INTERACTIVE CAREER COACHING PROGRAM

Training Guide

Personally Guiding You Through Professional
Development
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Being a SAM Mentor
Role & Expectations

YOU ARE . ..

. a friend. Like peer friendships , mentors and mentees do things
together that are fun and engaging. They support each other both in good
times and in tough times. They teach each other. They help  each other.
Theyodore honest with each other. And somet
hard conversations about concerns they have, asking the right questions at
the right time. By  being a good listener and engaging in authentic
conversations with your mentee, you ar e helping her develop important life
skills.

. a role model. You are expected to set a good example to the mentee

for how to live your life. This is not the same as being perfect. Rather, it is
about acknowledging your imperfections and sharing your strengths. Itis
also about advocating for your mentee when dangers to his physical or

emotional well -being are present.

a ¢ 8uwldind a atose.relationship with your mentee will help
her bund better relationships with others in her life as w ell, such as parents
and peers. In the process, your mentee may tell you things she does not
feel comfortable telling anyone else. Sometimes she may tell you about her
hopes, dreams, or insecurities. Other times she may reveal mistakes she
has made. Unless your mentee is in trouble and needs outside help, try to
keep her private comments between the two of you. Your role is to be
supportive of your mentee as a person with potential, regardless of the
kinds of actions or attitudes she conydes

. a nurturer of possibilities. Your role is to see the gifts and strengths
of your mentee and help him pourish personally. You s
mentee channel his gifts toward actions that make him a resource to others
in his family, neighborhood, school, or community.



We count on mentors to...

Maintain regular contact with your student via phone, e -mail,
and/or meetings. Our volunteers commit to initiating a minimum of 3
meaningful connections per semester.

1 Return your st udent-onailsdnaaltihety mannedt e

1 Work with the student to help him/her develop and establish
realistic and obtainable goals.

1 Provide constructive criticism, including praise as well as specific
suggestions for improve  ment.

1 Complete a brief evaluation form at the end of the program.

Activities:

1 General career advice

1 Guidance on Dressing Professionally

1 Resume review

9 Job shadow at ment (dapplisableyor kpl ace

1 Networking opportunities and advice, especially referrals as

appropriate
Mock (practice) interview

Special Note: The relationship is based on what the member wants
and how far he/she wants to progress in the program. Verify if the
participant is interested & wants to work through the program



The Coaching Process Overview

Introductions Meeting

U Getto Know Your SAM Buddy
U Learn Their Strengths

U Collect Their Information
Setting Them Up For Success

U Business Professional Dress Code Guida nce
U One-on-One Resume Assistance

U Practicing Interviewing Skills
Developing Their Leadership

U Job Shadow

U Committee Involvement



STEP 1: Initial Meeting

PRE-MEETUP

A)

Gift & Note

Before meeting for your discussion with your SAM Buddy, first prepare

a special gift and note for them. The gift can be anything inexpensive

from gift cards to Starbucks to even cupcakes. The note is simply a
little card to show them that you are excited t 0 be their SAM Buddy
and candét wait to work with them!

Materials
Have them bring  for their SAM membership file
V Class Schedule Printout
V Academic Transcripts
V Personality Assessment Results
V Resume (if any)

Myer-Briggs Personality Assessment

Background Info

The MBTI was developed to help people understand themselves and

each other so that they might work in vocations that matched their

personality types. This would make people happier and make the world

a more creative, productive and peaceful place in which tolivel | t 60s
worl dés most widely used personality
companies use it to understand their employees!

Questionnaire

Have your SAM Buddy fill out the Myer Briggs Questionnaire (See
Questionnaire i Next Part) beforehand and email the results to you.

I f they donodt yooamgitherebting youriaptop or print out
a hard copy to bring to the meeting so they can fill it out. Make sure
they understand this is so that we can discover their strengths and

learn more about them!

Results
Once you know their ~ four letter personality type, interpret the results
(See Page Personality Results i Separate



Binder). Go to the website described. Make a printout featuring their
personality type. Put one in the membership file for them and give

them one copy. Let them know that they can take it twice for better
accuracy. Also, explain that this is simply a personality assessment

and does not mean that it is 100% accurate.

