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ñSeeking to develop you  

from start to finish.ò 

The Career Management Center presents several opportunities for you to be introduced and guided through the professional 
development process using a wide variety of helpful services. We focus on preparing you for significant and personally  
satisfying careers and teaching you how to effectively market yourself to prospective employers. 

C  E   G  S   A:  The CMC 
will facilitate networking and employment opportunities enabling students and alumni to obtain 
satisfactory employment. 

J  S  A :  The CMC staff will work 1:1 with you to develop your resume, 
cover letter, interview, networking, and job search skills.  

O -C  E  I:  Secure your future by scheduling an on-campus 
interview with one of many employers who come to MSU to fill their employment needs. 

P  W  / S:  Provide helpful information in such areas as 
building a winning resume, successful interviewing skills, workplace ethics, and most importantly, 
preparation for the real world. 

G  / P  S  A:  From Graduate/ Professional 
School Application assistance to Entrance Exam preparation, the CMC has several programs to 
get you ready and accepted into Graduate/Professional School. 

C   G /P  S  E:  Several events/programs 
are offered each year providing an opportunity to network with employers and graduate/
professional school programs from across the country. 

E  S: These ñHow To . . .ò events provide tips on fine dining, dressing for 
success, and making a positive impression. 

E  P :  Utilize the CMC ñMustangsHIREò powered by Handshake 
system to find listings of full-time, part-time, volunteer, and internship openings.  

http://mustangshire.org/
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FRESHMAN YEAR 
 

_ Dedicate yourself to doing well academically by actively and regularly attending classes, developing good study habits 
and taking advantage of campus resources designed to help you.  

_ Meet with your academic advisor to determine your degree plan, review course descriptions and requirements for your 
major.   

_ Explore potential career paths. 

_ Visit the Counseling Center to take career assessments to help discover your personality traits and interests as they  
pertain to a career. 

_ Meet with a CMC Staff Member to have your resume critiqued and to learn about services available at/through the  
Career Management Center.   

_ Get involved! Join social, athletic or academic organizations to help develop ñtransferableò skills.  

_ Register with MustangsHIRE.org powered by Handshake for internships, employment listings, volunteer opportunities, 
networking events, on-campus interviews and program updates.  

_ Talk with professors, mentors, family members and network with professionals in occupations that interest you.  

_ Attend networking career events and other programs sponsored by the CMC.  

_ Consider a summer internship to begin acquiring work experience in an area of interest. Begin your search through 
MustangsHIRE.org powered by Handshake.  

 

SOPHOMORE YEAR 
 

_ Take a variety of courses especially ones that could improve your skills in writing, communication, speaking, business, 
and computer usage. Continue to explore your career options.  

_ Keep your grades up! Need help? Contact Tutoring and Academic Support Programs. 

_ Update your student profile and upload resume on to MustangsHIRE.org powered by Handshake.  Visit Mustang-
sHIRE.org powered by Handshake on a regular basis in search of internship, job listings, and volunteer opportunities. 

_ Take on leadership roles in on/off campus activities.  

_ Join a professional society/organization that is related to your career field of interest.  

_ Update your resume and learn to write a cover letter.  

_ Continue to build your network of contacts for references (professors, advisors, supervisors).  

_ Take advantage of our online resources including: CollegeBoard.com, WetFeet.com, and Vault. 

_ Attend networking career events and other programs sponsored by the CMC. Make sure to follow up with employers.  

_ Research organizations/companies that offer internships and/or job shadowing. Begin your search by using             
MustangsHIRE.org powered by Handshake.  Job Shadow a professional who works in a career field of your interest. 
Secure a summer internship. 

MSU Mўќѝъїѐќ Cъћююћ Pѕъї 

      when completed! 

