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CREIGHTON UNIVERSITY MISSION STATEMENT 
 

 Creighton is a Catholic and Jesuit comprehensive university committed to excellence in its selected 
undergraduate, graduate and professional programs. 
 
 As Catholic, Creighton is dedicated to the pursuit of truth in all its forms and is guided by the living tradition of 
the Catholic Church. 
 
 As Jesuit, Creighton participates in the tradition of the Society of Jesus which provides an integrating vision of 
the world that arises out of a knowledge and love of Jesus Christ. 
 
 As comprehensive, Creighton’s education embraces several colleges and professional schools and is directed to 
the intellectual, social, spiritual, physical and recreational aspects of students’ lives and to the promotion of justice. 
  
 Creighton exists for students and learning.  Members of the Creighton community are challenged to reflect 
on transcendent values, including their relationship with God in an atmosphere of freedom of inquiry, belief and religious 
worship.  

 
Service to others, the importance of family life, the inalienable worth of each individual and appreciation of 

ethnic and cultural diversity are core values of Creighton. 
 
 Creighton faculty members conduct research to enhance teaching, to contribute to the betterment of 
society, and to discover knowledge.  Faculty and staff stimulate critical and creative thinking and provide ethical 
perspectives for dealing with an increasingly complex world. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



CREIGHTON CAREER CENTER (CCC) 
 

Mike and Josie Harper Center for Student Life and Learning, Suite 2015 
Phone (402) 280-2722, Fax (402) 280-3450 

 www.creighton.edu/careercenter 
Office Hours: Monday – Friday, 8:00 a.m. – 5:00 p.m. 

MISSION STATEMENT 
The Creighton Career Center (CCC), consisting of Career Services and the Career and Academic Planning (CAP) 
Program, is committed to assisting students and alumni in clarifying, developing and implementing career goals that 
reflect their unique roles in the world of work and their commitment to a life of service to others.   
 
We accomplish this mission by: 

• Encouraging a process of self-assessment that provides an awareness of and an appreciation for a value-centered 
work life.  Services include: individual and group counseling, career exploration materials, career assessments, 
major/minor exploration fair. 

• Empowering students and alumni by providing a thorough understanding of the career planning process.  
Services include individual and group sessions regarding: resume/cover letter writing, job search strategies, 
researching graduate/professional schools, interviewing techniques, building networks. 

• Providing an awareness of and exposure to the dynamic, ever-changing nature of the world of work.  Services 
include: career fairs, internships, mentoring programs, career related part-time jobs, volunteer opportunities, 
career resource materials. 

• Providing opportunities to implement career goals.  Services include: on-campus recruiting program, job listings, 
career fairs, resume referral, internet employment sites. 

 
MAJOR EDUCATIONAL FUNCTIONS 
Personal Discernment & Planning  

• Academic Planning and Advising 
• Career Assessments & Counseling  
• Career & Major Exploration (Major/Minor Exploration Fair)  
• Coordination of the RSP 200 Pre-Major Advising Program 
• RSP 200 Programming for all three Undergraduate Colleges  

 
Career Empowerment 

• Career Library (materials on occupations, industries, employment trends, corporate information, salary surveys 
and labor market information.)  

• Group Presentations, Seminars, and Workshops on Career Discernment and Values-Centered Work 
• Interviewing Tips and Practice Interviews  
• Job Search Strategies  
• Resume & Cover Letter Writing  

 
Career & Volunteer Opportunities for Learning 

• Executive Business Symposium (in association with the College of Business) 
• The NEXUS Program  
• The Pre-Med Seminar Program  
• Volunteer, Summer and Part-time Opportunities 
• Internship Programs in Collaboration with Academic Departments   

 
Career Coaching and Making Connections 

• Career Fairs (Fall, Spring and Online)  
• Graduate & Professional School Information and Assistance   
• Jobs4Jays (Online Internships, Full-time Career, and Part-time Job Listings available) 
• On-Campus Interviewing & Recruiting in the Creighton Career Center 
• Network Resources (Alumni Network, Nebraska College Career Services Association & the Jesuit Career 

Consortium) 



WHAT IDEALS MAKE THE CAREER CENTER IGNATIAN? 
 
The Creighton Career Center (CCC) is committed to assisting students and alumni in clarifying, developing and 
implementing career and life goals that reflect their unique roles in the world of work and their commitment to a life of 
service to others.   
 
Drawing on the rich tradition of the Jesuits in education, many of the ideals of Ignatian spirituality infuse our work.  
These ideals are integrated throughout the student’s academic career from freshman year through graduation.  Listed 
below are some of these ideals and how they apply to the Career Center.   
 
Cura personalis (Latin meaning "care for the [individual] person") – A hallmark of Ignatian spirituality and therefore of 
Jesuit education.  The Career Center staff establishes personal relationships with students; this demonstrates our care for 
them as unique individuals. We strive to be “person-centered” in all of our programs and counseling. 

Men and Women for Others – A broad meaning for this term is that Jesuit education forms men and women who 
make "no significant decision without first thinking of how it would impact the least in society."  We strive to act with 
justice on behalf of others within Creighton and the greater community.  We are also privileged to consider these issues 
of formation with students as they seek to discover who they are and what they want to be to the world.     

Magis – Jesuit tradition uses the Latin word magis or "more" to sum up the ideal of a life lived in response to the 
question:  “How can I be more, do more, give more?”  The meaning is expanded at Creighton, and to career 
development, to include a sense of striving for excellence.  Whether students are working part-time, have an internship, 
or are interviewing for a position, we encourage students to act professionally, have a positive attitude, demonstrate 
initiative and excel in everything they do. 
 
Discernment – Discernment is one of the foundational elements of Ignatian spirituality.  For St. Ignatius, the term was 
used to describe the reflective attentiveness to God that is the basis of the Spiritual Exercises he instituted.  In that 
context, the seeker learns to distinguish between good and evil in order to make better choices.  In the educational 
context, students are encouraged to do self-assessment and reflection as an integral element of their decision-making 
processes.  It is often the case that attentiveness to God plays a big role as they navigate their choices based on seeking to 
do God’s work in the world.  Counselors in the Career Center assist students with both academic and career choices 
within this framework.   
 
Contemplative, even in action – The intentional emphasis on reflection is seen in the way students are counseled 
regarding their career choices.  Being “contemplative” is an ongoing and deliberate exercise in the midst of daily activity.  
It is deciding your major(s) and/or minor(s), which internship to select, whether to attend graduate or professional school 
or work following graduation, and/or which full-time position to accept.  The answer is reached through discussion, 
reflection, deliberation, and collaboration before action is taken.  In this way, we model an Ignatian ideal.   
 
 
 

 
 
 
 
 
 
 
 
 

 



SERVICES OFFERED 
 
Academic Advising:  A service in conjunction with, but not replacing, the guidance from faculty advisors.  Assistance 
with academic planning, selecting courses and a major and/or minor is provided. 
Career and Academic Planning (CAP) Program:  The CAP Program guides students in their decisions regarding 
career and academic planning.  The program provides assessments, career counseling, pre-major advising and hosts the 
Major/Minor Exploration Fair. 
Career Fairs:  Held in the fall and spring offering internships, full-time, part-time, and volunteer positions.  The 
National Jesuit College eFair and the Nebraska Collegiate eFair are virtual (online) career fairs held each spring.  
Career Insider powered by VAULT:  VAULT is the world’s leading source of career information. It makes researching 
employers, industries, and career occupations infinitely easier and more efficient. 
Career Library:  Information regarding majors, careers, graduate/professional schools, employers, employment trends, 
and other resources can be found in the Career Center’s Library.  Computers are available to students for Jobs4Jays 
registration, creating resumes and cover letters, researching information, and applying for jobs. 
Career Workshops*:  Workshops are given throughout the year.  Refer to the calendar of events on the Career Center 
website. 
Counseling and Guidance:  Services are offered in academic advising, selecting a major, writing resumes and cover 
letters, locating internships, developing job search and interviewing skills, and applying to graduate and professional 
school. 
Graduate/Professional School Information*:  Lists of graduate and professional schools, application procedures, 
admission tests, and general information can be obtained via Peterson's Guides or the Career Center website.  GRE, 
LSAT and GMAT booklets are also available in the Career Center. 
Jesuit Career Consortium*:  Jesuit universities and colleges can assist students with career searches in their cities.  
Contact the Career Center to make arrangements. 
Job Listings*:  Review job listings via Jobs4Jays on the CCC website.  
On-Campus Recruiting*:  Each fall and spring, local and national employers conduct on-campus interviews for full-
time positions and internships.  View recruiting schedules, submit resumes, and sign up for interviews through Jobs4Jays 
located on the Career Center website. 
Online National Job & Internship Listings*:  There are numerous Internet job sites for full-time and internship 
opportunities throughout the United States and globally.  Current listings can be found on the Career Center website 
under “Career Resources.”  Current internships posted through the Career Center are online in Jobs4Jays.  
Practice Interviews:  Schedule a practice interview when preparing for an internship, job, or professional school 
interview. 
ReferenceUSA*:  Searchable business database providing detailed information for more than 15 million U.S. 
businesses.    
Resume Critiques:  Individual appointments are available to assist with resume writing and/or resume critiques.   
Resume Database*:  Upload and save a resume in Jobs4Jays.  Resumes are kept active until the Career Center has been 
notified of employment, the student deactivates the resume, or until the end of the academic year (June 30th).  Please 
keep the Career Center informed of your employment status. 
Resume Referral Program*:  During the year, many employers contact the Career Center seeking candidates for full-
time employment and internships.  Qualified students’ resumes are furnished to employers through Jobs4Jays.  To utilize 
this service, a current version of your resume must be uploaded.  
 
 
 
*available on the Career Center website www.creighton.edu/careercenter 

 
 



Career and Academic Plan: A Yearly To-Do List 
 

Attending Creighton University is an investment in your future.  Dividends depend primarily on how you use your time.  The 
to-do list is designed to help you get the most out of your college experience and prepare for your future.   

 
Freshman Year:       Who am I? 

• Take time to get to know yourself, what subjects you most enjoy, activities you like to participate in, and assess your interests, values and abilities.  
Take a wide variety of courses. 

• Find friends who are going to be successful in life; find the help desk in the library, the writing center, the academic support center, the health and 
counseling center and other sources of assistance. 

• Visit counselors in the CAP (Career & Academic Planning) Program to discuss career assessments such as FOCUS and the Campbell Interest and 
Skill Survey (CISS).  

• Develop rapport with your academic advisor and faculty outside of the classroom.  Ask about majors/minors, electives, grad/professional school 
requirements, and career options.  

• Begin work on an Academic Plan, becoming familiar with graduation requirements.  Watch your grades! 
• Attend annual Major/Minor Exploration Fair and Creighton Career Fairs. 
• Join a campus organization and/or get involved in community activities.  
• Explore jobs that are local, national and global.  
• Seek resources describing employers, careers and occupations:  

o Career & Major Exploration Resources  
o Careers Related to Majors  
o CollegeGrad.com  
o JobWeb  
o Mapping Your Future – Career Planning Guide  
o Occupational Outlook Handbook  
o U.S. Department of Labor – Bureau of Labor Statistics  
o Career Insider powered by VAULT 

• For additional resources go to www.creighton.edu/careercenter. 

First Summer:     This is a “free” summer! 
• Take any kind of job. 
• Work at an internship or summer job in an industry or field that you would potentially like to pursue after graduation; if you discover you don’t like 

it, you can still change direction successfully. 
• Pursue a service opportunity or some kind of big adventure. 
• Travel abroad. 

Sophomore Year:       What is my passion? 
• Continue to visit with counselors in the CAP (Career & Academic Planning) Program to discuss career assessments such as the Campbell Interest 

and Skill Survey (CISS), and StrengthsQuest. 
• Continue to build relationships with faculty outside of the classroom; become involved in departmental activities, such as guest speakers, receptions, 

and committee work open to students. 
• Review Academic Plan with advisor; test your interest in one or more majors by increasing your class load in those subjects; consider a semester 

abroad.   
• Decide on a major/minor by the end of sophomore year and finalize Academic Plan.  
• Attend annual Major/Minor Exploration Fair and Creighton Career Fairs.  
• Attend job search, interview, internship, grad/professional school and resume workshops.  
• Identify at least five marketable skills you possess and five skills you hope to develop.   
• Create resume, cover letter and a list of references.  
• Register with Jobs4Jays to search for jobs/internships; begin this process in the first semester.  
• Explore internship opportunities in the community to gain crucial experience for your resume.    
• Learn about employers/careers of interest through informational interviews and shadowing. 
• Begin to develop a network of career contacts such as professional organizations in your chosen career field.  

Second Summer:     This summer “counts”; try to do one of these: 
• Work at an internship or summer job in an industry or field that you would potentially like to pursue after graduation; if you discover you don’t like 

it, you can still change direction successfully. 
• Work at an academically related internship that supports your graduate school plans. 
• If, and only if, you cannot find one of the above, go to summer school to better your chances of graduating on time and/or prepare for graduate 

school. 



Junior Year:  Career Preparation 
• Visit with counselors in the CAP (Career & Academic Planning) Program to discuss career assessments such as the Campbell Interest and Skill 

Survey (CISS), StrengthsQuest, and CareerLeader.  
• Integrate self-assessment and career information to evaluate goals and outcomes.  
• Review Academic Plan with advisor and continue to build relationships with faculty outside of the classroom. 
• Participate in and assume leadership roles in organizations, clubs and the community. 
• Research graduate or professional schools (if applicable); prepare to apply early (one year in advance) and apply for graduate, teaching, and/or 

research assistantships; determine application deadlines. 
• Research careers, employers, and industries using the resources located in the Career Center library and on our website.  
• Update resume, cover letter, and references as you continue to expand your skills and experience.  
• Upload your revised resume into Jobs4Jays; become familiar with on-campus recruiting and resume referral procedures. 
• Attend annual Creighton Career Fairs.  
• Attend job search, interview, internship, grad/professional school and resume workshops.  
• Learn more about employers/careers of interest through informational interviews and shadowing.  
• Continue to gain work experience through part-time, full-time, summer employment and/or internship.   

Final Summer:      This is the most important summer of your life; don’t fool around! 
• Now it is critical to find an internship or summer job in an industry or field that you would potentially like to pursue after graduation.  Ask for a 

letter of recommendation before leaving at the end of the summer. 
• Work at an academically related internship that supports your graduate school plans. 
• Continue to talk about your career goals with everyone you meet, and to visit professionals in their workplaces whenever you can; try to go to an 

academic conference in your field. 
• Prepare for and take graduate school admissions tests.   
• Visit some graduate schools; meet and correspond with faculty who might be mentors in your area of interest; apply to selected grad schools as 

appropriate. 
• If, and only if, you are headed for graduate school, consider taking summer classes (related to your grad school plans) at one of your targeted 

institutions.  Watch your grades! 
• If you are applying to graduate or professional school plan to submit your application early. 

