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What Can I Do with This Major? (Criminal Justice Administration) 

A bachelor’s degree in criminal justice administration is designed to provide professional 
preparation for private, public and non-profit sector professionals in the fields of national and 
local law enforcement, juvenile justice, homeland security and intelligence analysis. The 
degree also offers strong pre-law preparation for students interested in law school and careers 
in law. 

Common Job Search Terms: 

Key Words: 

o Corrections 
o Probation/ Parole 
o Casework 
o Juvenile Justice 
o Program Development 
o Outreach 
o Mentoring 
o Surveillance 
o Grant Writing 
o Court Reporting/Transcription 
o Legal Assistance 
o Investigating 
o Loss Prevention 
o Global Intelligence 
o Forensics 
o Private Security 
o Consulting 
o Staffing and Training 
o Teaching 

 

Titles: 

o Parking Enforcement Worker 
o Police Officer 
o Private Investigator 
o Probation Officer 
o Mental Health Counselor 
o Air Marshal 
o CIA Analyst 
o Court Reporter 
o Crime Lab Analyst 



o Forensic Psychologist 
o Paralegal and Legal Assistants 
o Victims Advocate 
o Youth Correctional Counselor 
o State Trooper 
o Secret Service Agent 
o Judges 

 

Graduate Degrees:  

Ph.D. in Criminal Justice- Gives you the tools necessary to dive into, analyze, and conduct your own 
research on topics like policing, law and society, gender and crime, and criminal behavior. People 
who pursue degrees at this level are interested in expanding understanding of criminal behavior and 
how to deal with it. Prevention, intervention, effective consequences, and public policy development 
are all areas of importance. Graduates with this degree often achieve high-level academic positions or 
work in research, expert consulting, or public policy groups. 

Master of Science in Criminal Justice and Law Enforcement- Rehabilitation, Criminology, 
Corrections, Social Work, Paralegal, Research Methods, Law, Psychology, and Information 
Technology 



What Can I Do with This Major? (English) 

A bachelor’s degree in English offers a varied and soundly based program that unifies the 
study of composition, language, and literature. This program seeks to develop skills applicable 
not only to all professional disciplines but also to significant tasks of life: the ability to read 
perceptively, write effectively and think critically. It prepares the student for a career in 
business, communications media, teaching, and for advanced study in graduate and 
professional schools. It is truly a versatile major. 
 

Common Job Search Terms: 
 

Key Words: 

o Creative Writing 
o Journalism 
o Freelance Writing 
o Grant and Proposal Writing 
o Human-computer Interface Design 
o Software and Hardware Documentation 
o Editing 
o Advertising 
o Sale and Marketing 
o Human Resources 
o Higher Education Administration 
o Research 
o Tutoring 
o Web Page Design 
o Media 
o Production 
o Insurance 

Titles: 

o Editor 
o Author 
o Screen Writer 
o Copy Writer 
o Television Reporter 
o Public Relations Assistant 
o Research Analyst 
o K-12 Teacher 
o Postsecondary Teacher 
o Librarian 



o Program Administrator 
o Records Manager 
o Financial Aid Counselor 
o Agent 

Graduate Degrees:  

Doctorate in English: Literature & Criticism Ph.D. or a Doctorate in English and Comparative 
Literature. 

Master of Art in English:  Literature, Teaching English as a Second Language, Creative Writing, 
Education, Academic Research, Public Administration, Governance, Defense & Security, Publishing 
Activities Creative Arts & Entertainment Activities. 



What Can I Do with This Major? (History) 

A bachelor’s degree in History is key to critically think and prepare you as leaders and 
scholars in a diverse society and rapid changing world. History as an academic and 
professional discipline continually looks for the best ways to help us understand and critically 
evaluate the timeline of events, people, and places very different from our own. 

Common Job Search Terms: 

Key Words: 

o Public Policy 
o Regional Planning 
o Legislative, Executive or Judicial Services 
o Community Affairs 
o Program Administration 
o General Services 
o Law Enforcement 
o Campaign Management 
o Nonprofit or Public Interest  
o Grant Writing 
o Political Advising 
o Lobbying 
o Social Services 
o Information Science 
o Curatorial and Archival Management 
o Human Resources 

Titles: 

o Educator 
o Researcher 
o Analyst 
o Writer 
o Lawyer 
o Corporate Historian 
o Journalist 
o FBI/ CIA Agent 
o Lecturer 
o Curator 
o Archivist 
o Museum Director 
o Public Historian 

 



Career Option in Education: 

Teaching 

Administrative: 

• Information/ library services, student support services, admissions, financial aid, advising/ 
counseling, development, student affairs, alumni affairs 

Graduate Degrees:  

Master of Science in Library and Information Science 

Master of Laws 

Master of Science or Master of Arts in History: (Research Methodologies for Historians, 
Historiography, Social Theory, Archival Methods, Quantitative Methods, Editing for Historical 
Writing, Teaching Methodology) 

Ph.D. in History: (Political history, social and cultural history, diplomatic history, history of gender 
and sexuality, comparative history, history of imperialism and post-colonialism, intellectual history, 
history of medicine, African American culture and history, ethnic history, and public history.) 

 

 



What Can I Do with This Major? (Political Science) 

A bachelor’s degree in political science examines political institutions, the social and economic 
forces that shape them, the cultural context within which they operate, and human behavior in 
political matters. As a political science major, you will learn how to critically observe and 
understand world affairs and comparative politics. While in school, students may have 
opportunities to complete internships and volunteer research assistantships offered through 
government agencies and non-profit groups. 