MEETING

1 Listen: Plain and simple, listen to them so you can learn more about
them .
1 SAM Introduction: Talk to them about our organization, and share

your own experiences with SAM and how it has helped you grow as a
person.

1 Discover Their Strengths: Notice at least three  positive qualities of
your SAM Buddy and encourage them by telling them.

1 Personality Assessment Results: If they have taken the
assessment . Talk to them about the results and ask them if they feel i f

it was accurate.



HumanMetrics

After completing the questionnaire, you will obtain:

1 Your type formula according to Carl Jung and Isabel Briggs Myers typology along witt

strengths of the preferences

1 The description of your personality type
1 The list of occupationsost suitable for your personality type

1. You are almost never late for your
appointments

“ YEs © NO

2. You like to be engaged in an active dast
paced job

“ YEs © NO

3. You enjoy having a wide circle of
acquaintances
“ ves © nNO

4. You feel involved when watching TV soag|

“ vyes © NO

5. You are usually the first to react to a sudt
event:
the telephone ringing or unexpected
guestion
“ ves © nO

6. You are nore interested in a general idea
than in the details of its realization
“ ves © nO

7. You tend to be unbiased even if this migt
endanger
your good relations with people

“ ves 7 nNO

8. Strict observance of the established rules
likely to prevent a good outcome
“ ves © NO

9. It's difficult to get you excited

“ vyes © NO

10.Itis in your nature to assume responsibili
“ ves © nO

11.You often think about humankind and its
destiny

“ YEs © NO

12.You believe the best decision is one that

13.

14.

15.

16.

17.

18.

19.

20.

21.

22

be easily changed
- C
YES NO
Objectie criticism is always useful in any
activity
“ ves © no
You prefer to act immediately rather than
speculate
about various options
“ vyes © NO
You trust reason rather than feelings

“ vyes © NO

You are inclined to rely more on
improvisation

than on careful ginning

“ vyes © NO

You spend your leisure time actively
socializing

with a group of people, attending parties,
shopping, etc.

“ Yes © NO

You usually plan your actions in advance

“ ves © nNO

Your actions are frequently influenced by
emotions

“ ves © nNO

You are a person somewhat reserved an
distant in communication

“ ves © nNoO

You know how to put every minute of yot
time to good purpose

“ Yes © NO

.You readily help people while asking

nothing in return
“ ves © no


http://www.humanmetrics.com/

23.You often contemplate about the comple:
of life

{

YES © NO

24. After prolonged socializing you feel you
need
to get away and be alone

¢

Tv

YES NO
25.You often do jobs in a hurry
“ vyeEs © nNO

26.You easily see the general principle behil
specific occurrences

“ YEs © NO

27.You frequently and easily express your
fedings and emotions

¢

Tv

YES NO
28.You find it difficult to speak loudly
“ vyes © nNO

29.You get bored if you have to read theoret
books

.

YEs © NO
30. You tend to sympathize with other people

“ YEs © NO

31.You value justice higher than mercy

“ vyes © nNO

32.You rapidly getinvolved in social life
at a new workplace

“ YEs © NO

33.The more people with whom you speak, 1
better you feel
“ vyes © nNO

34.You tend to rely on your experience rathe
than
on theoretical alternatives

“ YEs © NO

35.You like to keep a check on how things
are prgressing

“ Yes © NO

36.You easily empathize with the concerns (
other people

{

YEs © NO

37.0ften you prefer to read a book than go t
party

10

{

YES © NO

38.You enjoy being at the center of events ir
which
other people are directly involved

¢

YES © NO

39.You are morenclined to experiment than
to follow familiar approaches

¢

Tv

YES NO
40.You avoid being bound by obligations
“ vyeEs © nNO

41.You are strongly touched by the stories
about people's troubles
“ vyes © nNO
42.Deadlines seem to you to be of relative,
rather than absolutenportance

.