Senior Year:  Career Launch 
• Visit graduate schools and finalize graduate school applications.  
• Attend Career Center job search, resume writing and interviewing workshops; finalize your resume and cover letter.   
• Obtain letters of recommendation and/or compile information for at least 3 references.  
• Develop a job search plan and keep a file on all employers.  
• Attend annual Creighton Career Fairs.  
• Review on-campus recruiting and resume referral procedures.  
• Sign up for on-campus interviews through Jobs4Jays and schedule a practice interview with a counselor in the Career Center.  
• Use the job search techniques available in the Resource Manual and on the Career Center website.  
• Continue to learn about employers through informational interviews and shadowing.  
• Inform the Career Center of your employment /graduate school status.  

Summer after Undergrad:    Remember: “Choose a job you love, and you will never have to work a day in your life.”  - Confucius 
If you land a job before graduation: 

• If headed for business school, consider taking GMAT during this summer and applying this fall to enter business school with one year of 
experience, the following year with two years’ experience, and so on. 

• Remember, every August for the rest of your life, ask yourself: “In one year, do I want to be in grad school?”  Watch out for the extensive lead time to get 
into a graduate program. 

If you are admitted to graduate school, this is a “free” summer; options include: 
• Take any kind of job and rest your mind. 
• Work at an internship related to your academic interest. 
• Pursue a service opportunity or some kind of big adventure. 
• Travel abroad. 

If launching a career but without a job yet: 
• Use the Career Center to run a systematic search. 
• Stay in touch with professors who may refer you to positions. 
• Find a post-baccalaureate internship or summer job in an industry or field that you would potentially like to pursue as a career. 
• Try hard to find work you are interested in, even passionate about, that requires your college degree and your accumulated skills, and try hard not to 

settle for any income you can find. 
 

Contributions to this list from Donald Asher, author of How to Get Any Job with Any Major, ©2004, used with permission.



RESEARCHING EMPLOYERS AND PROFESSIONS 
 
Researching a company is an important aspect of the job search process and serves three purposes: 

1) Research provides in-depth knowledge about the company.  This information helps candidates determine if 
there is an organizational fit. 

2) Information obtained will assist with interview preparation.  
3) Knowledge demonstrates to the employer your sincere interest in the company and its goals and mission. 
 

How to obtain information: 
Information can be obtained by reading company literature and annual reports, reviewing web pages, reading 
newspaper articles, and conducting informal and/or informational interviews with current or former employees. 

 
Research Questions: 

� How did the organization get started, who started it, and how long has it been in existence? 
� Who is the president? 
� Who are some of the major officers, board members or stockholders? 
� What is the organization’s culture? 
� What is the organization’s primary function and who are its customers? 
� What products are manufactured, distributed, or sold? 
� What market(s) does it serve? 
� Who are the organization’s competitors? 
� What are the sales, assets, and earnings? 
� Is the organization expanding, cutting back, or shifting emphasis? 
� What are the funding sources? 
� How big is the organization, division, or subsidiary? 
� How many employees are there? 
� What is the organizational structure? 
� Are there other locations of the organization’s plant or office? 
� How is the organization ranked within the industry? 
� Have there been any significant changes in the organization in recent years? 

 
 
 

INTERNSHIP SEARCH 
 
Benefits of Internships   

In today's competitive job market, there is no substitute for practical work experience.  Getting meaningful experience in 
your field of interest should be a number one priority - a vital part of college.   While campus leadership positions are 
significant, balancing those experiences with relevant off-campus internships is also crucial.  This not only builds your 
resume, but indicates to potential employers that you competitively interviewed for an off-campus internship and earned 
the job offer. 

To participate in on-campus interviews, be included in resume referrals, and/or receive targeted e-mail messages about 
special internship opportunities, register and upload your resume with the Jobs4Jays system.   

 
 



INTERNSHIP SEARCH (Continued) 
 
Benefits of Internships for STUDENTS:  

• Receive job experience and meaningful work assignments related to field of study 
• Gain exposure to real-world work place scenarios  
• Experience complements theoretical knowledge learned in the classroom  
• Receive academic credit  
• Competitive compensation and benefits package  
• Professional, social and volunteer activities for networking  
• Commitment and assignment management  
• Helps student build resume  
• Recruiting, competitive interviewing and exposure to professional environments 
• Orientation and assimilation to workplace culture  
• Career development and performance management  
• Mentoring and coaching; training and development  
• Senior conversion into full-time position 

Benefits of Internships for EMPLOYERS: 

• Pipeline of quality candidates to fill entry-level needs  
• Source of fresh and diverse talent for new insight and ideas  
• Opportunity to select, train and influence the best and brightest  
• Gain early exposure to future corporate leaders  
• Intern recruiting aligned with college recruiting efforts  
• Interns act as advocates in recruiting other students (brand ambassadors)  
• Project help; reduce workload (part-time/short-term hiring)  
• Improve efficiency, morale and motivation  
• Promotes community involvement; great public relations  
• Maintain important connections with colleges  
• Training and development opportunity for managers and mentors  
• Opportunity to evaluate and screen students prior to making a full-time offer  
• Rapid assimilation into full-time positions (shorter learning curve)  
• Higher retention rate for former interns 

How to Find an Internship 

1. Define what type of internship you are seeking.  
2. Determine the internship location. Would you like an internship in Omaha, a particular city, or are you open to 

going anywhere?  Remember to start the search and application process early.  An effective internship search can 
sometimes take 2-3 months or longer, unless you are applying for currently posted positions.    

3. Prepare, polish and finalize your resume for the internship search process.  Also, make a rough draft of your 
cover letter.  Be sure to have the Career Center critique your resume and cover letter. 

4. Compile a list of organizations that meet your criteria (related to your major and/or career interests).  This will 
help determine a target list of potential internship sites.  (See Careers Related to Majors and the Job Search 
Resources on the website, www.creighton.edu/careercenter, to find detailed information on careers, company 
literature, Internet resources, publications, rankings, and professional associations).  

5. Research the organization before applying.  Include specific information regarding why you want to work for 
that particular organization in your cover letter. 

6. Send resumes and cover letters (or prospecting/inquiry letters).  Many companies accept applications via e-mail 
or have an online application process.  If they do, be sure to send your resume, cover letter and any additional 
information they request.  



INTERNSHIP SEARCH (Continued)  
 

How to Find an Internship (Continued): 

7. Register on Jobs4Jays.  Make an appointment with a Career Center counselor for an orientation to the 
registration process.  This will allow you to search current internships posted at Creighton, submit your resume 
for on-campus interviews, and include your resume in the Career Center's referral system for employers (you 
must upload your current resume to be eligible for employer referrals).   

8. Explore the Internship Search Sites and Internship Programs online through the Career Center website.  
Resources on national internship programs are also available in the Resource Library, located in the Career 
Center.  

9. Attend annual Career Fairs.  Distribute your resume and talk to employers about internship opportunities with 
their organizations. 

10. Networking!  This is the most effective way to obtain a job or internship.  Talk to friends, family, faculty, 
professional and student organizations, Career Center staff, alumni, attend social/professional events in the 
community, and talk to current or former student interns.  Student interns are often asked to recruit their own 
replacement before they graduate.   

11. Take time to thoroughly research organizations before interviewing.  This step is extremely important. 
Interviewers are impressed with students who know a lot about their organization. 

12. Prepare for interviews and schedule a practice interview with a Career Center counselor.   
13. Make an appointment with the Career Center for individual internship search assistance.  The Career Center can 

provide employer contacts and leads for internship opportunities.  Assistance is also available for resume and 
cover letter writing, interview tips, and other career-related topics.  

 
 
 

JOB SEARCH RESOURCES 
 
There are many steps to a job search and it can be quite time consuming, but with the proper preparation and approach, 
it will be a rewarding and successful experience.  Statistics show that only 20% of jobs are actually published and 80% of 
jobs remain hidden in the job market.  For this reason, it is important to use a variety of resources during your job search 
and remember, it usually takes 3-6 months to find employment.  
 
The following is a summary of resources.  Please see the Career Center website www.creighton.edu/careercenter to find 
detailed information on career literature and company research, internet resources, publications, rankings and 
professional associations. 

 
• Meet with a Career Center Counselor  

o Obtain resume writing knowledge and techniques.  
o Receive assistance with the job search process.  
o Learn about job search techniques. 

• Network 
o Talk to friends, family, and acquaintances about job opportunities, and/or people they know in 

companies or occupations that interest you. 
• Informational Interviews 

o Conduct informational interviews with individuals who work in the profession you are interested in, 
and/or who work for a company for which you would like to work. 

o Informational interviews are a great networking tool and will help you gain valuable information. 
 



JOB SEARCH RESOURCES (Continued) 
 

• Professional Affiliations and Associations 
o Utilize professional association directories to identify possible employers.  Joining professional 

associations as a student is another great networking opportunity, and organizations often offer student 
memberships at a discounted rate. 

• Career Center Website 
o Positions will be posted on Jobs4Jays. 

• Newspaper 
o Review the business section of the newspaper for employers not previously considered. 
o Read the Sunday edition of the classified ads for available positions. 

• Chamber of Commerce 
o Contact the Chamber of Commerce; they often provide a directory of employers in the city. 

• Human Resources Offices 
o Visit Human Resources offices to view current openings and to complete applications. 

• Job Websites 
o www.bestjobs.com   ○  www.hotjobs.com 
o www.careerbuilder.com   ○  www.careerlink.com (Omaha jobs) 
o www.collegegrad.com   ○  www.collegerecruiter.com 
o www.getthejob.com   ○  www.jobweb.com 
o www.monster.com   ○  www.nationjob.com 
o www.simplyhired.com   ○  www.indeed.com 

• Employment Agencies  
o Employer fee paid – individuals register with the employment agency.  If the agency finds the individual 

a position, the company pays the agency a fee. 
o Employee fee paid – if the company finds the individual a position, the individual will pay the agency a 

percentage of his/her income in return for their service. 
• Temporary Employment Agencies 

o Working for a temporary agency is a great way to get exposure to different companies and receive an 
income while job searching.  Temporary positions often turn into full-time positions. 

• Yellow Pages 
o The Yellow Pages can help identify companies in a particular city.  Remember, the key to a good job 

search is to generate as many options as possible. 
• City, State & Federal Government Jobs 

o Visit city (1313 Farnam, Omaha) and state offices (1819 Farnam, Omaha) and websites for job postings. 
o National Government positions can be found at: www.fedworld.gov or www.usajobs.opm.gov. 

• Library References 
o Directory of U.S.   ○  Dun & Bradstreet Million Dollar Directory  
o Hoover’s Online    ○  Forbes and Fortune’s Lists of Rankings   
o The Riley Guide    ○  ReferenceUSA 
o Career Insider powered by VAULT 

• Other Resources 
o Almanac of American Employers  ○  Finding a Job in the Nonprofit Sector 
o The Corporate 1000   ○  Forbes and Fortune’s Lists of Rankings 
o The Corporate Jobs Outlook  ○  National Business Employment Weekly 
o The Midlands Business Journal  ○  Peterson’s Annual Guides 
o Better Business Bureau 

 

 



 
The best advice can come from listening to the personal experience of others.  Professionals in your field of interest can 
provide realistic information about career options, employment trends and job responsibilities.  They may also be in a 
position to refer students to contacts in their industry.  The purpose of networking is to help students gather information 
for career exploration.  Students should not contact individuals with the intent of asking for a job. Students may contact 
alumni, or other professionals in the community, for an informational interview to gain insight regarding a career field, an 
organization, or industry.   Alumni, and other professionals, are excellent resources as students explore possible careers. 
  

Effective Networking Tips for Students 
 

1.      Research individuals (alumni, family friends, a guest speaker in a class, etc.) who share your occupational 
interests. 

2.      Call, mail or email and explain why you are contacting them: 
� To gain additional information about your chosen occupation – do NOT ask for a job!  (The goal is 

advice, ideas, leads, and referrals) 
� Information about a particular industry 
� Ideas for getting your foot in the door at a specific company or industry 

3.  Be professional, courteous and gracious at all times. 
4.  Maintain notes and always follow up with a thank you note or email. 

 
Good Networking Questions to Ask 

 
1. Please tell me about your background.  How did you get started in the field?  
2. What kind of preparation is typical to get into this field?  Is it required, or just the typical approach? 
3. What was the biggest surprise or challenge when you went into this field or career?   
4. What is your typical day or week like? 
5. What do you like most about your job?  What do you like least? 
6. What is a typical career path for someone in this field?  What ensures continued advancement?  
7. Where do you see yourself in 5-10 years? 
8. Please explain the typical hiring process.   
9. What skills are needed in this field? 
10. What advice do you have for me? 
 

Sample Networking Letter / Telephone Script 

Dear Mr./Ms./Dr.  :   

My name is Billy Bluejay.  I came across your profile in the Creighton University Alumni group in LinkedIn.  I’m very 
interested in learning more about your career and industry as I am currently exploring which career path to pursue after 
graduation. 
 
I am a Creighton student majoring in Psychology.  I am interested in sports administration and I am on several campus 
committees devoted to promoting and producing sporting events, both intercollegiate and intramural.  My ultimate goal 
is to be in sports marketing and sponsorship sales, but I am also interested in other areas.   
 
Would you have a moment to speak with me about the sports business and possibly share any advice you may have?  I 
can be reached at (402) 000-0000 or BillyBluejay@creighton.edu.  Thank you for your time and consideration.  I look 
forward to speaking with you. 

Sincerely, 
 
Billy Bluejay 

 

 



RESUME WRITING GUIDE 
 
In a few, brief seconds your resume must clearly indicate your value as a potential employee.  It must accurately 
communicate your objective, qualifications, education, experience, activities, and accomplishments.  
 
Getting Started 
Before writing your resume, have a clear understanding of what employers are looking for and what you have to offer.  
Research yourself, your career alternatives, and organizations of interest.  Ask yourself the following questions: 

• What would make someone the perfect candidate?  
• What would set a truly exceptional candidate apart from merely a good one?  
• What does the employer really want? 

If you are not sure, gather information from the classified ads, job postings on the Internet or from the Career Center.  
Talk to people who work in the company or the same field.  If you do not meet the employer’s need, they will not 
respond to your resume.   