 

Common Job Search Terms: 

Key Words: 

o Public Policy 
o Policy Making 
o Urban Planning 
o City or Town Management 
o Legislative, Executive, or Judicial Services 
o Program Administration 
o General Services 
o Community Affairs 
o Social Services 
o Law Enforcement 
o Research 
o Prosecution 
o Political Advising  
o Community Organizing 
o Management 

Titles: 

o Research Assistant 
o Budget Analyst 
o Public Relations 
o Fund Raising Managers 
o Political Scientist 
o Foreign Service 
o Paralegal 
o Law Assistance 
o Staff Administration 
o Political Scientist 
o Urban and Regional Planner 

 



Graduate Degrees:  

Ph.D. in Political Science- An academic career of research and teaching.  

Master of Science in Political Science- American Politics, Comparative Politics, International 
Relations, Models and Methods, Political Economy, Security Studies, Political Philosophy, Peace and 
Conflict Studies, Diplomacy, Law 



What Can I Do with This Major? (Psychology) 

A bachelor’s degree in psychology provides an option to pursue a wide variety of areas in the 
study of human and animal behavior while simultaneously providing a solid grounding in the 
research and scientific aspects of our field. Psychology is a highly transferable major as it 
provides a strong foundation for teamwork, motivation, and understanding workplace 
culture. Common entry level opportunities include positions related to human services, 
human resources, and business. 

 

Common Job Search Terms: 

Key Words: 

o Counseling 
o Psychotherapy 
o Case Management 
o Mental Health Services 
o Crisis Work 
o Rehabilitation Services 
o Social Research 
o Experimental Psychology 
o Teaching 
o Academic Advising 
o Career Services 
o Residential Life 
o Employment and Recruitment 
o Community Engagement 
o Customer Service 
o Education 
o Engagement 
o Family Services 
o Health/Human/Social Services 
o Human Resources 
o Intake 
o Marketing 
o Sales 
o Training 

Titles: 

o Therapist  
o Advisor 
o Behavioral Aid/Behaviorist  



o Case Manager  
o Counselor  
o Administrator 
o Mentor/Tutor  
o Coordinator  
o Correctional Officer  
o Educator  
o Advocate 
o Recruiter  
o Caretaker  
o Manager  
o Coach 
o Assistant  

Graduate Degrees:  

Medically Based:  
An academic career of research and teaching. 
 

Clinical Counseling Based: 

Master Marriage Family Therapy, Master of Social Work (Licensed Clinical Social Worker), 
Rehabilitation Counseling, Doctor of Psychology - Psy.D., Ph.D. 
 

Education Based: 
Master Teaching and/or Credential, Master Education/Educational Counseling/Post-Secondary 
Administration/Student Affairs/Higher Education/Educational Psychology 

 
Policy and Administration Based: 
Master of Psychology, Master of Social Work 
 

Ph.D. in Criminal Justice- Gives you the tools necessary to dive into, analyze, and conduct your own 
research on topics like policing, law and society, gender and crime, and criminal behavior. People 
who pursue degrees at this level are interested in expanding understanding of criminal behavior and 
how to deal with it. Prevention, intervention, effective consequences, and public policy development 
are all areas of importance. Graduates with this degree often achieve high-level academic positions or 
work in research, expert consulting, or public policy groups. 

Master of Science in Criminal Justice and Law Enforcement- Rehabilitation, Criminology, 
Corrections, Social Work, Paralegal, Research Methods, Law, Psychology, and Information 
Technology 



 

*The amount of direct client contact is limited for those who only have a bachelor’s degree. Students 
may wish to pursue graduate education in psychology, social work, counseling, college student 
personnel, or other related elds to increase earning potential and ability to work in positions related 
to direct patient care. 



What Can I Do with This Major? (Sociology) 

A bachelor’s degree in Sociology provides students to develop a critical understanding of social 
processes and structures, so as to be able to live and work in our diverse global society and to apply 
the tools of social analysis to a broad range of professional, academic and community situations. The 
methods and knowledge developed by sociologists reflect the complexity of human organization, 
social life, inequalities and social justice. Sociology prepares students for careers in social work, law, 
criminal justice, government, non-profit and community, education, politics, business, academia, 
human resources, and beyond. 

Common Job Search Terms: 

Key Words: 

o Case Manager 
o Mental Health Services 
o Counseling  
o Crisis Work  
o Behavioral Analysis 
o Rehabilitation Services  
o Corrections 
o Prevention Programming 
o Prevention Education 
o Advocacy 
o Human Resources 
o Programming 
o Community Relations 
o Parks and Outdoor Recreation 
o Development/Fund Raising 
o Market Research 
o Grant Writing 
o Non-profit Management 
o Volunteer Coordination 
o Testing/Assessment 

Titles: 

o Counselor 
o Sociologist 
o Market Research Analyst 
o Case manager  
o Marriage and Family Therapists 
o Police and Detectives  
o Housing Coordinator  



o Caseworker/aide 
o Social and Human Services 
o Community Aide 
o Community Organizer 
o Family planning worker 
o Fund raising assistant/director 
o Survey Researcher 
o Homeless/Housing Worker 
o Hospital administrator 
o Childcare Worker  
o Medical records worker 
o Occupational/Career Counselor 
o Public Administration Assistant 

 

Graduate Degrees:  

Research and Analysis Based: 
Ph. D. – Research 

 
Master of Social Work: 
Supervisor and Medical Based, Community and Clinical, Education, Law and Society, Criminology 
and Deviance 



CSUDH• Welch Hall Room D360•(310) 243-3625• careercenter@csudh.edu

Contact Info
Name:

City: State:

Email:Phone:

Aspirational Resume

Objective What kind of opportunity am I looking for?

Where do you want to be in 4-5 years? _____________________________________________________

____________________________________________________________________

Education What do I want to know? What do I want to learn?

Bachelor of [Arts/Science] (circle one), [Major] _____________________   ________ 20______
[Minor] _________________________________
California State University, Dominguez Hills
Relevant Coursework: ________________________________________________________________

___________________________________________________________________________________

Study Abroad? ___________________________________________________   ________ 20______

Relevant Experience What do I want to accomplish?  Jobs, Internships, Leadership? 

