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(Required for all courses taught by distance education for more than one-third of teaching contact hours.)

Existing and Special Topics Course
Course: FSMR 480 Seminar: Fashion Merchandising
Instructor(s) of Record: Dr. Eun Jin Hwang

Phone: 7-2346 Email: eun.hwang@jiup.edu

Step One: Proposer

A. Provide a brief narrative rationale for each of the items, A1- AS.

1. How is/are the instructor(s) qualified in the distance education delivery method as well as the discipline?

2. How will gach objective in the course be met using distance education technologies?

3. How will instructor-student and student-student, if applicable, interaction take place?

4. How will student achievement be evaluated?

5. How will academic honesty for tests and assignments be addressed?

B. Submit to the department or its curriculum committee the responses to items A1-AS, the current official
syllabus of record, along with the instructor developed online version of the syllabus, and the sample lesson.
This lesson should clearly demonstrate how the distance education instructional format adequately assists
students to meet a course objective(s) using online or distance technology. It should relate to one concrete
topic area indicated on the syllabus.

Step Two: Departmental/Dean Approval

Recommendation: [X] Positive (The objectives of this course can be met via distance education)

[CINegative

2zl

Endorsed: W g’”ﬁ (A "//l‘/ /0 9

Signature of College Dean " Daté

Received Received
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Forward form and supporting materials to Liberal Studies Ofﬁce for consideration by the University-wide
Undergraduate Curriculum Committee. Dual-level courses also require review by the University-wide Graduate
Committee for graduate-level section.

Step Three: University-wide Undergraduate Curriculum Committee Approval

Recommendation:WPositive (The objectives of this course can be met via distance education)

DNegative

Gl S g

Signature of Committee Co-Chair Date

Forward form and supporting materials to the Provost within 30 calendar days after received by committee.

Step Four: Provost Approval

P Approved as distance education course [[] Rejected as distance education course
D e
4&%@‘) % s —C ) N
Signature of Provost” Date

Forward form and supporting materials to Associate Provost.
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A. Provide a brief narrative rationale for each of the items, Al- AS.

1. How is/are the instructor(s) qualified in the distance education delivery method as well as the

discipline?

Dr. Eun Jin Hwang has been teaching this course for several years. She completed a facilitator

training course which was offered by the Socrates Distance Learning Technologies Group, the

faculty training organization of Education Management Corporation (EDMC) Online Higher

Education during Spring 2006. She taught an online class during Fall 2004 in Korea and also

she taught an online class during Winter 2008 at Indiana University of Pennsylvania. She

incorporated WebCT into this course during Spring 2009. Students took exams and submitted

papers on-line. Students could access the syllabus, class notes, announcement on-line as well.

2. How will each objective in the course be met using distance education technologies?

The on-line course will consist of course material, quizzes and assignments presented on-line

through WebCT. Chat Room and Discussion Thread participation through the use of WebCT

will be course requirements.

1. effectively write professional cover letters that reflect individual uniqueness and job

qualifications.

Instructor will cover in Day 2 and Day 3 (Module 1) the writing of a cover letter
assignment; and the Job Search Notebook project will help student effectively write
professional cover letters that reflect their individual uniqueness and job qualifications.
Instructor will upload PowerPoint file to students to download and study. She will open

discussion thread to answer to any questions.

2. effectively write an individual resume that concisely encompasses academic, work

experience and personal qualifications.

Instructor will cover in Day 2 and Day 3 (Module 1) the writing resume assignment;
and; the Job Search Notebook project will help student effectively write an individual
resume that concisely encompasses academic, work experience and personal
qualifications.

Instructor will upload PowerPoint file to students to download and study. She will be

available at regular times to answer any questions students might have regarding the
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topic by e-mail or chat room. And also she will use discussion thread to make students
to participate in on-line discussions actively. Questions will be embedded in the notes
as well as in daily posting s by the instructor. The instructor will facilitate the
discussions. Students will participate in chat room discussions within groups assigned
to work on designated activities. The instructor will be available at regular times for

contact via email or chat room.

3. assess appropriate job interviewing techniques and apply to personal career search.

Instructor will cover in Day 4 (Module 1) and the Job Search Notebook project will
help student assess appropriate job interviewing techniques and how to apply to a
personal career search.

Instructor will upload PowerPoint file to students to download and study. And she will
upload videos of interviewing scenarios. She will be available at regular times to
answer any questions students might have regarding the topic by e-mail or chat room.
And also she will use discussion thread to make students to participate in on-line
discussions actively. Questions will be embedded in the notes as well as in daily
posting s by the instructor. The instructor will facilitate the discussions. Students will
participate in chat room discussions within groups assigned to work on designated
activities. The instructor will be available at regular times for contact via email or chat

room.

4. utilize informational interviewing as a techniques for researching areas of career focus.

Instructor will cover in Day 4 (Module 1) and the Job Search Notebook project will
utilize informational interviewing as techniques for researching areas of career focus.
Instructor will upload PowerPoint file to students to download and study. She will be
available at regular times to answer any questions students might have regarding the
topic by e-mail or chat room. And also she will use discussion thread to make students
to participate in on-line discussions actively. Questions will be embedded in the notes
as well as in daily posting s by the instructor. The instructor will facilitate the
discussions. Students will participate in chat room discussions within groups assigned
to work on designated activities. The instructor will be available at regular times for

contact via email or chat room.
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Instructor will upload example of Job Search Notebook project.

5. investigate research and other professional literature related to the fashion industry.

Instructor will cover in Day 10, Day 11, and Day 12 (Module 3) and completing
Learning Activities5.7, Learning Activities 7.1, Learning Activities 7.2, and Learning
Activities 7.9.2 will help students to investigate research professional and others
literature related to the fashion industry.

Instructor will upload PowerPoint file to students to download and study. She will be
available at regular times to answer any questions students might have regarding the
topic by e-mail or chat room. And also she will use discussion thread to make students
to participate in on-line discussions actively. Questions will be embedded in the notes
as well as in daily posting s by the instructor. The instructor will facilitate the
discussions. Students will participate in chat room discussions within groups assigned
to work on designated activities. The instructor will be available at regular times for

contact via email or chat room.

6. effectively present and discuss issues and trends in the fashion industry.

Instructor will cover in Day 1 (Module 1) and the Newspaper project (Day 2, 3, 4
(Module 1) 5, 6, 7 (Module 2), 9, 10, 11, 12 (Module 3), 16, 17 (Module 4)) will help
students present effectively and discuss issues and trends in the fashion industry.
Instructor will upload PowerPoint file to students to download and study. She will be
available at regular times to answer any questions students might have regarding the
topic by e-mail or chat room. And also she will use discussion thread to make students
to participate in on-line discussions actively. Questions will be embedded in the notes
as well as in daily posting s by the instructor. The instructor will facilitate the
discussions. Students will participate in chat room discussions within groups assigned
to work on designated activities. The instructor will be available at regular times for

contact via email or chat room.

7. evaluate presentation performance objectively.

Instructor will cover in Day 11 (Module 3) and completing Learning Activities 7.9.2

will help students to evaluate their presentation performance objectively.

Page § of 39



Instructor will upload PowerPoint file to students to download and study. She will be
available at regular times to answer any questions students might have regarding the
topic by e-mail or chat room. And also she will use discussion thread to make students
to participate in on-line discussions actively. Questions will be embedded in the notes
as well as in daily posting s by the instructor. The instructor will facilitate the
discussions. Students will participate in chat room discussions within groups assigned
to work on designated activities. The instructor will be available at regular times for

contact via email or chat room.

8. identify successful leadership strategies.

Instructor will cover in Day 12 (Module 3) and completing Learning Activities 7.9.2
will help students to identify successful leadership strategies.

Instructor will upload PowerPoint file to students to download and study. She will be
available at regular times to answer any questions students might have regarding the
topic by e-mail or chat room. And also she will use discussion thread to make students
to participate in on-line discussions actively. Questions will be embedded in the notes
as well as in daily posting s by the instructor. The instructor will facilitate the
discussions. Students will participate in chat room discussions within groups assigned
to work on designated activities. The instructor will be available at regular times for

contact via email or chat room.

9. effectively apply theoretical knowledge gained from major and additional required courses

to solving problems encountered in fashion merchandising settings.

Instructor will cover in Day 5, Day 6, Day 7, Day 9 (Module 2), Day 10, Day 11, Day
12 (Module 3), Day 14, Day 15, Day16, Day 17 (Module 4) and completing Leaming
Activities 3.7.1, Learning Activities 3.7.2., Learning Activities 4.4, Learning Activities
5.7, Learning Activities 7.1, Learning Activities 7.2, and Learning Activities 7.9.2 will
help students to apply effectively theoretical knowledge gained from major and
additional required courses to solving problems encountered in fashion merchandising
settings.

Instructor will upload PowerPoint file to students to download and study. She will be

available at regular times to answer any questions students might have regarding the
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topic by e-mail or chat room. And also she will use discussion thread to make students
to participate in on-line discussions actively. Questions will be embedded in the notes
as well as in daily posting s by the instructor. The instructor will facilitate the
discussions. Students will participate in chat room discussions within groups assigned
to work on designated activities. The instructor will be available at regular times for

contact via email or chat room.

3. How will instructor-student and student-student, if applicable, interaction take place?

Students will be required to actively participate in on-line discussions. Questions will be
embedded in the notes as well as in daily posting s by the instructor. The instructor will
facilitate the discussions. Students will participate in chat room discussions within groups
assigned to work on designated activities. The instructor will be available at regular times for

contact via telephone, email or chat room.

4. How will student achievement be evaluated?

Multiple assessment techniques will be implemented to evaluate student achievement

including:

* Timed exam using WebCT with password protection

* Daily assignments posted on WebCT

e Individual papers and projects — Students will turn their paper and project to Instructor by
WebCT e-mail or TurnltIn.com

¢ Discussion contribution- this will done by Discussion Thread.

