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Introduction 

Westcliff University takes seriously our responsibility as your trusted academic organization to 

not only set you up with the tools to be educationally successful but also to prepare you with real 

life experiences that will help you excel personally and professionally.   

 

Our growing Career Services Department is working hard to partner with potential employers, 

faculty, and Alumni to expand our network and resources for student access. We encourage all 

students to maximize the resources we make available, and we welcome feedback on how we 

can further assist.  

 

Westcliff University’s goal is help you successfully graduate with strong academics, transferable 

experiences, and tools in order to provide you as students and Alumni a solid foundation for your 

future.  

  

  

  



 
 

 

Branding 

Your personal brand is the identity you put out about yourself  to potential employers, employers, peers, 

customers, clients, etc. Going into the market your brand is what should differentiate you from other 

candidates. Your brand should tell a story of who you are, your importance, your strengths, your work 

ethic, your values, your character, and your passions. All of these attributes should be unique; one that creates 

an enticing reason for a potential employer to at least give you that chance.  

According to Forbes and LinkedIn,  companies have found the following successes by being more 

socially visible: 

● 57% more likely to align social media engagement to more sales leads 
● 20% more likely to stay at their company 
● 27% more likely to feel optimistic about their company's future 
● 40% more likely to believe their company is more competitive 

 
Building your brand should start NOW! Focus on your strengths and future trends. Students should 

consider the following during their journey to becoming a professional:  
● Differentiation– What is unique about me? 
● Positioning– How do I compare to competition? 
● Value proposition - Do I deliver what I promise? 

o Explains what benefit you provide, for whom, and how you do it uniquely. 

● Target Market– Who is my market, my community? Sphere of influence? What I can influence 

and control?  

● Promotion - Communicate your message to the market where it will have an impact. 

  



 
 

 

 Social Media  

 The rise of social media in the workplace shows no signs of slowing down in 2017. Companies are 

virtually required to use social media as a way to brand themselves, but many are utilizing it as a means to 

recruit talent as well. Companies are becoming more aware of how important it is to build a digital 

footprint of their company brand so they are using social media outlets to find standout candidates who 

will also fit into their office culture. By utilizing social media companies are maximizing their presence in 

the market and saving money on recruiting efforts.  

Below are the results of a study completed by the Society of Human Resource Management (SHRM) on 

how frequently potential employers use social media as a tool to find potential talent.  

  

Resources:  
● LinkedIn – This is the most frequently used social media site for professionals worldwide. It is a 

strong foundation to build your own brand connect with people, follow companies, and see job 

postings that are focused on your targeted goals, interests, jobs, companies, etc. 

● Twitter- Twitter is now among the top 3 websites used for both personal and professional use. It 

is a source that can be used to follow professionals, companies, industries, and  journals & 

editorials that can help you stay current economic news/ trends. Twitter is also a good site that 

allows you to interact with other people who have opinions about common interest on post.  
● Facebook- Historically this has been more of a personal site that most people say should stay 

private. However, in recent trends companies have partnered with Facebook for exposure and as 

long as you keep your profile professional or business appropriate it is also a way for companies 

to have access to who are as a person. If Facebook is strictly private it can still be utilized to stay 

connected with peers who are in the program and Alumni who can help continue building your 

network. 

● Job Boards (Career Builder, Monster, Indeed, etc.)- It is important to check online job boards 

daily to see what is new and which companies are really looking for talent. It is best to apply 

when the job first opens up as opposed to a month later. On some job boards you can set daily 

alerts of specific positions you want to hear about to go to your email.  
● Peer to Peer Networking- Utilizing your peers can be the most or least comfortable method to 

market yourself, depending on your personality. However, Peer to Peer Networking is also one of 



 
 

the most powerful ways to brand yourself and grow as a professional peers can relate to your 

situation but also share any challenges and success they have. 

Preparation 

SETTING EXPECTATIONS 

Job hunting is a very daunting task and is often described as a full-time job in and of itself. Whether you 

are employed or unemployed, domestic or international, degreed, experienced, or any other type of 

candidate, the job market has become extremely competitive. Although 178,000 jobs were added to the 

domestic market in the last quarter of 2016, according to the Bureau of Labor Statistics (BLS) the 

unemployment rate has decreased to 4.6% overall and only 2.3% for degreed candidates. This tells us that 

the job market is tight and competition for employment is fierce.  