  [Title]___________________________________________________       [Dates] __________ 20____
    
  [Company Name] ______________________________ [Location]: ___________________________

     •  [Description] ____________________________________________________________________

     •   _______________________________________________________________________________

  [Title]___________________________________________________       [Dates] __________ 20____
    
  [Company Name] ______________________________ [Location]: ___________________________     

     •  ________________________________________________________________________________
     
     •  ________________________________________________________________________________



CSUDH• Welch Hall Room D360•(310) 243-3625• careercenter@csudh.edu

 Notes/ Ideas People have suggested...

Strategy “My next step will be…”Honors/Awards What do I want to accomplish? 

Languages: 

Computer:

Social Media:

Certifications:

Skills What do I want to know? 

On-campus Clubs: ____________________________________________________________________

Volunteer: __________________________________________________________________________

Research:____________________________________________________________________________

Trainings: ____________________________________________________________________________

Other activities: _______________________________________________________________________

Community Involvement What do I want to get involved in? What have I always wanted to do?

  [Title]___________________________________________________       [Dates] __________ 20____
    
  [Company Name] ______________________________ [Location]: ___________________________
     •  [Description] ____________________________________________________________________

  [Title]___________________________________________________       [Dates] __________ 20____
    
  [Company Name] ______________________________ [Location]: ___________________________     
     •  ________________________________________________________________________________

Additional Experience  What else do I want to accomplish? Or current Job, Leadership/ Community 
involvement? 



Two- Year Career Development Plan 

Welcome, Toros! The CSUDH Career Center is excited to welcome and assist you in 
developing and implementing an effective career plan. We are thrilled to provide you with early 
career and professional development in order to develop your career management skills. There is no 
order to these goals, and they can be completed in every year. 
 
Year One (transfer in with 60 units): 
 
Semester One: EXPLORE (goal-complete 12-15 units in coursework) 

  Explore the CSUDH Career Center resources and the services we offer 
 Access Handshake to learn about potential on-campus jobs and internships and become aware of 

career-related events and expos 
 Research different major options using CSUDH’s Course Catalog and visit What Can I Do With This 

Major? 
 Become familiar with campus resources such as ToroLink and get involved in organizations, clubs and 

activities 
 Participate in an intro workshop such as Resume 101, Cover Letter 101, or Job Search 101 
 Consider meeting with a Career Coach to create a career and professional plan 
 Follow CSUDHCareerCenter on social media to stay up to date with workshops, expos and 

information 
 Volunteer and consider opportunities to gain experience  

 

Semester Two: DEVELOP (goal-complete 12-15 units in coursework) 

 Declare your major after speaking with your Academic Advisor if you have not done so 
 Gain clarity about personality preferences, career interests, values, skills, and strengths by taking a 

career assessment on Focus2 
 Attend Fall and Spring Career & Internship Expos to explore job and internship opportunities and 

develop professional skills 
 Shadow and conduct informational interviews with faculty, staff, and professionals in a field that you 

are interested in  
 Consider pursuing leadership opportunities and becoming involved with clubs, organizations, or 

studying abroad 
 Follow-up with a Career Coach to build upon your career and professional plan 
 Attend a LinkedIn 101 workshop to create a profile and research career paths of CSUDH Alumni and 

other companies of interest  
 Update your resume with any recent experience gained and have it critiqued by  
 Begin investing in business formal attire. See Dress for Success on pg. xx for ideas 

Intersession (Summer/Winter Sessions-Complete 3-6 units) 

 

https://www.csudh.edu/career-center/students/
https://csudh.joinhandshake.com/login
https://whatcanidowiththismajor.com/info.html
https://whatcanidowiththismajor.com/info.html
https://www.focus2career.com/Portal/Login.cfm?SID=1129


Year Two (Completed 90 units): 

Semester Three: APPLY (goal-complete 12-15 units in coursework) 

 Meet with your academic advisor to ensure you are on track to graduate in 4 years
 Obtain an internship or job opportunity in the academic year to build a competitive resume
 Meet with a Career Coach to develop a career plan for your final year(s) to prepare for graduation
 Join a professional organization related to your field of interest
 Build your network by updating your LinkedIn profile and making new connections
 Attend the Interview Success workshop and implement strategies by doing a mock interview
 Log in to Handshake to monitor on-campus recruiting activities, such as employer information

sessions, companies conducting interviews, and preparation workshops
 Familiarize yourself with graduate school options by attending the Graduate and Professional School

Week workshops in the Fall and receive information about admissions requirements, personal
statements, and financing

Semester Four: ACHIEVE (goal-complete 12-15 units in coursework) 

 Polish your resume and cover letter and have them critiqued by a Career Coach
 Start your job search early. A job search can take up to a few weeks to over six months
 Actively participate in on campus recruiting opportunities to network and interview with potential

employers
 Secure references from faculty, staff, and former employers
 Enhance your level of professionalism
 Manage social media presence to maintain a professional image
 Start applying for graduate school and take the necessary standardized test (GRE, GMAT, LSAT, etc.) if

applicable
 Carry copies of your resume. You never know when you might make a connection and need it
 Order official transcripts
 Write thank you notes to faculty, staff, and employers who have helped you along your journey
 Remember, you can always utilize the Career Center as an alum!

https://csudh.joinhandshake.com/login
https://www.csudh.edu/career-center/csudh-alumni/


Four- Year Career Development Plan 

Welcome, Toros! The CSUDH Career Center is excited to welcome and assist you in developing and 
implementing an effective career plan. We are thrilled to provide you with early career and 
professional development in order to develop your career management skills. There is no order to 
these goals, and they can be completed in every year. 
 