The Visual Presentation  
Resumes give the employer an opportunity to assess effective written communication skills.  Furthermore, the employer 
may make a determination based on how visually pleasing your resume is compared to other candidates competing for 
the same position.  Here are a few guidelines: 

• Suggested Fonts:  Times New Roman, Arial, Georgia, Bookman, Courier, Garamond, Tahoma   
• Font Size:  10-12 (11-12 preferred); your name can be size 14-18  
• Left hand justify text  
• Print on 8 1/2" x 11" resume paper with no designs. Recommended colors for resume paper:  ivory, off-white, 

vanilla, light blue, light gray (any light-colored paper)  
• Use matching paper for resumes, cover letters, reference page, thank you letters and envelopes 
• Print on one side only; use laser or ink-jet printers 
• Length:  one page preferably for college students; however, if you have enough important and relevant 

information two pages may be necessary and acceptable   

Content of Resume  

• Use common headings:  Objective, Education, Experience, Qualifications, Activities, Accomplishments, etc.   
• Use phrases starting with action verbs:  "Created," "Organized," "Developed," and "Managed" (rather than 

"Responsible for managing . . . ") 
• Include phrases such as "problem-solving ability," "detail-oriented," "self-directed," "hardworking," "team-

oriented," and "exceptional organizational skills," etc.   
• Spell out acronyms:  use American Marketing Association instead of AMA  
• Don't use personal pronouns such as "I" or "me" in your resume 
• Use short concise sentences to describe responsibilities for each position 
• Use specific quantities, amounts, dollars, and values when applicable  
• Spelling, punctuation, grammar, and consistency must be perfect (have two or three people proof your resume)  
• Rather than recite your job descriptions for your work history, focus on accomplishments, experience gained, or 

skills acquired in your job(s) 
• Use proper tense:  present tense for present experience or activities and past tense for past experience or 

activities 

 

 



RESUME WRITING GUIDE (Continued) 
 
Content of Resume (Continued)  

• Don't include salary information on your resume. (If requested by an employer, it should be addressed in the 
cover letter). 

• Don't include personal information: gender, religion, marital status, children, irrelevant hobbies, or social security 
number  

• Think twice before having a resume service compose your resume.  It can get very expensive and most 
individuals have the capability of writing their own resume.  Career Center counselors can assist with the process.  

Choosing a Resume Format  

Chronological Resume:  Lists work experience in reverse chronological order (present to past).  This is the most 
commonly used style for new graduates and those pursuing employment in profit organizations. 

Functional Resume:  Highlights key skills and qualifications and organizes them in order of importance to support your 
career objectives and interests.  At the end of the resume, work experience is briefly mentioned.  This style is used by 
experienced candidates, individuals changing career fields, and those pursuing employment in non-profit organizations. 

Combination Resume:  Maximizes elements from both the chronological and functional formats.  This resume can vary 
in length but may be several pages long. 

Curriculum Vitae (CV):  Vitaes are usually two to four pages in length and are used by academic and some health care 
professionals.  Vitaes are comprehensive and list work experience as well as presentations, publications, teaching 
experiences, research, conferences, licenses, certifications, etc. 

Resume Categories & Content 

1)  Heading (Contact Information) 

• List your name as you want to be referred to professionally (Jim Bretl, James Bretl, Jim M. Bretl). 
• Include current (college) address and phone number with area code (where you can be reached immediately - 

cellular and/or home phone).  Have a professional message on your answering machine or voicemail.  
• Include a permanent address if you will be in different locations during your job search, or an address of 

someone who will always know how to reach you. 
• Include e-mail address.  Your "creighton.edu" e-mail address is preferred. 
• Keep information updated on your resume. 

2)  Objective  
An objective identifies the type of work you are seeking.  The more focused and specific your objective is, the better it 
works.  An effective objective is simple, clear, to-the-point, and perfectly matches the job for which you are applying.  It 
is appropriate to have several different resumes, each with a different objective specifically created for different types of 
positions.   

Sample Objectives: 

• To obtain a research position in a biochemical laboratory 
• To obtain a summer internship in the field of physical therapy   
• To obtain a financial analyst position with ABC Investment Company 
• To obtain an account management position in advertising  



RESUME WRITING GUIDE (Continued) 
 
3)  Qualifications (optional)               
A qualifications section isolates five or six key attributes and is placed near the top of the resume.  Pick the qualifications 
that best demonstrate why an employer should hire you and assemble them into five or six sentences or bullet 
statements.  It is acceptable to leave off an objective if you have a clear, concise qualification section. 

• Write short, brief statements (one-liners)  
• A short phrase should describe your profession or career field of interest 
• Include statements of broad or specialized expertise, such as:  

o breadth or depth of skills  
o unique mix of skills  
o range of environments in which you have expertise  
o a special or well-documented accomplishment  
o a sentence describing your professional objective or interest 

Example 1: 

• Dedicated marketing candidate with two years of internship experience in consumer and market behavior, 
advertising and promotions 

• Proficient in Microsoft Word, Excel, PowerPoint, and SPSS programs 
• Proven track record of producing successful results 
• Energetic self-starter with excellent leadership, analytical, and creative skills 

Example 2: 

Expertise in all areas of management, with a proven record of unprecedented accomplishment.  Senior-level experience in 
executive decision-making, policy direction, and strategic business planning.  Experience in congressional relations, 
financial and personnel  management, and research and development.  

4)  Education  
List education in reverse chronological order.  Current students and recent graduates should list education before 
experience.  If you have significant work experience, list education at the end of the resume.  It is not necessary for a 
college graduate to list high school education.  The education section should include the following:   

• Name and location of your university or institution  
• Type of degree (Bachelor of Science, Bachelor of Arts, Master of Business Administration, etc.)    
• Graduation date or the expected date of completion 
• Major(s), Minor(s), Certificate(s), or areas of emphasis/concentration  
• GPA (generally, list 3.0 GPA or above). If GPA in major is significantly higher, list this as well. 
• Additional certification or licenses 
• Relevant coursework (optional) 

5)  Experience  
This may include full-time employment, work-study positions, summer employment, internships, volunteer experience, 
community service, student teaching, campus leadership, or any area in which you may have significant experience or 
knowledge, such as publications and presentations.  This category can be referred to as Experience, Career Related 
Experience, or Professional Experience.  Additional Experience and Other Work Experience can be used for work 
unrelated to your objective.  

 



RESUME WRITING GUIDE (Continued) 
 
5)  Experience  (Continued) 
List jobs in reverse chronological order (present to past).  List current employment or the last five years of experience.  If 
you worked for only one employer, list each position separately.  This shows your progression within the company.   

Briefly describe for each position: 

• Job title, dates of employment, name of organization/company, and location (city, state) 
• List your responsibilities (and level of responsibility) for each position using a variety of action verbs to 

describe situations and achievements. Use present tense for current positions; past tense for previous positions.  
• Remember to highlight accomplishments, experience gained, or skills acquired in your job, rather than recite your 

job description 

6)  Activities / Leadership / Achievements / Awards / Accomplishments / Skills  
Use categories that are most important and relevant to your career objective and goals.  Specific headings such as 
professional associations, technical skills (computer skills), foreign languages, community service, and leadership positions 
may be used. 

Include student clubs, organizations, committees or sports teams.  Elaborate on the responsibilities of offices held (Vice 
President, Treasurer, Secretary, etc.)  Also list publications and any military service completed.  Keep this section brief, 
but if more detail is needed, use the guidelines from the Experience section.  Avoid listing interests and hobbies that are 
not connected to your career goals.   

List information in these sections by one of the following: 

• Most important to least important 
• Important leadership roles to least important  
• Reverse chronological order (present to past)    

7)  References                   
Do not list references on your resume.  If you want to include references, they should be listed on a separate page titled 
"References."  It is not necessary to add "References Available Upon Request;" however, it states to the employer that 
this is the end of your resume.  If you are struggling to extend your resume to a full page, consult with the Career Center 
regarding additional knowledge, skills, or abilities that can be listed to market yourself more effectively to employers. 

Final Editing and Polishing Your Resume 

Once the information is on paper, go through and decide which experiences are directly related to your objective, 
definitely not related, and which are questionable.  The questionable information can be used only if there is room.  
Otherwise, stick with the directly related experiences.  

Remember the following: 

• Resumes may have to be rewritten many times before they represent your potential 
• Don't worry about complete sentences.  Incomplete sentences are acceptable.  Make sure your ideas are 

communicated clearly.  
• Double-check resume for misspellings, punctuation, accuracy and grammar 
• Check consistency of formatting techniques.  Make the resume balanced (centered), so it is easy to read and has 

an even margin around the text.  

 



RESUME WRITING GUIDE (Continued) 
 
Final Editing and Polishing Your Resume (continued) 

• Use capital letters, bullets, underlining, italicizing, bold letters, and/or indentation to signal new categories or to 
separate items in lists.  Be cautious.  Overemphasizing may be distracting to the reader.  

• Do not use slang, jargon or abbreviations 
• If possible, keep the resume to one page.  Ask yourself:  Does it need to be lengthened or shortened?  Only use a 

two page resume if you have sufficient relevant information for a second page.  Put your name on the second 
page of the resume.  

• Experiment with captions, headlines, and category titles.  Make your resume (format and content) unique...one 
that will stand out.   

• Review text arrangement for readability 
• Print final resume on a laser printer (printers are available in the Career Center)  
• Use bonded non-erasable, white or off-white paper with black ink.  Print should be dark and clear.   
• Some employers scan resumes into their databases.  Scanned resumes should be on unfolded, light-colored paper 

with no italicized, underlined or shadowed words.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Paul Akre receives the Career Center’s Outstanding Career Development Student Award – College of Arts & Sciences.  
Pictured are: Dr. John Cernech, Vice President for Student Services, Paul Akre (BS ’10), and 

Jim Bretl, Director of the Career Center.



ACTION VERBS 
To Enhance your Resume and Correspondence 

 
Analyzing 
appraise 
evaluate 
examine 
experiment 
identify 
investigate 
recommend 
report 
research 
study 
summarize 
verify 
 
Business Related 
administer 
advise 
balance 
budget 
compile 
define 
demonstrate 
distribute 
expedite 
institute 
plan 
propose 
purchase 
streamline 
supervise 
train 
update 
 
Clerical or  
Detail 
arrange 
collect 
execute 
generate 
implement 
monitor 
prepare 
process 
record 
retrieve 
screen 
specify 

Communication 
address 
collaborate 
convince 
correspond 
create 
develop 
direct 
edit 
influence 
interpret 
lead 
lecture 
manipulate 
mediate 
merge 
motivate 
negotiate 
persuade 
promote 
publicize 
reason 
reconcile 
recruit 
sell 
speak 
translate 
write 
 
Coordinating 
authorize 
decide 
develop 
direct 
execute 
formulate 
implement 
manage 
organize 
regulate 
schedule 
 
Creative 
act 
create 
conceptualize 
design 

direct 
illustrate 
integrate 
invent 
originate 
perform 
plan 
revitalize 
 
Financial 
allocate 
analyze 
appraise 
audit 
balance 
budget 
calculate 
develop 
manage 
market 
organize 
research 
solve 
 
Helping 
assess 
assign 
assist 
care 
clarify 
coach 
counsel 
demonstrate 
diagnose 
direct 
educate 
facilitate 
guide 
listen 
mentor 
motivate 
present 
refer 
relate 
rehabilitate 
 
 

Management 
attain 
chair 
consolidate 
contract 
control 
coordinate 
delegate 
evaluate 
execute 
improve 
increase 
oversee 
prioritize 
produce 
recommend 
review 
supervise 
 
Research 
collect 
critique 
diagnose 
evaluate 
extrapolate 
identify 
inspect 
interpret 
interview 
review 
summarize 
survey 
 
Science 
adapt 
classify 
collect 
describe 
document 
establish 
identify 
instruct 
investigate 
monitor 
process 
publish 
reduce 

report 
set-up 
test 
 
Social Science 
administer 
advise 
advocate 
consult 
delegate 
inform 
launch 
present 
reinforce 
screen 
support 
tutor 
 
Teaching 
adapt 
communicate 
coordinate 
enable 
evaluate 
explain 
facilitate 
initiate 
instruct 
set goals 
stimulate 
train 
 
Technical 
assemble 
compute 
devise 
engineer 
fabricate 
maintain 
operate 
overhaul 
program 
repair 
solve 
upgrade



Chronological Resume (for Sophomores)                                                 

Melissa A. McLain  
            •     991 North Kingston Street            •     Gilbert, Arizona 68233             •     (480) 444-4598            •     melissamclain@creighton.edu 
 
 
OBJECTIVE: To obtain an internship in a non-profit organization 
 
EDUCATION:  Creighton University, Omaha, Nebraska               

Bachelor of Arts – Philosophy, Justice and Peace Studies             May 2012 
   Minor: French 
   GPA: 3.4 
 
   Xavier College Preparatory, Phoenix, Arizona              May 2008 
   High School Diploma 
   GPA: 3.62 
 
EXPERIENCE:  Creighton Career Center, Omaha, Nebraska              August 2010 - Present 
   Public Relations Intern 

•  Market and promote events for the Creighton Career Center and the Ratio Studiorum Program, an 
academic program for both incoming freshmen and pre-majors (sophomores)  

 
   Creighton Center for Service and Justice, Omaha, Nebraska           August 2010 - Present   
                                 Student Assistant/Student Coordinator 

• Arrange the logistics for weekly service sites and lead a team of students while volunteering 
 

Creighton Career Center, Omaha, Nebraska                             August 2009 - May 2010 
   Student Assistant 

• Scheduled appointments on Outlook by phone, e-mail, and in person 
• Developed and created bulletin board displays and PowerPoint presentations to showcase jobs and 

publicize Career Center events 
• Assisted with office tasks, including contacting employers, creating spreadsheets, making copies, and 

inputting jobs into an online database 
• Acted as initial liaison to students regarding the Career Center 

 
   Pro Services, Phoenix, Arizona               June 2009 - August 2009 
   Secretary 

• Performed office tasks, including answering phone calls, mailing, filing papers, and organizing office 
area 

• Maintained contact with both clients and employees 
 
ACTIVITIES    Kappa Kappa Gamma Sorority 
& AWARDS:  Peace and Justice Co-operative 

Peer Educator on Mental Health Awareness 
   Hunger Clean-Up, Team Leader 
   Ignatian Leadership/Service Scholarship 
   Creighton Academic Scholarship 
    
SKILLS:    Windows 2007/XP, Microsoft Word, Excel, PowerPoint, Outlook, HTML 

 

 

 

 

 

 



Chronological Resume                        _____ ________               

Anna C. Dawson 
Permanent Address:                              annadawson@creighton.edu  Current Address: 
1356 Winding Ridge Ave.                                       333-218-8484                144 N. 112th Street 
St. Paul, Minnesota 55105                                          Omaha, Nebraska  13723 

 
Qualifications:  ■    Strong human resources background including: applicant screening, candidate evaluation and placement, new 

employee orientations, as well as training   
                     ■     Enthusiastic, highly motivated individual who enjoys working in a team environment   
                     ■     Excellent communication skills in small groups and public speaking settings   
                     ■     Committed to organizational planning and development of creative new visions   
                     ■     Technical skills: Microsoft Word, PowerPoint, and Excel 

 
Education: Bachelor of Arts – Organizational Communication Studies                 May 2011 
  Creighton University, Omaha, Nebraska      
  Specialization – Human Resources 
    
