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Your Guide to  
 

Use your Handshake 
account to: 
Schedule an appointment with Career and 
Professional Development 

• Navigate to the Career Center to start 
scheduling appointments. 

• Meet with our staff for: Career Closet, 
CareerCoaching, Cover Letter or 
Résumés Review, Internship Support, or 
a Mock Interview 

Find and Register for Career Fairs 
• Select events in the upper right corner 
• Find the event you are interested in 

attending and click on “Join Event” 
Discover Jobs and Internships 

• To locate work study/on campus jobs 
search “TAMUCT.” 

• You may apply for jobs in Handshake 
when you see the “Apply” button. Note: 
You will be directed to an external site 
to apply when you see the “Apply 
Externally” button.

Logging into Handshake for the first time 

If you’re a TAMUCT student, your account has been created 
for you! 
• Go to tamuct.joinhandshake.com. 
• Enter student email and password (handshake password = 

school password). 
• Fill out the “Skills” and “Career Interests” sections, to get 

noticed by employers. 
• Select “Public Profile” so employers are able to connect 

with you (some information can be set to  
private). 

• Only TAMUCT approved and validated employers may see 
and contact you. 

Tip: Upload Résumés and Handshake can auto fill some section for you!
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The Journey of Career 
Exploration 
Your career is a life-long journey. It is the sum of 
your jobs, internships, and volunteer experiences 
over the span of your life. As your life transitions, 
actively engaging in career exploration will help you 
develop a career plan and decide what professional 
opportunities align with your purpose, values, and 
desired work environment.  

Travel the career steps (prep, entry, adjustment, and 
change) to strategically map your journey. 

Prep (How do I explore?) 

There are various resources to assist you in identifying 
your strengths and occupational interests. Check with 
your career center for the following self-assessment 
resources to start your journey:  
• Strong Interest Inventory Assessment  
• What Can I Do With This Major?  
• Cliff’s StrengthsFinder Assessment 

Entry (Where do I explore?) 
• What are your natural talents?  
• What are your career interests? 
• Where do these two answers merge?  

When you find the intersection between questions one 
and two, you can start to explore opportunities that build 
your strengths; while providing the challenge to grow in 
knowledge. 

Adjustment (What should be the focus of my 
exploration?)  

The environment of work has drastically changed. There 
are currently (5) generations in the workforce, more 
companies are considering remote work, and employees 

can now connect work and other key areas of their life 
(i.e. personal well-being, wellness, home/family, and 
community).  

In your career exploration identify your preferred work 
environment. Use the information to pinpoint employers 
who offer the best space for you to development as a 
professional. 

Change (How often do I explore?) 
You are not the same person you were as a child. You 
have transitioned through seven stages of development 
from a child to an adult. When determining if it is the 
“right” time for you to adjust in your career from your 
current position, ask yourself the following career 
developmental questions:  

1. Have my values, purpose, and goals changed? 
2. Do my values, purpose, and goals still align with 

my position? team? company? industry?  
3. Does this position meet my personal, financial, 

spiritual needs?  
4. Am I growing as a professional?  

If you answered no to most of these questions, then it is 
time to explore other professional development 
opportunities. Review your self-assessment resources 
and connect with a career center to find opportunities 
that best fit your stage of life.  

Overall, career exploration should be as unique and 
developing as you and serve as an extension of who you 
are. 

Written by Cortina Merritt  
Career Coach and Professional Development Analyst
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Informational Interview Process 
Informational Interviewing is a networking approach which allows you to meet key professionals, 
gather career information, investigate career options, get advice on job search techniques and get 
referrals to other professionals. 

1. Research 
Make sure you’ve done your research 
beforehand. Document a few facts about the 
industry and on their current and previous 
employees. See if you can also find 
similarities between you and the other 
person.  

If done well, your interviewer will be 
impressed with your initiative and pleased 
you took the time to learn about them. 

2. Connect 
LinkedIn –  
A great tool for finding and making contact 
with professionals in your field of interested. 

Career Fairs –  
Career Fairs are a great way to make first 
impressions with employers face-to-face. 

Career Development –  
Utilizing you’re the Career and Professional  
Development department is one of the best 
ways for you to potentially get in contact 
with an employer in which you are 
interested. 

3. Prepare 
Remember to prepare a list of open ended 
questions, such as:  

• “Who has inspired you the most thus 
far in your career ?” or 

• “How did you get started in this 
field?”  

Questions like these encourage the dialog to 
continue and enhance the overall 
conversation. 

4. Execute 
Relax. You are not applying for a job yet. 
The goal of the interview to gain 
information. Even if the interview is going 
well, it is important to also be conscious of 
time.  

Roughly 5 minutes before the meeting is 
scheduled to end, give the interviewer an 
opportunity to extend or conclude the 
interview by thanking them for their time 
acknowledging that the meeting is about to 
end. 

5. Follow Up 
Follow up! Many students ignore or forget 
to follow up after an interview. While a 
tailored paper thank you shows appreciation, 
email is standard, traditional and expected. 

Be sure to highlight a few topics covered 
during the interview. Sending an article 
related to the topics discussed  and what you 
found interesting can help keep the 
conversation going and make your 
interviewer feel like  you were listening and 
s/he had an impact on you and your career.
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Marketable Skills 
What are marketable skills? 
Marketable skills, also known as transferable skills 
or employability skills, are valued by employers 
and can be technical (i.e. program, reports, 
systems, etc.) or soft (i.e. written and verbal 
communication, problem solving, organizing, etc.)  

Marketable skills are practiced behaviors or methods derived from a variety of experiences that transcend 
different environments and contribute to the overall professionalism of an applicant in most workplaces. These 
environments include: education, work history, volunteer affiliation, or projects and other extracurricular 
activities. 

Marketable Skills Cycle 
1. Skill Acquisition: Acquired via sports, employment, projects, voluntary work, hobbies 
2. Skill Transfer: Skills acquired in any situation applied to new situation 
3. Skill Progression: Skills can be developed & improved in new situation 
4. Skill Match: Employer looks for concrete evidence in résumé and at interview 

Top Skills Employers Are Looking For: 
Teamwork 
Decision making 
Problem solving 
Workflow planning-plan, organize, and 

prioritize 
Verbal communication 
Information processing 
Quantitative analysis 

Career specific knowledge 
Computer software skills 
Writing and editing reports-written 

communication 
Selling and influencing sell- to achieve 

buy-in from, or influence others 
Ethical & social responsibility 
Globalization & diversity
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Identify Your Skills: 
Step 1: Assess and list your current strengths and skillsets. 
                    
                

Step 2: Reflect upon past experiences where you learned, developed and utilized those skills, and list them 
below. 
                    
                

Step 3: Research and list top marketable skills for your field/industry area. 
                    
                

Step 4: Compare your lists from step 1 and 2 to identify your current marketable skills. 
                    