First- Year: EXPLORE (goal-complete 30 units in coursework) 

  Explore the CSUDH Career Center resources and the services we offer 
 Access Handshake to learn about potential on-campus jobs and internships and become aware of 

career-related events and expos 
 Research different major options using CSUDH’s Course Catalog and visit What Can I Do With This 

Major? 
 Become familiar with campus resources such as ToroLink and get involved in organizations, clubs and 

activities 
 Participate in an intro workshop such as Resume 101, Cover Letter 101, or Job Search 101 
 Consider meeting with a Career Coach to create a career and professional plan 
 Follow CSUDHCareerCenter on social media to stay up to date with workshops, expos and 

information 
 Volunteer and consider opportunities to gain experience  

 

Second- Year: DEVELOP (goal-complete 60 units in coursework) 

 Declare your major after speaking with your Academic Advisor if you have not done so 
 Gain clarity about personality preferences, career interests, values, skills, and strengths by taking a 

career assessment on Focus2 
 Attend Fall and Spring Career & Internship Expos to explore job and internship opportunities and 

develop professional skills 
 Shadow and conduct informational interviews with faculty, staff, and professionals in a field that you 

are interested in  
 Consider pursuing leadership opportunities and becoming involved with clubs, organizations, or 

studying abroad 
 Follow-up with a Career Coach to build upon your career and professional plan 
 Attend a LinkedIn 101 workshop to create a profile and research career paths of CSUDH Alumni and 

other companies of interest  
 Update your resume with any recent experience gained and have it critiqued by a Career Coach 
 Begin investing in business formal attire. See Dress for Success section for ideas 

 

Third- Year: APPLY (goal-complete 90 units in coursework) 

 Meet with your Academic Advisor to ensure you are on track to graduate in 4 years 
 Obtain an internship or job opportunity in the academic year to build a competitive resume 
 Meet with a Career Coach to develop a career plan for your final year(s) to prepare for graduation 

https://www.csudh.edu/career-center/students/
https://csudh.joinhandshake.com/login
https://whatcanidowiththismajor.com/info.html
https://whatcanidowiththismajor.com/info.html
https://www.focus2career.com/Portal/Login.cfm?SID=1129


 Join a professional organization related to your field of interest 
 Build your network by updating your LinkedIn profile and making new connections 
 Attend the Interview Success workshop and implement strategies by doing a mock interview 
 Log in to Handshake to monitor on-campus recruiting activities, such as employer information 

sessions, companies conducting interviews, and preparation workshops 
 Familiarize yourself with graduate school options by attending the Graduate and Professional School 

Week workshops in the Fall and receive information about admissions requirements, personal 
statements, and financing   

 

Fourth- Year: ACHIEVE (goal-complete 120 units in coursework) 

 Polish your resume and cover letter and have them critiqued by a Career Coach 
 Start your job search early. A job search can take up to a few weeks to over six months 
 Actively participate in on campus recruiting opportunities to network and interview with potential 

employers 
 Secure references from faculty, staff, and former employers 
 Enhance your level of professionalism 
 Manage social media presence to maintain a professional image 
 Start applying for graduate school and take the necessary standardized test (GRE, GMAT, LSAT, etc.) if 

applicable 
 Carry copies of your resume. You never know when you might make a connection and need it 
 Order official transcripts 
 Write thank you notes to faculty, staff, and employers who have helped you along your journey 
 Remember, you can always utilize the Career Center as an alum! 

 

 

 

 

https://csudh.joinhandshake.com/login
https://www.csudh.edu/career-center/csudh-alumni/


TEDDY TORO 
Carson, California | linkedin.com/in/teddytoro 

ttoro@toromail.csudh.edu | (555) 555-5555 
EDUCATION  
Bachelor of Arts, Communications            Expected Graduation: May 2024 
Concentration in Advertising/Public Relations                  GPA: 3.6 
California State University, Dominguez Hills (CSUDH): Carson, CA 
 
Relevant Coursework: Advertising Strategy & Copywriting, Public Relations Writing, 
Photojournalism  
 
CSU Study Abroad & Internship Program; Jael, Spain             Fall 2021 
 
RELATED EXPERIENCE 
Marketing Assistant         January 2021-Present 
CSUDH Entrepreneurial Institute; Carson, CA 

• Develop a comprehensive marketing plan to launch website in Fall 2020 to increase 
awareness of the program and provide virtual resources for students.  

• Create weekly newsletters and publications for campus-wide events and fundraisers to 
support student upstarts.  

• Manage social media accounts and resolve member complaints, questions, and concerns 
 
Intern         August 2020-December 2020 
Los Angeles County Museum of Art; Los Angeles, CA  

• Prepared materials for meetings between the Art Director and staff  
• Collaborated with the team to host a fundraiser that raised $10,000 for a children’s art 

program  
• Drafted proposal for creating a LACMA tour program for elementary school students 

 
ADDITIONAL EXPERIENCE 
Cashier                  February 2019-July 2020 
Fallas Discount Store, Gardena, CA  

• Created and announced daily sales to customers resulting in a 3% increase in sales per day  
• Exceeded customer expectations by maintain customer relationships  
• Explained company policies and procedures to new employees during training  
• Responsible for maintaining cashier drawer, deposits, and balance drawer during closing  

 
COLLEGIATE & COMMUNITY ENGAGEMENT  
Public Relations Student Society of America (PRSSA), CSUDH Student Chapter Member  
Boys and Girls Club of Carson, Volunteer  
 
HONORS  
Hispanic Association of Colleges & Universities (HACU) Scholarship, 2019-2020  
Dean’s List, Spring 2019, Fall 2019, Spring 2020  
 
SKILLS 

Computer: QuickBooks, SPSS, Photoshop, InDesign, Microsoft Office Suite 
Languages: Fluent English and Spanish; Conversational Italian and American Sign 
Language 
Certifications: CPR Certified, Regional Occupational Program (ROP) Bank Teller 
Certification 
Social Media: Instagram, Facebook, LinkedIn, Twitter 



