














Like a house, your job search needs structure. Too many job hunters 
fail to build their ‘house’ completely and go about their job search in a 
disorganized fashion. Unstructured job searches rarely yield results. 
Use the following ‘building plans’ to organize your house. 

FOUNDATION = FOCUS 
 
Take the time to identify skills and other factors you want to use on the job, types of places 
that provide those opportunities and particular geographic locations (one or two) you are 
most interested in.  Narrowing down options by using your interests, skills and strengths is 
ESSENTIAL to the job search. If you don’t build your foundation, you’re job search has no 
base and will collapse. 
 
WALLS/FRAME = TARGET LIST 
 
Using your focus and geographic market, create a list of 15-25 SPECIFIC places (specific 
company names) that fit your criteria. This gives the job search purpose and direction. If you 
don’t build your target list and give yourself structure, you will resort to passive methods like 
answering classified ads or sending out unsolicited résumés (both ineffective job hunting 
methods.) 
 
ROOF = RESEARCH 
 
Find out everything you can about the companies on your target list.  Read, watch, 
listen, search.  This is your ‘cover’ and will ‘protect’ you when you begin talking with con-
tacts. Doing research and knowing your stuff will give you something to discuss with net-
working contacts (as well as impress them), AND it will set you apart from other job hunters. 
It will also demonstrates your seriousness and focus. 
 
WINDOWS = NETWORKING CONTACTS 
 
Contacts open up ‘windows’ in your job search. They share information, get to know you 
and can let others know you exist. They’ll also offer job leads when they know of them and 
can get résumés to the right people. It’s YOUR JOB to seek out contacts and develop rela-
tionships with them. Always ask a contact to suggest new contacts to reach out to. You 
MUST make sure the other elements of your house are in order  
before starting this step. The best networking attempts come from those who’ve done their 
homework.  

Job Search = House 



CHAPTER 2– Focus/ID Targets 
 
Think about the types of skills you’d like to use on 
the job, the types of environmental factors that  
affect the workplace and any special interests or 
causes you may have or feel strongly about. Ask 
yourself questions about what YOU want in a job. 

For example… 
 
 Do I Iike working under tight deadlines? 
 
         Is the east coast the only area I want to work in? 
 
 Do I want my company to specialize in sports? 
 
 Do you need to live at home for the first year after graduation to 
 save money? 
 
 Does wearing a suit every day sound terrible? 

 
Critically examining what you are looking for in a position can help focus 
your attention on those companies/employers that will best suit your 
needs and wants. 
 
Complete the following focus and target worksheets.  This step is the 
most important part of your job search and will provide structure and  
direction. This is ESSENTIAL in a proactive job search. 

 
 
Targeting is the foundation of your job search.  Until you 
know what you’re looking for, you can’t move forward. 



Finding Your FOCUS Worksheet 
 
Think about the following skill areas and write down how you like to work 
in them.  Two or three areas will likely dominate. There may be a couple of 
skill areas that you don’t enjoy or consider necessary to consider in your 
search. That’s ok. Give examples from your experience to demonstrate 
each skill. Thinking of things you DON’T like can help you narrow your  
focus, too. 
 
 
1.  PEOPLE  How do you like to interact with those around you?  Some examples:  Teach, inform,  
educate, help, motivate, persuade, direct, interview, team-up.  Give some examples of situations you’ve 
enjoyed (or NOT enjoyed) when working with others. 
 
 
 
2.  ORGANIZATION  What do you like to organize (if anything)? Things? People? Ideas?  Events? 
Schedules? Information? Give examples from your experiences of things you’ve enjoyed organizing. 
 
 
 
3.  WRITING  All jobs require some form of writing.  It may or may not be a main focus.  What do you 
like to write? Information pieces? Opinion? News? Persuasive or marketing copy? Correspondence? Do 
you like to create characters? Situations? Do you like to write short, creative descriptions? Compile  
Information gleaned from interviews? 
 
 
 
4.  RESEARCH  Do you like digging for information or figuring out where to look for it? Internet re-
search? Analyzing numbers or data to draw conclusions? Do you like using information or data to solve 
problems? Reviewing archives for pictures or video? 
 
 
 
5.  TECHNOLOGY  Do you like to work with equipment like lighting, cameras, editing systems, audio?  
Do you enjoy using computers to create posters, newsletters or websites? Or are computers simply a 
means to get the job done (word processing, email)? 
 
 
 
6.  CREATIVITY  In what ways do you like to be creative?  Visually?  With words?  In problem solving? 
In events planning or marketing? 