Understanding the market and where growth is trending will help prepare you in your search to find 

employment opportunities. It is vital to stay connected and current with business industry news. A few 

steps that will help is as follows:  

1. Know the market and set your expectations accordingly 

a. Understand that in the United States it is normal for a job search to take some time. Even 

for the most qualified candidates, it is typical for the entire process, starting with the job 

search and ending with an offer letter, to be a journey of several weeks or even months. 

This adds to the importance of building a personal brand that helps you stand out or at 

least helps you connect with the most appropriate professional who could help. You will 

need patience as you work hard but understand that “what you put in is what you will get 

back”.  

2. Set realistic short-term and long-term goals 

a. Goals are an effective method to ensure you are headed in the right direction and can help 

you get an idea on how you are progressing on your path towards success. Things may 

change along the way so it is always wise to reflect on or re-evaluate your answers to the 

following questions:  

i. What can you do now to improve yourself or your situation? 

ii. Where do you want to be in 2 years? 

iii. Where do you expect to be in 5 years? 

3. Consistently update your “personal brand” (social media profiles, resumes, cover letters, etc.) 

4. If you have a specified position or industry of interest make sure you know “buzz words” or 

“industry keywords” and integrate it into your profile, but do not overdue it. 

RESEARCH  

Research, research, research! Whether you are just in the infant stages of branding yourself or a seasoned 

professional, it is imperative that you do your research. Always be prepared to present your knowledge of 

the industry, company, or market because you never know who you might meet at a luncheon or take an 

elevator with. Never miss an opportunity to leave memorable mark! 

When considering a target company or industry you should stay alert of the latest news, public releases, 

job postings, volunteer opportunities, and industry trends. It is wise to use social media to help you stay 

current. Most sites allow you to “follow” companies and set notification alerts that can be sent to your 

emails in real time. Below are some things to keep in mind when you are interested in a specific 

company: 

● Understand the companies and position that you are applying for 
● Company size  

● Understand what they do/ how they do it 
● Industry Competitors 



 
 

● Understand their short-term and long-term goals/ mission 
● Familiarize yourself with the company culture  

● Read about any recent news releases 
● Understand what they are looking for and if they need any special systems or skills you 

possess 

 

 

Your primary goal is to show an employer where your abilities meet their needs! 

  



 
 

 

PUBLISHING & WEBSITE RESOURCES  

● GOOGLE 
o https://www.google.com/  

● LinkedIn 
o https://www.linkedin.com/  

● LA and/ OC Business Journal  
o http://www.bizjournals.com/  

▪ http://www.ocbj.com/ 
▪ http://labusinessjournal.com/  

o Follow them on Twitter, Facebook, LinkedIn, Instagram, Youtube 
o You can also subscribe it to be mailed to you weekly 

● Wall Street Journal  
o http://www.wsj.com/  

o Follow them on Twitter, Facebook, LinkedIn, Instagram, Youtube 
o You can also subscribe it to be mailed to you weekly 

● CNN International  
o http://edition.cnn.com/ 

o You can stream this on TV for update world news  
o Follow them on Twitter, Facebook, LinkedIn, Instagram, Youtube 

● Bloomberg Businessweek 
o https://www.bloomberg.com/businessweek 

o Follow them on Twitter, Facebook, LinkedIn, Instagram, Youtube 
o You can also subscribe it to their magazine 

● Forbes 
o http://www.forbes.com/  

o Follow them on Twitter, Facebook, LinkedIn, Instagram, Youtube 
o You can also subscribe it to their magazine 

● Fortune Magazine  
o http://fortune.com/  

o Follow them on Twitter  
o You can also subscribe it to their magazine 

● Society of Human Resource Management (SHRM) 
o https://www.shrm.org/  
o Follow them on Twitter, Facebook, LinkedIn, Instagram, Youtube  

o You can also subscribe it to their magazine 

● Bureau of Labor Statistics  
o https://www.bls.gov/  
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Cover Letter 

A well-written Cover Letter can be just as, if not more important than a solid Resume. Although 

hiring managers often times use resumes, Google, or LinkedIn as a quick glimpse of candidates, 

the Cover Letter is your opportunity to present yourself in your own voice.  

Cover letters should be written unique to you, your interest in the position, your strengths, and 

the value you bring to the company. It should craft a narrative that markets you as a strong 

candidate for that particular job/company and leaves the Hiring Manager wanting to know more 

about you. Below is a sample of how your cover letter should be structured and the kind of 

content that should be included.  

1. Format: Include a simple header with your name and contact information. Begin with today’s 

date, double space down the page and enter the hiring manager’s name and title along with the 

office address. 