YEs © NO
43.You prefer to isolate yourself from outsid
noises

“ YEs © NO

44.1t's essential for you to try things with you
own hands

“ YEs © NO

45.You think that almost everything can be
analyzed
- -

YES NO
46.You do your best to complete a task on ti
“ vyes © nNoO
47.You take pleasure in putting things in ord
“ vyes © nNO
48.You feel at ease in a crowd
“ vyes © nNo

49.You have good control over your desires
and temptations

.

YES © NO

50.You easily understand new theoretical
principles
“ vyEs © nNO

51.The process agearching for a solution is
more

important to you than the solution itself

¢

YEs © NO

52.You usually place yourself nearer to the ¢



53.

54.

55.

56.

S7.

58.

59.

60.

61.

62.

63.

64.

65.

66.

than in the center of the room

“ Yes © NO

When solving a problem you would rathe
follow
a familiar approach than seek a neme

“ YEs © NO

You try to stand firmly by your principles
“ vyEs © nNO
A thirst for adventure is close to your hea

“ Yes © NO

You prefer meeting in small groups to
interaction
with lots of people

“ YEs © NO

When considering a situation you pay mc
attenton to

the current situation and less to a possibl
sequence of events

“ YEs © NO

You consider the scientific approach to b
the best

“ vyes © nNoO

You find it difficult to talk about your
feelings

“ vyes © nNO

You often spend time thinking of how thir
couldbe improved

“ vyEs © nNO

Your decisions are based more on the
feelings

of a moment than on the careful planning
“ vyEs © nNO

You prefer to spend your leisure time alo
or relaxing in a tranquil family atmospher
“ vyEs © nNO

You feel more comfortable stickirg
conventional ways

“ Yes © NO

You are easily affected by strong emotior
“ vyes © nNO
You are always looking for opportunities

“ YEs © NO

Your desk, workbench etc. is usually nea

11

and orderly

“ Yes © NO

67.As a rule, current preoccupations worry
you more tharyour future plans
- C

YES NO
68. You get pleasure from solitary walks
“ vyes © nNo
69.1t is easy for you to communicate in socie
situations
“ vyes © nNo
70.You are consistent in your habits
“ vyes © nNo

71.You willingly involve yourself in matters
which engage your sympadis
“ vyeEs © nNO

72.You easily perceive various ways

in which events could develop
“ vyes © nNO

Copies Can Be Made or This Quiz Can
Be Found At:
http://www.humanmetrics.com/cgi-
win/JTypes2.asp

View Results in the Personality Profiles
Results Binder or at:
http://www.personalitypage.com/html/po
rtraits.html




STEP 2: Setting Them Up For Success

A.) Professionally Dressed-Suit Up!

Have fun with your SAM Buddy by planning a shopping trip to get

them looking sharp! Use the Professional Dress Code G uide &
Checklist (See page 13). Present them dressed in
i mprovedo | ook at the next SAM meet i n

special prize! Once they are checked off, they are one step closer to
completing their Apprenticeship!

B.) Resume Assistance

Sit down with them and actually work through their resume

alongside them . Use the Resume Resource Guide (See page 19) to
give them pointers. Talk to them about the skills they learned from

each job and help them craft the perfect resume with the right

wording.  Submit their completely new resume to the board

C.) Interviewing Skills Assistance

Help them imp rove their interviewing skills by working through the
Interview Guide (See page 25). Ask them each question and
discuss possible answers that they could use by using their own
examples. Build up their confidence!

Remember much of this can be accomplished with your SAM
Buddy at STUDY NIGHT!

12



SAM PRESENTS...

A
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I Your purse should be

small, easy to open, and :
clean of any smudges or GROOMING TIPS FOR WOMEN

tears. ™

I . " Conservative Makeup
_ i P .
" " "~ " Clean Trimmed Nails

Hair should be off face
Minimal Perfume
¥ Small Stud Earrings

" Avoid Scented Hairspray

/ Choose pumps that are ¥ Avoid Undergarments Showing
comfortable and closed ;
' ot T s e ‘ Avoid noisy bracelets
coordinates with your

outfit. Avoid stilettos , flat l
\ soles, and chunky heels.
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%
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FIT TIPS

Stick with Business Suits in
Black, Navy, or Gray. Darker
colors fare better.