5. How will academic honesty for tests and assignments be addressed?

The on-line quizzes will be designed in a manner such that items are randomly numbered so
that no two exams are exactly identical. The exams will not be printable. Students will be
turning their paper to Turnitin.com. This program is used to prevent plagiarism. This method

was implemented by the instructor for this course during the Spring 2008 semester

C. Submit to the department or its curriculum committee the responses to items A1-AS, the current
official syllabus of record, along with the instructor developed online version of the syllabus, and
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the sample lesson. This lesson should clearly demonstrate how the distance education instructional
format adequately assists students to meet a course objective(s) using online or distance technology.
It should relate to one concrete topic area indicated on the syllabus.

Page 8 of 39



FSMR 480 — SEMINAR IN FASHION MERCHANDISING
Spring, 2009

3 credits, 3 lecture hours, 0 lab hours

Instructor Dr. Eun Jin Hwang | E-mail eun. hwang@iup.edu
Class Room 204 Ackerman Hall | Class Meets M/W 5:05pm - 6:20pm
Office and Office 208 Ackerman Hall | Office Hours W 3:00pm - 5:00pm
Phone Number 724-357-2346 T/Th 2:00pm — 3:30pm
or by appointment
CATALOG DESCRIPTION:

Knowledge gained in major and additional requirement courses is applied to individual career goals.
Students have the opportunity to pursue related areas not directly covered in previous coursework, with
emphasis upon independent research, analytical thinking, and communication skills.

COURSE OBJECTIVES:

Upon completion of this course the student will:

f—
.

effectively write professional cover letters that reflect individual uniqueness and job qualifications.
effectively write an individual resume that concisely encompasses academic, work experience and
personal qualifications.

assess appropriate job interviewing techniques and apply to personal career search.

utilize informational interviewing as a techiiques for researching areas of career focus.
investigate research and other professional literature related to the fashion industry.

effectively present and discuss issues and trends in the fashion industry.

evaluate presentation performance objectively.

identify successful leadership strategies.

effectively apply theoretical knowledge gained from major and additional required courses to
solving problems encountered in fashion merchandising settings.

N

® 0NN Ww

This course is on WebCT. Get lecture note outlines, assignments, and check grades.

Required Textbook:

The class notes presented in the PowerPoint presentations will come from this source in which you
will have assigned readings. In addition, the presentations will contain information from outside
sources which you are also responsible for in your learning and test taking processes.

Regni. R., & Anderson, J. (2009). Entrepreneurship in action-A retail store
simulation. New York: Fairchild.
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Class Lectures:

The textbook, while useful, will not be the only source of information for the class. Periodically,
additional readings will be assigned. Class lectures are intended to enrich or supplement the assigned
readings. They are NOT intended to summarize or substitute for the readings. Exams will be designed
to assess the student’s knowledge of ALL reading materials and the material presented in class lecture,
as well as any oral reports and guest speaker presentations.

COURSE GENERAL POLICIES:

Attendance:

Attendance in class is very important. The students are required to stay the entire duration of the class
period to get credit for the same. Any student, who leaves before the class period without the consent
of the instructor, will be marked absent and will not get any credit for that class period.

Class attendance and participation are required. Excessive absences will result in grade point
reductions. Please make sure to sign the attendance sheet by your name cach class period. The student
is responsible for all material covered in class regardless of the reason for the absence. It is not the

instructor’s responsibility to provide that information. However, reports must be presented in person in
class on date indicated.

» Excused Absence Policy:

If you have an unavoidable “excused” absence such as family crisis, death, or personal illness, you
must provide me with some type of documentation of the event such as an obituary, mass card, or
doctor’s excuse form. If such an event does occur, please email me to alert me of the absence. Afier the
absence, it is your responsibility to arrange a time with me to find out what material you have missed.

If you know of an absence ahead of time such as a job interview or school-sponsored trip, it is your
responsibility for finding out the material that you will be missing ahead of time. Again, it is your
responsibility for finding out the material that you will be missing ahead of time. Again, it is your
responsibility to arrange a time with me to find out what material you will be missing.

» Un-Excused Absence Policy:

If you miss class due to any other reason than stated above, you are responsible in finding out what
material you missed. You may come speak to me during my office hours in this regard.

Assignments Requirements:

The due dates for all assignments are included in the syllabus, but may be subject to change. During
the semester, the instructor will keep students informed of any changes. It is the student’s
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responsibility to contact someone in the class if he or she miss class near a scheduled due date.
Assignments are due in class AT THE BEGINNING OF the class in which the specified due date.
Instructor CANNOT ACCEPT LATE PAPERS and CANNOT ACCEPT E-MAIL SUBMISSION OF
PAPERS FOR ANY REASON. Having your work completed on schedule is a key to early success in
your business career. I would suggest that you start now to develop good work habits for meeting
deadlines. Partial credit will NOT be given for late work.

Late assignments WILL NOT BT ACCEPTED! The only exception to this rule is if you have
documentation of an excused absence (i.e., doctor’s note, obituary, or mass card). In either event,
written documentation is required before an assignment is accepted. If you have an excused absence
the date an assignment is due, your assignment will be expected during the next class period after you
return. Only under special circumstances will this policy be modified! If you have prior knowledge of
an absence, it is expected that your project be turned in PRIOR to your absence.

Quizzes and in class assignments will be given at random. If you arrive late, you will not be allowed
to take the quiz. In Class assignments will not be made up.

In-Class Assignments. There are NO MAKE-UPS FOR IN-CLASS ASSIGNMENTS! Some
content will be assigned during the previous class period to be completed outside of class and brought
to the next class for in-class utilization. If this content is not completed as assigned no credit will be
given for that days in-class assignment.

Written Assignments:

1. There will be written assignments throughout the semester.

2. All papers and assignments must follow the APA guidelines in the Publication Manual of the
American Psychological Association (5th ed.). Not following the APA guidelines will result in
grade point reduction.

3. All papers must be typed (double-spaced), stapled and properly identified — Student Name, Class and
Project Title — points will be deducted for papers not meeting these requirements.
HANDWRITTEN ASSIGNMENTS WILL NOT BE ACCEPTED.

4. Assignments and exercises are to be submitted in TURNITIN.COM on due dates that will be
announced in advance. Assignments must be submitted/handed in at the beginning of the class period
on the designated date. Late assignments will not be accepted. If you will be missing class, prior
arrangements to hand in assignments must be made.

5. All research and abstracts must be properly documented. Plagiarism will not be tolerated.
Academic dishonesty in any form is unacceptable.

6. All papers must be turn in “TURN-IT-IN.COM”

7. Do not send your assignment by e-mail.
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Evaluation:

Each group will be evaluated by the instructor. The grade for the presentation will be individually
based according to each members contribution to the presentation All the above procedures must be .
followed. If any one or more of the above steps are not followed the team’s/individual’s grade will be
lower accordingly. Areas to considered in the evaluation include organization of material,
completeness and accuracy, and creativity.

Evaluation of Project and Report:

1. Depth of research, completeness

2. Authenticity

3. Documentation (footnotes/citations and reference list)
4. Organization

5. Clarity and accuracy

6. Neatness

NOTE: ALL WORK IS DUE ON THE DAY GIVEN OR WILL BE CONSIDERED LATE AND
THE GRADE WILL BE LOWERED IN PROPORTION TO LATENESS.

Exams:

There will be four(4) exams consisting of a combination of True/False, Multiple Choice, Matching,
and potential Completion/Short Answer Essay. Dates for the four exams are listed on the syllabus.
Final exam is NOT cumulative. Dates are given in the “Tentative Schedule”. If an emergency arises
and a student is unable to take an exam notification of the instructor must be made prior to the exam. If
the instructor is NOT NOTIFIED BEFORE THE EXAM there will be NO makeup exam.

Gradihgé

Grades will be posted on the WebCT (use “my grade”). The instructor will make every effort to keep
accurate records. However, it is also the student’s responsibility to monitor their grade reports and keep
all materials related to the course. Grade related claims should be in writing (e-mail acceptable). Your
total grade is based on the exams, assignments, presentations, and attendance/participation as follows:

* Resume, Cover Letter, & Thank you Letter 30 points
*  Two Exams 200 points
¢ Assignments 20 points
¢ Simulations 470 points
* Attendances 28 points
* Job Search Notebook 336 points
* Newspaper Project 442 points
* Presentation 50 points
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e Marketing Plan 303 points
* Participations 50 points
TOTAL Possible Points 1929 points
Grading System: e

Below is the grading scale that will be used to determine the final letter grade:

A=1929-1726 B=1725-1533 C=1532-1340
D=1339-1147 F = 1146 and below
Classroom Etiquette:

To create and maintain a positive learning environment, proper classroom etiquette/decorum is vital. It
is expected that students conduct themselves in a mature, professional manner. Essentially you are
training program for a future career in fashion, and behavior including talking out of turn,
inappropriate comments, and other disruptive behavior will not be tolerated.

The following guidelines will help us to achieve this goal:

I. Refrain from chatting with your neighbor(s) during class.
» Non-relevant chatting with classmates during class (lectures, guest speakers, presentations,
videos, slides, etc) disrupts the normal learning environment
> Should you engage in this behavior the instructor could and may ask you to leave the room
II. Reading writing and studying of material other than for this class is not acceptable.
» This includes reading newspapers (Penn), magazines, course materials, writing letters, and
studying for exams.
III. Completing assignments that were due the day of class. During class is not acceptable.
> The instructor has the right to not accept the assignment.
IV. Make every effort to get to class on time and stay until class is dismissed.
> If you have to leave early or are going to be late, inform the instructor in advance.
» Ifyou are late, respect those who arrived on time by not disrupting the class, especially those
around you. Quietly come in, sit down, and do not converse with your neighbor to “catch up”
» Coming and going during class disrupts the learning environment. Take care of “necessities”

prior to coming to class (i.e. go to the restroom, get a drink of water, go to the vending
machines, converse with friends, etc.).

V. Obtaining class content and assignments if absent is your responsibility.
»  Ask another student about what content was covered and assignments given. It is not the
instructor’s responsibility to re-present class material that was missed.
> Itis inappropriate to ask the instructor, prior to or after a missed class, whether the content
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covered that day is/was important — all class content is important! -

-r

VL Sleeping during class is not acceptable. o

>

>

VIL

Respect others.