Experience:  FirstComp Insurance, Omaha, Nebraska              January 2011 – Present   
  Human Resources Intern      

� Organize and facilitate career fairs for the company 
� Interview potential new employees and conduct references checks 
� Update FirstComp’s career website and online job postings 
� Assist the newly established Leadership and Cultural Development Team 
� Organize and file confidential personnel records 

 
  Creighton University Athletics Department, Omaha, Nebraska    September 2009 – May 2010 
  Sports Marketing Intern                    

� Helped design a website and posted pictures with captions of each member of the Creighton Men’s 
Basketball Team 

� Developed and established corporate sponsors 
� Organized correspondence and responsible for numerous mass mailings 

 
USTA Multicultural Program, St. Paul, Minnesota      Summers 2007 – 2010 
Head Tennis Instructor      

� Integrated many cultures and worked at creating inventive, organized lesson plans that all students would 
understand, no matter their native language 

� Supervised two large groups of “Summer in the City” students who were very active and energetic 
� Trained to handle behavioral difficulties and multicultural differences 
� Delegated tasks and responsibilities 

 
St. Paul Urban Tennis Program, St. Paul, Minnesota     Summers 2005 – 2010  
Head Tennis Instructor      

� Created and organized daily lesson plans for four different class periods, filled with young tennis players 
� Communicated behavioral expectations to both students and family members 
� Delegated assigned tasks and responsibilities to my assistant 
� Encouraged and inspired daily living skills to students 
� Taught correct behavior in both small and large group settings 
� Attended multicultural events to help introduce the game of tennis 

 
Additional  Blue Sushi Sake & Grill, Omaha, Nebraska     September 2010 – Present 
Experience: Waitress      

� Trained to both follow directions and delegate duties  
� Helped open the restaurant and trained new employees   

 
Volunteer:          ▪    White Bear Community Art Center: Organized Art Room, created newsletters, and improved the 
                                          computer system (Spring 2005) 

      ▪ Omaha Public and Private School districts 
      ▪ St. Paul Public and Private School districts       



 
 

Chronological Resume                        ___________________________              
Emily Jackson 

1254 South 15th Street, Apt. 3                       (402) 333-2161  
Omaha, Nebraska 68106                     emilyjackson@creighton.edu                                                                              
 

Objective:  To obtain a full-time position in marketing 
 

Education:  Bachelor of Science in Business Administration, Marketing and Finance    May 2012  

Creighton University, Omaha, Nebraska 
   GPA: 3.6   

 

Experience:  DTN – Data Transmission Network, Omaha, Nebraska               
   Product Manager Intern, Media Solutions                                                June 2011 – Present                                                   

• Guide cross-functional teams during the development and release of various 
product enhancements within the media division 

• Manage complete redesign and re-launch of DTNProgressiveFarmer.com website 
which led to a 25% increase in web traffic 

• Assist advertising representatives in enhancing sales strategies, increasing product 
knowledge and growing advertising revenue by over 35% 

• Perform regular customer and market research to identify and validate tactical and 
strategic direction of media products and initiatives 

 

   Securian Financial Group, St. Paul, Minnesota        
   Management Development Intern                                                 May 2010 – August 2010  

• Assisted in the quantitative analysis team at Advantus Capital Management; the 
asset management division of Securian Financial Group 

• Researched and reconciled commercial loan and private securities portfolio data 
• Established private securities pricing procedures 
• Initiated setup of portfolio information in new fixed income manager system 

 

Creighton University, Omaha, Nebraska          
Executive Business Symposium Chair              January 2009 – December 2009 
• Organized student conference to further the education and experience of Creighton 

University business students 
• Led an executive planning committee of 13 fellow students 
• Recruited over 30 executives to speak, present and network with over 400 students 
• Raised over $50,000 from local and national corporations 

 

Additional  Sunset Tanning – Salon Associate, Omaha, Nebraska            2009-2010 
Experience:  Shoreline Golf Course – Cart Attendant, Carter Lake, Iowa    Summer 2008  
 

Leadership:  Anna Tyler Waite Leadership Program, 2008-Present 
Delta Zeta Sorority, 2008-Present; Executive Member, 2010-Present 

   Order of Omega (Greek Honor Society), 2009-Present 
 Financial Management Association (FMA), 2010-Present 
 Creighton University Executive Business Symposium Committee, 2009 

Creighton University Club Crew Team, 2008-2010, Captain 
   

Honors:  Creighton Dean’s Honor Roll, 2009-Present 
   Alpha Sigma Nu (Jesuit Honor Society), 2010-Present 

Anna Tyler Waite Leadership Scholarship  
   Creighton Ignatian Leadership Scholarship  

 



Chronological Resume                               

Beth Daniels 
(402) 341-2121 

mjd3333@creighton.edu 
Permanent Address:              Current Address: 
4444 Burdette St.               8110 David St. 
Omaha, Nebraska 68104                         Omaha, Nebraska 68124 
             
Objective: 
 To obtain a spring internship with the American Cancer Society 
 
Education: 
 Bachelor of Science        May 2011 
 Creighton University, Omaha, Nebraska 
 Major: Exercise Science      Minor: Spanish     GPA: 3.6 
 
Experience: 
 Logistics Chair for Hunger Clean Up      

Creighton University, Omaha, Nebraska     November 2010 - Present 
 - Organize logistics for annual Hunger Clean Up Day, which focuses on cleaning up local properties 
 - Compile budget for breakfast items and clean-up items for 500 volunteers  
 - Solicit local business concerning food donations 
 - Coordinate supply pick-up and drop-off sites and manage volunteer check-in  
 - Design logistics timeline and resolve issues accordingly 
 
 Vice President of Exercise Science Excellence in Leadership (EXSEL)  

Creighton University, Omaha, Nebraska     April 2010 - Present 
 - Co-organize cookout to promote the Exercise Science major to interested undergraduates 
 - Negotiate cookout budget with faculty members and publicized the event via e-mail, handouts and   
                announcements to classes 

- Coordinate volunteer activities with Omaha Marathon and Liberty Elementary School 
    
 Kappa Kappa Gamma – Ritual Chair   
 Creighton University, Omaha, Nebraska     January 2010 - Present 
 - Organize schedule for practices and set-up for initiation of new members 
 - Generate budget and purchase breakfast and flowers for chapter members 
 - Supervise transportation and attendance to chapter events 
 - Oversee the initiation process 
 

Kappa Kappa Gamma – Public Relations Chair 
 Creighton University, Omaha, Nebraska     April 2009 - January 2010 

- Promoted positive chapter image by creating newsletter for alumnae regarding chapter accomplishments  
- Collaborated with officers to promote events by sending announcements to on-campus organizations 

 - Created and posted advertisements around campus  
 
Additional Experience: 
 - Wheatfields, Omaha, Nebraska, Manager, January 2010 - Present  

- Nanny, Private family in Omaha area, July 2009 - Present 
 - Creighton Chemistry Department, Omaha, Nebraska, Stockroom Employee, August 2007 - Present 
 - Starbuck’s, Omaha, Nebraska, Barista, August 2007 - January 2010 
 
Activities:       

- Freshman Seminar Leader   - Omaha Marathon Water Station 
- Hope Center Volunteer  - Boys and Girls Club Health Fair 

 - Summer Camp Counselor  - Liberty Elementary Run for Fun Club 



Chronological Resume (Science)                                                                                      
 

Scott McDonnell 
1602 Schlager Street                                                                                                                                          (570) 905-0630 
Scranton, Pennsylvania 18504                                                                                                 scottmcdonnell@creighton.edu 
 
Objective To contribute developed skills to a stimulating position in the environmental field 
 
Education Creighton University, Omaha, Nebraska 
  Bachelor of Science - Environmental Science   May 2012 
  Minor:  Environmental Policy     GPA: 3.94 

 
University of Queensland, Brisbane, Queensland, Australia  Fall 2008 

 
Experience    Animal Husbandry Intern 
  Omaha’s Henry Doorly Zoo, Omaha, Nebraska   August 2011 – December 2011 

• Worked with Hoofstock, Small Mammals, and Jungle Departments 
 

Research Assistant 
  NASA Nebraska Space Grant, Gulf Coast, Texas  Summer 2011 

• Performed water spectroscopy and water sampling along Texas Gulf coast to verify accuracy of 
remote sensing mapping 

• Sampled the influx and distribution of mangrove populations in and around Aransas National 
Wildlife Refuge 

 
Additional  Stagehand 
Experience Scranton Cultural Center, Scranton, Pennsylvania                      January 2012 – Present 

• Assist with fabrication, operation, and breakdown of stage productions 
 
  Creighton University’s Men’s Basketball Team, Omaha, Nebraska 
  Student Manager         October 2010 – March 2011 

• Coordinated various activities in support of basketball program 
 
Summer Assistant 

  Scranton Housing Authority, Scranton, Pennsylvania  Summers 2009 & 2010 
• Repaired and maintained housing authority properties 

 
Video Production Assistant 
J2K Productions, Scranton, Pennsylvania   June 2005 – December 2010 

• Operated cameras and video equipment 
• Ensured video quality for in-house video feed and live broadcasts of Philadelphia Phillies and 

New York Yankees AAA affiliates and Pittsburgh Penguins AHL affiliate 
 
Honors  Outstanding Academic Achievement Award 

Superior Scholastic Achievement Award 
The National Society of Collegiate Scholars  
The National Scholars Honor Society 
Joseph Robbie History Award 

 
Activities Association for Retarded Citizens, Volunteer 

Creighton University Volunteer Service Trips 
• New Orleans, Louisiana 
• Vanceburg, Kentucky 
Conservation Volunteers Australia 
American Cancer Society Relay for Life, Team Leader 
Intramural Sports 



Chronological Resume (Nursing)                                                                           
 

Ashley Hollingsworth 
4141 California Street 

Omaha, Nebraska 68132 

(291) 333-6723 

abh33167@creighton.edu 

 

OBJECTIVE:  To obtain a full-time nursing position 

 

EDUCATION:  Creighton University, Omaha, Nebraska 

Bachelor of Science in Nursing  GPA 3.8    May 2011 

 

EXPERIENCE:  Mayo Clinic, Rochester, Minnesota 

Summer III Nursing Intern   June 2010 - August 2010 

• Prepared clients for inpatient/outpatient surgery 

• Assessed clients returning from surgery 

• Cared for clients in PACU until transfer or discharge 

• Educated clients regarding their needs 

 

The Nebraska Medical Center, Omaha, Nebraska 

Patient Care Technician  December 2009 - Present 

• Retrieve clients and help prepare for surgery 

• Transport clients from PACU after surgery 

• Aid nurses with clients intake and output and activities of daily living in the Extended 

Stay area 

• Stock the Pre-Op and PACU 

 

Plaza Medical Center, Fort Worth, Texas 

Patient Care Assistant   May 2008 - Present 

• Transfer clients as part of the Transportation Team 

• Perform clerical work as a Unit Clerk 

• Float to various floors as a nurse’s aid 

• Aid nurses with clients intake and output and activities of daily living 

 

Undergraduate Admissions Office, Creighton University, Omaha, Nebraska 

Admissions Student Assistant  August 2008 - Present 

• Manage the front desk on Saturday mornings 

• Run reports for the admissions counselors 

• Package materials for admissions counselor travel appointments 

• Coordinate CU STARS program 

 

ACTIVITIES:  Orpheum Theatre, Omaha, Nebraska, Usher 

Creighton University, Omaha, Nebraska 

• Tour guide 

• Welcome Week Group Leader 

• Alpha Phi Omega (Service fraternity) 

       ~ Pledge Class President 

       ~ Voting Delegate at National Conference 

       ~ Historian 

St. Luke’s Hospital, Cedar Rapids, Iowa, Auxiliary Volunteer 

 

CERTIFICATION: American Red Cross   Basic Life Support Course/CPR 

   Standard First Aid   Advanced Life Saving 

Water Safety Instructor 



Chronological Resume (Education)  ___                       _______     

 
Bridget A. Watson 

 

835 Mercy Boulevard 
Omaha, Nebraska 68131 

(402) 231-1336 
bawalsh2@yahoo.com 

 

Objective:  To obtain an elementary teaching position  
 

Education: Creighton University Omaha, Nebraska              May 2012  
  Major: Elementary Education  GPA: 3.9 
  
Experience: Florence Elementary Omaha, Nebraska       January 2012 – Present 
  Student Teacher          

� Instruct subject areas to 22 first graders in a lower-income school 
� Evaluate student progress in subjects to inform instruction   
� Develop and implement academic plans for both lower-ability, and gifted students 
� Strategize physical arrangement of classroom for better management 
� Adapt instruction to meet varying learning modalities 

 

  Liberty Elementary Omaha, Nebraska                  September 2011 – December 2011 
  Field Experience 

� Tutored a third grade ESL student in reading 
� Administered initial and post- Basic Reading Inventory, San Diego and reading interest 

assessments 
� Identified problem areas in reading 
� Created remedial lesson plans weekly 
 

  Jesuit Middle School of Omaha Omaha, Nebraska                   September 2010 – November 2010 
  Field Experience 

� Instructed and assisted a sixth grade science class of 15 students in an all-male, inner-city 
school 

� Created and facilitated a two week weather unit 
� Assisted with other small-group work and led classroom activities 
 

Beals Elementary Omaha, Nebraska     August 2010 – September 2010 
Field Experience 
� Aided in a first grade classroom of 28 students 
� Assisted teacher in preparing the classroom for the start of the school year 
� Observed implementation of classroom procedure at the start of a new school year 

 

  Liberty Elementary Omaha, Nebraska                    January 2010 – April 2010 
  Field Experience 

� Aided a Special Education teacher in primary grades at a full-inclusion school 
� Adapted and modified lessons for a student with autism 
 

Liberty Elementary Omaha, Nebraska                          January 2010 – April 2010 
Field Experience  
� Instructed and aided in a third grade classroom comprised of 20 ESL students 
� Created and taught reading and writing lessons 
 

Boyd Elementary Omaha, Nebraska             September 2009 – November 2009 
  Field Experience  

� Aided and observed in a second grade classroom of 25 students 
� Facilitated small group work and led small classroom activities 

 
 



Bridget A. Watson 

Additional 

Experience: Children’s Respite Care Center, Omaha, Nebraska            May 2010 – August 2010 
Paraprofessional                       
� Helped prepare lesson plans for special needs summer camp 
� Planned and implemented art projects and science experiments  
� Cared for special needs children ranging in ages from six weeks to twenty-one years old 

Omaha Public Schools Masters Elementary, Omaha, Nebraska    December 2008 – January 2009                         
High-Enrollment Paraprofessional                  
� Supported two second grade classrooms 
� Interacted with students on an academic level, both in individual and small group settings 
� Assisted teachers in tasks such as grading papers and various art projects 

  