Career Management Center 

Clark Student Center ï Room 108 

(940) 397-HIRE (4473) 

Fax: (940) 397-4216 

CMC@msutexas.edu or careermanagement@msutexas.edu  

www.msutexas.edu/career 

www.MustangsHIRE.org or app.joinhandshake.com 

http://academics.mwsu.edu/supportcenter/
http://academics.mwsu.edu/degrees.asp
https://www.academicinvest.com/
http://www.mwsu.edu/student-life/counseling/index
http://www.mwsu.edu/career/
http://students.mwsu.edu/organizations/listing/tbl_organizations_list.asp?TargetPageNumber=1&action=Search&orderby=2&PageSize=20&SearchOption=Contains&PageSizeSelect=20
https://mwsu.edu/career/mustangs-hire
http://www.mwsu.edu/career/index
http://www.mustangshire.org
http://registrar.mwsu.edu/schedule/
http://career-advice.monster.com/
https://mwsu.edu/academics/tasp/
http://www.mustangshire.org
http://www.mustangshire.org
http://www.mustangshire.org
http://students.mwsu.edu/organizations/listing/tbl_organizations_list.asp?TargetPageNumber=1&action=Search&orderby=2&PageSize=20&SearchOption=Contains&PageSizeSelect=20
http://www.quintcareers.com/references_recommendation_letters.html
http://www.CollegeBoard.com
http://www.WetFeet.com
http://access.vault.com/
http://www.mwsu.edu/career/index
http://www.quintcareers.com/finding_ideal_internship.html
http://www.quintcareers.com/job_shadowing.html
http://www.mustangshire.org
http://www.quintcareers.com/job_shadowing.html
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JUNIOR YEAR 

 

_ Meet with a CMC Staff Member to discuss your post-graduation plans and possible next steps. 

_ Have your resume ready for distribution for internships/part-time jobs. Refine your cover letter skills.  

_ Update your student profile and resume on MustangsHIRE.org powered by Handshake.  Set up a job search agent on 
MustangsHIRE.org powered by Handshake so that internship/job listings are automatically sent to you after posting.  

_ Thinking about grad school? Research application deadlines, standardized test information and funding options. Attend 
graduate/professional school seminar and graduate/professional school practice exam day. 

_ Strengthen your interviewing skills by completing a mock interview with a CMC Staff Member. Participate in             
on-campus interviews. 

_ Research potential employers and positions and become familiar with job descriptions and work settings.  

_ Continue searching MustangsHIRE.org powered by Handshake and many other online job search resources. 

_ Build your leadership skills by getting involved in a campus or community organization. 

_ Gain career related experience through an internship, volunteer experience, or part-time job. 

_ Attend networking career events and other programs sponsored by the CMC. Make sure to follow up with employers. 
Be prepared! 

_ Continue to build your network of contacts for references (professors, advisors, supervisors).  

_ Watch your digital dirt! 
 

SENIOR YEAR 
 

_ Update your resume and cover letter. Make sure you include your current contact information.   

_ Update your student profile on MustangsHIRE.org powered by Handshake. 

_ Meet with a CMC Staff Member to schedule a mock interview, review your job search techniques, and to critique your 
resume, cover letter and references. Continue to participate in on-campus interviews. 

_ Have your resume, cover letter and references ready for distribution. 

_ Develop multiple job research avenues, such as MustangsHIRE.org powered by Handshake and other online job sites. 
Keep in mind safety tips when job searching online. Create your job search notebook with all of your employer con-
tacts including items such as employer name, address, telephone number and contact person/job title as well as the date 
of each contact by letter, email, telephone call of interview.  

_ Begin applying for positions that you hear about or see posted. Do thorough research on potential employers, especially 
those with whom you plan to interview. Donôt wait until graduation to start looking! 

_ Network! Network! Network!  

_ Continue to be active in campus or community organizations. Assume a leadership role in a campus chapter of a      
professional organization.  

_ Narrow your graduate/professional school choices and keep current with their admissions deadlines. 

_ Complete relevant entrance exams for graduate/professional school. Apply to graduate/professional school.  

_ Attend networking career events and other programs sponsored by the CMC. Make sure to follow up with employers. 
Be prepared! 

_ Watch your digital dirt! 
 

POST GRADUATION 
 

_ Register with Alumni Relations and stay connected with MSU. 

_ Remember that you can visit the CMC anytime for FREE career assistance for life! 

_ Good luck on your future endeavors! 