List of Action Verbs for Resumes & Professional Profiles

1 of 2

Management/
Leadership Skills
administered
analyzed
appointed
approved
assigned
attained
authorized
chaired
considered
consolidated
contracted
controlled
converted
coordinated
decided
delegated
developed
directed
eliminated
emphasized
enforced
enhanced
established
executed
generated
handled
headed
hired
hosted
improved
incorporated
increased
initiated
inspected
instituted
led
managed
merged
motivated
organized
originated
overhauled
oversaw
planned
presided
prioritized
produced
recommended
reorganized
replaced
restored
reviewed
scheduled streamlined
strengthened

supervised
terminated

Communication/
People Skills
addressed
advertised
arbitrated
arranged
articulated
authored
clarified
collaborated
communicated
composed
condensed
conferred
consulted
contacted
conveyed
convinced
corresponded
debated
defined
described
developed
directed
discussed
drafted
edited
elicited
enlisted
explained
expressed
formulated
furnished
incorporated
influenced
interacted
interpreted
interviewed
involved
joined
judged
lectured
listened
marketed
mediated
moderated
negotiated
observed
outlined
participated
persuaded
presented
promoted

proposed
publicized
reconciled
recruited
referred
reinforced
reported
resolved
responded
solicited
specified
spoke
suggested
summarized
synthesized
translated
wrote

Research Skills
analyzed
clarified
collected compared
conducted
critiqued
detected
determined
diagnosed
evaluated
examined
experimented
explored
extracted
formulated
gathered
identified
inspected
interpreted
interviewed
invented
investigated
located
measured
organized
researched
searched
solved
summarized
surveyed
systematized
tested

Technical Skills
adapted
assembled
built
calculated

computed
conserved
constructed
converted
debugged
designed
determined
developed
engineered
fabricated
fortified
installed
maintained
operated
overhauled
printed
programmed
rectified
regulated
remodeled
repaired
replaced
restored
solved
specialized
standardized
studied
upgraded
utilized

Teaching Skills
adapted
advised
clarified
coached
communicated
conducted
coordinated
critiqued
developed
enabled
encouraged
evaluated
explained
facilitated
focused
guided
individualized
informed
instilled
instructed
motivated
persuaded
set goals
simulated
stimulated



List of Action Verbs for Resumes & Professional Profiles

2 of 2

taught
tested
trained
transmitted
tutored

Financial/
Data Skills
administered
adjusted
allocated
analyzed
appraised
assessed
audited
balanced
calculated
computed
conserved
corrected
determined
developed
estimated
forecasted
managed
marketed
measured
planned
programmed
projected
reconciled
reduced
researched
retrieved

creative skills
acted
adapted
began
combined
conceptualized
condensed
created
customized
designed

developed
directed
displayed
drew
entertained
established
fashioned
formulated
founded
illustrated
initiated
instituted
integrated
introduced
invented
modeled
modified
originated
performed
photographed
planned
revised
revitalized
shaped
solved

Helping skills
adapted
advocated
aided
answered
arranged
assessed
assisted
cared for
clarified
coached
collaborated
contributed
cooperated
counseled
demonstrated
diagnosed
educated
encouraged

ensured
expedited
facilitated
familiarize
furthered
guided
helped
insured
intervened
motivated
provided
referred
rehabilitated
presented
resolved
simplified
supplied
supported
volunteered

Organization/
Detail Skills
approved
arranged
cataloged
categorized
charted
classified
coded
collected
compiled
corresponded
distributed
executed
filed
generated
implemented
incorporated
inspected
logged
maintained
monitored
obtained
operated
ordered

organized
prepared
processed
provided
purchased
recorded
registered
reserved
responded
reviewed
routed
scheduled
screened
set up
submitted
supplied
standardized
systematized
updated
validated
verified

More verbs for
Accomplishments
achieved
completed
expanded
exceeded
improved
pioneered
reduced (losses)
resolved (issues)
restored
spearheaded
succeeded
surpassed
transformed
won



Daniel Watson  
Carson, CA 90747 
310-243-3625 
daniel.watson@toromail.csudh.edu 
 
October 27, 2017 
 
Ms. Karen Fields 
Communications Specialist  
The Office of University Public Relations and Communication, CSUDH  
1000 E. Victoria Street Carson, CA 
 
Dear Ms. Fields: 
My name is Daniel Watson, a current undergraduate student, majoring in communications with an 
emphasis in Public Relations, at California State University, Dominguez Hills. I’m writing to you 
regarding the marketing internship position that opened up recently. I came across the job 
description on the CSUDH Handshake site and was delighted to find that my academic 
accomplishments meet all of the necessary requirements. I am seeking a challenging, but rewarding 
internship, which is why I was drawn to this exciting opportunity. 
 
As a CSUDH communications major, I have acquired skills in advertising, marketing, PR, media 
crisis communication, company branding, and market research. Using my knowledge of the above, 
I designed a marketing campaign for a local pet grooming business that yielded the highest return 
on investment based on a limited budget. With that said the campaign was so well received that I 
was awarded third place in UGA’s business plan competition. The internship listing describes a 
need for a student who will manage the university social media, enjoys the work of the public 
relations field, and who will work hard. I believe my skills in the mentioned areas match your 
position needs in which I can bring to the table, I also offer a solid understanding of the different 
social media networks and how to effectively use them in the public relations environment, a 
strong professional drive, and a passion for the public relations industry. 
 
I would be delighted to have an opportunity to interview with you. Feel free to contact me at your 
earliest convenience at 310-243-3625 or Daniel.watson@toromail.csudh.edu. I appreciate your time 
and consideration.  
 