This behavior is disrespectful to anyone presenting information during class (i.e. instructor,
guest speaker, peers).

Also remember that this behavior is not appropriate during the use of audio/visuals (i.e. slides,
videos)

Should you engage in this behavior the instructor could and may ask you to leave the room.

g

Be polite in your speech and manners — no profanity or lewd language.

Be patient with other students when they are asking a question, even when the answer may be
obvious.

Be respectful of the opinions of others even if they fifer from your own.

Be courteous by not interrupting others, not having more than one speaker at a time, and not
engaging in side discussions.

Turn off all electronic equipment (cell phones, CD players, MP3, etc) prior to entering the
classroom. These are to remain off until class is dismissed.

PLEASE MAKE SURE YOUR CELL PHONE IS TURNED OFF DURING CLASS TIME!

v

v
v

VIIL

1* Offense: If a student’s cell phone rings or buzzes during class, the student will forfeit any
future opportunity of extra credit but can keep the extra credit currently earned.

2" Offense: The student’s previously earned extra credit will be taken ~ away. :
3" and Any Further Offenses: The student will be asked to take their belongings and the leave
the class.

Read and follow the Academy Integrity Policy and Procedures. That appears in the [UP

Undergraduate Catalog.
> Be sure you do your own work
> Any form of academic dishonesty can cause a lack of respect and trust, and can be extremely

detrimental to your college career.

> Hats/caps and sunglasses will not be worn during exams
IX. Respect and maintain the appearance of the classroom.
> Discard all trash; someone else does not want to sit in your mess!

Participation:

1. Participation includes ALL in-class activities and supplementary assignments. If you are not in
class, you will not receive credit for the activity.

2. Students are expected to be in class on time. Recurrent tardiness will negatively affect a student’s
participation grade.

3. Each student’s initial participation grade will be calculated based on the percentage of classes
attended. Participation in class discussion, class activities and tardiness will either positively or
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negatively affect the final participation grade.
Practice being professional at all times. Presentations require professional dress.

Be prepared for each class period. Read chapters and come ready to participate in classroom

discussion. s

This syllabus is subject to change with advance notice. The instructor reserves the right to change or
add assignments with prior notice.

If you are having difficulty in this class, it is your responsibility to bring this to my attention.
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FSMR 480 - SEMINAR IN FASHION MERCHANDISING

. co Spring, 2009
Tentative Class Schedule
- Schedule is tentative and subject to change
WEEK | DATE TOPIC TEXT
1. Jan. 12 Introduce class & Introduce Project )
Jan. 14 Developing A dynamic Resume, Cover Letter, Thank
you Letter
2. Jan. 19 Martin Luther King, Jr. Day— No Class
News article #1 Due
Jan. 21 Developing A dynamic Resume, Cover Letter, Thank
you Letter
3. Jan. 26 The Interview & Watch Video
Jan. 28 News article #2 Due
Introduce Job Search Notebook
4, Feb. 2 Introduction Read pp. 1-11 -
News article #3 Due Regni & Anderson
Feb. 4 Step 1-Choosing a Business and Product Line Read pp. 12-24
Simulation -pp. 25-26, Due Feb. 11
5. Feb. 9 Step 2-Finding the Right Location Read pp. 27-43
News article #4 Due :
Feb. 11 Step 2 Cont.
Simulation — pp. 43-45, Due Feb 18
6. Feb. 16 Step 3 — Funding the Business/Sales Planning Read pp. 46-74
News article #5 Due
Feb. 18 Step 3 Cont.
e Simulation — pp. 74-75, Due Feb 25
7. Feb. 23 Step 4 — Preparing a Business Resume and Personal | Read pp. 76-84
Financial Statement
News article #6 Due
Feb. 25 Step 4. Cont.
Simulation — p. 84, Due Mar. 11
8. Mar. 2 -
Mar. 8 SPRING BREAK
9. Mar. 9 Job Search Notebook - Due Mar. 9
News article #7 Due
Mar. 11 Exam #1 & Conference
10. Mar. 16 Step 5 — Profit and Loss Plan Read pp. 85-115
News article #8 Due
Mar. 18 Step 5 Cont.
Simulation - p. 115, Due Mar. 25
11. | Mar.23 Step 6 — Merchandising Your Store Read pp. 116-152
News article #9 Due
Mar. 25 Step 6 Cont.
Simulation — p. 152, Due Apr. |
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WEEK | DATE TOPIC TEXT
12. Mar. 30 Step 7 — Marketing Plan .Read pp. 153-183
News article #10 Due -
Apr. 1 Step 7 Cont.
i Simulation - p. 183, Due Apr. 8
13. | Apr.6 Step 8 — Personnel and Sales Management Plan Read pp. 184-203
. News article #11 Due
= Step 8 Cont.
Apr. 8 Simulation - pp. 203-205, Duc Apr. 15
14. | Apr. 13 Step 9 — Visual Merchandising and Store Layout & | Read pp. 206-239
Watch Video Tape
Simulation — pp. 239-240, Due Apr. 20
News article #12 Due Read pp. 241-263
Apr. 15 Step 10 — Capital Spending Plan and Cash Flow
Forecast
Simulation — pp. 263, Due Apr. 20
15. | Apr. 20 Work Day
News article #13 Due
Apr. 22 Prescentations
16. Apr. 27 Presentations and Final Marketing Plan Due
17. Apr.28- | Final Exam
May 1
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FSMR 480 — Seminar in Fashion Merchandising

Summer, 2009
Online Syllabus
Instructor Dr. Eun Jin Hwang E-mail eun.hwang@iup.edu
Class Room WEBCT Class Meets July 6 — August 6, 2009
Office & 208 Ackerman Hall Phone Number | 724-357-2346

Catalog Description:

Knowledge gained in major and additional requirement courses is applied to individual career goals.
Students have the opportunity to pursue related areas not directly covered in previous coursework, with
emphasis upon independent research, analytical thinking, and communication skills.

Prerequisite: Senior Standing
Course Objectives: - -

Upon completion of this course the student will:

—
.

effectively write professional cover letters that reflect individual uniqueness and job qualifications.
2. effectively write an individual resume that concisely encompasses academic, work experience and
personal qualifications.

assess appropriate job interviewing techniques and apply to personal career search.

utilize informational interviewing as a techniques for researching areas of career focus.

investigate research and other professional literature related to the fashion industry.

effectively present and discuss issues and trends in the fashion industry.

evaluate presentation performance objectively.

identify successful leadership strategies.

I

effectively apply theoretical knowledge gained from major and additional required courses to

solving problems encountered in fashion merchandising settings.
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Required Text:
' . &l -
Kunz, G. (2005).Merchandising: Theory, principles, and practice (2 ed. ). New York: Fairchild
Publications.

Course General Policies:

A. Assignments Requirements:
The due dates for all assignments are included in the syllabus, but may be subject to change.
During the semester, the instructor will keep students informed of any changes. This course
contains several assignments. To complete the assignments, click on the particular Discussion
or Assignment link that accompanies the given day’s folder which located in WebCT before
reading the materials that day so that you will know what you are going to have to complete by
due date. Assignments are due the specified due date. Instructor WILL NOT ACCEPT LATE
PAPERS. Having your work completed on schedule is a key to early success in your business
career. Try to keep up with assignments. This is fast-paced learning environment. Falling
behind can be very stressful and discouraging, which will impact your ability to learn and
enjoy the course. I would suggest that you start now to develop good work habits for meeting
deadlines. Partial credit will NOT be given for late work.

a. Resume, Cover Letter, & Thank You Letter — July 9

b. Learning Activities
* Learning Activities 3.7.1 & 3.7.2 - July 20
* Learning Activities 4.4 - July 21
* Learning Activities 5.7 — July 23
* Learning Activities 7.1 & 7.2 - July 28
* Learning Activities 7.9.2 — July 29

c. Job Search Notebook — August 4

d. Newspaper Project

* #1 Newspaper Assignment— July 7

* #2 Newspaper Assignment- July 8

* #3 Newspaper Assignment- July 9

* #4 Newspaper Assignment- July 13

* #5 Newspaper Assignment- July 14

* #6 Newspaper Assignment- July 15
- * #7 Newspaper Assignment- July 20

* #8 Newspaper Assignment-- July 21

*  #9 Newspaper Assignment- July 22

* # 10 Newspaper Assignment-- July 23

* # 11 Newspaper Assignment- July 30

* #12 Newspaper Assignment- August 3
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e. Mock Interview — July 13

Late assignments WILL NOT BT ACCEPTED!

Quizzes and in class assignments will be given at random.

Course Requirements & Evaluation

a. Resume, Cover Letter, & Thank You Letter 30 points
* Resume - 10 points
¢ Cover Letter — 10 points
*  Thank you Letter - 10 points

b. Three Exams 300 points
¢ Exam #1 (July 16) - 100 points
* Exam #2 (July 27) - 100 points
* Exam#3 (Aug. 6) - 100 points

Az

c. Learning Activities 500 points
* Learning Activities 3.7.1 & 3.7.2 - 100 points
* Lcarning Activities 4.4 - 100 points
* Learning Activities 5.7 - 100 points
< & Learning Activities 7.1 & 7.2 - 100 points
*  Lcarning Activities 7.9.2 - 100 points

d. Attendances 40 points
¢ 20days X 2points per day
*  Check e-mail everyday and reply to Instructor’s e-mail to earn each day attendance point.

e. Job Search Notebook 330 points
f. Newspaper Project 204 points

* 12 Newspaper Project X 17 (5 points-copy of article + 10 points-summery of article + 2
points-work cite) points per each project

g. Participations 50 points
¢ Participate at least 10 out of 20 discussion threads (Each discussion thread - 5 points cach)

h. Mock Interview 50points

* Answer to interview questions

TOTAL Possible Points 1504 points
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Grading System:

Below is the grading scale that will be used to determine the final letter grade:

A =1504 - 1346 B=1345-1195 C=1194-1045 D = 1044 - 894
F = 893 and below

The textbook, while useful, will not be the only source of information for the online class. Periodically,
additional readings will be assigned. Online class materials are intended to enrich or supplement the
assigned readings. It is important that you read these carefully so that you don’t overlook essential
content. They are NOT intended to summarize or substitute for the readings. Exams will be designed to
assess the student’s knowledge of ALL reading materials and the material presented in WebCT.

