










 

Sample Reference Sheet 
 

Your Name 
Your Address 
Your Phone # (or same format as resume) 
Your E-mail 

 
 

REFERENCES 
 
PROFESSIONAL REFERENCES 
 
 Julia Silvers, Administrative Manager 
 Kent Products, Inc. 
 123 West 32nd Street 
 Boston, MA  12365 
 (555) 123-4567 
 email: silversj@whatever.com 
 
 Captain Robert Williams, U.S. Marine Corps 

4567 Jefferson Avenue 
St. Paul, MN 98745 
(547) 556-2145 
email: crwilliams@usmarc.gov 

 
 
PERSONAL REFERENCES 
 
 Joy Smith 
 456 East Park Avenue 
 San Francisco, CA  12345 
 (123) 456-7891 
 
 Jason McMurphy 
 11 Market Street 
 Nashville, TN  12345 
 (222) 456-7891 

jasonm@yeha.net 



 

Reference Worksheet 
 

 
Professional References: 
 
Name _________________________________________________ 
Company or Title ________________________________________ 
Address ___________________________________________ 
  ___________________________________________ 
Phone # ___________________________________________ 
E-mail address ___________________________________________ 
Years known ___________________________________________ 
 
 
Name _______________________________________________ 
Company or Title ______________________________________ 
Address _________________________________________ 
  _________________________________________ 
Phone # _________________________________________ 
E-mail address _________________________________________ 
Years known _________________________________________ 
 
 
Personal References: 
 
Name _______________________________________________ 
Company or Title  ______________________________________ 
Address _________________________________________ 
  _________________________________________ 
Phone # _________________________________________ 
E-mail address _________________________________________ 
Years known _________________________________________ 
 
 
Name _______________________________________________ 
Company or Title ______________________________________ 
Address _________________________________________ 
  _________________________________________ 
Phone # _________________________________________ 
  
E-mail address _________________________________________ 
   
Years known _________________________________________ 
   

Checklist   
 
Permission from reference?        __ 
 
Do they have a copy of resume? __ 
 
All contact information correct? __ 
 
Letters of reference on company 
letterhead?                                   __ 
 
Are all professional references 
employed?        __ 
 
 



 

The Job Interview 
 
 
PREPARING FOR THE INTERVIEW 
 
► A successful interview begins with homework and preparation. 
► Your responsibility is to know as much about yourself and the company before you walk into the 

interview. 
► Planning and preparation make you confident and will help you perform well in the interview. 
► Your chances of getting the job are zero if you don’t know what you want. 
► You must also know a few things about the company before the interview. 
 
 
SHARPENING LISTENING SKILLS 
 
Listening to the interviewer is as essential as talking honestly and openly about your skills and abilities.  
Concentrate on what is being said and how it is said, rather than on how you are doing.  By listening to 
the interviewer’s statements, comments and questions, you can get a better understanding of the 
organization and what it would be like to work there.  Moreover, in some interview situations, especially 
managerial interviews, you will be evaluated on your listening skills. 
 
The phrase listening skills sometimes surprises people because most people view listening as a natural 
process rather than a skill.  People with this opinion unfortunately have confused the word “hearing” (a 
passive activity) with “listening” (an intentional act that requires skill).  Following are some techniques 
and guidelines that you can use to become a better listener. 
  

1. If distractions are a problem in an interview, you can control them in the following ways: 
a. If the distraction is external, control it by focusing your concentration. 
b. If the distraction is internal (inside your head), control it by reminding yourself to pay 

attention. 
2. Paraphrase the interviewer’s comments by restating the main idea or content to: 

a. Check and clarify accuracy 
b. Let the interviewer know that you understand 
c. Encourage more discussion 

3. Focus on key words, main ideas and examples to help you retain important points. 
4. Ask questions if you do not understand what the interviewer is saying or asking.  Do not 

pretend to understand if you do not understand. 
5. Take notes only if it will not distract from the conversation.  Write them in a list or outline 

form.  Always ask the interviewer’s permission before taking notes.  Permission is almost 
never denied. 

6. Make sure you understand what you are being asked. 



 

SITUATIONAL QUESTIONS 
 
You also need to think about “What if …” questions.  These can be difficult to answer.  For 
instance: 
 
 “What would you do if your supervisor told you to do something illegal?” 
 