  Institute for Latin American Concern, Dominican Republic           June 2008 – August 2008 
Health Clinic Assistant, Volunteer                
� Assisted Medical and Dental Students and professionals by translating Spanish, patient 

intake, and organizing charts in a clinic setting in a rural Dominican Republic village 
� Prepared educational presentations for the community on pertinent health issues 

 
La Vista Falls Golf Course, La Vista, Nebraska            June 2007 – August 2007 
Club House Attendant 

 

Professional 

Affiliations:  

� National Council of Teachers of Mathematics 
� National Education Association          
� National Reading Association 
� Nebraska State Education Association 

 
Additional  

Skills:   
� Maintain a working knowledge of Spanish 
� Studied Spanish for nine semester hours in college 
� Translated administrative documents into Spanish 

 
 

 
Please note: Education resumes may be two pages, but not always. Education students often have several field experiences, 
as well as student teaching and additional work experience that add to the length of the resume. If your resume is two pages, 
all the information must be relevant. Please contact the Career Center if you have question



Chronological Resume (Occupational Therapy)                        
 

Katherine M. Lawson  
13629 Elkwood Drive 

St. Paul, Minnesota 55124 

Katherinelawson@creighton.edu 
612-947-4010 

Objective: 
 To obtain a pediatric occupational therapy position 
 
Education: 
 Creighton University, Omaha, Nebraska 
      Doctorate of Occupational Therapy  GPA 3.98                 December 2011 
      Bachelor of Science in Health Sciences  GPA 3.93                December 2011 
 
Clinical Experience: 
Professional Rotation 
 Moses Cone Hospital, Greensboro, North Carolina            September 2011 – December 2011 

• Designed a feeding program for previously premature infants at an outpatient pediatric clinic 
• Explored the optimal environment to meet the needs of infants in the NICU setting and participate in 

rehabilitation intervention in the NICU  
• Evaluated the effectiveness of dance to improve the social participation and communication of children with 

special needs 
 

Institute for Latin American Concern Immersion, Dominican Republic         August 2011 
• Performed evaluations on clients referred by International Child Care                                         
• Created individualized treatment plans for each client integrating occupational performance, disability 

status, and cultural nuances 
• Educated promatoras on occupation-based treatment options addressing the specific needs of the client 
• Completed a comprehensive analysis of the occupational performance of individuals using the International 

Classification of Functioning, Disability and Health  
 
Level IIB Fieldwork 
 Children’s Hospitals and Clinics, Minnetonka, Minnesota                May 2011 – August 2011 

• Evaluated children with a variety of diagnoses using occupational therapy assessments and screenings 
• Generated appropriate treatment plans and carry out intervention based on evaluation 
• Documented daily notes and progress updates for clients in order to communicate with the interdisciplinary 

team and third party payers  
Level IIA Fieldwork 
 St. Luke’s Hospital, Cedar Rapids, Iowa                                 July 2010  

• Participated in evaluation, treatment planning, treatment interventions, documentation and discharge planning 
of patients in an outpatient neurological setting including clinical driving evaluations, home evaluations, 
cognitive assessments and standardized assessments  

• Presented on the Useful Field of View (UFOV) , a specialized clinical driving assessment  

 

 

 



Katherine M. Lawson 
Level IE Fieldwork 
 Healthy Families Project, Omaha, Nebraska             Spring 2010 

• Planned and facilitated 1.5 hours of physical activity and health education one time per week for Latino 
families in South Omaha throughout spring semester based on the results of a needs assessment  

• Compiled a resource guide for families with community resources, adapted healthy recipes, and home 
exercises 

Level ID Fieldwork 
 Gillette Children’s Hospital and Uniquely Abled Dance Studio, St. Paul, Minnesota                           Fall 2009  

• Investigated ways to incorporate dance with pediatric occupational therapy practice for one week, including 
participation in dance classes for children with special needs and practice in a pediatric therapy setting 

Level IC Fieldwork  
 VA Medical Center, Minneapolis, Minnesota             Spring 2009 

• Observed and engaged in the rehabilitation process for individuals with spinal cord injury for one week 
Level IB Fieldwork 

Munroe-Meyer Institute of University of Nebraska Medical Center, Omaha, Nebraska                        Fall 2008 
• Observed and participated in treatment sessions in the school system and early intervention setting through 

the Omaha Public Schools system, including participation in Individual Education Plan meetings and 
administering formal assessments 

Level IA Fieldwork 
Alegent Immanuel Center for Mental Health, Omaha, Nebraska           Spring 2008 
• Participated in individual and group treatment sessions at a partial day program for children and adolescents 

with mental illness, including leading a group session with other health care professionals 
 

Additional Experience 
Kid Vision and Nebraska Prevent Blindness, Omaha, Nebraska, KidVision Screener      Winter 2009-Present 
• Conducted vision screenings in order to detect vision problems for children ages 2-5 in the Omaha community 

at child care centers, pre-schools, physician offices, and health fairs 

Pupil Support Assistant, Apple Valley, Minnesota               Summers 2006-2007 
• Facilitated classroom activities and assisted one-on-one with elementary level children with severe and 

profound disabilities in the special education summer school setting 
 
Honors and Activities 

• Creighton University School of Pharmacy and Health Professions,                 Spring 2010                                                              
Academic Achievement Scholarship 

• Creighton University Dean’s List                Fall 2006-Fall 2009 
• School of Pharmacy and Health Professions Student Representative                                          Fall 2009-Present 

Occupational Therapy Admissions Committee 
• Omicron Delta Kappa National Honor Society                Fall 2009-Present 
• Pi Theta Epsilon Occupational Therapy Honor Society, Secretary & Student Tutor       Spring 2009-Present 
• Creighton University Student Occupational Therapy Association, Vice President     Fall 2008-Spring 2009 

 
Professional Development 

• American Occupational Therapy Association                         Fall 2008- Present 
• Student Researcher, conduct research with occupational therapy faculty,       Spring 2008-Present 

Survey of Perceived Needs of Skills and Training Needed in Infant Mental Health in Early Childhood 

Intervention Practice                        



Functional Resume                                                                            

Jane Doe 
421 South 80th Street 

Omaha, Nebraska  68131 
(402) 552-4323 

jdoe@creighton.edu 
 
OBJECTIVE:   

To obtain a position as a Program Administrator in a Health/Wellness program 
 
SUPERVISION: 

� Advised a staff of 15 on methods to teach various wellness programs 
� Supervised staff of 12 college students assisting with weekend recreation program  

 for elementary students 
� Supervised 50-60 patrons daily at local swimming facility 

ORGANIZATION: 
� Organized a variety of wellness seminars regarding topics such as smoking, nutrition and drug/alcohol abuse 
� Scheduled the participation of 70 health-related organizations in a community health fair  
� Prepared and assigned work schedules to staff of eight lifeguards 
� Arranged mock rescue situations at local swimming facility to test skills of lifeguards 
� Coordinated recreational activities for approximately 130 elementary students for weekend recreation 

programs 
ANALYTICAL: 

� Summarized and published results of health fair evaluation 
� Monitored endurance rates of students in various sections of aerobic classes 
� Analyzed endurance rates of aerobic class students in order to determine workouts accessible to all fitness 

levels 
EXPERIENCE: 
   University of Maryland, Baltimore, Maryland, Fitness Evaluator, October 2010 
   St. Mary’s Hospital and Meadow Hospital, Baltimore, Maryland, East Coast Health Fair,  
   Coordinator Community Wellness, October  2010 
   YMCA, Baltimore, Maryland, Supervisor Community Wellness, May 2010 - August 2010 
   Maryland Legislative Fitness Day, Baltimore, Maryland, Corporate Fitness Consultant, May 2010 - August 2010 

  Hillside Elementary School, Omaha, Nebraska, Weekend Recreation Supervisor, April 2009 - December 2010 
   NCAA College World Series, Press Box Assistant, June 2008 
 
EDUCATION:   

Bachelor of Science, Exercise Science, Creighton University, Omaha, Nebraska, May 2011 
 
CERTIFICATION:  

American Red Cross  Basic Life Support Course/CPR 
   Standard First Aid   Advanced Lifesaving 

Water Safety Instructor 

 
 
 



Curriculum Vitae (Alumni Resume)                                                
 

BRYAN STRALEY 
618 North 156th Street  ▪  Omaha, Nebraska 68116 ▪  (402) 765-5657  ▪  bryanstraley@gmail.com 

 

Professional Experience 
 

FIRST NATIONAL BANK, Omaha, Nebraska                              
Financial Consultant  – Investment & Planning                    March 2009 – Present                                  
� Increased year-to-year production by 47%, assets under management by 52% and year-to-year Investment 

& Planning referrals by 126% 
� Opened new Investment & Planning office in newly acquired bank 
� Focused on financial planning, mutual funds, variable annuities, disability and long term care insurance 
� Presented training (profiling, referrals, identify prospects) to personal bankers and tellers 
� Referred clients to other divisions of the bank, including lending, mortgage, trust and private banking  
 

WELLS FARGO INVESTMENTS, Omaha, Nebraska                                                   
Financial Consultant          November 2006 – March 2009 
� Increased Private Client Services brokerage production in small, suburban branch 
� Focused on financial planning, mutual funds, variable annuities, life, disability and long term care insurance 
� Trained personal bankers to identify Private Client prospects  
� Increased referrals to private banking, lending, mortgage and asset management services 
 

AMERITRADE, Omaha, Nebraska                                                                                   
Registered Representative / Outbound Sales        March 2005 – November 2006 
� Called customers who needed assistance completing online account opening application 
� Profiled new and existing customers for additional assets and services to be transferred to Ameritrade  
� Trained and proficient with a state-of-the-art CRM system (Salesforce) 
 

MORGAN STANLEY, Omaha, Nebraska                                          
Assistant Vice President / Financial Consultant                                    October 2003 – November 2004 
� Focused on managed money, including Separate Account Managers, Mutual Fund Portfolios, financial 

planning and estate & trust planning 
� Over 70% of production was from fee-based relationships     
 
MERRILL LYNCH, Omaha, Nebraska                                                                                    
Assistant Vice President / Financial Consultant                                 January 1992 – October 2003 
� Began as a trainee with no clients and no assets under management; built business to President’s Club 

production 
� Administered and serviced a stock option program for large multinational telecommunications company 
� Moved business model from being transactional to a fee based, consultative approach, with a focus on 

managed money; over 60% of production from fee based relationships 
� Emphasized estate planning, with focus on using life insurance to pay estate taxes and expenses 
 

Education & Licenses 
 

CREIGHTON UNIVERSITY, Omaha, Nebraska  
Bachelor of Science – Political Science 
� Completed internships in Nebraska State Legislature (Lincoln, Nebraska) and U.S. Senate (Washington, D.C.) 
 

Series 6, 7, 66, Nebraska life, health and variable insurance license 
 

Interests & Activities 
 

American Quarter Horse Association, Mentor at Omaha Jesuit Middle School, Habitat for Humanity 



Curriculum Vitae (Pharmacy)                                                           

Bradley Pittman 
3405 16 Road                         (620) 474 4321 
Ingalls, Kansas  67853                                   bradleypittman@creighton.edu 
 
 

 

Education: 
Doctor of Pharmacy                    May 2011 
Creighton University School of Pharmacy and Health Professions, Omaha, Nebraska     
             
Master of Business Administration                  May 2011 
Creighton University College of Business, Omaha, Nebraska 
 

Bachelor of Science, Wood Science and Technology                       May 1991 
Colorado State University, Ft. Collins, Colorado 
 

Employment: 
Pharmacy Intern (Nuclear)             January 2008 – October 2010 
Cardinal Health Nuclear Pharmacy Services, Omaha, Nebraska                          

• Prepared individual patient doses from technetium, thallium, xenon, and indium isotope containing compounds 
• Radio labeled patient white blood cells with technetium or indium 

 

Professional Experience: 
Ambulatory Clinical Rotation                March 2011 
IHS Choctaw Nation Health Care Center, Talihina, Oklahoma 

• Counseled patients about medication therapy and participated in anticoagulation clinic 
• Rounded with physicians and provided medication information 

 

Community Pharmacy Clinical Rotation           February 2011 
Cambria Drug and Gift, Cambria, California 

• Counseled patients about medication therapy and administered vaccinations 
• Requested prescription transfers, and took new and refill prescription orders 

 

Veterinary Pharmacy Clinical Rotation                         January 2011 
Veterinary Medical Teaching Hospital, UC Davis, Davis, California 

• Participated in large and small animal clinical rounds and pharmacokinetic study sample collections 
• Assisted in dairy herd health checks 
• Researched and answered FARAD veterinary submissions  

 

Oncology Clinical Rotation                      November 2010 
North Memorial Hubert H. Humphrey Cancer Center, Minneapolis, Minnesota 

• Attended weekly tumor conferences 
• Checked parenteral chemotherapy orders and counseled patients on oral chemotherapy agents 
 

Drug Information Clinical Rotation             October 2010 
Rocky Mountain Poison/Drug Center, Denver, Colorado 

• Participated in patient rounds with fellowship physicians and Poison Center Research Conferences 
• Attended Denver Health Emergency Medicine Mortality & Morbidity Conferences 

 

Licensures: 
• California Intern License INT25544          February 2011          
• Minnesota Intern License No. 808930                        May 2010 
• Colorado Intern License No. 2004018                        June 2010 
• Oklahoma Intern License No. 7920                April 2010 
• Nebraska Intern License No. 6420                    November 2007 

 
 
 



         Pittman 2 
Certifications:  
Certificate of Achievement in Diabetes Management 
Creighton School of Pharmacy and Health Professions, Omaha, Nebraska        January 2010 
 
Certificate of Achievement in Advanced Pharmacy Compounding 
Professional Compounding Centers of America, Houston, Texas                              July 2009 
 
Certificate of Achievement in Veterinary Compounding 
Professional Compounding Centers of America, Houston, Texas                                    July 2009 
 
Certificate of Achievement in Pharmacy Based Immunization Delivery 
Creighton School of Pharmacy and Health Professions, Omaha, Nebraska                  April 2009 
 
Presentations: 
Atypical Antipsychotics: Basic Counseling Points               April 2010 
Choctaw Nation Health Clinic, McAlester, Oklahoma 
             
Meniere’s disease: an introduction                 April 2011 
Choctaw Nation Health Clinic, McAlester, Oklahoma           
 
A comparison of isosorbide mononitrate and isosorbide dinitrate               March 2011 
Choctaw Nation Health Clinic, McAlester, Oklahoma 
 
Antifungal spectrum of action and treatment considerations        February 2011 
University of California Veterinary Teaching Hospital, Davis, California 
 
Iron Deficiency Anemia                 January 2011 
Hubert H Humphry Cancer Center, Rossville, Minnesota 
 
Selective Serotonin Reuptake Inhibitor Discontinuation Syndrome              November 2010 
Rocky Mountain Poison/Drug Center, Denver, Colorado 
 