Links/Web Site:

Some of the material in this course will require you to explore Web sites. Bring to the course the issues
that you find most interesting and compelling.

Discussion:

Due to the highly interactive nature of this course, you will frequently find yourself in the “Discussion
Area.” Participation in discussion is required during the entire course. Each student’s initial

Participation grade will be calculated based on the number of participations in discussion

Written Assignments:

* There will be written assignments throughout the Winter Session.
* All papers and assignments must follow the APA guidelines in the Publication Manual of the
American Psychological Association (5th Ed.) Not following the APA guidelines will result in

grade point reduction.

* All papers must be typed (double-spaced) and properly identified — Student Name, Class and Project
Title — points will be deducted for papers not meeting these requirements.

* Late assignments will not be accepted.

* All research and abstracts must be properly documented. Plagiarism will not be tolerated. Academic
dishonesty in any form is unacceptable.

Be prepared for each class. Read chapters and ready to participate in discussion thread.
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This syllabus is subject to change with advance notice. The instructor reserves the right to change or add
assignments with prior notice.

If you are having difficulty in this class, it is your responsibility to bring this to my attention.
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Summer, 2009

Tentative Class Schedule

Schedule is tentative and subject to change

DAY/

DATE

TOPIC/TEXT

HOMEWORK

COURSE
OBJECTIVE

MODULE 1: CAREER

DEVELOPMENT

1.Jul. 6

Introduction Class
Introduce Job Search Notebook
Introduce Newspaper Project

Check e-mail

Reply to instructor’s e-mail for
attendance

Open July 6" folder, read, and
study them.

Upload Newspaper project #1 by
July 7% 11:59pm to
Turningitin.com

#1,2,3&4
#6

2.Jul. 7

Developing a Dynamic Resume,
Cover Letter, Thank You Letter.

Check e-mail

Reply to instructor’s ¢-mail for
attendance

Open July 7® folder, read, and
study them.

Upload Newspaper project #2 by
July 8 11:59pm to
Turningitin.com

Upload Newspaper Project #
today by 11:59pm to
Turningitin.com

#H2 & #6

3.Jul. 8

Developing a Dynamic Resume,
Cover Letter, Thank You Letter
(Cont.)

. Check e-mail
. Reply to instructor’s e-mail for

attendance

. Open July 8" folder, read, and

study them.

. Upload Newspaper project #3 by

July 9" 11:59pm to
Tumingitin.com

. Write Your Resume, Cover Letter

& Thank You Letter and send
them to Instructor’s e-matl by
July 9" 11:59pm

. Upload Newspaper Project #2

today by 11:50pm to
Turningitin.com

#1 & #6
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DAY,

DATE

TOPIC/TEXT

HOMEWORK

COURSE
OBJECTIVE

MODULE 1: CAREER

DEVELOPMENT (CONT.)

4.Jul. 9

The Interview

1.
2.

3.

Check e-mail

Reply to instructor’s ¢-mail for
attendance

Open July oth folder, read, and
study them.

Upload Newspaper project #4 by
July 13% 11: 59pm to
Turningitin.com

Download mtervxew questions
from July 9" folder, answer the
interview questions and send to
instructor by WebCT e-mail — by
July 13® 11:59pm.

Send Resume, Cover Letter, &
Thank You Letter to instructor’s
WebCT e-mail today by 11:59pm
Upload Newspaper Project #3
today by 11:59pm to
Turningitin.com

#3, #4, & #6

MODULE 2:

MERCHANDISING THEORY

5.Jul. 13

Chapter One: Merchandising
Theory (pp. 2 - 31)

—
.

Check e-mail

Reply to instructor’s e-mail for
attendance

Open July 13% folder, read, and
study them.

Upload Newspaper project #5 by
July 14% 11: 59pm to
Turningitin.com

Upload Newspaper Project #4
today by 11:59pm to
Turningitin.com

Send the interview questions to
Instructor’s WebCT e-mail — by
today before 11:59pm.

#6 & #9
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DAY/

DATE

TOPIC/TEXT

HOMEWORK COURSE
OBJECTIVE

MODULE 2:

MERCHANDISING THEORY (CONT.)

6. Jul. 14

Chapter Two: Merchandising
Technology (pp. 32 —75)

1. Check e-mail #6 & #9

2. Reply to instructor’s e-mail tor
attendance

3. Open July 14" folder, read, and
study them.

4. Upload Newspaper project #6 by
July 15® 11:59pm to
Turningitin.com

5. Upload Newspaper Project #5
today by 11:59pm to
Turningitin.com

7. July 15

Chapter Three: Merchandising
System (pp. 76 — 109)

1. Check e-mail #6 & #9

2. Reply to instructor’s e-mail for
attendance

3. Open July 15® folder, read, and
study them. .

4. Upload Newspaper project #7 by
July 20" 11:59pm to
Turningitin.com

5. Do Learning Activities 3.7. 1 &
3.7.2 (pp. 107~109) - Due July
20

6. Upload Newspaper Project #6
today by 11:59pm to
Turningitin.com

8. July 16

EXAM #1: Chapters 1,2, and 3

—
.

Check e-mail

2. Reply to instructor’s e-mail for
attendance

3. Click Exam [con to take exam
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DAY/

DATE

TOPIC/TEXT

HOMEWORK

COURSE
OBJECTIVE

?f

b

MODULE 2: MERCHANDISING THEORY

(CONT.)

9. July 20

Chapter Four: Fundamentals of
Merchandise Planning (pp. 112
—-163)

[—y
.

Check e-mail

2. Reply to instructor’s e-mail for
attendance

3. Open July 20" folder, read, and
study them.

4. Upload Newspaper project #8 by
July 21* 11:59pm to
Turningitin.com)

5. Do Learning Activities 4.4 (p.
129) by July 21*

6. Upload Learning Activities 3.7. |
& 3.7.2 (pp. 107~109) today to
Turnitin.com by 11:59pm.

7. Upload Newspaper Project #7

today by 11:59pm to

Turningitin.com

#6 & #9

MODULE 3:

MERCHANDISING PLANNING

10. July 21

Chapter Five: Merchandising
Perspectives on Pricing (pp. 164
-213)

P
.

Check e-mail

2. Reply to instructor’s e-mail for
attendance

3. Open July 21* folder, read, and
study them.

4. Upload Newspaper project #9 by
July 22 11:59pm to
Turningitin.com

5. Do Learning Activities 5.7 (pp.
192~193) by July 22™

6. Upload Learning Activities 4.4 to
TurnltIn.com today by 11:59pm

7. Upload Newspaper Project #8

today by 11:59pm to

Turningitin.com

#S, #6, & #9
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DAY/ TOPIC/TEXT HOMEWORK COURSE
OBJECTIVE
DATE
MODULE 3: MERCHANDISING PLANNING (CONT.)
11. July 22 | Chapter Six: Planning and 1. Check e-mail #6 & #9
Controlling (pp. 214-265) 2. Reply to instructor’s e-mail for
attendance
3. Open July 22™ folder, read, and
study them.
4. Upload Newspaper project #10 by
July 23™ 11:59pm to
Turningitin.com).
5. Upload Leaming Activities 5.7 to
Turnltln.com today by 11:59pm
6. Upload Newspaper Project #9
today by 11:59pm to
Turningitin.com
12. July 23 | Chapter Seven: Planning and 1. Check e-mail
Controlling Merchandise 2. Reply to instructor’s e-mail for
Assortment (pp. 266 — 312) attendance
3. Open July 23" folder, read, and #5, #6, #7, 48,
study them. &#9
4. Upload Newspaper project #11 by
July 30™ 11:59pm to
Turningitin.com)
5. Do Learning Activities 7.1(pp.
272~273) & 7.2 (p. 278) by July
28.
6. Do Learning Activities 7.9. 2 (p.
294) by July 29
7. Upload Learning Activities 5.7 to
Turnltln.com today by 11:59pm
8. Upload Newspaper Project #10
today by [1:59pm to
Turningitin.com
13. July 27 EXAM #2: Chapter 4, 5, 6, 1. Check e-mail
and 7 2. Reply to instructor’s e-mail for
attendance
3. Click Exam Icon to take exam
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DAY/ TOPIC/TEXT HOMEWORK COURSE
OBJECTIVE
DATE
MODULE 4: DEVELOPING & PRESENTING PRODUCT LINE
14. July 28 | Chapter Eight: Developing 1. Check e-mail #9
Product Lines (pp. 314 - 347) 2. Reply to instructor’s e-mail for
attendance
3. Open July 28" folder, read, and
study them.
4. Upload Learning Activities 7.1 &
- 7.2 to Turnitin.com today by
11:59pm
15. July 29 | Chapter Nine: Presenting 1. Check e-mail #9
Product Lines (pp. 348-389) 2. Reply to instructor’s ¢-mail for
attendance
3. Open July 29" folder, read, and
study them.
4. Upload Learning Activities 7.9.2
to Turnitin.com today by 11:59pm
16. July 30 | Chapter Ten: Global Sourcing 1. Check e-mail #6 & #9
(pp. 390 — 435) 2. Reply to instructor’s e-mail for
attendance
3. Open July 3ot folder, read, and
study them.
4. Upload Newspaper project #12 by
August 3™ 11:59pm to
Turningitin.com
5. Upload Newspaper project #11 by

Today 11:59pm toTurningitin.com
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DAY/ TOPIC/TEXT HOMEWORK COURSE
o OBJECTIVE
DATE
MODULE 4: DEVELOPING & PRESENTING PRODUCT LINE (CONT.)
A
17. Aug. 3 | Chapter Eleven: 1. Check e-mail #6 & #9
Customer/Vendor Relationship | 2. Reply to instructor’s ¢-mail for
(pp. 436 — 467) attendance
3. Open Aug. 3™ folder, read, and
study them.
4. Upload Newspaper project #12
today by 11:59pm to
Turningitin.com
18. Aug. 4 | Job Search Notebook Due 1. Check e-mail #4
2. Reply to instructor’s c-mail for
attendance
3. Please send Job Search Notebook
file to Instructor’s WebCT e-mail
19. Aug. 5 | Review Session 1. Check e-mail #6
2. Reply to instructor’s e-mail for
attendance
3. Study for the Final
20. Aug. 6 | Final Exam — Chapter 8, 9, 1. Check e-mail
10, and 11 2. Reply to instructor’s ¢-mail for

attendance
Click Exam Icon to take exam
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JOB SEARCH NOTEBOOK - FIVE PART ASSIGNMENT
Due August 4, 2009 by 11:59pm — Send Project to Instructor’s WebCT e-mail

Finding a job is a full time job. It is vital to keep things organized.
This is your notebook to personalize. Below are the requirements as well as the suggested format to get
you started!