Use common sense.  These types of questions need answers based on your knowledge, experience 
and personal values.  Consider what the employer wants to hear.  A calm approach is best.  Don’t 
rush into an answer.  It is better to cushion your answer.  For example, “One thing I might 
consider doing would be …”  If the interviewer does not like your solution, you can consider a 
different approach. 
 
Another area of difficult questions may concern your family responsibilities, age, health or other 
personal information.  They are not always fair questions and may be illegal, but you need to be 
prepared to deal with them.  You may choose to deal with these types of questions by refusing to 
answer, in which case you will probably not be hired.  Another response could be, “If you can tell 
me how that relates to the position, I would be happy to answer the question.”  You must make the 
decision about how to answer based on how much you want the job.  
 
 
An interviewer will form opinions about whether you are: 
 

 Mature        An initiator   
 Emotionally stable / even-tempered    Thorough  
 A team player       Self-confident 
 Tactful        Assertive 
 Adaptable        Conscientious 
 Tough minded       A hard worker 
 Self-disciplined       Honest & sincere 

  



 

Thank You Letters 

  
  
TThank-you letters are some of the most effective communications in a job search.  They 
demonstrate an important social grace that says something about you an individual – your 
personality and how you probably relate to others.  They communicate one of the most 
important characteristics sought in potential employees – thoughtfulness. 
 
Better still, since few individuals write thank-you letters, those who do write them are 
remembered by letter recipients.  And one thing you definitely want to happen again and 
again in your job search is to be remembered by individuals who can provide you with 
useful information, advice and referrals as well as invite you to job interviews and extend 
you job offers.  Being remembered as a thoughtful person with the proper social graces 
will give you and edge over many other job seekers who fail to write thank-you letters.  
Whatever you do, make sure you regularly send thank-you letters in response to 
individuals who assist you in your job search. 
 
Many job seekers discover the most important letters they ever wrote were thank you 
letters.  These letters can have several positive outcomes: 
 

• Contacts turn into more contacts and job interviews. 
 

• Job interviews turn into job offers. 
 

• A job rejection later turns into a job offer. 
 

• A job offer turns into an immediate positive relationship. 
 

 



 

Sample Thank You Letter 
 
 

Your thank you letter is the last thing that an employer will see from you before making their decision 
about a position, so it is important that you make an impact.  Remind the employer why you are an ideal 
candidate for the position, what you can contribute to the company, and why you are interested in the job.  
Don’t forget to thank the employer for their time. 
 
Also, proofread your thank you letters; they should be free of spelling and grammar errors, typos and 
incorrect information. 
 
 

 
Ms. Julie Smith 

245 Yorkshire Blvd. # 207 
Anytown, PA 35941 

(321)512-2546 
 
 
April 2, 2002 
 
Target Company  
Department 
Street Address 
City, State, Zip 
 
Dear Ms. Johnson: 
 
Thank you for taking the time to meet with me today regarding the Teller position at the State Street 
Investment Bank.  I am very excited about the opportunity.  As we discussed, my qualifications very 
closely match the requirements you have for the position.  In addition, two years experience at my 
university’s credit union have given me experience handling cash transactions and dealing with customers 
– traits you stressed as being important in your candidates. 
 
Please feel free to call me if I can be of further assistance in your decision process. Again, I appreciate 
your consideration. 
 
Sincerely, 
Julie Smith 
 
Julie Smith 
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RESUME WORKSHEET 
 

FOLLOW THE INSTRUCTIONS ON ALL 4 PAGES OF THIS WORKSHEET 
 
Completing this worksheet will help you assemble an excellent final resume. Even if you 
already have a resume, review this form to see if it contains anything you might have 
forgotten.  

Name: ___________________________________ 
 
Permanent Address:    School Address (Until ______) 
Street Address: ___________________  Local Address: _____________________ 
City, State, Zip: ___________________  City, State, Zip: _____________________ 
 
EDUCATION: List the schools you attended after high school from which you received a degree 
or certificate. Examples of degrees: A.A. – Psychology, A.S. – Drafting and Design 
School Name City and State Type of Degree Major 
1.    
2.    
 