Consider getting your blazer
tailored to compliment your
body shape.

Iron your suit before your
interview. Wrinkles present a
sloppy image to employers.
Choose full length sleeves.

Skirt Length should rest at or below the
knee and nothing higher.

Small skirt slits should be centered in
the back and never too high.

Skirts should never hinder mobility.
If they do, the skirt is too small/tight.

Business Professional calls for wearing
of neutral colored hosiery.

AR
Y i ¥ i

POLISHED

SIMPLY ELEGANT

PERFECTION

lL ACCESSORIES
’

)

‘ | ‘
A\

\\

\\l

!

Don’t forget to
button me!
Avoid exposure
of unwanted
cleavage.

Allve

http://womeninbusiness.about.com/od/businessattireforwomen/a/groomingtips.htm




WEARING THE SUIT...

o
5
55
o
o
K
o
K5
K5

Find pants suits
with a crease line
in quality fabrics
like wool or wool

\

blends. Steer away

from polyester or
rayon if possible.

/

/

“Demonstrating that you care
about your personal
appearance communicates the
person you are meeting that
they are important to you.

Paying attention to the details

of your business attire sends a
clear message that you will pay
close attention to your clients.”

Steer away from lighter ~ Lahle Wolfe
colors for business

professional attire.




pam O S
- ~

accessory for the business wardrobe.
Stick with simple patterns to aveoid Make an

/ Impression..

, The necktie is the gquintessential men’s \

making the outfit appear toc busy.

Grooming Checklist

Haircut
Trimmed Nails

Minimal Cologne
Ditch the sneakers and go with

a black or dark brown Oxford.
Make sure you maintain its
shine and keep it from getting
scuff marks.

No earrings

SOCIETY FOR THE ADVANCEMENT OF MANAGEMENT Updated :11/26/2011

Visit us online at
Created by Melody Prado
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Interview
Wardrobe
Basics

l. Two Piece Suit
in Black or
Navy

2.White Collared
Shirt

3.Simple
Patterned Tie

4. Black Oxfords
with long
black socks

REFERENCES

briefcase or
portfolio.

THE RULES

Zegna says if you can remember
one thing, it’s this: “It’s important
that a man wears the suit, rather
than the suit wears the man."

JACKET

Shahpurwala warns
that if the jacket isn‘t
perfect, it will ride back,
and if it's too tight, the

TIE rt your neck.
Singhania says the knot i
is the most important
part of the tie. The most
easy and popular is the
four-in-hand or Windsor.
Keep the pattern simple.
Don’t wear the same
colour tie and shirt.

Tom Ford says, “Men
4 should always have
their jackets buttoned.
It is the easiest way to
sharpen the silhouette

1and lose 10 pounds.”
hahpurwala differs
. W — he suggests keep-

f. 'C}?ing one button unbut-
v toned while standing
and unbuttoning all
buttons when you sit.

SHIRT PANT

Ya inch of the shirt Should flow

should show at the col- smoothly down

lar while standing, and the legs, with no

Ya inch at the cuff. bulges. Not too
tight at the crotch.
Must rest gently at
the top of the shoe.

SOCKS

Unless you're a

Michael Jackson- SHOES
standard dancer, Black goes well
no white. Socks with black and grey

should be one
shade lighter or
darker than your
pants and reach™

suits; brown is good
for navy suits.

Fit tips for
business apparel

- -~
-~

& e

1

1

It’s time to invest
in a grownup
timepiece.