                

Step 5: List skills you need to develop or strengthen for your field. 
                    
                

WORK TO IMPROVE 
After identifying your marketable skills, the next 
step is to work to develop and/or improve marketable 
skills to enhance your performance and résumé. 

Attain or increase competencies through education 
and research and through experience in paid or 
unpaid positions and/or volunteer or extracurricular 
activities. 

Additional Resources 
• For ideas on highlighting your marketable skills 

on your résumé. 
• For ideas on communicating your marketable 

skills verbally. 
• Refer to the Texas Higher Education 

Coordinating Board Career Readiness Guide 
website: 
http://www.60x30tx.com/media/1409/thecb-
career-readiness-handbook.pdf as a resource for 
marketable skills and more professional 
development information.

http://www.60x30tx.com/media/1409/thecb-career-readiness-handbook.pdf
http://www.60x30tx.com/media/1409/thecb-career-readiness-handbook.pdf
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A Beginner’s Guide to LinkedIn 
Profile Banner 
Customize the banner to show your personal 
brand. Use professional, high-resolution 
photos for best results. 

Profile Picture 
Use a professional picture. Consider your 
industry and potential peers when selecting 
your headshot. 

Headline 
Your headline should be succinct, include key 
words and define who you are. 

Summary 
The summary should be the same or similar 
content and wording as your professional 
profile from your Résumés and/or your 
elevator pitch relayed in first-person tense. 

Experience 
Include clear, concise and grammatically 
correct achievement statements and link to 
previous employers.  

Additional Information 
• Include full education details, including 

degree and minors, institutions and 
graduation or anticipated graduation dates.  

• Include volunteer experience, awards and honors and skills.  
• Follow companies that you are interested in, and connect with current employees. 

Best Practices for Managing Your Social Media Presence 
Define your image: What are your career goals, values, skills, strengths and purpose. Maintain your professional image 
by avoiding controversial topics and oversharing personal 
information.  

Distinguish your name: Make sure your name is consistent 
across all social platforms. 

Limit visibility: Limit access to your photos and personal 
information. Remove any old content that does not align with 
your professional image. 

Know your connections: Only “friend” or “follow” people 
you know. Delete connections that are unknown or may 
appear unprofessional. 
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What is an Elevator Pitch? 
You only get one chance to make a first impression. An elevator pitch is a quick summary of yourself. It is 
named for the time it takes to ride an elevator from bottom to top of a building.  

Elevator pitches are sometimes thought to be specific to an 
idea or a product, but having a pitch to sell yourself as a 
professional is a common use case for elevator pitches, too. 

Example Elevator Pitch 

Hello my name is Whitney Warrior, I am currently working 
on a double major in human resources and management 
degree at Texas A&M University-Central Texas. I am 
passionate and enthusiastic to learn as much as possible. I 
served in the United States Army and feel it helped me value 
the significance of accountability responsibility, and 
teamwork. I am currently working for Career and 
Professional Development where I have built on my 
professional development and enjoy helping others pursue 
new careers. 

Write Your Pitch 
Who I am 

                    
               
                

What I am currently doing 

                    
               
                

What I would like to do 
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How to Navigate a Career Fair 
Employers use career fairs to promote their opportunities and pre-
screen applicants. 

For new entrants into the professional career marketplace, this is a 
good way to make the transition to “self-marketing mode” without 
the formality and possible intimidation of a one-on-one job 
interview. 

Career Fair Etiquette 

1. Avoid interrupting the employer reps or fellow job-
seekers. If you’re waiting to speak to an employer, make 
eye contact to let them know you’re interested in speaking 
with them. If  necessary, move to the next booth and plan 
to go back later. 

2. Don’t drop your Résumés and run. Try to hand your 
Résumés to the rep. If the booth is busy and you can’t get a 
minute with them, write a short note on your Résumés that 
you’re interested in talking with them. Be sure to take their 
business card to follow-up later.  

3. Insincerity will get you nowhere. Remember that 
employers are looking for candidates with good 
communication skills. 

4. If you’re interested in an employer, find out the procedure to secure an interview. Some employers may hold 
initial screening interviews on the spot, so be ready and don’t forget the STAR Method. 

Before: 

• Log in and register to 
attend in Handshake 

• Take a look at the 
employers attending the 
fair.  

• Make a list of questions 
and prepare your Résumés. 

During: 

• Research businesses 
you’re not familiar with 
before going to their 
booths. 

• Ask your questions. 
• Network and collect 

business cards.  

After 

• Follow up with and send 
“Thank You” emails or 
letters. 

• Connect with employer 
reps and peers on 
LinkedIn.
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Networking Basics 
Networking is the number 1 way people get jobs!  
Career and Professional Development is here to help 
with any phase of the process. Schedule an appointment 
with our staff by logging into Handshake. 

 

 

Know Your Value 
To find out, ask yourself the following: 

• What are your talents? 
• What are your strengths? 
• What skills do you possess? 
• What do you bring to the table? 
• How can you help the other person? 

Be Proactive 
Let no opportunity go to waste. Events like: 

• Career fairs and conferences 
• Etiquette/networking dinners 

Are a great place to make and expand your network? 
Social media platforms like LinkedIn and Handshake are 
great resources that can cultivate contacts as well as 
create opportunities.  

Stay Dedicated 
Stay dedicated. Networking is an art form and requires 
time and patience to master. 

Employers are very busy, so not getting a response is 
common. Do not let this hinder your efforts or 
discourage you from trying. Continue to attend events, 
reach out and consult Career and Professional 
Development. 

Follow Up 
Follow up with an email after your interview within 24 
hours. 

Mention what you were thankful for specifically, in 
addition to their time. Update this connection 
periodically to create compound connections. Compound 
connections occur when a connection you made connects 
you with someone else, or alerts you of opportunities. 
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Writing Accomplishment Statements 
Accomplishment statements, are key in 
communicating your talents to employers. They 
give you the opportunity to highlight your most 
relevant accomplishments to the position you are 
seeking. 

Each accomplishment statement has three parts: A 
verb to grab the attention of the reader, the task or 
problem you were working on, and the result. 

 

 

Good 
Conducted presentations to 
academic classes and student 
organizations. 

Better 

Conducted presentations about 
services and professional 
development to academic classes 
and student organizations. 