 
Major Emphasis 

 
 
Minor 

 
 
*GPA (optional) 

Date received or 
expected to be 
received 

    
    

* GPA refers to your cumulative grade point average. List it only if 3.0 or higher. You can use 
your major GPA, but it should be clearly marked as such. 

 
RELEVANT COURSEWORK: (optional) List your courses by name that highlight job-related 
training or a special area of interest. Keep the list as short as possible, usually no more than 
nine or ten classes. If you have been out of school for more than a year or are seeking a job in a 
field unrelated to your major, you should skip this. 
 
Course Name Job-related training or Special area of interest 
  
  
 
CLASS PROJECTS: (optional) List those relevant to your chosen occupation, e.g., science, 
research, business, psychology, education, information technology, etc. Employers like class 
projects because they demonstrate teamwork and the latest skills and techniques. If you do not 
have relevant class projects, skip this section. 
 
Examples of Skills: Communication, Organization/Planning, Leadership, Teamwork, 
Teaching/Training, Research, Creative, Clerical, Supervision, Management, Computers,  
 
Project Name Project Duties Skills Used 
   

  
Project Name   
   

  



04/30/08 

Resume Worksheet – page 2/4 
 
 
COMPUTER/TECHNICAL SKILLS/LANGUAGES: List all your computer skills including the 
names of the hardware and software you have used, non-English languages you have used, 
including programming. 
Examples: 
Hardware: IBM-PC, MacIntosh, etc. 
Operating Systems: DOS version XX, Windows 3.11, Windows XP, etc. 
Software: MS Office (which includes Word, Access, Excel Powerpoint), WordPerfect, MS Word,    
Excel, Access, Powerpoint, Photoshop, Dreamweaver 
Network: Internet, World Wide Web, email, etc. 

 
Hardware Software Languages Other Technical 

    
    
 
 
ACHIEVEMENTS AND ACTIVITIES:  List your personal achievements such as academic 
honors and awards, club memberships and offices held, athletic participation, awards, volunteer 
activities, etc. 

Your Title Organization Name City and State Dates 
    
    
    
 
 
WORK EXPERIENCE: If you have worked many jobs, list only those that are the most relevant 
(paid or unpaid). Be specific about your skills. For instance, if you use communication skills, 
what kind do you use? listening? writing? speaking with individuals or to groups? friendly 
greeting? acting? 
 
Examples of Skills: Communication, Organization/Planning, Leadership, Teamwork, 
Teaching/Training, Research, Creative, Clerical, Supervision, Management, Computers,  
 
Job #1 
Job Title Company City, State Dates (mo/yr) 
 
 

   

Job Duties or Tasks Skills Used to Perform Duties 
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Resume Worksheet – page 3/4 
 
 
 
Job #2 
Job Title Company City, State Dates (mo/yr) 
 
 

   

Job Duties or Tasks Skills Used to Perform Duties 
  
  
  
  
  
  
  
 
 
Job #3 
Job Title Company City, State Dates (mo/yr) 
 
 

   

Job Duties or Tasks Skills Used to Perform Duties 
  
  
  
  
  
  
  
 
 
Job #4 
Job Title Company City, State Dates (mo/yr) 
 
 

   

Job Duties or Tasks Skills Used to Perform Duties 
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Resume Worksheet – page 4/4 
 
 

HOW TO WRITE A RESUME 
 
 

You’re almost done! … before making an appointment with a career 
counselor to assist you with resume writing, go online and read pages 1-11 

of the Resume Preparation Guide at 
http://cc.cf.edu/guides/resume_preparation_guide.pdf 

 
 
 

The Functional resume format is the most widely used by undergraduate 
students. This type of resume lists your experiences by skill areas. For 
example, your skill areas might include organization, marketing, and customer 
service. Then, under each of these categories, you can describe the skills you 
have gained from all your work and volunteer experiences. This format can be 
very effective for those who have held several of the same kinds of positions, 
those who wish to focus on skills to change to another position, or for those 
who are returning to the workforce after a prolonged absence.   

 
 

Try writing a rough draft of your resume to bring with you 
to your appointment. 

 
 

 
To schedule an appointment, please contact: 
 
Carla San Giacomo 
Career Center Manager 
352-854-2322 extension 1452 
sangiacc@cf.edu 
 

 
 
 

We look forward to working with you! 
 

CFCC’s Career Center Staff 