Professional Business Attire Checklist

Menos Wo menos

A Two piece business suit in BLACK or A Two piece business suit with
NAVY Skirt/Pant Suit in BLACK or NAVY

A White Collared Shirt (tucked) A White Collared Shirt

A Simple Patterned Tie A Skirt sits at or below the knee

A BLACK or DARK Brown Oxfords A Skirt slit is in midsection on the

A Long BLACK dress socks back

A BLACK or BROWN belt 0 is not exceedingly high

A Hair trimmed short and styled A Black Pumps in mediu m height
conservatively A Pantyhose in neutral/skin tone

A Minimal cologne A Conservative Makeup

A Trimmed fingernails A Conservative Hairstyle

A Optional: briefcase/ portfolio o (bangs pulled away from face)

A No earrings A Fingernails are trimmed

0 sculpted and/or manicured
Nail polish is in neutral tones

o (no loud colors or glitter)
Minimal Perfume
Purse is small and coordinates with

outfit

A Simple jewelry

(not too big/ loud)

p>]

I >
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Resume Writing Guide

Basic Four Sections: Objective, Education,
f \ Leadership & Experience, Awards

The first steps of writing a resume are

An average compiling your work experience. These include job
employer spends title and description, employment dates, in addition
about 10 -15 to company name and location . Your contact
seconds  reading information is vital for employers Supervisor contact
a resume!

information, professional references, as well as
character references should also be utilized

\ / according to application specifications. Awards

including scholarships, internships, GPA,
certifications, and education information can also

help make you stand outin a crowd.

AYour resume Please see the provided templates for chronological,

be tailored to fit the functional, and combinational resumes.
specifications for each

position you

Your resume should be tailored to fit the
specifications for each position you apply to. It
is advised that you apply with different resumes
for each individual application. If the position you
are applying to includes requirements for strong
customer service skills, you will want to highlight this
skill in your job description and/ or skill summary

As a jobseeker, your with the job titles that fit the position you are
resume acts as a

commercial in selling

apply ing to the most.

you to the employer! In Employers want to be catered to. Make
the job marketplace, your resume fits as closely as possible to the
YOU are the product! requirements or job description. The most

common templates used for resumes are

chronological , functional , and combinational

19



Action

Word List

Allocated

Action words are strong verbs used in

resumes to showcase skills and

accomplishments to hiring managers.

These words are always listed on a

resume in past tense, even if your
position is current. There are
currently multiple functional list S

for utilizati on in various job fields

including man agerial, financial, clerical,

and administrative among others.

Gcelerated, acclimated,\

actuated, adapted,
added, addressed,
adhered, adjusted,
administered, admitted,
advanced, advertised,
advised, advocated,
aided, aired, affected,
allocated, altered,

Qmended, amplified, /

/calculated, canvassed, x

capitalized, captured,
carried, out, cast,
cataloged, centralized,
challenged, chaired,
changed, channeled,

charted, checked, chose,

circulated, clarified,
classified, cleared,

Kclosed, co-authored, /

Input  Action Words in Job Description*
1 Acceleratedntroduction of a new technology, which increased productivity by 15%
1 Organizectonsumer databases to efficiently track product orders

1 Supervised team of six service employees.

20



A-

Accelerated
Accomplished
Achieved
Adapted
Administered
Advised
Analyzed
Arranged
Assembled
Assumed
responsibility

-B-

Balanced
Blazed
Billed
Built

-C-

Carried out
Channeled
Collected
Communicated
Compiled
Completed
Conceived
Conducted
Controlled
Contracted
Coordinated
Counseled
Created

Cut

-D-

Delegated
Demonstrated
Designed
Determined
Developed
Directed
Dispatched
Distributed
Documented

Action Word List

-E-

Earned
Edited
Effected
Eliminated
Enabled
Energized
Established
Evaluated
Expanded
Expedited

-F-

Facilitated
Found
Functioned as

-G-

Gained
Gathered
Generated
Graded
Graduated

-H- Handled
Hired

Increased
Influenced
Implemented
Improved
Initiated
Innovated
Inspected
Installed
Instituted
Instructed
Interpreted
Interviewed
Introduced
Invented
Issued

-L-

21

Launched
Lectured
Led

-M-

Maintained
Managed
Mastered
Met with
Modernized
Motivated

-N-
Negotiated
-O-

Operated
Optimized
Originated
Orchestrated
Ordered
Organized
Oversaw

-p-

Participated
Performed
Pinpointed
Planned
Prepared
Presented
Produced
Programmed
Proved
Provided
Published
Purchased