Best 

Conducted 10 unique presentations 
about services and professional 
development to over 50 academic 
classes and student organizations
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Résumés Action Verbs 
ANALYTICAL & 
FINANCIAL 
Accelerated 
Adjusted 
Administered 
Allocated 
Analyzed 
Appraised 
Assessed 
Audited 
Balanced 
Budgeted 
Calculated 
Clarified 
Collected 
Compared 
Computed 
Conserved 
Controlled 
Decreased 
Determined 
Developed 
Estimated 
Evaluated 
Examined 
Experimented 
Explored 
Extracted 
Forecast 
Formulated 
Gathered 
Identified 
Interpreted 
Interviewed 
Investigated 
Managed 
Marketed 
Maximized 
Measured 
Minimized 
Organized 
Planned 
Prepared 
Programmed 
Projected 
Proved 
Purchased 
Reconciled 
Reduced 
Researched 
Retrieved 
Screened 
Searched 
Solved 
Specified 
Studied 
Summarized 
Surveyed 
Systematized 
Tested 
Validated 

CREATIVE 
Composed 
Conceptualized 
Condensed 
Constructed 
Created 
Designed 
Edited 
Entertained 
Established 
Formulated 
Illustrated 
Initiated  
Integrated 
Introduced 
Modeled 
Originated 
Performed 
Photographed 
Revised 
Revitalized 
Shaped 

INTERPERSONAL 
Adapted 
Advised 
Advocated 
Answered 
Assessed 
Coached 
Collaborated 
Contributed 
Cooperated 
Counseled 
Demonstrated 
Enabled 
Encouraged 
Ensured 
Expedited 
Facilitated 
Focused 
Furthered 
Guided 
Initiated 
Interacted 
Intervened 
Listened 
Mediated 
Mobilized 
Moderated 
Motivated 
Negotiated 
Provided 
Referred 
Rehabilitated 
Represented 
Resolved 
Simplified 
Supplied 
Supported 
Volunteered 

LEADERSHIP 
Advanced 
Administered 
Appointed 
Approved 
Assigned 
Attained 
Authorized 
Chaired 
Completed 
Coordinated 
Decided 
Delegated 
Developed 
Directed 
Diversified 
Enforced 
Enhanced 
Established 
Founded 
Generated 
Headed 
Implemented 
Improved 
Incorporated 
Increased 
Initiated 
Integrated 
Introduced 
Managed 
Mobilized 
Motivated 
Organized 
Oversaw 

Planned 
Presided 
Prioritized 
Produced 
Recommended 
Recruited 
Reorganized 
Replaced 
Reviewed 
Secured 
Selected 
Solidified 
Stimulated 
Streamlined 
Strengthened 
Supervised 
Sustained 

COMMUNIC-
ATION 
Addressed 
Advertised 
Articulated 
Authored 
Clarified 
Collaborated 
Communicated 

Composed 
Consulted 
Contacted 
Convinced 
Corresponded 
Debated 
Defined 
Demonstrated 
Described 
Directed 
Discussed 
Drafted 
Edited 
Explained 
Familiarized 
Formulated 
Illustrated 
Incorporated 
Informed 
Interpreted 
Interviewed 
Marketed 
Mediated 
Moderated 
Outlined 
Participated 
Persuaded 
Presented 
Promoted 
Proposed 
Published 
Reconciled 
Recruited 
Referred 
Reinforced 
Reported 
Responded 
Solicited 
Specified 
Summarized 
Synthesized 
Translated 
Wrote 

ORGANIZATION 
Approved 
Arranged 
Catalogued 
Centralized 
Classified 
Collected 
Compiled 
Coordinated 
Corrected  
Corresponded 
Distributed 
Edited 
Executed 
Generated 
Implemented 
Incorporated 
Maintained 

Monitored 
Obtained 
Operated 
Organized 
Planned 
Prepared 
Processed 
Provided 
Recorded 
Registered 
Reserved 
Responded 
Restructured 
Reviewed 
Scheduled 
Screened 
Set up 
Submitted 
Supplied 
Standardized 
Synthesized 
Updated 
Unified 
Validated 
Verified 

MARKETING 
Accelerated 
Achieved 
Attained 
Completed 
Conceived 
Delivered 
Earned 
Exceeded 
Expanded 
Generated 
Increased  
Improved 
Launched 
Led 
Marketed 
Maximized 
Minimized 
Promoted 
Resolved 
Restored 
Saved 
Succeeded 
Surpassed 
Transformed 

TEACHING 
Adapted 
Advised 
Appraised 
Coached 
Communicated 
Conducted 
Coordinated 
Critiqued 
Developed 

Educated 
Enabled 
Encouraged 
Evaluated 
Facilitated 
Focused 
Guided 
Individualized 
Informed Instructed 
Motivated 
Simulated 
Stimulated 
Taught 
Tested 
Trained 
Tutored 

TECHNICAL 
Adapted 
Applied 
Assembled 
Automated 
Built 
Calculated 
Computed 
Conserved 
Constructed 
Controlled 
Converted 
Designed 
Developed 
Diagnosed 
Drafted 
Engineered 
Inspected 
Installed 
Maintained 
Manufactured 
Measured 
Monitored 
Operated 
Overhauled 
Programmed 
Regulated 
Remodeled 
Repaired 
Restored 
Specialized 
Standardized 
Upgraded 
Utilized
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Federal Résumés 
Types of Federal 
Employment 
Types of Federal Employment 

There are two classes of federal positions: competitive 
service and excepted service. Competitive service 
positions include the majority of available federal 
positions and are subject to civil service laws. 
Applications for competitive service positions are rated 
on a numerical system and are awarded points based on 
education, experience and other predetermined 
qualifications.  

Excepted service agencies set their own qualifications 
requirements and are not required to follow the same 
civil service procedures as competitive service positions.  

Both classes must give preference to veterans who served 
in combat areas during specific periods of time or who 
are disabled.  

OPM and USAJobs 

The U.S. Office of Personnel Management (OPM) is a 
rich resource for individuals interested in federal 
employment. Their website, opm.com, includes federal 
employment trends, salary ranges, benefits and retirement statistics.  

Linked to OPM.gov is USAJob.gov, with its own set of tools and resources. The USAJobs site is similar to standard job 
sites and lists thousands of job listings. 

Applying for Federal Employment 

Refer to each posting for specific directions when  
applying for federal employment. While federal job posts can seem complex run over 2,000 words, each will include a 
“how to apply” section. Be sure to follow the instructions carefully or your application may not be processed. 

Things to Consider: 

1. Once you have finalized your résumé, upload it to 
USAJobs. 

2. Keep your résumé current to reflect position changes, 
completion of certifications, or degree work. 

3. As with ANY résumé, one size does not fit all.  You 
will want to tailor your résumé based on the 
specialized experience for the role you are applying 
for
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Cover Letters 
FORMAT 
• One page left justified 
• Use the same font as your resume (10pt.-

12pt. size) 
• Header should be same as resume or your 

contact information  
• Address to the intended reader (TIP: 

Handshake can help!) 
• Use a colon after the salutation 
• Active style writing  
• Demonstrate your value 
• Match your objectives to the Employer and 

position  
• Prove you meet requirements  
• Use interview style sentences: Situation, 

Task, Action and Result  
• Include a handwritten signature 

RESEARCH 
• Employer Mission and values 
• Employer goals and needs 
• Position description 
• Annual and fiscal reports 
• Assess your strengths, weaknesses, 

opportunities and threats against the position 

TAILOR 
• Personalize and customize  
• Conversational style 
• Justify your qualification for the position 
• Print, sign and digitally scan the letter if you 

are submitting it electronically
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Types of Interviews 
Preparing for an interview can be intimidating, but we’re here to help! Log into Handshake to schedule an 
appointment with Career and Professional Development and one of our staff members will help you get ready. 