Sincerely, 
 
Daniel Watson 

 



Elevator Pitch 

Imagine you are in an elevator with someone in a profession, industry, or company of your interest 
and you only have 30- 60 seconds to introduce yourself in a way to spark their interest in you. An 
elevator pitch defines you, your background, and interests. It can be used at career fairs, conferences, 
and networking events. The goal is to introduce yourself, engage your audience, and to start a 
conversation. 

Floor 1: Who are you? 

There is a lot of flexibility with your introduction. It should include unique aspects about yourself 
such as your school, degree, and area of study.  

Floor 2: What is your goal? 

Specify what your goal is or what you are seeking. This can include a job, internship, exposure to a 
certain field, or obtaining information about an industry or company.   

Floor 3: What can you offer? 

Provide a concise summary of your past and present experiences and what you can offer to the 
company. Be sure to highlight relevant skills and achievements.  

Floor 4: What is your objective? 

Wrap up your elevator pitch by reaffirming what you want and how they can help you, such as start 
a conversation or make a connection. Consider ending your pitch with a question, which serves to 
continue your conversation. 

Craft Your Pitch: 

Hello, my name is ____________, and I’m a __________ completing a bachelor’s degree in 

____________ with a minor in ___________ at CSU Dominguez Hills. I’m interested in a career (or 

internship) in____________ in the ____________ field. During college I was involved in ____________ 

and ____________ where I developed skills in ____________. I also interned at _____________ where I 

discovered that I really enjoy ____________. I’d love to learn more about opportunities in 

____________. Would it be possible to set up a meeting to discuss more about ____________, or could 

you refer name to the person in charge of recruitment? 



Interview Timeline 

 

Before the Interview: 

 Explore your strengths, weaknesses, interests, and career goals 
 Familiarize yourself with the organization and what the company is looking for  
 Make sure that you are educated about the position by reviewing the job description 
 Review your resume  
 Prepare for commonly asked interview questions and potential questions to ask the 

interviewer 
 Practice aloud 
 Be aware of your nervous habits and what your body language conveys 
 Plan your attire ahead of time 

o Tip: Try on the outfit beforehand to make sure that everything fits and that you do not 
need to find something else to wear 

 Account for your travel time by searching the interview location, how long it takes to get there, 
where to park, etc. 

During the Interview: 

 Arrive early- 10- 15 minutes before the interview 
o Tip: As you wait, study your resume and the job description  

 Greet the employer and/or associates with a confident smile and handshake 
 Establish and maintain good eye contact with every interviewer 
 Maintain a positive attitude and be yourself! 
 Avoid rambling and keep your answers concise (Pause when necessary) 
 Avoid speaking negatively about an individual or an organization 
 Use the STAR Method when responding to a behavioral-based interview question 

o S: Situation (the context & background, what was happening) 
o T: Task (over-arching goals or challenges) 
o A: Actions (how did you achieve XYZ) 
o R: Result (state benefits, rewards/ if not positive, what would you change) 

 Ask the interviewer questions you have prepared 

After the Interview: 

 Send a formal thank you. This can be email, thank you card, etc. 
o Express appreciation and restate your interest in the position 

 Re-evaluate interview questions and your responses - reflect on your performance and take 
notes for future reference   
 



1. Tell me a little about yourself?
2. How did you hear about the position?
3. What do you know about the company?
4. Why do you want this job?
5. Why did you choose to interview with our organization?
6. Why should we hire you?
7. What qualifications do you have that make you believe you will be successful in this position?
8. What are your greatest professional strengths?
9. What do you consider to be your weaknesses?
10. What is your greatest professional achievement?
11. Have you ever had any failures? What did you learn from them?
12. Tell me about a challenge or conflict you've faced at work, and how you dealt with it.
13. Where do you see yourself in five years?
14. What are your career goals for the next 5, 10, or 15 years?
15. What's your dream job?
16. What other companies are you interviewing with?
17. Why are you leaving your current job?
18. Why were you fired?
19. What are you looking for in a new position?
20. What type of work environment do you prefer?
21. Are you able to work on several assignments at once?
22. What's your management style?
23. Tell me about a time you exercised leadership?
24. Describe a situation that challenged your communication skills
25. Do you think your grades accurately reflect your ability? Why? Why not?
26. Tell me about a time you disagreed with a decision that was made at work?
27. How would your boss and co-workers describe your work and attitude?
28. Why was there a gap in your employment?
29. Can you explain why you changed career paths?
30. How do you deal with pressure or stressful situations?
31. What would your first 30, 60, or 90 days look like in this role?
32. What are your salary requirements?
33. How do you feel about travel/relocation?
34. Give an example of a time where working with a team lead to success.
35. What do you like to do outside of work?
36. If you were an animal, which one would you want to be?
37. What do you think we could do better or differently?
38. Do you have any questions for us?



APPLICATIONS
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COMPANY POSITION CONTACT
NAME

PHONE EMAIL ADDRESS WEBSITE REFERRED BY/HOW 
DID YOU HEAR ABOUT

FOLLOW-UP 
DATE

NOTES

Applying for jobs and internships is often time consuming. Tracking your application process can help you to recognize that even though you may not have landed 
a position yet, you are making progress and getting closer to your goal.



INTERVIEWS

Welch Hall, 200     I     310-243-3625     I     CareerCenter@CSUDH.edu     I     CSUDH.EDU/CareerCenter

COMPANY POSITION INTERVIEW 
DATE

ADDRESS INTERVIEWER 
NAME(S)

DATE THANK 
YOU SENT

COMMENTS FOLLOW-UP 
DATE

Once you get that inteview, you will want to be sure to get everyone’s name and follow-up with thank you notes to all.



NETWORKING CONTACTS
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CONTACT 
NAME/TITLE 

COMPANY PHONE EMAIL DATE  
CONTACTED 

NOTES

Continue to establish a strong network of professionals in your field. They could very well lead you to your next position.