-R-

Recommended
Recorded
Recruited
Reduced

Referred
Reinforced
Represented
Researched
Revamped
Reviewed
Revised
Revitalized

-S-

Saved
Scheduled
Screened
Served

Set up
Simplified
Sold

Solved
Spearheaded
Standardized
Steered
Structured
Suggested
Supervised
Supported
Surpassed

-T-

Taught
Tested
Trained
Translated
Tripled
Typed

-U-

Underwrote
Updated
Used

-W-

Won
Wrote



Chronological Format

John Smith

12 Main Street Apt. 10 - Chicago, IL 12345
Phone: (555) 123-4567 - Email: jsmith@yahco.com

OBJECTIVE
Seeking a leading marketing role for a prestigious advertising agency.

QUALIFICATIONS

Advanced proficiency in all Micreseft Office programs.
Quality writing and communication skills.

Highly competitive attitude and strong self-motivation.
Strong quantitative and creative aptitude.

Excellent time-management and organizational skills.
Ability to adapt and learn new tools quickly.

Type S0 wpm.

EDUCATION

Bachelor of Science, Business Administration
Concentration in Marketing
San Diego State University, May 2008

PROFESSIONAL EXPERIENCE

Advertising Executive
XYZ, Inc
November 2007 — Present

Analyze market trends to better create new promotional developments.
Increase market share by 2% through online advertise ments.

Gain a censistent 98% client satisfaction rate which has raised company’s
ranking position in the finance industry.

Control numerous campaigns worth over $500,000 for client endorsements.

Marketing Coordinator
TopCompany.com
July 2004 — November 2007

Promoted products to users within social networks and online communities.
Developed strategic marketing plans to increase promotion of current products.
Conducted and evaluated studies on customer product usage and consumer
needs to distinguish value of competitive market.

Acted as a 3" party liaison for outside firms looking to partner on various
campaigns.

Payroll & Benefits Coordinator
Money Market Corporsation
June 2000 — June 2004

Processed payroll for 300+ employees using PayChex system.
Managed employee benefits and assisted with all insurance inquiries.
Coordinated open enroliments as well as regular employee enroliments.
Administered monthly insurance and workers compensation statements.

22



Functional Format

i Wowd Wisin Sorerl, Morikboeag® W Orics
i - permed i Eymardormein oo

l ANE ADMINISTRATOR

DEJECTIVE

Aprehy e adreinitratiee management, denos tadkeng, and gract eriting skl gained in oocpanete esud valesiner
a=irges 1o nemponsizk roe in o zon- profE gt

¥
T .

Vi izl with 7 v eapenemner n kigh el ecganivational mmplnll.nﬂlphnim.
Fendrising, and prvjest managrmen?. Flaenl in Srantak and Portorosie birgogeen snd (il wak Hogane
ealiune. Ahle 1o navigate :h.l]bmp::l..l.l].'l.lmw}ll: rl.lnl'l.l.l.llr“ lirrsted resaricoss and balliasy consecrsun among
Sivrree slabebabier g, shills zoemrp  with hifcdomg mleres? in providing by and woppeort
For urslerwe vl ipulalions.

EXPERTISE AN ACTITEVEMENTS
FURTIRATSING & GRANT WRITING

4 Faxpminlil asnual undrainisg poals by et keast 155 doring Sheor-yaar lenoe Sstred s PTO proadent
& 'Wrote and alilal grnl propoials, bringieg in moee Sun $50K ingrants

DRGANTZATIONAL ATMINISTRATION

» Reorganined and wpdaled valenbier, doner, snd costes? managermen? dalabases, producisg streamdined
proocee o7 subsles ey bwer coal

@ Munaged wolustecr #2all af suore than 60 paress for moplk ssnoil evenls

a Admisislered reaathly prin? anl c-newsletber carspaign o = 500 recrsicnts

i Fnlall bl el muaintained datahases for oosale verslon el service providens anl merged pas? yean'
i rogsilenlines

i Manages] sonten! updates on crganteationy’ weh siles

EVENT FLANNING

# Seamiealy ooordinabed casering. sooommedations, sales preseatasions, and ensertaimment for for up o 500
artensdees at four olfsiie corporabe events per year