Technology has blurred the lines of the traditional 
interview and screening processes that are availed to 
employers. You may be asked to participate in a 
telephone interview, pre-recorded video interview, face to 
face interview, virtual video interview, panel interview, 
or a group interview. All of these interview methods are 
unique but also share many commonalities.  

Telephone interviews are screening interviews. The goal 
of the employer is to confirm your match to the job 
opportunity. A phone interview may last from 10 to 30 
minutes. It may be scheduled or the employer may call 
unexpectedly. 

If you receive an unexpected call you could accept the 
call, or ask to reschedule because you are unable to talk at 
the time. Try to choose a time within the next few hours 
or next day when you are in a quiet environment and you 
have your resume and notes about the employer nearby. 
Tips for a successful phone interview: 

• Schedule the interview away from your current job 
and plan for twice the time the employer requests 

• Ensure you have your notes available (resume, 
references, organization’s information, job list in) 

• Listen carefully to the interviewer 
• Take notes 

Smile while talking. This will translate through the phone 
as a positive and confident demeanor. 

Pre-Recorded / One-Way Recorded Interview, the 
applicant answers preset questions for the employer to 
review at their discretion. Like the phone interview, this 
is a screening.  technique Tips for a successful Pre-
Recorded Interview: 

• Ensure that you carefully read and follow all 
instructions and adhere to the website’s software 
requirements 

• Be aware of the submission deadline 
• Review and know the job description to highlight 

your corresponding skills 
• Have your interview answers ready if they are pre-

posted, but do not read or recite them sounding 
scripted 

• Be aware of your environment: outside noise, pets, 
the background of the video frame, how you look in 

the frame, and any other potential distractors that may 
cause distractions for you or the employer reviewing 
your answers 

• Look directly into the camera (eye contact) 
• Dress and conduct yourself just as you would for the 

face to face interview 

PRACTICE! Record yourself to look and listen for areas of 
improvement 

Virtual / Online Interviews is a digital interaction  

Face to Face Interviews is when you put your best self 
forward. You showcase your knowledge, skills, and abilities. 
You distinguish yourself from other candidates. You show 
them what makes you special. This is when an employer 
decides if you are a good “fit” for their organization. How 
can you do this? 

Make a list of ALL of the preferences, skills, and 
requirements from the job posting and match them to your 
skills and experience. Access your past experiences from 
school, volunteering, student organizations, employment 
history. There are many aspects of your life that you have 
grown and learned through experiences. List those 
examples that correspond to the job posting 

• Research the company, know their goals, corporate 
social responsibility plans, their successes, and history 

• Keep the interviewer interested by answering questions
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Types of Interviews Continued 
 
 by telling your story. Stories share information, 
answer questions, provide examples, and keep the 
interviewer entertained and interested in YOU. 

• Be prepared for both Traditional and Behavioral 
questions: Tradition questions focus on how you 
would handle a situation /Behavioral questions will 
ask how you handled a situation. The employer 
wants behavioral examples. They will ask follow 
up questions to ensure consistency in your 
behavior. The interviewer will take notes. Be 
specific, positive, and stress a positive outcome 
using the STAR Method. Prepare short descriptions of situations regarding teamwork, communications, conflicts, 
problems, leadership, planning, experience, challenges, and initiative. Be honest.  

• Dress and conduct yourself as a professional: a firm handshake, eye contact, professional demeanor, strong and 
confident tone of voice, and exemplify a positive attitude and confidence, Do not arrive more than 10 minutes early. 

Panel Interviews may include more than one interviewer. Apply all points from the face to face interview. The greatest 
difference is to make eye contact with whomever is asking a question, then shift your eyes to each panel member as you 
answer. You are addressing the entire panel. 
Group Interviews may be used by an employer to gauge how you interact with others. Again, apply all points from the 
face to face interview; maintain awareness and courtesy to your interviewee group. A group interview may be used by an 
employer to gauge how you interact with others. 

Written by Patrick Browning
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The STAR Method 
The Methodology for Answering Interview Questions 

The traditional STAR Method response is a strategy for answering behavioral type interview questions. It is 
structured, which helps with the reduction of rambling as many of us do during interviews. It also covers the 
important aspects which employers care about when looking for a response to these questions including the; 
situation, task, action and result.  

The following is meant to be a basic outline not a 
script to follow. Your responses should be 
personal and unique to your personal situation. 

Organize (3-6 seconds) 
After listening to the question being asked then take 
3-6 seconds to organize your thoughts and plan the 
STAR response. 

Situation (10-20 seconds) 
Set up the situation based on the question being asked (i.e. difficult person), then follow with why this 
individual was difficult to work with. 

Example: A situation where I had to deal with a difficult person was when…This individual was difficult 
because x, y, and z. 

Task (5-10 seconds) 
After setting the scene described the task in which you were faced within the situation (i.e. completing a school 
project). 

Example: In dealing with this individual I was in a group striving to complete our senior design project in... 

Action (15-30 seconds) 
Explain and highlight the action YOU took to address the situation (i.e. asked the individual to talk 
personally). Stray from mentioning details, employers want to know what YOU did and what YOUR 
contribution was. 

Example: Asked the individual to meet in an attempt to understand the others point of view. Understanding the 
point of the view of the other made me realize my initially assumptions were wrong. 

Results (7-15 seconds) 
Actions always have a result, don’t be afraid to take credit when appropriate (i.e. helped overall team). Make 
sure your response contains multiple positive results (i.e. efficiency, project completion, good grade) 

Example: Meeting and understanding this person allowed for the entire team to work more effectively. Not 
only did we become friends but we also completed our project and received a great grade.
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Interview Questions Asked by Employers 
Personal  
1. Tell me a little about yourself. 
2. What are your hobbies? 
3. Why did you choose to interview with our 

company/organization? 
4. Describe your ideal job. 
5. What can you offer us? 
6. What do you consider to be your greatest strengths? 
7. Can you name some weaknesses? 
8. What are your definitions of success and failure? 
9. What have you learned from your failures? 
10. Which three accomplishments are you most proud of? 
11. Who are your role models and why? 
12. How does this college education or work experience relate to 

this job? 
13. What motivates you the most in a job? 
14. Have you have difficulty getting along with a former 

supervisor/co-worker and how did you handle it? 
15. Why should we hire you rather than another candidate? 
16. What do you know about our organization? 
17. Where do you want to be in five/ten years? 
18. Do you plan on returning to school to pursue further 

education? 
Education 
19. Why did you choose your major? 
20. Why did you choose to attend your college/university? 
21. Do you think you received a good education?  
22. In which campus activities did you participate? 
23. Which classes did you like least/best and why? 
24. Which elective classes did you like least/best and why? 
25. If you were able to start over, what would you change about 

your education? 
26. Do your grades accurately reflect your ability? Why or why 

not?  
27. Were you financially responsible for any portion of your 

college education? 

