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Searching for Jobs & Internships
Here are a few tips that can help you organize your job or internship search. You’ll want to put a system in
place to help keep track of what you’ve done and which leads you’ve followed. Make a checklist, take
notes – treat it like a research project.

Start early
Searching for a job or internship is its own job and requires a time commitment.
Have an idea of when you want your job or internship to begin and give
yourself at least 3-6 months to find a position. For example, some employers
post for internships in mid-fall for a position that takes place during the
following summer.

Decide on a geographic area
To help refine your search, decide on where you would like to work. For
example: “I’m looking for something "x" miles from home.” Try to be specific
without being too narrow. You never know where your dream opportunity could
be!

Have an idea of the position you want
If you don't know what you're looking for, you won't know where to find the right
opportunities. Use search engines like Indeed or Google to get an idea of what
you'd like to do. Talk with classmates, professors, or other members of your
network for ideas. LinkedIn is a good place to research potential positions in
your desired career field.

Use available resources
Alma College offers resources to help you find and make the most of job and
internship opportunities. Check Handshake for job and internship postings.
Register for and attend events like the Career EXPLO (fall) and Job Pursuit
(winter) fairs. These are great opportunities to connect with professionals
who are hiring.
Interested in a health-related career? Connect with the Pre-Health
Committee for field-specific information.
Schedule an appointment with a member of the Career and Personal
Development team to get personalized support.

Use your network
Reach out to your network - ask family, friends, co-workers, campus
organizations, and your academic advisor and professors if they know of any
opportunities. If you are using LinkedIn (which is recommended) search for a
group called “Alma College Professional Network” to find an already existing
network of Alma students, faculty, and alumni with whom you can connect.

Get started!
Alma College's job/internship site

alma.joinhandshake.com
Alma College on LinkedIn

Alma College Professional Network

Large job/internship database

www.indeed.com
Non-profit internship search

www.idealist.org
Searchable job/internship listings

www.mitalent.org
Internships with the State of MI

Prepare a strong application
Be sure to research the company(ies) you are applying to and personalize your
materials to fit. Make an appointment with the Career Peers at the CSO to build
and polish a professional resume and cover letter. Attend Career Week events,
workshops, and programs to learn strategies to make you stand out to
employers.

careerdevelopment@alma.edu | www.alma.edu/career

www.michigan.gov/intern

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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Grad School 101
Its best to start early if you're planning to apply to graduate school —it will increase your odds of being
admitted. Here's a sample schedule for students hoping to enter grad school in the fall. This is a bestcase scenario which leaves time to craft a great application, resolve unforeseen problems (a lost
transcript, a delinquent recommender) and submit with time to spare!
May: Begin researching grad schools, find out if the schools you're interested in require/recommend the GRE or other
entrance exam. If so, take a GRE practice test. Your GRE score will help you determine how much preparation you'll
need for the real deal.
June: Sign up for a GRE test prep course (we recommend the in-person or online options). Register for the GRE
general test if necessary.
July: Make a spreadsheet with the school, GRE requirement, tuition remission (yes or no), living (yes or no), grad
assistant ships (yes or no). Inlcude application requirements (personal statements, applications, letters of
recommendations, etc). Add a notes column in the spreadsheet as well. Request information from schools that interest
you. Consider paying a visit to your alma mater to meet up with a few former professors. They can recommend good
programs and may even help you make some connections.
August: Take the GRE general test. If you're not happy with your scores, sign up to take it again. Begin drafting
your statement of purpose.
September: Register for the November GRE subject test (if necessary). Finalize your list of prospective schools , and
familiarize yourself with the professors who share your research interests at each school. Contact your recommenders.
Keep polishing your statement of purpose.
October: Request official transcripts from your undergraduate institution. Send your recommenders supplemental
materials (like your resume, personal statement, etc.) that they can use as a reference. Make contact with students and
professors at your prospective schools. Arrange a campus visit if you can.
November: Have someone in the field and a few smart (and honest) friends read over your personal statement. Take
the GRE subject test; make sure that your scores will be sent directly to schools.
December: Complete and submit all grad applications , keeping copies of every section for your records. Verify that
your recommendations have been sent.