» Buik corsensua among school adminkbratmon, educabons, aad parents regarding pfanning. schedoling. safety,
cabering. and siaifing nesds dor all FTO everss

EXEERIENCE
FT0 President

Erplomber 2o to Jurme S0

Woent Suburban Schael Svslom, Freningham, s

Execubive Assistant
February 2008 to March ool
Marjor [asuramce Corp., Bosmon, MA

Sclmimistralive Assistanl
Beplember 1094 by Febriary 300
Fanancial Servaes, Do, Bosten, MA

FIYLCA TICN
University of Massachnseits, raeo

Amiers. MA
Hachehor of furts English

HEILLS

:g:cﬂrm-l‘: word, Excel, Powerfolnt, Chtkook, Project; web oombent managemsnt speems; v rirs s boes
Application
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Combinational Format

JENNIFER RIVERS

LE4S Cential Park Deive -~ New Yook, New Yok 10001

2125551212 proainewsnel

MARKETING EXECUTIVE

Provfuct Lawnchey = Overseas Pavinershipy ~ Presenfations

Accomplished, multslingual Professional conzistently recopnized for achievement and performance in the
fuel industry. Inmovative amd successful in mining new sales terrifories and establishing business
alliances, including the recent pastnerskup with A O8 in Kosen. Proven leader with special capabulities
in building teams, srategizing, and implementing workable marketing plans employing television, radio,
Intermet, and print media. Fluent in English, Korean, Japanese, and French,

BUSINESS SKILLS

Marketing

+  Launch gazoline exposis in conjunction with new production plant start-up; target overseas markets,

+  Imitigte sales of ULS, an environmentally-friendly new product Bzunched in the European market.

+  Establizh joint venture partnerships i Europe and Far East; implement marketing for aviation fuel
and asphalt as a valse-added commodity.

Mirket Planning
¢ Anabvee regional import / export economics amd the interregional oil markets.
+  Participate in contract negotiations for simategic afliances with magor European and Asian concemnms,
+  Achieved $25 million in revenue by developing offshore storagre programs that fulfilled seasonal
market trends in the region.
P vt Planning

+  Dptimize production mode by selecting appropriate refinery; research product specification
revisions by country .
+  Propose and participate in the Plamt Operation Committee, & team effor between production and sakes.

PROFESSIONAL EXPERIENCE

TTR CORPORATION, New York, New York 19493 — Present
Five President, Overseay Buxiness Division
+  Promated o position is March 1996, selected as ane of three emplovees o attend an MBA course in 2003,
«  Mamed Fmploves of the Year in 1996 based on professional achievements.

FLEL INDLUSTRY OF AMEREICA, Mew York, Mew York 985 ] 992
Manager af Marketing

v Prowicked analysis on fuel industry, drafting report for the White House,

« Awarded the Mowor Prize in 1992 based on performance evaluations of oil producers.

EDUCATION

UNIVERSITY OF NEW YORK, MNew York, Mew York
Bachelor af Arts in Communications, 1958
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Interview Practice Questions

In general, what employers are looking for in these be havioral interview questions is:
1 What the situation was?
1 What you did?
1 What the end result was?

*STAR- Situation, Task, Actions, Result

Job Knowledge / Functional Capabilities:

Maintains and applies the appropriate level of functional knowledge, skills, and
capabilities necessary to fulfill job requirements and support the business.

1) Provide and example of when youdve usetwanplypdank nowl ed
resolve a problem. What was the problem, the action(s) that you took, and the result?

2) Provide me with an example of actions that you have taken to stay up -to -date on
knowledge/trends related to your job. What was the knowledge/trend and why was it important,
what action(s) did you take to stay current and what was the result?

Teamwork and Collaboration:

Works cooperatively and collaboratively with others to achieve shared goals and
objectives.

1) Provide me with an example of when you worked collaboratively with others to solve a
problem and provide a win  -win solution. What was the problem and the solution(s), what actions
did you take, and what was the result?