Experience  
28. What job-related skills have you developed? 
29. Did you work while going to school? In what positions? 
30. What did you learn from these work experiences? 
31. What did you enjoy the most and least about your last 

employment? 
32. Have you ever quit a job and why? 
33. Give an example of a time in which you provided a solution to 

an employer. 
34. Give an example of a time in which you worked under 

deadline pressure. 
35. Have you ever done any volunteer work? What kind? 
36. How do you think a former supervisor would describe your 

work? 
Career Goals 
37. Do you prefer to work under supervision or on your own? 
38. What kind of boss do you prefer? 
39. Would you be successful working with a team? 
40. Do you prefer large or small organizations and why? 
41. What other types of positions are you considering? 
42. How do you feel about working in a structured environment? 
43. Are you able to work on several assignments at once? 
44. How do you feel about working overtime? 
45. How do you feel about travel? 
46. How do you feel about the possibility of relocating? 
47. Are you willing to work flextime? 
  
Before you begin interviewing, think about these questions and 
possible responses and discuss them with a career advisor. 
Conduct mock interviews and be sure you are able to communicate 
clear, unrehearsed answers to interviewers.

Questions to Ask Employers 
1. Please describe the duties of the job for me. 
2. What kinds of assignments might I expect the first six 

months on the job? 
3. Are salary adjustments geared to the cost of living or job 

performance? 
4. Does your company encourage further education? 
5. How often are performance reviews given? 
6. What products or services are in the development stage now? 
7. Do you have plans for expansion? 
8. What are your growth projections for next year? 
9. Have you cut off your staff in the last three years? 
10. How do you feel about creativity and individuality? 
11. Do you offer flextime? 
12. Is your company environmentally conscious? In what ways? 
13. In what ways is a career with your company better than one 

with your competitors? 
14. Is this a new position or am I replacing someone? 
15. What is the largest single problem facing your (department) 

staff right now? 
16. May I talk with the last person who held this position? 
17. What is the usual promotion time frame? 
18. Does your company offer either single or dual career-track 

programs? 
19. What do like best about your job/company? 
20. Once the probation period is completed, how much authority 

will I have over decisions? 
21. Has there been much turnover in this job area? 
22. Do you fill positions from outside or promote from within 

first? 
23. What qualities are you looking for in the candidate who fills 

this position? 
24. What skills are especially important for someone in this 

position?  
25. What characteristics do the achievers in this company seem 

to share?  
26. Is there a lot of team/project work? 
27. Will I have the opportunity to work on special projects? 
28. Where does this position fit into the organizational structure? 
29. How much travel, if any, is involved in this position? 
30. What is the next course of action? When should I expect to 

hear from you or should I contact youI
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Internships: Connect, 
Engage, and Create 
“Internships can be a powerful tool to elevate your 
career.” 

Have you ever asked the question, why does entry 
level jobs have a requirement of three years of 
experience? The answer is internships. Internships 
help students to connect, engage, and create.  

CONNECT 

Connect your internship with your major  
Some institutions offer class credit for internships 
and/or coops. Work with your career center and 
professors to determine if credit is available for your 
internship opportunity.  

Connect with your career center 
Explore internship and coop opportunities from local, 
state, and national employers. Opportunities may be 
onsite at the employer’s location and/or remote. 
Speak with your career center to determine what 
opportunities best compliment your career goals and 
lifestyle needs. Students may receive course credit for 
approved internships.  

ENGAGE 

Engage with you career plan 
Internships are designed to give an employer the 
opportunity to engage with you, a potential employee. 
It is also designed for you to build your technical and 
soft skills for your career plan. Use this opportunity to 
build your resume with the necessary skills to meet 
the qualifications of your desired positions post-
graduation. 

Tip: Us ONET to pinpoint occupational listings and 
identify your desired job functions/tasks. Ask 
yourself, does the internship experience teach me 
those tasks/job functions?  

Engage with your professors  
Internships can be a powerful tool to elevate your 
career. Speak with your professors about what you are 
learning in the industry, how it is impacting you as a 
student, and inquire about resources that will help you 
to understand concepts and develop in your major.  

Engage with your career center 
Speak with a career coach in reflective chats about 
your internship. What do you like about your 
internship? What would you change about your 
internship? Would you like to stay in this industry or 
pursue other options? An internship is like a test-drive 
of a career. Your career center will assist you in 
navigating through your internship and career goals.  

CREATE 

Create a professional network 
Internships provide you with the opportunity to create 
your professional network. Relationships are 
important in your career development process and 
every person is an opportunity for you to learn. Create 
meaningful and valuable relationships with your 
internship that will assist you in your future career.  

Create your career uniqueness 
Employers are searching for unique talent to add 
diversity to their teams. Use internships to build 
unique skill sets. Offer to work with teams on 
innovative projects within your internship and seek 
feedback from your internship sponsor on how you 
can improve your skills to stand out in their industry. 

Written by Cortina Merritt 
Career Coach and Professional Development Analyst  

2019 Internship & Co-op Report 

$19.05- Average hourly wage for an intern 
56.1% - Average conversion rate from intern to 
full-time hire 
71.4% - Average one-year retention for intern 
hires with internal experience 
Apply for 2019 Internships on the Texas Internship 
Challenge website www.txinternshipchallenge.com 

http://www.txinternshipchallenge.com/
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Grad School: To Go or Not To Go 
Should you go on to graduate school? Is it the right move for you at this point in your career? Give your 
decision careful consideration, weighing all the factors, including: 

YOUR CAREER PATH 

What do you truly want to do? What excites you more 
than anything? If it’s a profession you absolutely, 
positively must pursue, and it requires advanced 
education, then you’re probably an excellent 
candidate for further education. 

“You go to graduate school to become an expert in a 
certain area or to be a professional in certain 
industries, like law, medicine, or engineering,” 
explains Cindy Parnell, director of career services at 
Arizona State University. 

INVESTMENT OF TIME, MONEY, AND 
ENERGY 

Graduate students find out very quickly that their 
days of frat parties, general education courses, and 
hanging out with friends are over—graduate school 
is, well, about school. 

ARE YOU READY TO COMMIT? 

Also consider your post-undergraduate life plans. Are 
marriage and family in your immediate future? 
Graduate school can put a huge financial strain on a 
young couple already facing student loan debt, not to 
mention the burden of the time you’ll be spending 
studying. Be sure you—and your family—are ready 
for the added responsibility of a few more years of 
schooling. 

