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http://careers.kennesaw.edu/docs/WritingResumeCVandReferences.pdf
http://careers.kennesaw.edu/docs/CoverLetters.pdf
http://careers.kennesaw.edu/docs/InterviewingandThankYouLetter.pdf
http://careers.kennesaw.edu/docs/NetworkingandInformationalInterviewing.pdf


• Skills needed: 
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
__________________
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http://careers.kennesaw.edu/docs/WritingResumeCVandReferences.pdf
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� Skill 1:_________________
� Example:_________________________________________________

_________________________________________________________
________________________

� Skill 2: _________________
� Example:_________________________________________________

_________________________________________________________
________________________



fThe Process:
o ID skills needed for the opportunity
o ID examples where you have used these skills
o ID details to best show your foundation in using the skill – Capacity 
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http://careers.kennesaw.edu/docs/InterviewingandThankYouLetter.pdf
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• Don’t Distract
– Your 

audience 
– Yourself
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https://www.linkedin.com/
https://www.linkedin.com/school/9801
https://www.linkedin.com/school/9801/alumni


Mr. Dutcher, As an alum from KSU, I’m conducting 
informational interviews with other KSU alumni in your 
industry as I explore different companies & transition in 
my career. I’d love to connect with you & send you a few 
questions about why you like your job & share best 
practices. - Michael Dutcher



How did you get started in this field? • What is your educational background? • 
What are your major responsibilities? • What is the most/least rewarding 
aspect of your job? • Would you choose this career again? • What advice do 
you have for a person attempting to break into this career field? • What is a 
typical day like? • What is the most common career path? • What are some 
lifestyle considerations for this career field? • What are some common entry-
level positions in the field of _____? • What type of individual 
(skills/personality) would be best suited for your company? • How would you 
describe the company’s culture?

For more examples: 

http://careers.kennesaw.edu/docs/NetworkingandInformationalInterviewing.pdf
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http://www.16personalities.com/
http://www.linkedin.com/

