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Welcome! 
You’re nearing the end of your program, and now it’s time to apply for jobs! Hopefully, you’ve 
been building your network and finding opportunities to apply skills and gain 
experience while earning your degree. 

At the end of this module, you’ll be able to develop a network in your chosen field of interest, 
write tailored job documents that will stand out to hiring managers, and implement proven 
strategies to ace the interview and negotiate with confidence. 

The lessons in this module build on the foundational knowledge you learned in Connect. But if 
you skipped those lessons or need a refresher, not to worry. We’ll cover similar topics in this 
module so that you can confidently apply for jobs. 

You’ll complete lessons to help you: 

• build and grow your network for career success

• get active on LinkedIn

• write tailored resumes and cover letters that will stand out to hiring managers

• prepare for a job interview and confidently negotiate an offer.

Throughout your job search, make sure to continue reaching out to professionals who work in 
your targeted career field. Your community will be critical in helping you at every step of 
your job search. By networking, you will hone your interview skills, learn about compensation 
packages and how to negotiate, what it’s like to work at companies of interest, and receive 
recommendations for positions. 

Remember: people hire people. Throughout your job search, connecting with others and 
communicating your value will be critical to helping you land a job and build your career. 

Each lesson is accompanied by guiding questions and exercises in this workbook to help you 
apply what you’ve learned. 

We recommend that you type out (or write out!) your answers as you go. 

Happy learning! 



© The Center for Graduate Career Success Page 4 

Table of Contents 
Welcome! ................................................................................................................................ 3 

How People Really Find Jobs ............................................................................................ 5 

Questions to Consider ....................................................................................................... 6 

Exercises ............................................................................................................................ 7 

Using LinkedIn for Your Job Search ..................................................................................... 13 

Questions to Consider ..................................................................................................... 14 

Exercises .......................................................................................................................... 15 

How to Build Your LinkedIn Profile ....................................................................................... 20 

Questions to Consider ..................................................................................................... 21 

Exercises .......................................................................................................................... 22 

How to Write a Resume for Job Applications ........................................................................ 32 

Questions to Consider ..................................................................................................... 33 

Exercises .......................................................................................................................... 34 

How to Write a Cover Letter for Job Applications ................................................................. 38 

Questions to Consider ..................................................................................................... 39 

Exercises .......................................................................................................................... 40 

How to Prepare for an Interview ........................................................................................... 44 

Questions to Consider ..................................................................................................... 45 

Exercises .......................................................................................................................... 46 

How to Negotiate a Job Offer ................................................................................................ 51 

Questions to Consider ..................................................................................................... 52 

Exercises .......................................................................................................................... 53 

Appendix A: Sample LinkedIn Profiles* ................................................................................ 62 

Appendix B: Sample Resumes* ............................................................................................ 70 

Appendix B: Sample Cover Letters* ..................................................................................... 76 



© The Center for Graduate Career Success Page 5 

Lesson 1 

How People Really Find Jobs 
Learning objectives 

At the end of this lesson, you will be able to: 

1. Recognize what networking is and why it is critical to job search
success.

2. Describe how to set up and conduct an informational interview.

3. Write an elevator pitch that creates career opportunities.
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Questions to Consider 

After watching Lesson 1 at this link: https://institutions.beyondgradschool.com/module-1/how-
people-really-find-jobs/, answer the questions below and complete the exercises on the next 
pages. 

What is networking and why is it important in a job search? 

What is the purpose of an informational interview? 

https://institutions.beyondgradschool.com/module-1/how-people-really-find-jobs/
https://institutions.beyondgradschool.com/module-4/how-people-really-find-jobs/
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Exercises 

Reflect on your Strategy 

How are you currently pursuing career opportunities? What strategies are you using? Make note 
below. 

Based on this lesson, what do you need to do differently to be successful? What strategies do you 
need to start using? Make note below. 
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SMART Goals for Networking and Making Connections 

Now that you’ve learned some effective strategies for job searching, set some SMART goals to get 
you started. Remember SMART goals should be specific, measurable, attainable, realistic and 
time-bound. These could be as simple as finding people to connect with on LinkedIn, or scheduling 
and preparing for a certain number of informational interviews each week.  

SMART Goal #1: 

Goals: 

Tasks: 

SMART Goal #2: 

Goals: 

Tasks: 
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SMART Goal #3: 

Goals: 

Tasks: 

SMART Goal #4: 

Goals: 

Tasks: 
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