YOUR MARKETABILITY TO AN EMPLOYER 

Not every profession requires an advanced degree, so 
do some research on potential career opportunities 
before committing to more education. 

“Students run the risk of thinking today that grad 
school might be the answer. Depending on the 
program, you want to have the fieldwork experience 
as well as grad school. If you go on to grad school 
without having any fieldwork experience, you run the 
risk of being over-educated [and under-experienced],” 

says Shayne Bernstein, associate director, career 
development services, at Hunter College. 

OPPORTUNITIES WITHIN THE FIELD 

If you do plan to work before going back for that 
advanced degree, will more education help you move 
up the ranks at your company? Have you landed a job 
in your undergraduate area of study, and now you’re 
thinking you want to enhance what you’ve learned, or 
pursue a totally new field? Depending on your 
professional career path, advanced education may 
help you reach your career goals. 

YOUR MOTIVATION 

Can’t think of what else to do next? Don’t think of 
graduate school as a way to hide from the job search. 
You face wasting a lot of resources. Bernstein 
suggests giving careful consideration to your decision 
to pursue graduate school. 

“Don’t go if you’re not passionate about something,” 
she stresses. “Don’t go for the sake of going to 
graduate school. Go because you’re passionate and 
you want to develop your skill set in a certain area.”  

Courtesy of the National Association of Colleges and 
Employers
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Guidelines for Writing Your Personal Statement 
STEP 1: Brainstorming 

Actions: 
• Devote time to reflect on the following questions.  
• Discuss them with friends or family members.  
• Jot down notes. In some cases, write sentences. 
• Think about the flip-side of each question. For  

example, why are you really committed to the field of 
biology despite pressure from your parents to become a 
lawyer or to get a job? 

Your answers to some of these questions will form the 
heart of your personal statement. 
1. How did your pre-college education influence you 

decision to pursue graduate study in your field? 
1. Think about: High school courses, teachers, special 

programs, student organizations, and community or 
volunteer work.  

2. How has your college experience influenced your  
decision? 

3. Think about: College courses, professors,  
academic interests, research, special programs, student 
organizations, and the decision-making process you 
went through to choose your major.  

4. How has your work experience influenced your  
decision? 

5. Think about: Internships, externships, part-time jobs, 
summer jobs, and volunteer or community work. 

4. Who has had the most influence on your decision to 
pursue graduate study? In what way? 

6. Think about: Parents, relatives, teachers, 
professors, clergy, friends or the family, college 
friends, parents of friends, local merchants, 
supervisors, coaches, doctors, dentists, lawyers, 
etc.  

5. What situation has had the most influence on your  
decision? 

7. Think about: Family, academic, work or athletic 
situations. Think about happy, sad, traumatic, moving, 
or memorable situations. 

6. What personally motivates you to pursue graduate study in 
this field? 

8. Think about: Your personal skills, interests, and 
values. 

STEP 2: Writing Your Personal Statement 

Actions: 
Incorporate your responses to these questions. Begin writing 
your first draft: 

1. Develop an outline of your statement prior to writing. It 
doesn’t have to be detailed. It can be three or four main 
points in the order you want to make them. 

2. Accentuate your strengths and what makes you unique.  
3. Explain your weaknesses in positive ways. For example, 

refer to them not as weaknesses but as areas for 
improvement or growth, 

4. Paint pictures and tell stories about what makes you 
special. In this way the admissions readers will remember 
you. The story can be happy or sad. The more feeling you 
can inject into your statement, the more you will stand out.  

5. Find out the specific orientation and philosophy of the 
graduate program. Adapt and refine your statement to fit. 
This will make you stand out from other applications who 
recycle the same personal statement with each application. 

Suggested Outline 
Your personal statement will likely range from 250-1200 
words or 1-6 pages. The typical personal statement should be 
a2-3 double-spaced pages or 500-700 words. Here is a 
suggested outline.  

You should adjust the main point of each paragraph and 
number of paragraphs depending on the desired length of your 
personal statement and the areas in your background that you 
choose to emphasize.  

Paragraph number and main point example: 
1. A persona human-interest story 
2. Your academic interests and achievements 
3. Your relevant work and/or research experiences 
4. Your career interests 
5. Why you are interested in this particular school 
6. The qualities you will bring to the school 

Personal Statement Critiques 
Contact Career and Professional Development to schedule an 
appointment to have your personal statement critiqued. Ask a 
professor if they would review it as well. Having feedback 
from professionals with different points of view can only make 
for a stronger personal statement overall. 

References 
Write for Success: Preparing a successful Professional School  
Application, Third Edition, October 2005 by Evelyn W. Jackson, PhD 
and Harold R. Bardo, PhD. NAAHP, National Association of  
Advisors for Health Professions, Inc.  
 
“Perfect Personal Statements” by Mark Alan Stewart. Peterson’s Guide 
2004

Adapted with permission from University Career Services at Rutgers University–New Brunswick 
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International Students:  
Finding a Job after Graduation 

Tip 1: Plan ahead up to a year in advance. Do not 
wait until graduation to begin job searching or 
networking with employers. International students who 
plan on staying in the United States after graduating 
will need to find a company that will sponsor them for 
an H-1 B non-immigrant visa. This visa allows for 
three years of employment at a company.  

Tip 2: Make a list of the companies for which you 
are interested in working. Research those companies to 
see if they support H-1 B visas. Utilize a website like 
myvisajobs.com to make the search for company 
sponsors easier.  

Tip 3: Use your school’s career services office 
wisely. Take advantage of going to local career fairs 
and talking to recruiters. Build relationships with 
alumni or international students who have already 
been through the  

Tip 4: Try to gain experience outside of the 
classroom. Companies are looking for international 
students who have academic studies, skills, and 
experience. Build skills from leading a club or 
teaching a class through working or volunteering while 
in school.



Category Expenses (Fixed or Flexible will vary by individual) Monthly Total 

Savings Emergency Car or Home Repair, Special Association Assessments,  
Emergency Health Expenses, and the generally unforeseen “rainy” 
day. 

$  
Use 10% to start 

Personal Debt Student Loans $ 

Credit Cards $ 

Home Housing Cost (Rent or mortgage, taxes, insurance) $ 

Home Maintenance $ 

Cleaning Service $ 

Food  Groceries $ 

Dining out (Meals, coffee, snacks, etc.) $ 

Transportation Public Transportation $ 

Car Loan/Insurance $ 

Parking/Tolls $ 

Car Maintenance $ 

Gasoline $ 

Utilities Electric/Gas (Contact your provider for budget options) $ 

Water/Sewage $ 

Internet/Home Phone/Cable $ 

Cell Phone $ 

Health & Personal Care Doctor Appointments/Co-pay $ 

Prescriptions $ 

Gym Membership $ 

Over-the-counter Medication $ 

Personal Hygiene $ 

Clothing $ 

Miscellaneous (travel, 
entertainment, etc.)  