2) Provide an example of when you have voluntarily shared your knowledge/expertise with
others for the purpose of enabling the successful achievement of goals. What was the situation,
what was the information/expertise that you shared and the actions that you took, and what was

the result?

Organizing Work:

Prioritizes and organizes work activities for self and others as needed to efficiently
accomplish goals and objectives.

1) Provide me with an example of actions that you have taken to monitor the status of a project
for which you were responsible. What was the projec t/situation, what actions did you take and
what was the result?

2) Provide an example of a situation where you have demonstrated your ability to efficiently use
your time to handle multiple and competing priorities effectively. What was the situation, what
did you do, and what was the result.

Critical Thinking and Management:

Applies critical thinking and sound judgment to analyze information, solve problems
and make decisions.

1) Provide me an example of a difficult work -related problem that you had to sol ve. What was
the problem, what steps did you take to solve it, and what was the final decision.

2) Provide an example of when you have challenged the
possibilities, thinking and / or approaches. What was the situation, what actions did you take,
and what was the result?

25



|l nterview Dobs & Dont 6s

DO
M Prepare a complete, attractive résumé that stresses your qualifications in a
positive manner.
M Get permission from people you plan to use as references.
M Write an effective cover letter that really sells “you./”
M Fill out the application completely, accurately, and legibly.
M Use the completed résumé as a reference for filling out the application.
M Arrive for the interview a few minutes early.
M Dress appropriately for the interview.
M Go to the interview alone.
M Bring résume, social security card, work permits and licenses to the interview.
M Greet the receptionist and the interviewer courteously.
M Present yourself with confidence.
M Research the company.
M Be prepared to answer questions about yourself and your qualifications.
M Be prepared to ask questions about the company.
M Smile.
M Follow the interview with a thank-you letter.
DO NOT
& Do not present a résumé that was hastily put together or has typographical

errors and smudges.

Do not use a general, all-purpose résumé.

Do not give inaccurate information.

Do not present an application that is unreadable or incomplete.

Do not arrive late for an interview.

Do not wear jeans, wrinkled clothing, or outrageous jewelry to an interview.

Do not overdo perfume or aftershave.

Do not take friends or family to an interview.

Do not act as if the receptionist and interviewer are doing themselves a favor by
seeing you.

Do not forget your manners.

3 N 5 I 5 I 5 I 3 5 5 Y S I
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STEP 3: Developing Their Leadership

Encourage your SAM Buddy to take an active role!

Apprentices

General Members

Committee Involvement Guide

In the figure above, you can see th e general levels
of membership. The goal is to have your SAM mentee move up the ladder
into an executive role once they have complet ed the program . You are

helping your SAM Buddy develop skills that that they can utilize in the
workplace! Once they have a role on the executive board, they can use this
experience as a launching pad for their career!

1) Gauge Interest Level

Determine the likes and the dislikes of your SAM Buddy. Make sure he/she
understands the job functions of each executive role. If your SA M Buddy
does not know which role would be best, steer him/her in the direction you

think would fit their personality.

2) Job Shadow

Most likely you wil | be placed with a SAM Buddy that was interested in your
role. Spend a day showing them what you do, and of fering to teach them!
they want to, go ahead let them take on committee membership by working

with them towards completion of your goals!

Evaluation: Have them fill out an evaluation form to see what they liked

or disliked in their = committee involvement.
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Interactive Career Coaching Program

Completion Checklist

A Successful Apprentice Must Have Completed:

1) Membership Points
Earned at least membership points
2) Meetings

Completed Initial Meeting

Turned In All Necessary Documents o
Class Schedule Printout
Academic Transcripts
Personality Assessment Results

3) SAM Buddy Assistance

Session #1: Wardrobe Guidance & Shopping (if necessary)
Session #2: One-on-One Resume Guidance & Improvement
Session #3: Interview Practice Worksheet

4) Professional Development

Successfully Passed Professionally Dress Code  Checklist
Turn ed in a Final Resume with Buddy Assistance
Attended Interview Summit

5) Committee Involvement

Worked on a Committee for at least 3 weeks
Completed Evaluation
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