Professional Memberships: 
American Pharmacists Association – Academy of Student Pharmacists                  January 2010 –Present 
American College of Clinical Pharmacy                      January 2010 –Present 
Midwest College of Clinical Pharmacy                         January 2010 –Present 
Kappa Psi Pharmaceutical Fraternity, Beta Nu chapter                      November 2007 –Present 

• Treasurer                     May 2008 – April 2009 
 
Professional National and Regional Experiences/Meetings: 
American Society of Health-System Pharmacists Midyear Clinical Meeting        December 7 – 9, 2010 
Las Vegas, Nevada 
 
Academy of Managed Care Pharmacy 2008 Educational Conference       October 15 – 18, 2009 
Kansas City, Missouri 
 
Community Service: 
Nebraska Mission of Mercy Free Dental Fair                  July 2010 
Omaha Road Cleanup                 2009 – 2010  
 Kappa Psi, Beta Nu Service Project 
American Diabetes Association Tour de Cure                           2008 – 2010  
Nebraska Poison Control Center Pinky Presentation                   2008 – 2010
 Kappa Psi, Beta Nu service project 

 



Curriculum Vitae                                                                                
 

Randall F. Allen 
randallallen@creighton.edu 

2500 California Plaza, Opus Hall 
Omaha, Nebraska 68178 

948-474-2998 
 

Education: 
  
 Creighton University, Omaha, Nebraska  May 2011 G.P.A: 3.7 
 Bachelor of Science in Business Administration, Economics & Finance 
 
Professional Internships: 
  
 Research Intern, Strategic Command, Offutt Air Force Base, Omaha, Nebraska  August 2010 – December 2010 

• Intensively research Chinese counterspace initiatives, Chinese economy, and private industry 

• Prepare weekly updates and research briefs 

• Thoroughly analyze research topic both independently and in a team environment 
 

Intern, BancWest Investment Services, Omaha, Nebraska    September 2010 – December 2010 
• Restructure, analyze and improve regional recruiting process for Oklahoma City and Omaha 
• Perform ad hoc projects as needed 
• Confer with CEO, COO, and CFO on  a regular basis 

 
Finance Intern, Microsoft Corporation, Seattle, Washington    May 2010 – August 2010 

• Analyzed current inflation numbers for emerging markets via the Taylor rule 
• Gave ad hoc presentations concerning current global regulations affecting Microsoft 
• Developed a price model for Microsoft’s downloadable games division 
• Created a control framework for large Microsoft acquisitions 

 
Audit Intern, Union Pacific Corporation, Omaha, Nebraska    May 2009 – September 2009 

• Worked directly with mangers and senior advisors in financial statement analysis and audit implementation 
• Consolidated information from multiple data sources to ensure fairness and accuracy 
• Recovered over $100,000 personally, jointly contributed to over $250,000 in revenue 
• Utilized professional judgment when auditing 

 
Operations Intern, Office of Financial Management, Johnson County, Kansas  May 2008 – August 2008 

• Analyzed and proposed improvements for data flow via flowcharts and personal contact 
• Coordinated with manager and fellow interns to develop office website 
• Reconciled payroll information and verified accounts with accounting department 
• Constructed forecasts and spreadsheets for operations and investments department 

 
Congressional Intern, Office for U.S. Congressman Dennis Moore, Overland Park, Kansas August 2006 – May 2007 

• Fielded questions from constituents, addressed voter concerns and entered data 

• Performed personal research for constituents as needed 

• Maintained complete confidentiality at all times with regards to crucial matters 
 
Computer Skills: 
 

Windows XP, Microsoft Excel, PowerPoint, Access, Word, Webpage design in HTML and Dreamweaver, Internet Explorer, 
internet search databases 
 

Publications: 
 
 “The Future of Wireless Internet Technology,” Dr. Ravi Nath, Dr. Lei Da Chen, Mr. Randall Allen, Creighton University 
 



Randall F. Allen 
 

Additional Experience: 
 
 Biological Science Entrepreneurship Program      January 2010 – Present  

• Meet with scientific inventors to plan routes to bring technologies to market 
• Composed business plans for medical doctors and researchers 
• Manage Bioventure VC fund beginning Winter 2009 

 
Vice President for Administration and Finance, Opus Hall    August 2009 – April 2010 

• Supervised preparations of the budget and all financial transactions 
• Coordinated, planned and attended various social and academic functions for the residence hall 

 
Swanson Hall’s Community Service Chairperson     August 2008 – May 2009 

• Managed and attended year round community service events with the Siena Francis House 
• Delegated tasks to and direct 16 floor representatives 
• Participated in Student Government projects and focus groups 

 
Financial Advisory Committee, Creighton University     September 2008 – May 2009 

• Collaborated with faculty and staff to plan the University 2009 Budget 
• Polled fellow students on issues and compile responses into a presentation 
• Reported to the University President updated recommendations 

 
Activities & Achievements: 
 

• Won “Hall of the Year” with fellow Swanson staff members, 2009 
• Creighton University Honors Program 
• Musical Arts Appreciation Association, Treasurer, 2009 
• Financial Management Association 
• Anna Tyler Waite Business Leadership Scholars Program  
• National Deans’ List/National Honor Roll 
• Presidential Award for Community Service 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Pre-Medical Resume                                                                         
 
 
Students applying to medical school will need two resumes:  one to document your experiences for the AMCAS and another 
resume to be used when applying for jobs, internships, research positions, scholarships, and shadowing.  The two resumes may 
be somewhat similar, but the resume used for the AMCAS will be very detailed and serve as the foundation for the AMCAS 
application as well as the second, more traditional, resume.  When completing the AMCAS application your experiences will fit 
into one of the categories listed below (see Experience Type) and applicants will also need to provide additional information 
for each experience. 
 
AMCAS Application Work/Activities Categories 
 
Experience Type 

Paid Employment – not Military 
Paid Employment – Military 
Community Service/Volunteer – not Medical/Clinical 
Community Service/Volunteer – Medical/Clinical 
Research /Lab 
Teaching/Tutoring 
Honors/Awards/Recognitions 
Conferences Attended 
Presentations/Posters 
Publications 
Extracurricular/Hobbies/Avocations 
Leadership – not Listed Elsewhere 
Other 
Intercollegiate Athletics 
Artistic Endeavors 

 
For each Experience Type you will need to provide the following information: 

Experience Name 
Start Date 
End Date 
Average Hours/Week 
Organization Name 
Contact’s First Name 
Contact’s Last Name 
Contact’s Title 
Country 
State 
City 
Experience Description (1325 or fewer characters) – This is your opportunity to describe each experience in more 
detail. 

 
For additional information regarding the AMCAS please go to: www.amcas.org. 
 
 

 
 
 
 
 



Pre-Medical Resume (Sophomores)                                                 
 

Erica Stewart 
 

                                      6134 Shady Ave. 
              Kansas City, Kansas 66102  

                                                                                                (913) 210-6583  
                                    estewart@creighton.edu 
  
OBJECTIVE :   To obtain admission into medical school 
 
EDUCATION :   Creighton University, Omaha, Nebraska  

                 Bachelor of Science – Biology                                  GPA: 4.0           May 2012   
 
EXPERIENCE :  The Nebraska Medical Center, Omaha, Nebraska 

               Shadowing                                                 June 2009 – July 2009 
•    Dr. Chad Branecki, Emergency Medicine Physician 
•    Dr. Tina M. Flores, Family Medicine Physician 
•    Dr. Daniel Schafer, Gastroenterologist 
•    Dr. Grant Hutchins, Gastroenterologist 
•    Dr. Matthew Omojola, Neuro-radiologist 
•  Dr. Jeffrey Himmelberg, Interventional-radiologist 
 

 The University of Nebraska Medical Center, Omaha, Nebraska 
 Student Health Alliance Reaching Indigent Needy Groups (S.H.A.R.I.N.G.) Clinic Volunteer                  June 2009 

• Worked closely with  physicians’ assistants, pharmacists and attendees in tending to patients’ needs   
• Examined the process of diagnosis of patients by physicians via their voiced concerns during the 

interview section of the appointment and their medical history 
• Observed the patient-doctor interaction and communication dynamics  

 
  The University of Nebraska Medical Center, Omaha, Nebraska    
  Summer Medical and Dental Education Program [SMDEP]                 June 2009 – July 2009 

• Participated in a 6-week intensive enrichment program  
• Designed to prepare pre-medical/dental undergraduate students for medical/dental school admission  
• Augmented academic advancement in Biology, Chemistry, Physics, Mathematics, English/writing, 

medical ethics/humanities and public health 
 
 Department of Biology, Creighton University, Omaha, Nebraska                                   

 Junior Laboratory Assistant                           August 2007 – Present 
• Aid in setting up materials for General Biology and upper-level Biology laboratory courses  
• Assist and support professors and administrative personnel with any needs they may have 
• Work closely with laboratory supervisors in order to prepare solutions, broths and agars for upper-

level Biology laboratory courses 
 

ACTIVITIES :    Pre-Medical Society  
 Biology Club Secretary 

 CU STAR Tour Guide for Undergraduate Admissions  
 Creighton University African American Student Association Historian 
 College Chapter of the NAACP 
 Center for Service and Justice 

• Service Trip Coordinator 
• Franciscan Outreach Association, Chicago, Illinois, 2009                                         
• Catholic Charities, Archdiocese of New Orleans, New Orleans, Louisiana, 2009 
• Siena-Francis House, Homelessness Immersion, Omaha, Nebraska, 2010 

 
CERTIFICATION :   Basic Life Support Course/CPR 
 
COMPUTER    
SKILLS :      Microsoft Office XP 2003/2007 



Pre-Medical Resume                                                                         

Joy L. Chaput 
 

3432 Dewey St., Apartment 14     Omaha, Nebraska 68105     402-457-5659    joychaput@creighton.edu 
Education: 
 Creighton University, Omaha, Nebraska     
 Bachelor of Science – Biology       May 2011 
 Minor: Biophysics       GPA 4.00 
 
Experience:  
 Shadowing 

Kid Care, Fremont, Nebraska      July 2010 
• Dr. Mary K. Bowen, Pediatrician 

 
Creighton University Medical School, Omaha, Nebraska   December 2009 

• Shadowed a first year medical student 
 
University of Nebraska Medical Center, Omaha, Nebraska  June 2009 – March 2010   

• Labor and Delivery, Pediatrics Clinic, Emergency Room        
 

 Children’s Physicians, Omaha, Nebraska     June 2009 – August 2009   
• Dr. Pat Specht, Pediatrician 

 
Children’s Hospital, Omaha, Nebraska     May 2009 

• Dr. Sheila Snyder, Pediatric Hospitalist 
 

Hospital Volunteer 
Creighton University Medical Center, Omaha, Nebraska   June 2009 – October 2010 

• Pediatric Intensive Care Unit, Family Birth Center, Patient Transport 
 
Research Experience: 
 Research Assistant        
 Creighton University, Omaha, Nebraska      May 2010 – August 2010 

• Stretched bone cells with light to identify the primary sensory cell in the bone 
• Cultured cells, performed experiments and analyzed data under the guidance of Dr. Michael Nichols 

 
Publication and Presentation: 

Ekpenyong, A. E., Posey, C. L., Chaput, J. L., Burkart, A. K., Marquardt, M. M., Smith, T. J., and Nichols, M. G. 
“Determination of cell elasticity through hybrid ray optics and continuum mechanics modeling of cell 
deformation in the optical stretcher.” Applied Optics. Vol. 48, Issue 32, pp. 6344-6354. 
 
“A comparison of single-cell elasticity of osteogenic cells measured with the optical stretcher and holographic 
microscope.” Poster presented at the Biophysical Society Annual Meeting, San Francisco, California, February 
2010. 
 

Additional Experience: 
PMED Intern 
Creighton University, Omaha, Nebraska     September 2010 – Present  

• Assist directors with administrative functions of the Pre-Medical Education Seminar Program 
• Act as a mentor to students preparing for medical school 
• Review resumes 



Chaput 2 
 
Freshwater Ecology Laboratory Teaching Assistant   August 2010 – December 2010 

 Creighton University, Omaha, Nebraska 
• Assist professor with lab preparation and instruction 
• Help students with equipment in the field and data analysis in the lab 

 
Career Center Public Relations Intern & Resume Assistant   

 Creighton University, Omaha, Nebraska      August 2009 – August 2010 
• Marketed and promoted events for the Creighton Career Center and Ratio Studiorum Program 
• Reviewed student resumes and send feedback regarding ways to improve the professionalism of the 

resume 
 

Math Tutor 
 Creighton University, Omaha, Nebraska     Summer 2009 
 

Service Clerk 
 Walgreen’s, Omaha, Nebraska      June 2009 – September 2009 

 
Manufacturing Engineering Intern 

 Cessna, Independence, Kansas               June 2008 – August 2008 
• Compared airplane drawings to match part counts and confirmed drawing call outs with builders  
• Edited jobs in the Cessna jobs database as the manufacturing engineers made changes in accordance 

with the specific job builders were performing 
 

Career Center Student Assistant 
 Creighton University, Omaha, Nebraska         August 2007 – Present  

• Promoted to Summer Student Assistant, Summer 2008 
• Review student resumes and provide feedback 
• Create and develop bulletin board displays to showcase jobs and publicize Career Center events 
• Assist with office tasks, including inputting jobs and employers into an online database 

 
Honors & Activities: 
 Creighton Student Employee of the Year, 2010   Career Center Student Worker of the Year, 2009 
 Biology Department Award for Academic Excellence, 2010 Religious Education Instructor      

“Come Follow Me Retreat” Core Team Leader   Gates Scholarship Mentor 
 St. Peter Canisius Society     Relay for Life 
 Pre-Med Society      Hand in Hand Volunteer 
 
Skills: 

Windows 2000/XP, Microsoft Word, PowerPoint, Outlook  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                      REFERENCES                        
 

Sally Brown 
Permanent Address:          (402) 288-0091               Current Address: 
505 Main Street      sbrown@creighton.edu               Kiewit Hall 312 
Red Oak, Iowa 51501                     Creighton University 
                                                Omaha, Nebraska 68178 
           
           

References: 
 

Mr. Rick Smith 
Coordinator of Student Employment Services 

Creighton University 
2500 California Plaza 

Omaha, Nebraska 68178 
(402) 280-7024 

rsmith@creighton.edu 
Relationship: Supervisor – campus job 

 
Dr. Lynn Jones 

Professor of Management 
Creighton University, College of Business 

2500 California Plaza 
Omaha, Nebraska 68178 

(402) 280-7267 
ljones@creighton.edu 

Relationship: Professor and Major Advisor 
 

Ms. Lori Lee 
Director 

St. Andrews Day Care 
15010 Maple Street 

Omaha, Nebraska 68116 
(402) 496-1234 

LoriLee@yahoo.com 
Relationship:  Supervisor – summer job  

 
Mr. Joe Good 

Director 
Jewish Community Center 

333 South 132 Street 
Omaha, Nebraska 68154 

(402) 334-5678 
jgood@hotmail.com 
Relationship: Mentor 

 
 
 
 
 

 



COVER LETTERS 
 
A cover letter always accompanies a resume.  Its purpose is to give the employer a first impression of the candidate.  The 
cover letter is a fundamental step in the job search process and its ultimate goal is to persuade the employer to invite the 
candidate for an interview. 
 