Job Offers & Salary Negotiations 

Congratulations on receiving an offer! Now what? 

Receiving the Offer:  

Offers are usually extended verbally by the direct manager, an HR professional, or a recruiter. When 
receiving an offer, keep in mind to: 

 Be enthusiastic and professional. Express your thanks and your interest. 
 Ask for time to consider the offer, you don’t need to make a decision on the spot. 
 Ask for the details, and preferably, in writing (it’s not always possible, so use your judgment). 

Thinking through the Offer: 

Before you can accept/ decline an offer, it is important to know all the components of the employer’s 
offer. Confirm that you know: 

 Salary 
 Benefits (health insurance, vacation days, etc.) 
 Start date 
 Deadline for your decision 

Never make assumptions about the offer. Ask for the details and make sure you understand them. 
You may need to browse the company website or speak with someone who works in the HR 
department to get details on benefits. 

Negotiating an Offer: 

Before beginning the negotiations process, be sure to first assess your value to the organization, so 
think of what specific skills and experiences you bring that make you worth it. Use tools such as 
glassdoor.com and salary.com to find salary ranges and averages to assess compensation at similar 
organizations in the same role. The window for negotiating terms is after you have had time to 
consider the offer and before you accept the position, usually at the time the offer is initially made. 
When negotiating:  

 Consider the total compensation, not just the salary. The value of benefits packages can vary 
considerably. 

 Decide on your bottom line (in terms of salary, benefits, etc.) in advance. 
 Use a friendly business tone, staying calm, and professional throughout the conversation. 
 Express your enthusiasm for the position and reinforce your desire to be part of their team. 
 Negotiate the base salary first, and save the most difficult issues for last. 
 Avoid discussing specific salaries at competitor organizations. 
 If your terms are met, it is assumed that you will accept. It is unethical to negotiate if you have 

no intention of accepting the position. 

Accepting an Offer: 

http://glassdoor.com/
http://salary.com/


If you accept an offer verbally, be sure to follow up via email. The employer may also provide an 
acceptance form for you to sign. Once you accept an offer, it’s professional to let all other 
organizations to which you applied know that you have accepted an offer and should no longer be 
considered for their position. 

Ethical Consideration: Once you accept an offer, you have made a commitment to work for that 
company. After accepting an offer, you should stop interviewing at other companies. 

Declining an Offer:  

Provide a brief explanation on why you are declining and avoid saying anything negative about the 
company. Thank the company for their time and interest in you. You want to maintain a positive 
relationship with the company in case you decide to work for them in the future. 

 



Graduate School Timeline 

Use this timeline as a guide to kickstart your grad-school planning! Your timeline will 
vary by program but begin preparing for the graduate school process early.  

 

JUNIOR YEAR (Two Years before Entering Graduate School)  

 Attend the Graduate Fair Expo in the Fall   
 Determine which type of graduate program best aligns with your career goal  
 Attend information sessions for various programs you have an interest in   
 Investigate test preparation resources for the required exam (practice exams) 
 Register for entrance examinations (Recommended)  
 Study for entrance examinations (sign up for preparation programs)  
 Talk to professors about your interest in graduate school  

 

SUMMER BEFORE SENIOR YEAR:  

 Discuss graduate school options with Career Coach   
 Compile a list of graduate programs of interest and organize by deadline  
 Visit campuses if possible  
 Begin gathering materials you will be required to submit as part of your 

application (transcripts, writing sample, etc.)  
 Continue entrance examination preparation and register for required exams  
 Write a first draft of your personal statement/statement of purpose  
 Organize applications based on program deadline 
 Compile a rough curriculum vitae 

 

SEPTEMBER (One Year Before Entering Graduate School): 

 Continue revising personal statement/statement of purpose  
  Make an appointment with a Career Coach or the Writing Center to get feedback 

on personal statement/statement of purpose  
  Seek feedback from professors regarding your statement of purpose/statement 

of purpose  
  Meet with professors and staff to request letters of recommendation 

 



OCTOBER:  

 Revise and finish statement of purpose/personal statement  
 Submit financial aid application and search for fellowships or scholarships 

(Many of the deadlines for fellowships or scholarships are the same or earlier 
than admissions applications) 

 Take entrance examinations 
 Request transcripts to be sent before the application deadline 

 

NOVEMBER:  

 Follow up with recommenders to ensure that letters will be sent by the deadline 
 Last chance to take required entrance exams for fall admissions  
 Request transcripts to be sent before the application deadline  

 

DECEMBER:  

 Complete and submit graduate school applications. Some graduate school 
programs have deadlines this month (Individual deadlines may vary)  

 Polish statement of purpose and/or writing sample  
 Collect letters of recommendation  
 Mail applications if needed 
 Meet with potential recommenders and provide them with letter of 

recommendation forms (if any) or stamped envelopes (if you hadn’t previously 
done so) 

 

JANUARY:  

 Follow up with your prospective programs to ensure that supporting documents 
were received  

 

FEBRUARY:   

 Visit the programs’ campus and attend welcome events if possible 

 



MARCH- APRIL:  

  Make a decision of which program you will attend  
 Write thank-you notes and update anyone who helped you in this process on 

your decision  

 



GRADUATE SCHOOL ORGANIZER
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CONTACT  
INFORMATION

DEGREE TYPE

LOCATION

APPLICATION  
DEADLINE

APPLICATION  
SUBMITTED

TEST REQUIREMENTS

GPA REQUIREMENT 
/PREREQUISITES

RECOMMENDATIONS

PREDICTED  
ACCEPTANCE TIME

CONTACT  
INFORMATION

DEGREE TYPE

LOCATION

APPLICATION  
DEADLINE

APPLICATION  
SUBMITTED

TEST REQUIREMENTS

GPA REQUIREMENT 
/PREREQUISITES

RECOMMENDATIONS

PREDICTED  
ACCEPTANCE TIME

GRADUATE SCHOOL NAME GRADUATE SCHOOL NAME

Applying to graduate school is a process. You will want to begin your search at least 6 months in advance of application deadlines to begin the prepartion of  
materials. Each school’s requirements are different, therefore being able to track your applications will be helpful.