Skills are just one aspect of a job.  While you’ll rarely find a job that meets 
all your criteria, you can do some additional narrowing down by filling out 
the last two sections: 

 
7.  ENVIRONMENTAL FACTORS  
How do you feel about deadlines? What types do you work best with? Daily, weekly, deadlines you set?  
Corporate v. a more casual work atmosphere? Do you prefer a structured office with clearly defined 
roles, or a looser set-up where everyone pitches in? Do you prefer to know what each day will bring, or 
have constant change and unpredictability? Something in between the two? How much control do you 
need over your day and responsibilities? Do you like to travel? Locally? Domestically? Internationally? 
Do you like to get out of the office frequently, or do you prefer going to the same place every day? Other 
criteria that would affect your daily job? 
 
 
 
 
 
 
 
 
 
 
 
 
 
8.  OTHER FACTORS 
Do you have any additional interests or skills that would further narrow down your list of possibilities? 
For example, an interest in the music or entertainment industry? Sports? A cause or belief that you hold 
in high regard, like women’s issues, healthcare, animals or the environment? A language or cultural 
knowledge you wish to utilize? 

 
 
 
 
 
 
 

The purpose of this exercise is to NARROW down your options.   
With so many possibilities out there, use your interests,  

strengths and preferences to hone in on what you  
want to do and where you want to be. 

 



Create a TARGET List 
PURPOSE:  To create a TARGET LIST of potential employers. If you do not take the 
time to focus your job search, you will rely on passive methods (classified ads, job 
leads, etc.) to provide focus for you.  This is YOUR job search—take control! 
 
 

A. SKILLS/ENVIRONMENTAL FACTORS  
 Choose five to six of the most important things on your focus sheet. List 
 them here. 
 
1. ____________________________     2. ____________________________ 
 
3. ____________________________     4. ____________________________ 
 
5. ____________________________     6. ____________________________ 
 
B.       EMPLOYERS    
 Identify 10 types of employers who need these skills or provide those 
 work environments. Think in general terms. Ex:  Not-for-profits, sports 
 teams, etc. 
 
1. ____________________________     2. ____________________________ 
 
3. ____________________________     4. ____________________________ 
 
5. ____________________________     6. ____________________________ 
 
7. ____________________________     8. ____________________________ 
 
9. ____________________________     10. ____________________________ 
 
C. GEOGRAPHY     

Identify one to three markets where you most want to be.   
      Ex:  Boston.  Broadcast people may need to use regions.  Ex: Northwest 
 

1. _______________________________________ 
 
2. _______________________________________ 
 
3. _______________________________________ 



D.TARGET SPECIFIC COMPANIES (combines B & C)  Write down SPECIFIC 
 names of 20-30 places that need your skills and are in your geographic  
 market(s.)  Examples:  WABC-TV, Hill and Knowlton, The Democrat &  
 Chronicle, Showtime Networks. 
 

1.   ____________________________       
2.   ____________________________ 
3.   ____________________________       
4.   ____________________________ 
5.   ____________________________       
6.   ____________________________ 
7.   ____________________________       
8.   ____________________________ 
9.   ____________________________      
10. ____________________________ 
11. ____________________________     
12. ____________________________ 
13. ____________________________     
14. ____________________________ 
15. ____________________________     
16. ____________________________ 
17. ____________________________      
18. ____________________________ 
19. ____________________________      
20. ____________________________ 

RESOURCES AVAILABLE TO ASSIST YOU  
IN COMPILING YOUR TARRGET LIST: 

 
CDC:      OTHER:  
-Industry directories    -Yellow pages 
-NACAN (alumni database)   -Internet searches 
-Trade magazines    -Professors, friends, relatives 
-JobOps (alumni listserv)   -Past internship contacts 

 
 

TARGETING gives your job search structure.  
You can’t move forward until you give yourself direction. 



CHAPTER 3– Do Your Research 
 
Know the basics.... 
Collect secondary information about target companies using:  
 
•The Internet  •Trade Magazines          •Reading or watching their product 
 
You must know and organize the following:  
•ADDRESS & PHONE NUMBERS— including headquarters, other office locations 
•DEPARTMENTS—how the company is arranged or set up 
•NAMES OF INDIVIDUALS  
•THEIR CLIENTS AND CURRENT PROJECTS  
•ANYTHING ELSE YOU WANT TO KNOW 
 
When you need PRIMARY information or info that only employees can give you, it’s 
time for Networking (see chapter 4). 
 
What do your target companies do? 
Today it’s easier than ever to go online and find out about communications businesses 
you are interested in. The company or organization may have its own website, which 
you may easily find through a web search. If not, you might search field-specific job 
banks to locate potential employers. The bottom line is, no matter if you investigate 
electronically or with paper and pencil, you need to know what the companies on your 
target list do.  
 
Examples of what’s important to know: 
 

• Is the television news operation number one in the ratings? How many and what 
 types of newscasts does it air? 
 
• Does the public relations firm specialize in health clients? 
 