Cover Letter Formats 
Application – This letter format is used when an employer has solicited the resume for consideration.  This is often in 
response to a want ad or publicized job listing.  This style focuses on matching your qualifications to the advertised 
requirements of the position. 
 
Inquiry – Use this format to contact employers who have not advertised or published job openings.  The focus is on 
matching your qualifications to the perceived needs of the employer based on your personal interest in the company or labor 
market research.  This strategy requires a phone call or personal contact with the employer, before or after the resume and 
cover letter is sent. 
 
Referral – Through networking, informational interviews, and contact with employers, the effective job seeker will receive 
referrals.  These referrals may be to a specific job opening (advertised or unadvertised) or to an employer who may or may not 
be hiring at this time.  In a referral letter, mention the individual who provided the information about the company or job. 
 
October 18, 2011 
 
Mr. John P. Johnson, Vice-President 
Ajax Accounting Company 
555 Tamarack Drive 
Billings, Montana 59801 
 
Dear Mr. Johnson: 
 
FIRST PARAGRAPH.  In your initial paragraph, state the reason for the letter, the specific position or type of work for which you are 
applying and indicate how you learned of the opening (through a professional in the organization, Career Center, news media, friend, 
employment service, etc).    
 
SECOND PARAGRAPH.  Indicate why you are interested in the position, the organization, its products or services and above all, what 
you can offer the employer.  If you are a recent graduate, explain how your academic background makes you a qualified candidate for the 
position.  If you had practical work experience, point out your specific achievements or unique qualifications.  Give two or three examples 
of your accomplishments or abilities to make your case stronger.  Be specific and brief.  Try not to repeat the same information the reader 
will find in the resume.  Appeal to the employer’s interest immediately.  Demonstrate a match between what the employer is looking for 
(see job description) and what you have to offer. 
 
THIRD PARAGRAPH.  In the closing paragraph, indicate your desire for a personal interview and your flexibility as to the time and 
place.  Repeat your email address and phone number in the letter.  Finally, close the letter with a statement or question, which will 
encourage a response.  For example, state that you will be in the city where the company is located on a certain date and would like to set 
up an interview.  State that you will call in a week to 10 days to set up an interview or ask if the company will be recruiting in your area.  
Find out if additional information or references are required. 
 
Sincerely, 
 
 
Your name 

Enclosure 



E-mail Application Cover Letter (Internship)                                        
 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



Application Cover Letter (Full-time)                                           
 
 
 
 
 

 
 
 
 
 
 
April 11, 2011 
 
Ms. Jane Smith 
First National Bank 
1620 Dodge Street 
Omaha, Nebraska  68197 
 
Dear Ms. Smith: 
 
They say variety is the spice of life.  Without a doubt, that’s why I’m attracted to marketing and public relations. 
 
As noted on my enclosed resume, I will graduate from Creighton University in May with a Bachelor of Arts in 
Journalism and Mass Communication with an emphasis in Public Relations.  I began working in the Marketing 
Department at Creighton after my sophomore year and have assumed additional responsibilities each semester.  
Some of my responsibilities include writing and sending press releases, updating and redesigning the University’s 
website, and researching and collecting information for the Admissions recruitment brochure.  While working on 
this brochure I was responsible for collecting bids from outside vendors, interviewing students and faculty, and 
writing brochure text.  I have also designed posters using Photoshop for on-campus events.  In addition, I have 
excellent communication skills, am a team player, and have experience with Microsoft Word, PowerPoint, Excel, 
Photoshop, InDesign, Acrobat, and Dreamweaver. 
 
I would appreciate the opportunity to share my portfolio with you and further discuss my qualifications for the 
Marketing Communications Specialist position.  Please feel free to contact me at (402) 333-2927 or 
abj@creighton.edu.  Thank you for your time and consideration.  I look forward to hearing from you. 
 
Sincerely, 
 
 
Abbey Jones 
 
Enclosure 

 

 

 

Sample Job Description for Marketing Communication Specialist: 
- Write and produce material for press releases 
- Work closely with outside vendors and constituents 
- Outstanding written and verbal communication skills 
- Solid graphic design skills, knowledge of print process and Web concepts 
- Ability to work cross-functionally with other departments. Exceptional teamwork skills. 
- Experience with copywriting and graphic design 
- Computer skills:  Microsoft Word, Excel and PowerPoint required.  Adobe Creative Suite (Illustrator, Photoshop, 
  InDesign and Acrobat) preferred. 



E-mail Inquiry Letter                                 

 

 

 

 

 

 

 

 

 



E-mail Referral Letter                                                          
 

 

 
 
 
 
 
 
 
 
 
 
 
 



 
 

Informational Interview Letter                                                     
 
 

October 19, 2012 
 
Mr. Charles Edwards 
Director of Marketing 
ABC Company 
33 West 6th Street 
Omaha, Nebraska 68137 
 
Dear Mr. Edwards: 
 
My name is Bill Smith, and I received your name from a family friend of mine, Tracy Michaels, who suggested 
I contact you.   
 
I will be graduating in May from Creighton University and would like to learn more about the consulting field.  
Would you be willing to meet with me for an informational interview to discuss your job and the ABC 
Company?   A thirty minute appointment, at a time that would be convenient for you, would be sufficient.   
 
Thank you for considering my request.  I believe an informational interview will help me better understand the 
consulting field and the work you do at ABC Company.  I will contact you the week of October 22nd to confirm 
receipt of this letter and to schedule a time for us to meet.  If you would like to contact me, I can be reached at 
402-429-3717 or billsmith@creighton.edu. 
 
Sincerely, 
 
 
Bill Smith 
 
 
 

 

 

 

 

 

 

 

PROFESSIONAL CORRESPONDENCE 
 



Thank You Letter Following an Interview                        

November 12, 2011  
 
 
Mr. William Smith 
First Data Resources 
7305 Pacific St. 
Omaha, Nebraska 68114 
 
Dear Mr. Smith: 
 
Thank you for interviewing me for the Human Resources Recruiter position.  I enjoyed meeting you and the other 
members of your staff, as well as learning more about First Data Resources. 
 
As I mentioned during my interview, I am very excited about the position and the opportunity to work for First 
Data. My experience as a Human Resources intern at FirstComp provided an excellent foundation, and I am eager 
to apply what I have learned to the position at First Data.  I am especially interested in assisting with the 
development of the New Employee Orientation program that we discussed.  While at Creighton, I served as the 
New Member Coordinator for my sorority for two years.  In this position, I developed the goals and objectives for 
new members, presented membership education including membership requirements and house rules, facilitated 
get-acquainted activities, and coordinated a group service project.  This experience, along with my current 
association with Human Resource Association of the Midlands, has prepared me for the Recruiter position. 
 
Thank you again for your time and consideration.  I enjoyed the interview process and I look forward to hearing 
from you. 
 
Sincerely, 
 
 
Abbie Jones  

 
 
 
 
 
 
 
 
 
 
 
 
 



Acceptance Letter                                                                                      

 
May 1, 2012 
 
Mr. Charles Edwards, Director of Marketing 
ABC Realty Company 
33 West 6th Street 
Omaha, Nebraska 68137 
 
Dear Mr. Edwards: 
 
Thank you for the invitation to join the Management Training Program at the ABC Realty Company.  I am 
excited about this opportunity and look forward to beginning my professional career with you.  I will plan on 
meeting you at the office at 8:00 a.m. on Monday, June 2nd for my first day of employment. 
 
Please feel free to contact me at (402) 423-6767 or billsmith@creighton.edu if there is information you would 
like me to review or meetings you would like me to attend before June 5th.  Thank you again for this wonderful 
opportunity. 
 
Sincerely, 
 
 
Bill Smith 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Declining a Position Letter                                                                       
 
May 20, 2011 
 
 
Ms. Annette Brown 
Human Resource Director 
ABC Company 
8501 West Center Road 
Omaha, Nebraska 68114 
 
Dear Ms. Brown: 
 
I would like to thank you, and express my sincere appreciation, for the Advertising Coordinator offer with your company.  After much deliberation, I 
regret to inform you that I have decided to accept an offer from another company. 
 
I appreciate the time you spent with me discussing ABC Company and the Advertising position.  This was a difficult decision for me, but I am 
confident you will find a well-qualified candidate for the position. 
 
Thank you again for your time and consideration. 
 
Sincerely, 
 
 
Mike Anderson   

Response to a Rejection Letter                                                         

May 10, 2012 
 
 
Mr. Jack Smith 
Human Resource Director 
ABC Company 
8501 West Center Road 
Omaha, Nebraska 68114 
 
Dear Mr. Smith: 
 
I want to thank you again for the opportunity to interview for the marketing position.   Although I am disappointed that I was not selected for the 
position, I remain interested in working for your company.   Should another opportunity become available please do not hesitate to contact me.  I 
would be very interested in discussing how my skills and experience could benefit other departments within ABC Company. 
 
Thank you again for your time and consideration.  
 
Sincerely, 
 
 
Sue Jones 

 
 
 
 

 
 
 



INTERVIEWING 

 
Interviewing 
The purpose of an interview is for an employer to determine if a candidate has the skills, knowledge, and abilities to perform a 
particular job.  The employer is also looking for “organizational fit”; someone who would fit in at their organization. The 
candidate interviewing for the position is gathering information regarding the company and the position, to determine if it is 
the right job opportunity for him/her. 
 
Interview Stages 

1. The initial interview is often a “screening” interview.  It is conducted by the Human Resource department to 
determine the quality of the applicant.  If the applicant does well in the screening interview, and meets the initial 
requirements for the position, Human Resources will recommend the applicant to the department hiring for the 
position.  The screening interview is used to narrow the field to several promising candidates and usually lasts 
approximately 30 minutes. 

 
Interview Structure: 

• Formal greetings 
• Discussion of qualifications, background, and career goals 
• Requirements for the position 
• Summary and final instructions 

 
2. Subsequent interviews may consist of one additional interview or can be several more depending on the position.  The 

interview(s) may last an hour, several hours, or a day or two.  Taking achievement or personality assessments may also 
be required. The interview process may involve meeting many members of the organization individually or in groups.  
Travel to the corporate office may be necessary, including an overnight stay and meals with the interview committee.  
Most employers reimburse for travel expenses, but plan to bring extra money for emergencies.   

 
3. Negotiation of terms is the final step of the interview process.  If the employer makes an offer, salary, benefits, 

starting dates, location, and training are determined at this time. 
 
What an employer seeks in a candidate: 

- Ability to communicate 
- Teamwork 
- Leadership 
- Critical thinking 
- Personal management 
- Creativity 
- Technical/Scientific skills 
- Social responsibility 

- Intelligence 
- Self-confidence 
- Initiative 
- High energy level 
- Flexibility 
- Interpersonal skills 
- Self-knowledge 
- Ability to handle conflict 

 
Preparing for an Interview 
Preparing for an interview takes time and research.  It is important for the candidate to be well prepared and to offer well-
organized examples and information. 
 
1. Research the company 

a) It is important to have as much information about the company as possible.  Review the company’s website, 
annual report, and recent newspaper articles.  Additional resources for researching companies are available on the 
Career Center website. 

b) Gather information about the company informally by talking with current employees or employees in a similar 
industry to learn more about the company. 

c) Be familiar with the duties and responsibilities of the job. 
d) Consider doing general reading about the field.  What are current trends and challenges of the field, and what 

direction is it headed in the future? 
 
 
 



INTERVIEWING (Continued) 

 
2. Research yourself 

a) Be prepared to discuss your education, training, personality traits, characteristics, strengths, weaknesses, interests, 
values, accomplishments, awards, career goals, research, employment, and internships.  Give careful thought to 
the points you want to make regarding these areas. 

b) Review interview questions (examples are provided) and state your answers out loud.  Practice with a friend or 
make an appointment with the Career Center for a practice interview. 

c) Be prepared to give examples to provide support for your responses.  For example:  If you state you are 
organized, be prepared to give an example that demonstrates your organizational ability.  Your responses should 
demonstrate how your experience, background, and knowledge match the position. 

d) Be familiar with the information on your resume and take a copy to the interview. 
 
3. Prepare questions for the employer 

a)  Before going to the interview prepare questions for the employer. Questions will often arise during the interview, 
but when the employer states at the end of the interview “Do you have any questions?” it is important to have a 
couple of well-thought-out questions to pose to the interviewer. 

b)  Ask questions that demonstrate you have done your research and are well informed.  For example, questions 
regarding information that can be found on the company website or in the company literature would not be 
appropriate. Questions should demonstrate that you are seeking additional knowledge. 

 
4.   Before the interview 

a) Make a trial run to the interview site if you are uncertain of the exact location and parking options. 
b) Have a copy of your resume, references, and any additional information in a portfolio folder. 
c) Arrive 10-15 minutes early for the interview.  Be sure to allow plenty of time. 

 
The Interview 
The actual interview is a very important part of the job search process.  It is okay to be nervous.  A little nervousness can work 
to your advantage. Good interviewers will create an atmosphere to help candidates relax so they are able to demonstrate their 
true self.  
 
What to Wear 
Dress professionally.  Presenting a professional imagine during the interview is very important.  If you are uncertain about 
what to wear, feel free to contact the Career Center.  Below are a few suggestions: 

• Wear a conservative, well-tailored suit (men and women) 
• Be neat and clean 
• Color coordinate your outfit 
• Have conservative jewelry, hairstyle, and makeup 
• Clean fingernails & freshen breath 
• Shine shoes 
• No perfume or cologne 
• Women should wear hose and closed-toe shoes 
• Do not smoke before or on your way to the interview.  Your attire should be smoke free. 

 
 
 
 
 
 
 
 



INTERVIEWING (Continued) 

 
Guidelines for Effective Interviewing 

-  Smile! 
- Greet everyone with a firm handshake and use their name  
- Refer to the interviewer as Mr., Mrs., or Ms.  
- Remember the correct pronunciation of the interviewer’s name 
- Ask for business cards from the individuals on the interview committee 
- Treat receptionists and secretaries with respect 
- Use direct eye contact and be aware of nonverbal communication 
- Demonstrate maturity and confidence; relax and be yourself 
- Be honest, assertive, attentive, and poised 
- Have good posture when seated 
- Listen to the complete question before answering  
- Ask for clarification of the question if needed 
- Convey interest in and knowledge of the position  
- Answer questions articulately; use good grammar and diction (no slang terms) 
- Be clear, concise and provide examples 
- Be aware of your tone, inflection, and rate of speech 
- Use professional language.  Ask questions related to the job. 
- Turn your weakness into a strength or discuss how you have overcome it 
- Be courteous and appreciative of the interviewer’s time. Thank them. 
- Send individual thank you letters to the interviewers 
- Conduct a self-evaluation after the interview.  What would you change?  What can you improve for next time? 