Movies/Concerts $ 

Subscriptions (Magazines, Netflix, Hulu, etc.) $ 

Travel/Vacation $ 

Other—Save receipts for anything that doesn't get included in a 
category above for this line (charity, church gifts) 

$ 

Additional categories may include pets, children, and property $ 

Your total monthly income $ 

- Your monthly  total monthly expenses $ 

= surplus or shortfall (reexamine the flexible items and adjust 
accordingly) 

$ 

RECOMMANDED BUDGET STRATEGY 

Savings  
Personal Debt (credit card, loans) 

Housing 
Food (groceries, dining ) 

Transportation 
Utilities 

Health  & Personal Care 
Misc. (travel, entertainment, etc.) 

10%-20% 
10%-20% 
20%-35% 
15%-30% 
6%-20% 
4%-7% 
5%-14% 
1%-4% 

WHAT’S MY INCOME? 

Income  Monthly 

Salary (after taxes , benefits) $ 

Other income (after taxes)  $ 

Total Monthly Income $ 

Adapted with permission from the University of Maryland’s 2017-18 Terp Guide. 

Budget Worksheet 
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Salary Negotiation 
Understand the job and company: Know the 
responsibilities, requirements and expectations 
of the position, as well as culture, mission and 
vision of the organization.  

Research salary ranges: Useful websites to 
help determine the market value for the 
position, location and your potential employer 
include 

• indeed.com,  
• glassdoor.com,  
• salary.com,  

• careeronestop.org,  
• payscale.com, and 
• jobsearchintelligence.com. 

Know your value:  Be prepared to reference some of your best assets (specialized skills, 
strengths, experience, education, etc.) which made you the selected candidate to leverage your 
worth and convey your total value with confidence. 

Define your numbers: Based upon your research, identify your target salary, but also know the 
minimum pay for which you will work. Although you know the pay range for your position, 
use exact numbers for the amount you want to make. Start higher than your target salary, but 
keep it realistic and be ready to with your exact counter offers. 

Keep the topic on the future salary: If asked about a past salary, never answer dishonestly, 
but you can answer indirectly without disclosing a specific number or you can including salary, 
benefits, bonuses, vacation, etc. Either way, quickly redirect the conversation to the value of the 
new negotiated position. 

Remain positive: Treat the negotiation as an opportunity to collaborate to reach a salary and 
benefits package that is advantageous to both 
you and the employer rather than 
approaching the process as a zero-sum game. 

Remember: 

• Never bring your personal circumstances 
into the salary negotiation process.  

• Never apologize during the negotiation 
process.  

 
(Image from carreronestop.org search results for Accountants and Auditors in Killeen, TX)



33 

Translating Military Terms into  
Civilian Language 

Strong Interest Inventory is an assessment that helps people match their interests with potential 
education, career, and leisure activities, using an individual’s preferences in a variety of areas to 
aid them in discovering what they would most enjoy doing with their work and their free time. 
Take part in this great opportunity to develop an intentional résumé, cover letter, and interview 
skills. You will learn about your natural talents, how these were evident in your military career 
and how they will also assist you in your civilian career.  

Where to Start 
You have a unique set of skills, acquired through 
military training and work experience, which are 
highly sought after by many employers. It is important 
to showcase your talent and abilities in ways 
employers will understand.  

When drafting your résumé or job application, avoid 
using military-specific terms, as most civilian 
employers will not understand their meaning. Instead, 
use descriptive titles that are familiar to civilians. One 
exception to this rule might be when the job 
announcement already contains military specific terms 
or acronyms related to a specific military skill set or 
piece of equipment. In this case, it would be 
appropriate to use the acronym or military term in your 
résumé. Otherwise it is best to write out the terms or 
explain their meaning using descriptive civilian terms.  

Whenever possible use numbers, percentages and 
include results. A great place to find this information 
would be on your evaluations (NCOER, OER, or 
Eval).  

For example, instead of saying, “Processed and 
prepared TDY orders”, say “Processed and prepared 
over 50 business related travel documents weekly with 
a 100% accuracy rate and prior to all established 
deadlines.” 

Also, only list your military training if it relates to the 
specific job you are applying for. If the course does 
relate to the job, you should include information 
regarding the course content.  

For example: if you attended the Army’s Warrior 
Leadership Course (WLC), do not just list the class 
title and date attended. Instead, write “Attended a 4 
week Leader Development course which included 
training on effective communication skills, employee 
counseling, decision making, ethics, resource 
management leadership styles and training 
management, and was ranked in the top 5% of the 
class.”
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Military Documentation 
A good way to identify your skills, strengths, and experience is to use the many documents available to you from 
the military.  

Effective in 2013, several branches of DoD combined their 
databases and created a “Joint Services Transcript” (JST) which 
lists of all of your military training and work experience on one 
transcript. These documents can provide the basis for developing 
your résumé. To obtain a free copy of your transcript, go to the 
following websites: 

• Army, Navy, Marines, Coast Guard (Active Duty, Reserve 
and Veterans) https://jst.doded.mil  

• Air Force: http://www.au.af.mil/au/ccaf/transcripts.asp  
• VMET (Verification of Military Experience and Training): 

https://www.dmdc.osd.mil/appj/vmet/index.jsp 

How to Use the JST to Create a Winning Resume 

Below is a sample JST description for the Military Occupational Specialty (MOS) of Infantryman for a Staff 
Sergeant E-6 in the United States Army.  
 
11B30   MOS-11B-006   01-JUL-2005  
Primary  Infantryman: 

Leads, supervises and serves as a member of an infantry unit of 10-20 persons, employing individual weapons, machine 
guns, and anti-armor weapons in offensive and defensive ground combat. Uses individual infantry weapons; lays field 
wire; performs basic communications functions and operates communication equipment; utilizes camouflage to conceal 
weapons and personnel; constructs minor fortifications; performs land navigation; performs preventive maintenance on 
weapons and equipment and some vehicles; makes verbal reports; administers first aid; operates vehicles to transport 
personnel, supplies and equipment. Serves as a team leader, directing deployment and employment of personnel; 
supervises maintenance and construction activities; reads, interprets, and collects intelligence information; distributes 
administrative and training documents; trains subordinate personnel; evaluates terrain and supervises the emplacement 
of sighting and firing of all assigned weapons; uses maps and map overlays, performs intersection and re-section, and 
determines elevation and grid azimuths. As a first line supervisor, directs the utilization of personnel and equipment; 
coordinates unit actions with adjacent and supporting elements; ensures proper collection and reporting of intelligence 
data.  

