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CAREER & PERSONAL DEVELOPMENT

meet

the

WHAT WE OFFER

team!

WHO WE ARE
Carla Jensen
Director
jensencr@alma.edu
(989) 463-7421

Major & Career Exploration
Resume & Cover Letter Development
Job and Internship Search
Networking Opportunities
LinkedIn Profile Review
Interview Skill Development
Programming & Workshops
Handshake Assistance

Brittany Stoneman
Associate Director
stonemanbn@alma.edu
(989) 463-7576
Coming Soon!
Assistant Director

WHAT IS HANDSHAKE?
Handshake is the leading career site for
college students. Use it to:

career

peers

Apply for on and off-campus
jobs
Schedule an appointment
with a career team member
Sign up for the fall Career
EXPLO

Sydney
Lopez

Sara
Majerle

Rakkshet
Singhaal

Maria
Vostrizansky

ON CAMPUS JOBS

Log in to handshake with your Alma login @ alma.joinhandshake.com
Click on the "Jobs" tab at the top of the page
Choose the "On-Campus" filter
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How to Make an
appointment on handshake:
Log on and click on the 'Career
Center' to schedule an appointment

Choose a

Select

category and a

a time that

type (virtual,

works for you

phone, or in-

and the name of

person).

the person you
want to meet
with!
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Building Your Resume
Your resume is your professional summary. It provides potential employers with accurate, concise
information on your education, experience and accomplishments. Your resume should paint a strong
picture of you as a potential candidate; it should also be cleanly formatted with significant attention to
details.
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Header and Contact Information
Your name should stand out easily without
overwhelming the rest of the information.
It should include your name, professional email,
phone number, location and LinkedIn URL (if you
have one).
All hyperlinks in the documents should be
unlinked.
Education
For each institution attended, include the name
and location of the institution, official degree
name, majors, minors and anticipated/ graduation
date.
Only add your high school information if you are a
first year student.
Showcase your GPA (if 3.0 or above).
Employment Experience
For each experience include the name and
location of the company/organization, job title and
the date of employment/participation.
Depending on the job you are applying for either
put your relevant or most recent experience first
Accomplishments should be qualified and
quantified including the action, task and result by
utilizing action verbs and specific examples.
Adapt Headings
Adjust headings to fit positions and opportunities.
If you have more than one position with one
company/organization, you may split up the
experiences.

Skills Specific to Position
Clearly showcase transferable and industrial skills that fit the position. Your bullet points should explain the skills that you
learned through your experience, which you can apply at the position you are applying for.
Additional Consideration
May include activities, service, volunteerism, leadership and campus involvement. List in reverse chronological order.
Use the official name and location of the organization, position held and dates of involvement.
Appearance and Style
The font size should be consistent, readable and professional. Text should line up consistently throughout the document.
Design and spacing should be consistent. The document should have a margin of 0.5-1 and have a clear structure.
Your key points and skills should be highlighted by the use of bold, italics, underlining or bullet points.
Only use appropriate abbreviations and correct spelling, punctuation and grammar in your résumé.
Save your resume as a PDF and name it appropriately (ex: Scotty Tartan Resume).
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Setting SMART Goals
One of the most important things about setting goals while you're in school is that each one needs to
be distinct, achievable, and rewarding in order to keep you moving forward. Before you set any major
goals for yourself, try to ensure they meet the following criteria.

Specific
Who: Who is involved?
What: What do I want to accomplish?
Where: Identify a location.

When: Establish a time frame.
Which: Identify requirements and constraints.
Why: Specific reasons, purpose or benefits of
accomplishing the goal.

Measurable
Make sure you can easily evaluate whether or not your goal was met and how
beneficial it ultimately was to you.

Achievable
Be realistic when setting goals. This can help you avoid missing deadlines and
getting behind, as well as giving you a more accurate overview of how much
time you have to invest in other tasks throughout the week.

Results-Focused
Have clear, defined outcomes for goals, and hold yourself to them.

Time-Bound
Set a deadline for each goal or, for more complex tasks with multiple steps,
establish deadlines for each major stage of the process.

Examples
Create a monthly assignment
calendar to plan to meet due dates
for all courses
Create a weekly study schedule that
lists specific courses/projects you will
work on.

Draft a Resume by the end of September
Make an appointment on Handshake to
get it reviewed before Career Week
Apply for an on campus job for the Winter
semester
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Career Action Plan
First Year
Get involved on campus - find organizations that match
your interests
Build your profile on Handshake
Discuss majors and career paths with upperclassmen,
friends, family, advisor, professors, and CSO staff
Attend events and workshops around campus to gain
valuable information and skills
Engage in community volunteer activities
Create a rough draft of your resume and make an
appointment on Handshake to get it reviewed
Submit your reviewed resume to Handshake
Apply for an on campus job
Center for Student Opportunity
careerdevelopment@alma.edu
www.alma.edu/career
alma.joinhandshake.com
Alma College Professional Network