MSU Mўќѝъїѐќ Cъћююћ Pѕъї 

http://www.mustangshire.org
http://www.mustangshire.org
http://www.glassdoor.com/index.htm
http://www.mustangshire.org
http://www.mwsu.edu/career/index
http://www.careerbuilder.com/Article/CB-159-Getting-Hired-Come-to-the-Fair-Prepared/?lr=cbcnn
http://www.collegegrad.com/press/google-thyself.shtml
http://www.mustangshire.org
http://www.mustangshire.org
http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/personal-info-on-your-resume/article.aspx
http://www.quintcareers.com/networking_resources.html
http://www.rileyguide.com/nettips.html
http://hotjobs.yahoo.com/networking
http://www.mwsu.edu/career/index
http://www.careerbuilder.com/Article/CB-159-Getting-Hired-Come-to-the-Fair-Prepared/?lr=cbcnn
http://www.collegegrad.com/press/google-thyself.shtml
http://alumni.mwsu.edu/index.asp
http://www.mwsu.edu/career/index
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https://app.joinhandshake.com/login
http://mustangshire.org/
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https://app.joinhandshake.com/login
http://mustangshire.org/


8  

 

Jјы Sюъћьё Tђљќ 

In order to make your job search a success, use these steps to 
guide you to the job that you are seeking to obtain. 
 

 
 
 

 Register with MustangsHIRE.org powered by  

       Handshake 

 Identify your personal strengths, skills, interests and 
values 

¶ You will be communicating these to employers 

through your letter, resume and interview 

 Write a resume and have it critiqued by the CMC 

 Upload your resume onto MustangsHIRE.org powered 
by Handshake 

 Write a cover letter and have it critiqued by the CMC 

 Create a reference list 

 Start a job search notebook 

 Schedule a mock interview with the CMC 

      

 Participate in on-campus interviewing 

 Research industries, employers and locations 

¶ Shows employers you understand what they do and 

why you want to work for them 

¶ Vault Career Intelligence and glassdoor are two good 

tools to research employers 

 Employ several job-search strategies because one is 

NOT enough! 

¶ On-Campus Interviewing, MustangsHIRE.org      

powered by Handshake, career events, professional 

societies, employer websites, and your network of 

faculty, family, classmates, alumni and employers. 

 Final tips: 

¶ Start early, be positive and persistent, follow-up and 

follow-through, be professional/enthusiastic/honest/

thoughtful, and make sure to demonstrate a ñcan do, 

will doò attitude 

 Let the CMC know when you have found a job! 

Job Search Checklist 

      when completed! 

With all the different questions being thrown about, you may wonder what exactly the employer is looking for in a potential 
employee. The following is the list of the top ten qualities employers desire in you, as a potential employee. Show your 
competence in as many as possible and you will rise to the competition.  
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Year % Increase Over Previous Year 

2020 6.3% 

2019 10.7% 

2018 -1.3% 

2017 5.0% 

2016 5.2% 

2015 9.6% 

2014 8.6% 

2013 2.1% 

2012 10.2% 

2011 19.3% 

2010 5.3% 
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Jјы Sьъі Rюэ Fѕъѐќ 

Fraudulent job postings are popping up on job boards and websites everywhere. Students can protect themselves from scam 
artists that may prey upon your money, personal information and physical safety in many different ways. Itôs important for 
students to be aware of red flags.  

Red Flags of Job Scams 
 

¶ Offering you a job without ever interacting with you 

¶ Paying you a large amount of money for doing little to no work 

¶ The position requires an initial investment, such as a payment by wire service or courier 

¶ The company is not listed with the Better Business Bureau 

¶ The job interview is scheduled at a restaurant or anyplace other than a legitimate office 

¶ The ñemployerò is requesting a copy of your passport, drivers license or social security card up 

front 

¶ The company doesnôt have a legitimate website or an email address with a company domain 

name 

¶ You are asked to forward payments, by wire, courier, bank transfer, check, or through PayPal 

¶ A high salary or wage is listed for a job that requires minimum skills 

¶ The job is too good to be true 






































































