Part I: Checklist Form

Design a Checklist Eorm that you will use for the organization of your job search. Think about all of
the information you will want to record as you being your search-to get you thinking about what

information of which you will want to keep track, I have compiled a starting list to get you going, you
will want to expand on these ideas.

¢ Company’s name

/)
0

Where did you find the position listed? (i.e., newspaper, online, word of mouth)

Did you send a resume? Electronically?

o
o

o (Date) and/or hardcopy?
o Place posted.

)
L4

Contact Person/People’s Name(s)
o Title

o Where did you get there name? (a phone call, personal reference, etc.)

K/
L4

A list of all the phone calls made — make notes of if it was a cold-call, a follow-up etc.
Who did you speak to?

2
4

o Did you leave a message?

o The dates and times of each call and any notes on the conversation.

*

What else might you want to record?

You will need to turn in a copy of this form in a “form format” ready to fill out with information!

Page 30 of 39



Part 2: Finding resources, searching for job postings, and other Notebook information.

As a part of your final notebook you will also want to include information other than your checklist
and company information. Think about what other types of information that you would need in your

notebook. Items such as:

< A master list of companies to research Web sites.
< A master list of online job search websites and places to post resumes with a brief

description of what you found valuable about the sites.

You will need to turn a list of helpful Web sites (10-15) that you have found through your research
with a brief description of each one (turn in a hardcopy of the Web site link) along with 8 job postings
from 8 different companies that you have found through your job search research and 8 “completed”

checklist forms for each posting.
Part 3: Company Research for 8 different companies

Create a “Cheat Sheet” of key points on each company for which you are “applying”. (FYI:
This is something you would definitely want to do for every company for which you are applying,
once you begin the search for your internship or job.)

Pair this company research information with your checklist forms so you can make notes while
being able to reference the company information quickly and easily. I have compiled a starting list to

get you going, you will want to expand on these ideas.

¢ Company researched:
» Why you are interested in working for this company:
¢ Describe the company:
o What do they do?
Who are their competitors?
Who is their president/CEO?
How do they describe their company culture?

o O O O

Are they a publically traded company?

= If so, what is the current stock price is the stock pricing currently moving up

or down?
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o What new initiatives, products, or strategies does the company have?

o What other things would be good to know or list/things that are unique to that
particular company?

You will need to turn in a separate sheet for each of the 8 companies and the coordinating job posting
and checklist forms.

Part 4: Location Research — Cost of Living

Once you 8 companies’ research sheets and Checklist Forms have been completed, pick 3 out
of 8 jobs to research. They MUST be from 3 different companies with 3 different geographic locations,
with differing Quality of Life Considerations. Research the following information as well as 2
additional points that are important to be personally on your chosen 3 jobs.

(FYI: This is something you would definitely want to once you begin interviewing for a

position)

% Price of housing:

o One bedroom apartment vs., a two bedroom apartment

o Cost one which is close to work and one which is further away. Use Mapquest to

locate your potential place of employment and two locations for housing.

*» Transportation:

o Is there public transportation?

= [Ifyes, what type and what is the cost?

Cost of Auto Insurance
Price of a gallon of gas

Level of crime per area

O O O O

Personal reasons and amenities
s List of pros and cons

o Stating salaries for similar jobs in the area.

Part S: Personal Section
< Cover letter
+* Resume

% Thank you letter
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FSMR 480 - Job Search Notebook

Grading Rubric

Contents

You Earned

Possible
Points

. A Copy of Checklist Form

Company’s Name

Where did you find the position listed?

Did you send a resume

Contact person/People’s name

A list of all the phone calls made

Who did you speak to

What else might you want to records

ot |t |t | e |t | et [

2-A. A Master List of Companies to Research Web

Sites and Brief Descriptions (10-15) (4
points/Web Site)

O\ | r—

(N

oo |Ww
O |
(¥}

40

2-B. A master List of Online Job Search (10-15)(1 point

each

10

@ Brief description of each one (3 points for each

Web site)

(=Y Lol [=2Y Ll

[V

[+ -2RV5 ] [ .4 (V)

30

® 8 job posting form 8 different companies (2 points

for each posting)

=

W

Y 1Y -1 EN [-1EN
(%]

AN

16

3. Company Research for 8 Different Companies

Why are you interested in working for this
company? (3 points for each company)

24

What do they do? ( 2 points for each company)

16

Who are their competitors? (2 points for each
company)

16

Who is their president? CEO? (1 point for each
company)

How do they describe their company culture? (2
points for each company)

16

Are they a publically traded company? If so, what
is the current stock price? Is the stock pricing
currently moving up or down? (2points for each
company)

(¥ Ll R0 A0 Ll R0 Dl %40 Kl R L

AIN[AINIANIN AN N
N W N W NW[N[W]Q]|WIQ|W
oolpjoo|joo|joo|njoo|n]oO|N

16

What new initiatives, products, or strategies does
the company have? (3 points for each company)

24

What other things would be good to know or
list/things that are unique to the particular
company? (2 points for each company)

=N r—

AN
NWwlajw
co|hjoo|

16

8 Checklist forms (2 points each)

o

AN
EN ] (W)
0|~

16
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Contents You Earned Possible
Points
4. Location Research — Cost of Living (pick 3 out 8)
® Price of housing
a. One bedroom apartment vs. two bedroom [ 1 ] 2 [ 3 | 6
apartment (2 points each)
b. Cost one which is close to work andonewhich | 1 | 2 | 3 | 6
is further away (2 points each)
® Transportation
a. Public transportation (2 points each) 1 2 3 6
b. Cost of auto insurance (2 points each) 1 2 3 6
c. Price of gallon of gas (2 points each) 1 2 3 6
@ Level of crime per area (2 points each) 1 2 3 6
® Personal reasons and-amenities (Pros & Cons) (3 1 2 3 9
points each)
® Starting salaries for similar jobs in the area (2 [ 1 ] 2 | 3 | 6
points each)
® 2 additional points that are important to be [ 1] 2 ] 3 | 9
personally on your chosen 3 jobs ( 3 points each)
5. Cover Letter 5
6. Resume 5
7. Thank You Letter 5
TOTAL 330
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NEWSPAPER PROJECT
204 Points (17 points per Article X 12 Articles)

Due August 5" 2009 — Turn-It-In.com

I.  Sign-Up Daily Newspaper

A. Go to www.smartbrief.com/nrf

B. Go to www.smartbrief.com/popai
C. Go to www.smartbrif.com/shop.org

II. Everyday check your e-mail and read newspaper
II1. Pick one article per day
IV. Attach the article to word (5 points per Article)
A. Selectall
B. Copy
C. Past to the Word file
V. Add source of article — Using APA style (2 points)

V1. Summarize the article which you past to the word (minimum 1/2 page — 5 points)

VIL.Describe why the information presented in this article would be useful to buyers (minimum 1/2
page — 5 points
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FSMR 480 — Seminar in Fashion Merchandising
Online - Lecture Plan

Day 9 — July
Lecturer: Dr. Eun Jin Hwang

DAY 9: Fundamentals of Merchandise Planning (Module 2)

A. Issues Covered in the PowerPoint

I. Merchandise Planning Basics
*  Who Plans
* Traditional Line Planning

* Contemporary Line Planning

II. Forecast-Based Merchandise Plans
*  Purpose of Merchandise Forecasts
* Elements of Analysis

III. Analysis of Merchandise Classifications

* Classifying merchandise — the process of arranging the merchandise mix into groups based

on criteria of the end-user (Taylor, 1970)
» Effective merchandise classification enables
* Effective classification systems may include
* Language for breaking down a merchandise assortment
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* Balanced assortment -
* Buying patterns and sales history by classification
* Analysis of sales history

*  During-the-Season Trend Analysis
o Evaluate fast sellers

o Evaluate slow sellers
* Forecasting Principles Demonstrated by Sport Obermeyer
B. Required Reading for Lesson 9

Kunz, G. (2005).Merchandising: Theory, principles, and practice (2 ed,). New York: Fairchild
Publications.

* Chapter 4: Fundamental of Merchandise Planning

C. Discussion Questions

1. After you read Case 4.1 do you think this “deal” would have happened if Federated and Bon-

Ton were direct competitor?
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MOCK INTERVIEW QUESTIONS
50 Points
Please Answer Following Interview Questions and Send this to Instructor's WebCT e-mail

Due-July 13,2009 by 11:59pm

Tell me about yourself.

Tell me about a time when you have made a difference.

10.

11.

12.

13.

14.

1S.

16.

17.

18.

19.

20.

21.

Of what are you most proud?
What do you do for fun?

What is your favorite book?

If you could have lunch with anyone living or dead, who would it be and why?

What subjects do you like best?

Tell me about a teacher you like and why.

Tell me about school activities you enjoy.

What is the most challenging part of school?

How would a teacher describe you?

What are your strengths and weaknesses?

How would you describe yourself? (Be prepared to give an example or two)

Why do you want this job? (To attend college, this scholarship, etc.)

How well do you work with others?

What are your goals?

What are your two most satisfying accomplishments?

What did you do in your last job?

What would be your ideal job?

What skills do you have related to the requirements of this job?

Why should I hire you?
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22. What distinguishes you from other people I am interviewing today?