Make the ONet work for you 
One additional resource is the ONet. This site will assist you in finding 
jobs that align with your current MOS or help you to decide on a new 
career path. www.mynextmove.org/vets/ 

https://jst.doded.mil/
http://www.au.af.mil/au/ccaf/transcripts.asp
https://www.dmdc.osd.mil/appj/vmet/index.jsp
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Military Terms, Acronyms and their Civilian Equivalent
Instead of this… Try this… 
NCO/NCOIC  Supervisor, Manager, or Coordin
Platoon Leader Supervisor of a 20-44 person tea
Company Commander Operations 
Commanded Supervised 
Soldiers Personnel 
Squad 9-12 person team 
Unit/Platoon/Brigade Size of staff/team 
Mission/Sortie Organizational goal 
DEERS An enrollment & eligibility datab
NCO Academy Leadership or Management trai
PCS Relocation 
TDY Business related travel 
SOP Standard policies and procedure
DoD Department of Defense 
War College Executive Leadership school 
Command & Staff Senior Leadership school 
College 
Driving Tanks Operated heavy equipment 
Repaired MATV Maintained large diesel engines 
Recruiter school In-depth 3-week sales training c
LCAC Operator Water and Aircraft Pilot 
MOS Job title, duties 
MEDEVAC Emergency medical evacuation 
Motor pool Fleet vehicle 
DFAC or Mess Hall Cafeteria or dining facility 
In Theater Assigned location 
Deployment Temporary assignment 
RECON Gather information 
In Garrison Permanent assignment 
Hazmat Safety Regulations 
Iraq, Afghanistan Abroad, overseas 

ator 
m 

ase 
ning 

s 

ourse 

 

Military Terms to Avoid 
Military personnel transitioning to the civilian 
workforce face the unique challenge of learning or 
relearning the terminology of prospective employers. 
Military experiences and language are difficult to 
convey in civilian terms and some terms should 
therefore be avoided.  

 

Additional Résumé Tips 
Remember, your résumé should not be a laundry list of everything you did while serving in the military. Think strategically 
and only list those skills, work experiences and accomplishments that specifically relate to the position for which you 
applying. Only then will you create that winning resume.  
 

• Mention your previous security clearance regardless of 
the job. Some employers may not understand exactly 
what a “Top Security” clearance means, but it still 
conveys reliability and trustworthiness 

• Don not forget to include skills gained from special 
duty assignments, such as training NCO’s, etc. and also 
be sure to include relevant training courses. 

• To ensure your résumé is “civilian friendly”, ask a non-
military person for feedback. 

• Serving in the military teaches you how to show up on 

time, follow instructions and stay on task until the 
mission is completed. These types of “soft skills” are 
transferable to all jobs and valuable to every employer 
and should be incorporated into your résumé and/or 
your cover letter. 

• Don not use the words “retired” or “medically 
discharged” as the reason for leaving military service 
on your résumé. A better option is to use “end of term”.  
This will help to avoid undo bias before the interview 
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Veteran Preference for Federal Jobs 
Veterans Preference comes from the Veterans’ Preference Act of 1944 and 
provides additional points to your application or exam score. By law, 
veterans who have a disability or who served on active duty in the Armed 
Forces during certain specified time periods or in military campaigns are 
entitled to preference over others in competitive external hiring. Veteran 
preference does not guarantee a federal job; it simply provides a slight 
boost.  

Below is the point system: 

TP – 5 Point Preference (no disability connection - must meet specified 
time frames) 

CP – 10 Point Compensable Disability Preference for 10%-20% disability 

CPS – 10 Point 30% Compensable Disability Preference for 30% disability 

XP – 10 point disability preference for Purple Heart recipients, or 0% SCD or pension recipients.  

In addition, certain qualified spouses, parents, and widows/widowers of Veterans may be entitled preference. 
Family Member Preference (Derived Preference) 

Must have received either an Honorable or a General discharge to qualify for preference.  

Additional Veteran Employment Resources 
Veteran Employment Center (VEC): www.ebenefits.va.gov/ebenefits/jobs 
VEC is the first government-wide product that provides verified job seekers the tools to translate military skills into civilian 
language and build a profile that can be shared instantly with employers that offer real job opportunities. Currently, there are 
over 1.5 million jobs listed on the VEC, and hundreds of employers have made commitments to fill more than 165,000 
positions with Veterans, transitioning Service members, Guard and Reserve members, and their families. Here are some of 
the benefits you get from the VEC 

• Skills Translator: Translate military occupational codes into civilian skill equivalents for a powerful profile and learn 
about related civilian career paths.  

• Veterans Job Bank (VJB): The VJB allows you to search over 1.5 million jobs in addition to all federal jobs  including 
positions reserved especially for Veterans. 

• Employer Commitments: View a list of hundreds of employers and organizations that have made a commitment to hire or 
train individuals like you. 

VA for VETS – Your Gateway to a VA Career: 
www.vaforvets.va.gov 
If you are interested in a career with the VA, this site offers a résumé 
builder, military skills translator, career assessments, career coaching, 
and the ability to search and apply for jobs. 

VetSuccess on Campus: www.tamuct.edu/departments/vetsuccess 
Texas A&M University-Central Texas has a full-time VetSuccess 
counselor on campus. For more information, contact the Veterans 
Affairs office at (254) 519-5423 or visiting Founder’s Hall Room 221.



37 

 

Division of Student Affairs 
Access and Inclusion 
Warrior Hall, Suite 212 
dnorman@tamuct.edu 
tamuct.edu/student-affairs/access-inclusion 

Campus Recreation 
Warrior Hall, Suite 211 
254.519.8613  
campusrec@tamuct.edu 
campusrec.tamuct.edu 

Career & Professional Development 
Warrior Hall, Suite 211 
254.519.5496 
 cpd@tamuct.edu 
tamuct.edu/cpd  

Office of the Dean, Student Affairs 
Warrior Hall, Suite 105 
254.519.5909 
studentaffairs@tamuct.edu 
tamuct.edu/student-affairs 

New Student Programs 
Warrior Hall, Suite 211 
254.519.5496 
nsp@tamuct.edu 
onlineorientation.net/ct-tamus 

Student & Civic Engagement 
Warrior Hall, Suite 211 
254.519.5496 
sce@tamuct.edu 
tamuct.campuslabs.com/engage 

Student Conduct 
Warrior Hall, Suite 105 
254.519.5909 
Tamuct.edu/student-affairs/student-conduct 

Student Counseling Center 
Warrior Hall, Suite 207 
254.501.5955 
tamuct.edu/student-affairs/student-counseling 

Student Success 
Warrior Hall, Suite 212 
254.501.5836 
studentsuccess@tamuct.edu 
tamuct.edu/student-affairs/student-success 

 

mailto:studentaffairs@tamuct.edu
mailto:nsp@tamuct.edu
mailto:sce@tamuct.edu
mailto:studentsuccess@tamuct.edu
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