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TheFrank Capone Career Development Center
Senior & Graduate Placement Services

Welcome to The Frank Capone Career Development Center. In an effort to make your
experience with us both positive and profitable, we ask you to take a moment to familiarize
yourself with the following steps necessary to support your search for employment upon and
after graduation. If you have any additional questions regarding services you may contact us
at 201-200-3005 or 1-800-624-1046.

What You Need To Do:

e Pick-up and complete asenior packet. Packets are available from the Career Center in
VodraHall # 101 or the bulletin board folder in the VVodralobby. Packets may aso be
downloaded from our websiteat www.njcu.edu/dept/acp . Click thelink for “career
development”, click “graduating seniors’ scroll to “download forms”.

¢ Attendan open resume workshop for senior/graduates, update your resume, and
submit itelectronically by disk or email for review.

e Toschedulean individual appointment contact Mrs. Shirley Williams at 201-200-
3571. You must bring your updated resume on afloppy disk and your completed
senior packet to the appointment.

e Submit 2 professional referenceletters. Referencescan befrom faculty members
and/or employers and should be submitted on the organization’ sletterhead. If thisis
not possible, the Non-Confidential Appraisal Formsincluded inyour senior packet will
suffice.

e Check thefull-time and/or education job bookslocated inthe Career Center library.

o After you have submitted your senior packet and finalized resume, register on
Monstertraksat NJCU, our online job search site (www.njcu.edu/dept/acp , click job
placement/monstertraks/students) and upload your finalized resume and cover |etter.
Detailed registration instructions are available from our office.

e Letusknow (please) if you:

* donot start receiving email lists of new jobswithin 2 weeksafter your resume
isfinalized and you have submitted your senior packet (contact Mrs. Wiliams
at 201-200-3571 or swilliams3@njcu.edu)

* Arecontacted by any of our employersfor an interview or receiveajob offer.

* Update your resume

* Changeany of your contact infor mation

e Call usif you have any questions, problems or concerns with your career planning and
placement process.
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Academic Career Planning & Placement
Senior & Graduate Placement Services

What WeWill Do:

Thefollowing services are specifically customized for seniors and graduates who register
with the Career Center for placement services and are provided in conjunction with other
services listed on the Career Center website:

Provideinformation, resources and workshops on devel opment of resumes, cover
letters, interviewing, career assessment and salary negotiation skills.

Provide resumeand cover |etter review.

Maintain el ectronic resume storage.

Providejob book listing of currently available postings for degree required positions.
Provideweekly e-mail list of new, degreerequired jobsreceived by our office.
Provide online accessto posted jobsin the Career Center viaMonstertraksat NJCU.
(Please note that based on theemployers’ preferences for jobposting with the Career
Center, the jobs listed on NJCU Monstertraks may be different from those included in
theweekly E-mail lists. Consequently, both sources should be checked.)
Activeresume referral serviceto areaemployers.

Early notification of on-campusinterview opportunities, career fairs, “hot” job
opportunities and other recruitment eventsat NJCU.

Inclusion of your resumein the NJCU student resume CD provided to areaemployers
seeking seniors and graduates.

Preparation for effective participation in career fairsand other recruitment events.
Handoutson effective use of theinternet as ajob search tool.

Assist and support seniors and graduates in the devel opment of amarketing plan for
effectivejob searching.

Provide on-going support and counsel for specific questions/ issuesarising during the
job search process.
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