23. What do you want me to remember about you?
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Résumé, Cover Letter, and
Thank You Letter

i FSMR 480

4/12/2009

The Resume
3

—

T

S . S R T S RS TEN | L R

Résumé

RE-SU-ME rez-a-ma n [F. resume fr. Pp.
of resumer to resume, summarize]
SUMMARY specif: a short account of
one’s career and qualifications prepared

typically by an applicant for a position.

-Webster's

Résumé- General

- There is no one right way.
' A résumé is a persuasion paper not a laundry
i list.
! An Effective Résumé:
- Shows a pattern of interest and experience
- Makes a clear connection between qualifications
and opportunity

- Is readable and professional in presentation

e il e M e

Purpose of a Résumé

'+ Should tell the reader what you know how

to do

- Summarizes your background and
experience
+ Demonstrates your ability to do a specific

position well

Functions of a Résumé

- Self-Inventory
- Extended Calling Card
'+ Agenda for an Interview

- Memory Jogger for the Employer
After the Interview

I




Resume Interesting Fact
.E.., PR
| . An employer will spend

| approximately 30 seconds

reviewing your resume.

4/12/2009

Résumé Writing Process

- Gather Information
- Write

- Rewrite

- Layout

- Revise
- Have it reviewed

- Edit again

w1 B S S

Résumé Outline

e
1

t. Contact Information

- Objective

+ Education

« Experience

- Activities/Honor/Service/Awards

- Kicker

I T t 1 R

Heading

i
|
E
|

i+ The heading should include:

-contact information, name, address, telephone
number, and email address.

*List both your campus and home addresses if it
makes sense to do so (include validity dates).

Kerny L. Green
sxed) $eans sTasde
Aed TS P Mas ol JUERY .
IR Lc‘; eyl
Mem. US Wy Nemade, MY et
Atz Bemdp.
110 | T I i 1
e +

Heading Examples

——
Jake Askew
PR e
1 . aib e
Come G\ St
3 e some
Rerry L. Goren
SITTAL T DA ST
Adni A tadMa b e NPT Y
RUL R AR AW N
Mens WY hrwntn M Yo
e NLREIRS"S
+
u I | 1 I i

Objective

- The objective sets the course for the résumé.

- Everything listed on the résumé should support your

objective.

- Be specific - What type of work do you want?

- To abtain a challenging and exciting position within

your company.

- To obtain an entry-level position as a digital media

producer.

|
|
E
{

12 H ' ] {




Career objective statements

T ‘should avoid terms such as:

| - Opportunity for advancement:

- a challenging position;

- position deal with people;

- a progressive company;

- position which requires creativity:
- a company that recognizes...

- achanceto ..

i 1 : ! ] |

i
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|

Objective Examples

2

Y

(JOb title) where there are opportunities to use
| (SklllS/ knowledge) to (benefit to employer).

|

RIS
LTI AY B

Pt e tn e Wiee = heer Aoty o sqgnet ot < doisin as ol o0
T T N P N e LT
B L L T Vi Py
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et © pratmy st ety e

5
|
|

Objective Examples

E- Fashion Marketing student seeking a

; position in any area where I could utilize

i my educational and work experiences.

" Fashion Marketing student with experience
in visual displays, fashion show production,
and retail sales seeking a position as a

Visual Merchandiser.

e A S—

Objecthre: Sh\hmdmmuq, X\7e '} and
maapemens Wil 10 fect hranctal paals
i ; I I i [}
Educahon

- Present postsecondary information in
reverse chronological order
- Institution and location
] - Degree(s) received or pursuing
- Graduation date
- GPA (optional)
- Study abroad experience

- Honors
71 1

|
I

Education

. ?’I‘ypically follows the objective.
- iShould include:

-the name of the college or university, the level of
degree you are working toward and an expected date of
graduation, your major, and your minor, if you have one.

Vorveniy of Visarata, Merrw ALams AN

Racheiue of Uts Aay 2000

Mape iy

Revqeost €O Pthei 0 e vl cmg o fosad AL S L wnien

R UARION:

e Higy wrned Dipheens e 01}

Education

r
i - Inaddition, you should include any projects

relevant to the position,

- Important section that can illustrate your talents

' - Givethe project a name

- Give a BRIEF description of the project (2-4
sentences)

- Include Study Abroad including in high school.

) 1 i | i I

|
|
|




Education Examples
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Completed Courses

- Include any completed courses if they are
relevant to the position.

- This demonstrates the development of the
appropriate skills.

Comrer Rk memspemen e CorpoeFei ey, Feoaci Aororeting Ay, S
(e, Ecoonmics, Seech, Aoooeetizg
‘20 H ! _

L i - I

Computer Skills

T_ List computer skills listed in the job description if one is
available.
- You dor't have to be an expert in using the software and
hardware to list them on the resume.
- Pay particular attention to industry or job specific
software.
Comperr  famtar sty O, dred Pocessesg WORDY Syrratibets: ENCEL- MowerPaat. Saaes
Ml NIM TAB:, teraet, Evgl
Competer  Feaarvih v 2 s, wond g Mol Wor, Wo, d W P,
Sk spreadsbeets (Freed). gaphing Crickegsph), Nescre, md e gzl
ja | L | i

Honors

- Be selective about Honors and Activities.

!
§ - List those that may have importance to the hiring
% organization,

i

- You can include honors from other schools
including high school.

WM & High hrd A1 O Aadad D9, AT B3 N Fieatnd 2 e

HONORS 158 £ 3 mCTie? of 26 Nt G ot Sy Cillege ati e oaked toeg 2
hkognpter, s e i g Frond Las baesd (rogus 3 mmibe o Caledd \aoey
{ndias Az, aad 1 partapest a Momoew Pibia fure Resct Grosp (MMRGH
amen

oo (sl agarel sept UBnIE Wit O Mg

|
!
i
|
]

122 i L 1 ! I

Experience

- Experience comes in many forms:

-class projects

l -volunteer work
-campus organizations
-internships

-part-time/full-time summer employment

—t

123

Experience
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Action Wor'ds Describing SkI”S |
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More Action Words

Accommodats | Assume Estadlish Impioment Mamiputate Plan .
AccoMphsh Atz Cmu Estmate Improve Market Presant
Actuqve Author Decide Evakiate tndox Modiato Proaido
Act Budget Deftne Examine influence Merchandise | Problem- '
Adap| Budd Delogate Exchange | inform Modorats Soive
Admitustor Caiculate Demonatrate | Execute Initale Modity Procoss
Adve(sso Cataioguo Congn Expand Innovate Aonitor Produce
Advisn Chaxr Oscignate | Expedite inspoct Motivate Promoto
Advotate Clanty Dotai! Faciktate | install Nogotiate Propose
Aftec] Coftaborate | Datermine | Famikarize | institule Obtain Prowde
Analyze Communicate | Davelop Farecast Instruct Oparate Publicize
Anlicipate Compara Devise Formulste | Integrate Opportuntty - | Publish
Apply Conceive Dwoct Fund-Raize | intarprel Saeher Rasct
Apprase Concoptuaize | Disinbuts | Gonerata | intervew Order Recommend
Appraach Conciliate Orat Gaven invesogate | Organize Roconale
Arango Conduct Edt Gudae Invant Onginate Record
Aszomble Conzult Educato Handle Lead Pasticpate Recrut
Aszess Control Encourage | Hite Listen Porcaive Rectly
Assign Cooperato En'arge Identty Mamteln Perform Re-Oatign
Assist Coordinaty Entist llustrate Manage Persuade Relate
28 T I T

Renow Teach Planner “toiersnce for Eingnce Orgamzad
Regort | Team-Buid Promoter Tacrncal “analyhcal \otwator
Regresent Tean It Oetalod
Ragoarch Transform Mis Patent *doat-maker Powor-
Regolve Transmit *Systomabc Focused *quantitative Onentod
Roy Unity *Detailonontsd | Contemplative | *docisive Bohind-the-
Rovise Updato ‘Toamleader | Scienthc Propsct-onented | SCones
Scan Utihze “Future- Tolerant Opportunty. Monputator
s:+m Wnta onentod Flexible Seeher
Scioen Maskating Techmecal Planning Systematc
Sotbet ‘creative o “Tong-l
Serve “anziytical Analytical *izionary Aliocator
Soive *doal wth Canceptualize | +gatachod Rish-Adjusies
Sposk ambigusty Problem-sotver | «syniheszor Adminisyation
Stany 'mum integrate ?::;:W Qeneral
Stnulale | O0perator Patient Conceptuaiizo .m
Summanza | Program B&D Intangidle ~sale.
otented . gate

Suporvso | ¢ eruser Sroamve Globally- “cocrdnator
Survey Resoarcher persistont Crionisd <pokteal
Synthesize *analytical Croative stent acout

T2 ] !

Activities
“. B—e—;lzc;lve in order to keep your resume to one |
| page.
i Include activities from both college and high school.
- List leadership activities.
- You can include travel.
- Activities can be listed in paragraph form with

commas or in column form with or without bullets,

iz i n ! I i

Activities Examples

BONORS: o) oeabe of 2 Veced B St Laeprazs io addedtant o
heexrpter. 1 mtamats Big dnend | e baend prograe 3 erdera (e
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xur3e
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Airbs  Clly Vi Belchod e Beear Crem (e
Scoa  Foted Bedebd Becel Tipet 3k
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References

f - Note references are "Available upon request.” ;
- Be sure to print a copy of your resume for |
each of your references to ensure that they
have complete information on your education

and experience

- which makes it easier for them to point out your
strengths.

13 T ! 7 I 7

What to Avoid?

+ Abbreviations

! - The use of the word "I"
{ - Fancy paper, ink color or visual tricks
- Stating that “references are available

upon request”

! 30 |

oy
-r
-




What to Avoid?

- Misspelled words

- Grammatical errors

« Poor-quality printing

- Unsupported self-serving phrases,
such as, “significant”, “innovative”,
*dynamic"”, etc.

w1 T n !

4/12/2009

TIPS

' PROOFREAD YOUR RESUME!

Keep your resume to one page.

- It can be printed on 8% x 11 copy paper.

- You can use color paper if desired, choose an of f-

white or ivory color.

