomes 
extremely important as you establish your 
credentials and reputation.

Your first year on the job is a unique career 
stage. You’re in transition between not 
being a college student and not having 
earned all the privileges of a professional. 
It’s time to put away the college student 
attitudes and behaviors, and begin to think 
and act like a professional.

Feedback on assignments and projects 
doesn’t come freely. You may be given 
performance evaluations but this is nothing 
like regular comments, suggestions, and 
grades that you received in college. Ask for 
feedback and get input, and when you do, be 
prepared to put it into practice.

When you add up all the breaks, you  
spent about 30 weeks per year as a 
full-time college student. You’ll now be 
working 48-50 weeks of the year. It 
may also take a while for you to earn 
vacation or personal time. Know 
yourself and when you may reach 
burnout, but be prepared for a 
more demanding schedule.

Transitioning from college life to your professional career can be an 
adjustment as you move from the spontaneity and fluctuating schedule 

of college to a more structured routine as a full-time employee.

COLLEGE 
STUDENT

WORKING
PROFESSIONAL

VS.

WHAT'S NEXT?
THE WORLD OF WORK26
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