Melissa Smith 
Torrance, CA 90501   310-555-5309   melsmith@gmail.com 

               December 20XX 

               June 20XX 

   May 20XX 

EDUCATION: 
Ph.D., Psychology, University of Texas,  
Dissertation: Assessing Development of Implicit Intergroup 
Cognition in Relation to In-groups and Out-groups 
Dissertation Advisor: Nathan Walker, Ph.D. 

Master of Arts, Counseling, Clinical, Mental Health, San Diego State University, 
Research Focus: Attachment Theory, Close Relationships, Psychometrics 

Bachelor of Arts, Psychology, California State University Dominguez Hills (CSUDH), 
Research Focus: Prospective Memory, Stereotyping, and attitudes  

RESEARCH EXPERIENCE:  
Urban Community Research Center, San Diego State University           September 20XX – May 20XX     
Survey Administrator 

Department of Psychology, CSUDH  June 20XX – August 20XX 
Summer Research Assistant  

PRESENTATIONS: 
Smith, M. (20XX, March). Adolescent Development and Attachment Theory. Poster presented at the Spring Graduate 
Research Fair. San Diego State University, San Diego, CA 

PUBLISHED WORK: 
Advisor Williams, J., Graduate, Jones, T., & Smith, M., (February, 20XX). “Religious Perspectives on Teaching in the 
African American Community”. Journal of Applied Psychology, 23 (5), 80-92. 

PROFESSIONAL ASSOCIATIONS: 
American Psychological Association (APA) 

COMMITTEES: 
Member, San Diego State University (SDSU) Student Retention Committee 
Postdoctoral Representative on University of Texas Genetic Manipulation Safety Committee 2012-2013 

PROFESSIONAL EXPERIENCE: 
Teaching Assistant, University of Texas, Austin, Texas      June. 20XX – Present 
Course: Lifespan Development  
Course: Crisis Counseling, Prevention, and Intervention in Schools 

Resident Director, Housing and Residence Life Office, San Diego State University, San Diego, CA June 20XX - July 
20XX 

• Supervised and maintained optimal on-campus living environment for approximately 75 residents
• Provided social support to residents, demonstrating advanced skills in conflict resolution, mentoring, and

counseling
• Organized group events to foster positive peer relationships and promote successful college transition

Psychology Tutor, CSUDH, Carson, CA      July 20XX – Sept. 20XX 
• Provided individual tutoring assistance to students in general psychology courses
• Assisted with preparation for laboratory exercises for students in several psychology courses.

Honors and Awards: 

mailto:melsmith@gmail.com


• Janet T. Space Outstanding Teaching Assistant, University of Texas  Spring 20XX-Fall20XX 
• Presidential Award for Outstanding Student,  CSUDH      Spring 20XX 
• McNair Scholar, CSUDH    Fall 20XX 
• Dreamers Scholarship, CSUDH       Fall 20XX 

PROFESSIONAL AREAS OF INTEREST: 
Counseling Psychology. Teaching. Higher Education. Relationship Development 



Graduate School Preparation: Letters of Recommendation 
 

Recommendation letters are a crucial piece of your graduate school application.  An effective letter can help an 
admissions officer see beyond test scores and connect the dots about who you are and why you will be a 
strong fit for their program. 
 
Who can write your letters? 
The best recommenders are those that know you well and can provide an evaluation of your ability to perform 
and succeed at the graduate level. Consider the following when selecting recommenders: 
 
 Professors who you have developed a relationship with through classes, research, internships, etc.  
 Professors who are in the area of study you are applying into and who have taught classes where you 

have earned an A or B in (and actively participated in the class)  
 Employers and supervisors (including internship supervisors) that can speak to your specific strengths 

and describe how these strengths will serve you well in the graduate program 
 Academic Advisors who you have developed a relationship with and can attest to your growth as a 

student  

Steps:   
1. Make a list of professors and/or supervisors who will be your best advocates 
2. Set up an appointment to discuss your request in person or contact your recommender through email. 

Be sure to connect with them two months before your earliest deadline 
3. Ask recommenders about their willingness to write a letter for you from a respectful, formal, and 

grateful place 
4. Compile a letter of recommendation packet (see example below)   
5. Follow-up with your recommenders  
6. Retrieve and submit letters  
7. Send a thank-you note to recommenders and let them know about the outcome of our applications 

Letter of Recommendation Packet:  
This packet is to ensure that your professor/supervisor can write a strong letter in support of you. These 
documents will allow your recommenders to get a holistic perspective of you as a student and professional.  
Select documents that will give more insight on how you are a strong candidate for the program you are 
applying to. Be sure to be as organized as possible. Materials to consider are: 

 Supplementary document with program name and deadlines  
 Instructions for how they can submit your letter  
 Letter of recommendation forms (if provided by your program)  
 Addressed /stamped envelopes  
 Statement of purpose or personal statement   
 Resume/ CV 
 Transcripts  
 Relevant course materials  

Graduate School Resources: 



McNair Scholars Program: The program’s goal is to encourage and prepare students who are traditionally 
underrepresented in college to pursue graduate studies – specifically, a Ph.D. The program provides a variety 
of academic support and services. For more info please visit: https://www.csudh.edu/mcnair/ 

Writing Center: Supports students at all levels as they prepare, draft, and revise their writing for various 
courses, departments, and programs. For more info please visit: https://www.csudh.edu/writing-center/ 

 

https://www.csudh.edu/mcnair/
https://www.csudh.edu/writing-center/
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