- If sending a paper copy, the resume can be folded.
- Be prepared to copy/paste into electronic templates

on the organization's website, include in the body of
an email, or send as an attachment via email.

[ — +

2 1 ] i : |

Any questions?

n

The Cover Letter

134 1

Cover Letter

H—
- The purposes of this letter are to get your

i attached resume read and to generate interviews.
B Your strategy is to demonstrate that your
‘ qualifications fit the requirements of the position.
- Decide on one or more themes that show
persuasively how well you fit the position:
- education, experience, interests, responsibility,
etc.

i

i35

Letter Preparation

¥
i
i
i
I
|
i
|
1

- Compliments your resume

- Contains information not on your resume
and/or

- Gives specific examples of accomplishments
or responsibilities listed on your resume

- Illustrates your personality, creativity

and work style

|3 ~ } ] i

—4
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Letter Preparation -

 Advertisement of your strongest skills
Allows you to show enthusiasm for the
position/company
Link major job dimensions with your related
past performance and experience.

- Example of what you have done and the
results that you have gotten -

{37 i

1
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Before y6u write...

|
|

Research the company:

- What skills are necessary to work in
that industry

- Mission or philosophy of
company/department

- How are you going to contribute?
s 1] ‘ [ 1

+
]

Letter Writing Tips

Write each letter separately, even if
you use a prototype

- Express your capabilities with
confidence, but do not exaggerate:

- Two part-time jobs at Forever 21 and Ann

Taylor Loft do not constitute “extensive”
management experience!

» I I : i !

+

Letter Writing Tips

-
i.
i
|
|
i.

Use natural language in simple direct
and clear sentences
Use standard business format on

stationary matching your resume/vita

- ALWAYS write to a speéific person or

committee

40 : i 1 1

Sections of

the Application Letter

!

+ Addressing the Letter
- Opening Paragraph

- Education Paragraph

- Experience Paragraph

- Conclusion

4 1

Addressing the Letter

i
v
!

POt S,

\pril 17 3008

Ms Sandra Luwenberg

. ' Address your letters

é to a specific
individual with his or
her correct title and
business address.

Public Retations Director
Quad Graphics. Inc.
Pewaukee, W1 §3072 4198

Ms. Jane Donahue

King Foods Division

International Malnfoods Corpotation
Highway 454 at Maxwell Avenue
Newport, MN 55055

1 i T




Opening Paragraph

- Come to the point.
i - Reveal your purpose and interest.
| - Identify the position and your seurce of
information.

- Introduce your themes.

- | i | T

4/12/2009

Opening Paragraph

dorr e e

Dear \s Lowenixerg.

| arywriting 1 sespome to 1he ¢ enty o cofirator positon posted on the (ouvensty of
Aiznesta, Mhoeris Caeer Cemer Web wte Please comider this ener and enfined tewme 0
IpiNaten,

Deas Ms Dosabue:
The Career Center at tbe Unuversity of Minnesota. Morfis itformed me that the King Fuods

Drvion currently has 3 customer service cepresentative pasition open. Please coasider tus
Izfter and enclosed resume a formal applicstiva for the above position.

Ca—— Y S—

Education Paragraph

;
} - Refer reader to your resume.
|

Outline your strongest qualifications that
match the position requirements based on the
themes you selected.

Ay indiated va 1 reseme, | will be sraduateg from the Lo enety of Mazaeweta, Mo ts
<omag Viay 10d 130 Jooking forwxnd 103 challespag career i public reladons My cowrses
hne peepated me to thnk cressvely 10d envisica prals 9 wder t be a2 effective ke
et la sddmon to rmy magon 1 pevedon o comenzacatoes, UMM b bedped o
evelop 3 ereaz [ders arts hackzzound and vahuabie ompeter expenesce.

148 | ; i i

R

Education Paragraph

- Refer reader to your resume.

- Outline your strongest qualifications that match
the position requirements based on the themes
you selected.

As you can te from my enclosed resame, | will be a My 2004 graduate of UMM with double
tmajor i English 208 mathematics. My course work ia English has prepared me 0 commusiczte
ffetively,both veckally andtn wriing, with peopt. This skl would be paiclary bepte i
Mngt&qhmdkuyingbmlnmmmmngnmhhm
service deparmegt. [ addition oy majors i Engfish d machematics | bave eceived a
broed fiberal ats education at UMM,

o1 I |

Experience Paragraph

[+ Provide evidence of your related
experiences and accomplishments. Make
i reference to your enclosed resume.

Ay enperiences 10d acavities while zneading UMM have prvided prepanatin fur the ¢vents
weondiaxtor postties. As 20 active member of the Campus Acovities Council Perferming Ans
wmatittee. | have direcied fuadraivag wusitics d promxeed cvents asing sew «paper ads and
sadm puts. | Hrave 2l been the stodent counail advisor o1 2 bocal bigh school for the past two
saas This pocinaa conas of plasning 4l b 2 tesnvities aad covvdinating uther
cvetts throughit the ool year | am comtidest that thnzh vy educztig and esirs:
ameular sstivitien, | Bave developed the laderstup skl to make me 3 qualified candndate for
the pocition of events conrdinztor

i I ' i L T

Experience Paragraph

}'- Provide evidence of your related

{ experiences and accomplishments. Make '
| reference to your enclosed resume.

Referring to my resume, you will oute that § bave parneipaced 10 variaus actvites 2od
capenences which have Betped perpare me for the CUsImCT sETVices EREIESIANYE POLDOR As
1 ember of Sigma Stgma Stgma Seconty. | devigned aod developed public relatons matenshs
fat the wronty. Dariag the sammer of 2002, 1 was 2 sales representsave for Northwop King snd
Cunspany respoasible tor sales 2nd customer service 18 oortheasiern Colorado, [n 2003, 1 was
Pressdent of the UMM Math Qlub 2nd Coordinator of the Fresbman Oneotation Progam. But
Punitions required that | deal with complents and problems of divene catrpus grocps- leel that

my educstioad backgruund 2ad § work 28d P bave prepared
me to mzke a0 equal 53 Ve 1P for the King Foods
Divinoa.

|48 ] i |

-1
—+
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Concluding Paragraph

Suggest an action plan.

- Request an interview, and indicate that you

will call during a specific time period to

discuss interview possibilities.

- Express appreciation to the reader for his or

her time and consideration.

Concluding Paragraph

|
1
|
|

i
i - Request an interview, and indicate that you will call
| during a specific time period to discuss interview
, possibilities.

- Express appreciation to the reader for his or her

time and consideration,

If these are additiona! application procedures. please SVELE Tie. 1 will be en the Newpurt atea
usmieime between May 15-2b and woudd like to 2mange 20 soterview wilh you duning that ime
1wl call your uifice 1 1<t 43 intersiew date  Thank yug for yost conuderasiva.

My renme prasides shnitional iformanies il my edin ate ) amd expeticnne 1S theie e
aktional 3l 31100 prie tdutes. please sdvase e ) am sv.ulalle Ton an interview  sshd woubd

IRE e arrange one 48 Your cxiveieme  §huek fona and 1o aleeting o and woutd e o thand
o for yous tine atad conader sben

w1 1] [ l
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Thank You Letter

- This is one of the most important yet least
l used tools in a job search,

- It is used fo establish goodwill, express
appreciation, and/or strengthen your candidacy.
+ Make your thank-you letters warm and personal.

- Thank You Letter should be sent within 72
hours of your contact.

- S S—

| ll Opening Paragraph: '

|

Thank You Letter Format

- Express your sincere appreciation.
+ Body Paragraph:
- Reemphasize your strongest qualifications.

- Draw attention to the good match between
your qualifications and job requirements.

+

5 T ! L ] ]

Thank You Letter Format

- Concluding Paragraph:
- Reiterate your interest in the position,

- Use the opportunity to provide or of fer
supplemental information not previously
given.

- Restate your appreciation.

T

£ ‘
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Thank You Letter Example

| _Le'l"s Get Started!

[ear \l< Donahue:

Thank vou for takang tme out of your by schedule 1o nteniew me toe the cusiomar
wnvice fepresentanive position. | enoyed meetiaz yoa and tearning more about the fietd of
stomer service aod the Ring Toods Divion

Lam vesy interested in workiag with a progressve nrgaizanon where | can we my shalls to belp
meet organizations) gaals. My educanon and work expenences bave provided me the necesan
<kills 1 make an important contribation w King Fnds

Again. thank vou for vear comsideration. [t you need any additional information. please do 2t
Sesitate to wnite o call 320 2864622

10
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TURN-IT-IN.COM

FSMR 480

°

* Class Enrollment Password —

www.turnitin.com

Click “New Users Click Here"
New students start here

Create a user profile

Create a New Turnitin Account
Student

Class ID -

* Type your first name

* Type your last name

* Email address

* Enter your password

* Confirm your password
* Secret question

e Question answer

* | agree — create profile i

* Add one more class id & password
for newspaper project
* Class ID -

* Class Password —




NEWPAPER PROJECT

& FSMR 480
—
204 points ;g

12—Apr—-2009

Sign-up Daily Newspaper

¢ Go to www.smartbrief.com/nrf

* Go to www.smartbrief.com/popai

* Go to www.smartbrief.com/shop.org

Read Newspapers
* Open your e-mail
* Read newspapers

* Pick 1 most interesting article per day.

Attach the Article

* Select all
* Copy
* Past to the Word

Word Format

» Copy the article — 5points/Article

¢ Include reference — Using APA Style —
2points

e
* Summarize article briefly — lOpointgjvi

— Describe why the information presentdiEasmes

would be useful to buyers. f____,.,

— Minimum Y2 page i

When you turn in....

* Turn your article to Turn-it-in.com

¢ By 11:59pm of due date.
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Remember |

* No Late work will be accepted.

* Watch the due dates...

* 12 Articles

* 12 Articles X17 pts/article = ﬁ
204points i
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“ |ps on Successful In'rervnews
oA i - FSMR 480

The Interv:ew

. Mosf |mpor'ranf s’rep in Job search process

= Review your SWOT/Crea‘re anew SWOT
| m Think of yourself as a Salesperson, and your
*product” is YOU!

= What are you strengths?

= What are your weaknesses?