Resources
Search for a program | www.gradschools.com
Grad School Guide | graduateguide.com
Grad School Guide Book | www.gograd.org/graduate-school-guide-book
About the GRE | www.ets.org/gre
Student Grad PLUS Loan | www.studentaid.gov
Test Prep Tips | www.mometrix.com/academy/graduate-and-professional-school/
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Timeline for Applying
to Grad School
- Junior Year Its best to start early if you're planning to apply to graduate school — it will increase your odds of being
admitted. Deadlines vary depending on the program, though, and it is important that you begin identifying
potential schools/programs early and are clear on individual deadlines!

Begin your search for possible programs the fall of your junior year.
Meet with staff in the CSO for assistance as you begin your search.
Attend Career EXPLO (remember: it's required you attend your junior year for the
Alma Commitment) and other graduate/professional school fairs both on- and offcampus.
Request information from programs that spark your interest.
If you are able, visit schools/programs of most interest to you.
Begin to explore financial aid resources - the CSO and financial aid can assist!
By the spring and summer of your junior year, you should have a fairly good idea of
places you intend to apply and know the deadlines you face in the fall.
Develop a personal statement using faculty and the Career Development Center as
resources to create the best possible document for your field.
Register and prepare for required standardized tests.
Develop an application timeline for all schools to which you are applying - the
process takes too much effort to be eliminated because you've missed a deadline!
Remember: you can meet with a Career Peer or member of the Career and Personal Development team to get
personalized support with the graduate school process, including personal statement review.
You can schedule an appointment by logging into Handshake.
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Timeline for Applying
to Grad School
- Senior Year Its best to start early if you're planning to apply to graduate school — it will increase your odds of being
admitted. Fall of your senior year is the time to be sure everything is in order and submitted on time!
Ensure you know how to apply for each school and have all the materials needed.
Finalize essays and personal statements for each application.
Request letters of recommendation from faculty - provide reference-writers with your resume,
personal statement, proper forms, adequate time to write the letters, and directions for handling the
letters. Gather recommendations from someone who has seen you work and someone who has
seen you study.
Consider doing a mock interview prior to professional school admissions interviews. You can set up
mock interview with a member of the Career and Personal Development team by logging into
Handshake and scheduling an appointment.
Take the required standardized tests.
Complete the applications - cutting and pasting information from word documents helps in ensuring
there are no typing errors. Be sure to proofread before sending.
Order transcripts from the Registrar's Office - include fall semester grades if available prior to the
deadline.
By spring of your senior year, many application deadlines have passed. Don't wait until the final
deadline to submit your application! This is the time to await word on acceptance and finalize
financing.
Complete financial aid forms - you may need to include a copy of your income tax return so
consider getting that done early.
Contact schools to be sure your application was submitted if you haven't received notice and verify
the timeline for acceptance.
Write thank you notes to the many people who have assisted you in the application process.

Remember: you can meet with a Career Peer or member of the Career and Personal Development team to get
personalized support with the graduate school process, including personal statement review.
You can schedule an appointment by logging into Handshake.
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Career Action Plan
Junior Year
Update your resume and Handshake profile.
Gather references and letters of recommendation.
Continue building experience through an internship, job, or
volunteering. Internships are especially important in your junior year.
Take on a leadership role in clubs and organizations.

Research graduate programs and requirements if this is in your future.
Update your LinkedIn profile and build a network with classmates,
professors, alumni, etc.
Be intentional with your online presence!
Meet with a member of the Career & Personal
Development team as needed for assistance with your professional
development.

Center for Student Opportunity
careerdevelopment@alma.edu
www.alma.edu/career
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Career Action Plan
Senior Year
Polish your resume, reference list, and cover letter.
Prepare and submit graduate school applications.
Continue building experience through an internship, job, or
volunteering.
Manage your job search. Keep records and follow up with
employers.
Utilize LinkedIn to build a network with classmates, professors,
alumni, etc.
Meet with a member of the Career & Personal Development team
as needed for assistance with your professional development.
Go! Begin your job search! Start at least four months before you
graduate.
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