 
Interview Don’ts  

- Wait until the last minute to prepare for the interview 
- Chew gum 
- Speak negatively about a past job, employer, or supervisor 
- Exaggerate experiences or abilities 
- Use “uh”, “um”, and “like” 
- Interrupt the interviewer 
- Answer questions the way you think you should answer 
- Answer questions with just “yes” or “no” 

 
Questions Asked by Employers 

- Tell me about yourself? 
- How would you describe yourself? 
- How would a friend, (co-worker, or supervisor) describe you? 
- Why did you select your university? 
- What subjects did you like most and least? 
- Why did you major in _____? 
- Do you feel your grades are a good indication of your academic ability, and why? 
- What would you change about your college experience? 
- Tell me about the activities (or specifically one) you were involved in during college? 
- What have you learned from participating in extra-curricular activities? 
- Describe your most rewarding college experience? 
- Which is more important to you, money or type of career? 
- How has your college experience prepared you for your career? 
- What did you learn from your part-time job or internship? 
- Do you have plans for continued study or advanced degree? 
- What accomplishment are you most proud of? 
- What are your strengths and weaknesses? 
- What will you contribute to the organization? 

 
 



INTERVIEWING (Continued) 
 
Questions Asked by Employers (Continued) 

- What is the greatest challenge you have faced and how did you handle it? 
- What characteristics are you looking for in a supervisor? 
- What are two or three things that are most important to you in a job? 
- What motivates you to put forth your greatest effort? 
- How do you determine or evaluate success? 
- How do you perform under pressure? 
- What major problem did you encounter and how did you deal with it? 
- What is your organizational style?  On a scale of 1 (low) - 5 (high) how organized are you? 
- What have you learned from your mistakes? 
- What do you think it takes to be successful in our organization? 
- What are your short-term and long-term career goals?  
- Why would you like to work for this company? 
- What do you know about the company? 
- Are you willing to spend six months as a trainee? 
- How do you feel about traveling and how many weeks per month are you willing to travel? 
- How do you feel about relocating? 
- Why should I hire you? 
- Who is your favorite author and why? 
- Pick a relevant issue going on currently in this industry and give me your opinion on this issue. 

 
Questions For Employer 
Interviews usually close with an opportunity for candidates to ask questions.  Have a few well-thought-out questions prepared 
in advance.  This is an opportunity to clarify information gathered from the interview, demonstrate your interest in the 
position, and make a final impression.  The questions should pertain to the position or the company, be sincere, and based on 
prior research. 

- Can you describe a typical day for the person in the position? 
- What kind of person are you looking for? 
- What is the best experience and background for the position? 
- How are employees and job performance evaluated? 
- What are opportunities for advancement in the company for someone with my degree and skills? 
- Could you tell me about the primary people I would be working with? 
- How would you describe the office culture? 
- What is the company’s management style? 
- What type of training is provided for this position? 
- What is the next step in the selection process? 
- I am interested in the position; do you see anything that would prevent me from being involved in the next step? 
- What have you enjoyed about working for the company?  What is challenging about working for the company?  
- Is there anything else I can tell you about my qualifications? 
- In your opinion, what makes your company different than the competition? 
- Why is the position currently open? 
- I read about the new initiatives on your website.  Could you elaborate on a couple of those initiatives? 

 
Behavioral Interviewing 
Behavioral interviewing focuses on experiences, behaviors, knowledge, skills, and abilities that are job related.  It is based on 
the belief that past behavior and performance predicts future behavior and performance.  Even if you don’t have a lot of 
experience, companies expect you to be able to relate any past experience (such as work, hobbies, activities, volunteer work, 
school projects, internships etc.) to the job for which you are interviewing. 
 
How do I prepare for a behavioral interview? 
Simply practicing the list of common interview questions will not work.  Companies that use behavioral interviewing have 
predetermined skill sets they require for a particular position.  These skill sets could include:  decision making, problem 
solving, leadership, motivation, communication, interpersonal skills, planning and organization, critical thinking skills, team 
building and the ability to influence others.  Fill a blank sheet of paper with actual examples and stories of where you used 
certain skills or abilities.  Be prepared to tell good stories! 



INTERVIEWING (Continued) 

 
Employers often look for: 

     -   Content Skills – knowledge that is work specific, such as computer programming, accounting, 
                website development, etc. expressed as nouns. 
            -   Functional or Transferable Skills – used with people, information or things such as organizing, 

          managing, developing, communicating, etc. expressed with verbs. 
            -   Adaptive or Self-Management Skills – personal characteristics such as dependable, team player, 

          self-directed, punctual, etc. expressed as adjectives. 
 
Preparation 

- Analyze the type of positions for which you are applying.  Try to get an actual job description.  What skills are 
required? 

- Analyze your own background.  What skills do you have that relate to your objective? 
- Identify examples from your past experiences where you demonstrated those skills.  How can you “tell a story” 

about your use of particular skills or knowledge?  Concentrate on developing complete answers and remember 
that a good story has a beginning, middle, and end. 

- Whenever possible, quantify your results.  Numbers illustrate your level of authority and responsibility. 
- Be prepared to provide examples of when results did not turn out as you planned.  What did you do then? 
- Before starting the interview process, identify 2 or 3 of your top selling points and determine how you will convey 

these points during the interview. 
- Once employed, keep a personal achievement diary to help document performance. 

 
Behavioral Interviewing Tips 

- Develop three stories in advance that demonstrate your past performance. 
- Describe how you actually behaved, not how you would have behaved.   
- It is acceptable to also describe how you should have behaved if the desired outcome was not achieved. This 

demonstrates what was learned from the experience. 
- Articulate the story clearly and concisely. 
- Stay in control of your story; be careful not to ramble.  
- Use a three step process to convey your experience: 

o Identify the problem – The Residence Life Office experienced a decrease in the number of qualified 
students applying for resident assistant positions. 

o Action – I designed a new marketing campaign directed toward sophomore students that included screen 
saver pop up ads, informational meetings, and an active recruitment plan carried out by current resident 
assistants. 

o Results – There was a 25% increase of applicants for resident assistant positions and the average GPA of 
the assistants hired increased from a 3.25 to 3.45. 

 
Sample Behavioral Interview Questions 

- Give an example of a time when you had to keep from speaking or making a decision because you did not have 
enough information. 

- Give an example of a time when you had to make a quick decision. 
- Describe a time when you were faced with problems or stress that tested your coping skills. 
- Provide an example of an important goal you had to set and your progress in reaching that goal. 
- Describe the most creative project you completed. 
- Tell me about a situation when you dealt with a customer or coworker who was upset. 
- Describe a time when you had difficulty getting others to accept your ideas or approach. 
- Give an example of a time when you went beyond the call of duty. 
- Describe a situation when you were able to have a positive influence on others. 
- What have you done in the past to contribute to a teamwork environment? 
- How do you decide what gets top priority when scheduling your time? 
- Tell me about an important goal you set in the past and about your success in reaching it. 

 



GRADUATE AND PROFESSIONAL SCHOOL 
 

Why graduate school? 
Determine if graduate school is right for you. 

• Think about your options and choose a program that fits you and your career goals. 
• Research financial aid opportunities and the impact your decisions will have on your career goals. Consider 

all fellowships, grants and scholarships. 
• Discuss options with family, friends and career professionals.  

 
How do I make the right selection? 
Evaluate your goals and interests as well as your strengths and weaknesses. 

• List your requirements for a graduate program. 
• Research institutions using the websites and attending Graduate and Professional School Fairs. 
• Visit institutions that meet your needs. 
• Other factors to consider: 

                  o Cost and financial aid  
o Length of program 
o    Application process 
o    Flexibility and specifics of curriculum 
o Prestige of program and faculty 

 
Application Process 
Most graduate programs use an online application process.  

• Be aware of deadlines. 
• Follow directions carefully and accurately. 
• Retain copies for your own records. 
• Letters of recommendation 

o Select 3 to 5 faculty members or employers who are qualified to evaluate your academic/work 
performance. 

o Allow ample time for recommendations to be written. 
o Some institutions provide recommendation forms to be used. 
o Provide the following support material: projects completed, transcripts, resume, copy of your 

personal statement and a stamped addressed envelope. 
• Personal Statement 

o This is the key measure of your ability to communicate. Pay attention to spelling, grammar and 
writing style.  

o Be clear and brief, abiding by the guidelines stated in the application. 
o Demonstrate your motivation, commitment and enthusiasm. 
o Invite critiques. The Creighton Career Center staff is available to assist you. 
 

 
 

 



ADMISSIONS TESTS 
 
GRE – Graduate Record Examination (www.gre.org) The GRE General Test measures verbal reasoning, quantitative 
reasoning, critical thinking, and analytical writing skills that have been acquired over a long period of time and are not related 
to any specific field of study.  GRE is required for acceptance to most graduate programs. 
 
The GRE Subject Tests gauge undergraduate achievement in eight specific fields of study.  Each Subject Test is intended for 
students who have majored, or have extensive background, in that specific area.  Subject Tests are offered in the following 
areas: 

- Biochemistry, Cell and Molecular Biology  -   Literature in English 
- Biology      -   Mathematics      
- Chemistry      -   Physics 
- Computer Science     -   Psychology 

 
GMAT – Graduate Management Admissions Test (www.gmat.org) 
The Graduate Management Admissions Test is a standardized assessment that helps business schools assess the qualifications 
of applicants for advanced study in business administration and management. 
 
LSAT –  Law School Admission Test (www.lsac.org.lsat.htm)  
The Law School Admission Test is a standardized test required for admission into all ABA-approved law schools, most 
Canadian law schools, and many non-ABA-approved law schools.  It provides a standard measure of acquired reading and 
verbal reasoning skills that law schools can use as one of several factors in assessing applicants. 

• Law School Data Assembly Service (LSDAS) (www.LSAC.org)  
 

MCAT – Medical College Admissions Test (www.aamc.org) 
The Medical College Admissions Test is a standardized, multiple choice examination designed to assess the examinee’s 
problem solving, critical thinking, writing skills, and knowledge of science concepts and principles prerequisite to the study of 
medicine.   

• The American Medical College Application Services (AMCAS) (www.aamc.org/amcas) 
 
PCAT – Pharmacy College Admission Test (www.pcatweb.info) 
The Pharmacy College Admission Test is a specialized test that helps identify qualified applicants to pharmacy colleges. It 
measures general academic ability and scientific knowledge necessary for the commencement of pharmaceutical education. 

• Pharmacy College Application Service (Pharmcas) (www.pharmcas.org) 
 
DAT – Dental Admission Test (www.ada..org/prof/ed/testing/dat/index.asp) 
The Dental Admission Test is designed to measure general academic ability, comprehension of scientific information, and 
perceptual ability. 

• Associated American Dental Schools Application Service (AADSAS) (www.adea.org) 
 
OCAT – Optometry College Admission Test (www.opted.org/info_oat.cfm) 
The Optometry College Admission Test is a standardized examination designed to measure general academic ability and 
comprehension of scientific information. 

• Optometry Centralized Application Service (OptomCas) www.optomcas.org 
 
Physician Assistant – Some schools may require GRE (www.aapa.org) 

• Centralized Application Service for Physician Assistants (www.caspaonline.org) 
 
Physical Therapy – GRE test required (www.apta.org) 

• Physical Therapy Centralized Application Service (PTCAS) www.ptas.org 
 
Veterinary Medicine – Some schools may require GRE (www.aavmc.org) 

• Veterinary Medical College Application Service (VMCAS) (www.aavmc.org) 

 



FELLOWSHIPS AND SCHOLARSHIPS 
 
As you plan your academic professional future, consider whether you might be eligible to apply for one or several nationally competitive 
scholarships and fellowships. 
 
These prestigious awards recognize the nation’s best students.  They offer support for graduate school or other significant postgraduate 
work.  Academic fellowships typically provide full tuition, fees, living expenses, and a stipend. 
 
If you are interested in learning more about these awards, visit the Scholarships Opportunities and Resources (SOAR) website at 
http://www2creighton.edu/soar/.  Please also feel free to contact Dr. Bridget Keegan, Director of Fellowships and Scholarships for 
Creighton’s SOAR program. 
 
Eligibility  
 
Students with the highest academic achievement should consider applying for these scholarships and fellowships.  Other achievements 
such as leadership, service, and research or language abilities are also important.  
 
Awards and Faculty Representatives  
 
Fulbright Scholarship~ Dr. Amy Wendling (Philosophy) 
Barry M. Goldwater Scholarship~ Dr. Michael Cherney (Physics) 
Clare Boothe Luce Scholarship~ Dr. Cynthia Farthing (Math) 
Davies-Jackson Scholarship~ Dr. Bridget Keegan (English) 
Gates Cambridge Scholarship~ Dr. Bridget Keegan (English) 
Harry S. Truman Scholarship~ Dr. Richard Witmer (Political Science) 
Jacob K. Javits Fellowship~ Dr. Tracy Leavelle (History)  
James Madison Fellowship~ Dr. Tracy Leavelle (History) 
Marshall Scholarship~ Dr. Betsy Elliot-Meisel (History) 
Mitchell Fellowship~ Dr. Bridget Keegan (English) 
National Science Foundation~ Dr. Jon Schrage (Environmental and Atmospheric Sciences) 
David L. Boren Graduate Fellowships~ Dr. Bridget Keegan (English) 
Rhodes Scholarship~ Dr. Bridget Keegan (English) 
 
Getting Started 
 
The best advice is to start as early as possible.  Freshman year is not too early to start thinking about how these fellowships and 
scholarships might fit into your plans.  The best way to prepare yourself is to keep your grades high and seek out opportunities for 
research, leadership and service. 
 
It is demanding to put together a successful application.  Dr. Keegan, your mentor, and the individual fellowship and scholarship faculty 
advisor can help you through the application process.  They will assist you in deciding which fellowship or scholarship may be best for you, 
help you write your personal statement and prepare you for interviews. 
 
If you are interested, check out the Fellowships Web Page: www.2creighton.edu/soar. 
For additional information contact Dr. Bridget Keegan, Director of Fellowships and Scholarships, at bmkeegan@creighton.edu. 

 
 
 

 



 THE CAREER CENTER WOULD LIKE TO THANK OUR EMPLOYER SPONSORS: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 



 

 

 

 

 
 

 

 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

  

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

 

 

 
 

 

 

 

 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

 

 

  

Thank you 
Employer 
Sponsors! 

 