= Know yourself = What are you interested in this industry
m Research company (opportunities)?

m Practice interview m What are some of the drawback of working

m Look the part in this industry (threats)?

In'rerv:e.w Pre.parahon

; 'm Remember' 'I'o review all negative wor'k

m What are you greatest skills? . and school experiences
= Low GPA

= Bad internship

= Fired from a job

m What are your work values?

= What are your interests?
u No job experience

= What are your accomplishments (3)? u Review your (company-friendly) short

term and long term goals




T lerary

I: m Better Business Bureau reports

u Chamber of Commerce publications
= Moody's Manuals

m Poor's Register of Directors/Execs
= Standard & Poor's publications

= Wall Street Journal

m Professors, advisors

Professional Dress

Loakmg The Parf Men

. o Business—like, conservative

§l = Suit: navy/cadet blue, medium gray

W = White, blue or yellow solid dress shirt

¥ m Solid or small polka-dot tie (no bow ties)
m Over-the-calf gray, black, or navy socks

m Shoes - black oxford or wingtip

13-Apr-2009

R search Company

Descrlbe 1he company

m  Where is the company located?

um  What service(s) does the company provide?

m  Who are the company's competitors?

u  What would be the advantages of working for
this company?

m  What would be the disadvantages of working
for this company?

Who owns this company?

Professnonal Dr'e.ss

rj‘ 55

1" Consider ’rhe :ndusfr'y

g = Consider the position

Ml = Use accessories to express style and
individuality

= Your interview wardrobe should produce

a feeling of security

Lookmg The Par'i' - Women ‘

[

m Business- Ilke conservative suit

m Suit skirt: at or below knee; wool or linen in
solid, tweed, or small plaid pattern

m Blouse: silk or cotton (not polyester); no lace
or frills; solid color

= Black, navy or brown pump with medium or
low heels; no open-toed shoes




| m Jewelry:

u Women: small earrings (no large hoops),

one small ring per hand, no noisy bracelets

u Men: no flashy cufflinks, rings or chains

m Moderate make-up

. " Professional Dress

1 m Watch the small details
| u No scuffed shoes

= (men) no white socks

u (ladies) no colorful pantyhose

m Avoid oversized handbags

u No heavy perfume/cologne (if any)
u No tight or ill-fitting clothing

. FqShioh__ Advice

= "All T know is that
you cannot look like
Cher (or any other
superstar)..until you
get the job!"

13-Apr-2009

| m Solid-color wool coat for winter; trench coat

for spring or fall with matching gloves
| = Gold/silver pen/pencil set
{ = Solid-color leather briefcase

m Black-leather, one-inch wide belt (men)

m "It is the details
that matters.”

= "I wouldn't presume
to tell you what to
wear, but T'll notice

immediately if it

doesn't look right.”
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'Befor'e the. mfervnew G

= Arrive 10 to 20 minutes early
m Bring extra copies of your resume
i | m List of references

m Bring a small notebook and pen/pencil

= Bring Kleenex or handkerchief

l‘; m Flrsf 5 minutes - general Top:cs to pu‘r you at
. ease

m 15-20 minutes - Q&A to evaluate your
employment qualifications

= 5 minutes - give you information on
organization, answer your questions

m Last 5 minutes - explain what will happen next
(application form, site visit, contact)

The Forrnal Infew:ew T

-)Pur'pose Ehmma’re candlda‘re.s and selecT

3 Traditional interview
candidates for further interviews :

2 Usually performed by HR > Maybe very stressful
2 Interviewer focuses on a set of

i 3Don't let the interviewers mood effect
standards

2 Do not volunteer any extra information your mood or answers

(don't eliminate yourself!)
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Board or' Panel Imer'wews

The Serlal Im'ervnew

> Two or more peop!e interview you o'r ’rhz
same time

3 Feeling of being on trail

% 3 Direct your answers to the person asking
the question

< Accurate representation of stress level of
job

3 Some interviewers maybe more

respondent than others 2 Rarely used for entry-level positions

_ > Your‘ pr'ospec?:ve boss is 'rr-ymg to get to know you
better

§ 5 Relax, but don't become too comfortable

" 3 A group of interviewees are aII
interviewed at the same time by a panel

3 Tension level is heightened W > Tips :
X = Order familiar food

¢ > Interviewers are also watching how you
= Order “clean” food

act in the group = Try to stay away from alcohal

m Do not criticize the food or restaurant
= No need to order what the boss orders

3Group may be given a problem to solve

. m Interviewer has an outline
m Directed |

™ Non_DirecTive ; | | ASkS SPECIﬁC qUQ.STlonS Clnd HOTES yOLII"

m Stress responses on checklist

= Impersonal style, but challenging to

interviewee




. m Very unstructured style
8 = Allows you to choose topic

™ = Questions broad and general
: = You take control of interview

m Stress strengths, avoid weaknesses

: -)Tell me about yourse.lf

i > What are your strengths and weaknesses?
2 What are your short-term goals?

| >What are your long-term goals?

2 How would you describe your ideal job?

> Why should I hire you?

15 Si fua’rlon
Describe situation, include who was
involved

Task:

Explain task or problem

& Action:
Describe specific action you took

Result:

Give specific consequences of your
action

13-Apr-2009

u Interviewer may:

u lapse into long silence or have unfriendly, brusque
attitude

u stare at you without saying anything
u take notes, ignore you

# = Purpose - to find out:

u How far can you be pushed before you assert
yourself?

= How do you assert yourself?

-)Mos'r popular' types of queshons asked

4 >Describes your behavior/how you acted in
the past

- Give me an example of...

- Describe a situation when...

+ Tell me about a time when...

2 Answering behavioral questions - STAR

"% m What are your furure vocational plans?
11 u Inwhat school activities have you participated?
| « Inwhat type of position are you most interested?

Why do you think you'd like to work for our company?
What jobs have you held? How were they obtained and why
did you leave?

s What percentage of college expenses did you earn? How?
= How did you spend your vacations while in school?
What do you know about our company?
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' More Queshons

More Queshons

T« what q”“"f'c‘“"’"s do you have that make you f“' you will be ' m Are you prlmarlly interested in money or is service

successful in your field? your prime concern?

il = What extracurricular officeshave you held?

Can you take instructions without feeling upset?
= If youwere starting college again, what courses would you take?

How did previous employers treat you?
{ m How much money do you hope to earn at age 30? Age 35?

What did you learn from previous jobs?
u What do you think determines a person’s progress within a

Can you get recommendations from former employers?
company?

) ) What interests you about our product/service?
= Do you prefer working by yourself or with others?

iWihat tid F Bose do you pretilo Did you change your major in college? Why?

Queshons

m When d:d you selecf your major?

4 m Do you feel you did the best scholastic work

would you be and why?

of which you were capable? m What is the difference between 15t and

| @ What do you know about opportunities in 2nd place?

Wy
this field: m How many gas stations are in the United

m Do you like routine work? Regular hours? States?

m What is your major weakness?

Illegal Queshons

L] Marfml status or murifal plcms

leflcul'l' Queshons

7_ u How to handle.

m Plans for children

< A = Confront interviewer - may cost you any

u Religion career with that organization

= Political affiliation m Answer question but feel bad you were

P | finances
= Personal financ forced to answer for sake of your career
m Criminal record

 Sexudl orientation = Read intention behind question and respond

Race, nationality, ethnicity or creed to the intention of the question
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. m I wasn't aware typing was required for

this position. I assumed support

services would be provided to assist

DIFFICULT QUESTIONS/
POSSIBLE RESPONSES

me in a managerial role. T am able to
type well enough to successfully use a

computer,.

= I do not anticipate any change in my

) _ u I am looking for a career opportunity which I
marital status in the near future. I feel your organization can provide. We have
do not believe it is related to my job already discussed this thoroughly. If I am

performance. hired, my spouse will locate a position near my

job.

= I have no present plans for having children.
If I do, I would expect to take a short

maternity leave and return to my position

u I have been a member of a minority group

all my life and feel able to cope with any

with the company. I am very committed fo difficulties or problems I might

having a career. encounter,
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" Questions for Interviewer
x At the end of aninferview,
|

) . ‘m Why is this position open?
m Prepare 3 - 5 questions to take with you to your !

interview i= What exactly are the responsibilities?

RAEWAYSascThe Intenvishir qiegions = What are the general working conditions?
u The position 3
u The company &= What would you like done differently by
u Training and education the next person who fills this position?

m The interviewer

u Close the interviewllll

) Ques'rmns to Ask Interviewer 1

1= What are some longer-term objectives you would

L2 o Afi'éﬁ the Interview 3 |

like completed?

u What freedom will I have in determining my own
B work objectives?

r’r m Where could a person go who is successful in this
. position and in what time frame?

m How much turnover generally occurs?

m How is one evaluated? How often?

: o | Aﬁer the Interview = .

. = Follow-up:

| m Assess the Interview - keep diary

including: m within 1-5 days, write thank you letter

= OR write "no thank you” note if not interested

mwhat questions were asked? :

! = Rejection:

mwhat were your answers?
= happens to everyone

mwhat will be next step? u call employer to learn how you could improve

mare you still interested? your chances
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2 Pr ‘ofesswnalusm- o LEarey

. Professionalism

Ta Wme down queshons you want to ask

| =No fidge.’ring interviewer
3 m Swiveling in chair ; . ; )

o _ m Let interviewer set pace of interview and lead
u Twisting hair with questions
= Tapping fingers on table = Let interviewer decide when interview is over
= Twirling pen/pencil u Ask when you'll hear from the interviewer or

m Avoid the "ums" and “likes" what is next step

1u W|1'h fr'lend Tape recor'der wdeo camera,

mirror

= Think carefully, answer questions clearly

{ m Be to-the-point, do not ramble, give
examples

m Make eye contact while answering

g m Practice giving answers to questions
{ about:

u Your education

= Work experience

m Extra-curricular activities

= Type of job you're seeking

10



. The Mok I

! u Please download "Mock Interview
Questions” file.

= Answer Interview Questions

i = Save your answers and send to
Instructor's WebCT e-mail by July 13t
11:59pm
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