● Example: 

 

2. Intro: Introduce yourself  by mentioning what position & company you are interested in, how 

you found it, and why it is compelling to you. 

● Example  

 

3. Marketing yourself: Compare the job description requirements to your own experience and then 

further explain how you can be an asset to their team.  

● Example  



 
 

 

4. Conclusion: Thank them for their time and express interest in interviewing for the opportunity. 

 

 

Cover letter writing tips: 

● Google and other search engines can lead to a great deal of Sample Cover Letters, so if you’re 

having trouble getting started read through some of them to get an idea on structure and content.  
● Understand the requirements for the position you are applying for and use language similar to the 

job description to help you write your cover letter. 
● Customize your cover letter to reflect your resume but also clearly show the company that you 

have the qualifications and meet the guidelines for their specific job posting.     
● Proof-read!  

 

 

 

 

 

  



 
 

 

Resume 

1. Use a modern, professional, and consistent format.  

2. Use a simple header. 

3. In one clear and concise sentence add an objective that includes your biggest strength 

related to the job and your career goal. 

4. Tailor your resume to the job. Read the job description and incorporate industry 

keywords or “buzzwords” 

5. Make sure it is error-free and easy to read. 

6. Include metrics, achievements, and successful projects. 

7. Do not use fancy fonts and colors. 

8. Include computer skills, software knowledge and other languages spoken. 

Sample: 

 

  



 
 

 

Interview Tips 

Before the interview: 

1. PRACTICE, PRACTICE, PRACTICE 

2. Dress to impress- before an interview during confirmation make sure you ask what attire 

expectations are. If you do not know it is safe to come in business professional. Even if 

the attire is “casual” be sure to look clean, well-groomed and presentable.  

3. Be 10 minutes early just in case you need to fill out forms or for any other reason. Never 

be late (Keep in mind: “being on time is being late, being 10 minutes early is being on 

time”)! 

4. Print at least 3 copies of your resume (more if you know it will be a panel interview. 

5. Look up directions to the interview location the day before and be prepared for traffic or 

delays. If possible try make the drive beforehand. If you have any questions about the 

directions or parking situation it is acceptable to ask the company for this information, 

but do not ask them for information a simple online search could answer.  

6. Research the interviewer’s background for common talking points.  

During the interview: 

1. Introduce yourself with a firm yet non-threatening handshake, eye contact, and a smile.  

2. Ask how his/ her day is going to make it bit more personable. 

3. Make sure you are mirroring the interviewer's tone and inflection. Do not speak too 

slowly or too quickly, most of the time the interviewer’s communication is a good tool to 

gage how you should communicate as well.  

4. Offer a copy of your resume.  

5. Ask if it is ok with the Interviewer for you to take notes and do so if allowed.  

6. Be engaging. 

7. Ask questions. Typically you will be given a time at the end of the interview for 

questions, but most hiring managers allow questions during the interview as well, 

especially if it helps you better answer one of the questions being asked. 

8. Things to make sure you understand when leaving the interview:  

a. What is the position you are interviewing for and what are the performance 

expectations?  

b. Why is this position open? 

c. What is the hiring company looking for/ need? 

d. Is there room for growth? 

e. How quickly are they looking to fill the position? 

f. What is the company culture like? 

9. Be prepared to ask a couple of questions to exhibit your interest in the position and also 

express your desire to understand more about the role or company.  

10. Thank them for their time and ask for a business card.  

After the interview: 

1. Be sure to send a thank you letter within 24 hours.  

2. If you have not heard back after a week it is acceptable to politely follow-up with the 

hiring manager, recruiter or HR Department contact. 



 
 

 

 

Applying 

1. A good job search will most likely involve submitting applications for an expansive 

group of available opportunities. Be sure to keep a spreadsheet of the companies and 

positions that you are applying for. STAY ORGANIZED! 

1. Read through the job description to make sure it is an opportunity that is relevant to your 

end goal.  

2. Research information about the company, culture, and location prior to applying. 

3. Tailor your resume to each position adding keywords that pertain to the position itself. 

Then apply with both a cover letter and resume, as well as any other materials the 

company might request. For example- if a company has its own online application you 

are asked to complete, do not leave it blank simply because that information is also on 

your resume.  

4. If there is a contact name make sure you use it and follow-up with the company within a 

week if you have not heard from them. 

5. Practice before an interview. Research industry-standard questions and prepare answers 

that include positive examples from your own work history, if possible.  

6. Contact Career Services! For further assistance or interview preparation you can reach us 

at careerservices@westcliff.edu  

 

mailto:Careerservices@Westcliff.edu