• Does the advertising agency handle international accounts? 
 
• What geographic and demographic areas does the newspaper serve? What 
 publications, if any, does it compete with it? 

Finding the right job is a combination of luck, timing and organization. 
Be prepared—do your homework first! 



Researching an Out-of-Town Move       
Savvy career consultants suggest that you begin researching an out-of-town job move 
six months before you plan to be employed. You can start as early as possible looking 
into relocation and potential markets where you’d like to work. 

Be familiar with costs of living in your target areas.  
 
Obviously, larger cities and highly populated areas will offer more job  
options, but they may be more expensive places to live. Libraries and most 
colleges & universities have comparative cost of living information. 
 
 
Chambers of Commerce can be helpful resources.  
 
Other useful resources for researching new cities are www.bestplaces.net 
and www.findyourspot.com 
 
 
Consider getting a P.O. Box or cell phone number in that area code. 
 
Some people who are relocating may also use a friend or relative’s address 
in your target market to put on your résumé. There is definite bias against 
people who don’t live in the market that a job is located in, especially with 
so many qualified locals around.  
 
 
Realize that if you’re an “out-of-towner,” you’re competing with locals. 
People who are already in your desired market can start right away and will 
not need to relocate, familiarize themselves with the area, etc. This is why 
it’s best to move to the area where you’d like to work while you’re still 
searching. This way, it’s easier to develop contacts and assure your future 
employer that you know the local scene.  



CHAPTER 3– Network 
 
1. Gather contacts from... 
 •past jobs & co-workers   •family, friends & professors  
 •reading business section of paper •CDC’s NACAN alumni database     
 •trade magazines     •industry directories            
 •joining a professional organization 
 
2.  Set SPECIFIC networking goals. 
 •Why are you contacting this person? 
 •What type of information can this person provide you? 
 
3. Write specific goals & questions down on paper.  
 •i.e. Find out how economy is affecting this person’s company  
 •Get name of someone working on the ______ account 
 
4.   Determine your method of contact. 
 •Email, phone, letter, in person 
 
(Email and phone are the most frequently used methods of contact.  If emailing a 
NACAN contact, be sure to put “Newhouse grad” in the subject line. Otherwise, use 
“Job search question.”  If you have a quirky e-mail address, like “cutiepie@info.com,” 
consider setting up another account. For very high-level contacts, try a letter first.) 
 
BE PATIENT! Contacts have fulltime jobs. It is not their responsibility to talk to you on 
your schedule.  It’s YOUR responsibility to continue to try to reach them – be  
pleasantly persistent and accommodating.  i.e. “Would e-mailing my questions be eas-
ier for you?” or, “Is there a better time I can try you again by phone?” 
    
5.  Make your contact 
 •Be specific as to HOW he/she can help you; be professional and brief    
 •Ask permission to keep in touch, if necessary   
 •SAY THANK YOU—Send a typed thank you letter or handwritten note. Only 
  email a thank you as a last resort!   
      
6.  Follow up and stay in touch 
 •Stay fresh in your contact’s mind by sending a quick e-mail, or leaving a  
  message updating him/her on your status. Send contacts who are SU alumni 
  updates about  what’s going on in Syracuse and don’t always have an ulterior
  motive for emailing (i.e. you want a contact/info/help): people feel appreciated 
  when they don’t always have to respond! 



 
Be ready to make “small talk” that may turn into big opportunities 
Mentally preparing yourself for meeting new people and exploring  
employment options will help your job search.  
1. What does she/he do? What type of information can he/she give me? 
2. BE SPECIFIC as to what you want and how she/he can help you. 
 i.e. “ Are there any things I should avoid in my job search?” (specific) versus 
 “Can you give me any advice?” (too vague) 
3. Ask only what s/he can painlessly give. NEVER ask if there’s a job available.  
 The person you’re networking with knows you’re looking for work and will likely 
 tell you if there is an opening if she/he is comfortable with you. 
4. Only send a résumé if and when it’s asked for. NEVER send it in your first effort 
 to contact someone! 
5. Ask permission to keep in touch if the contact doesn’t offer. 
6. Get the name of another contact or organization that may be helpful to you. 
7. BE GENUINE. Don’t network just to network. If your efforts are forced, you likely 
 will not develop the type of networking relationships that can lead to results. 
 
Keeping in touch or staying top of mind 
Don’t call or e-mail only when you need something. Contact should be every three to 
four weeks—enough to remind contacts you’re still out there. Some suggestions: 
1.  A voice or email message updating the contact on your search or what you’ve 
  been finding out - perhaps something he/she told you was validated or  
 contradicted. Be upbeat, not doom and gloom! 
2.  SU postcard (if SU alumni) — again, include an update of your search  
3.  An article of interest from a trade magazine 
4.  A call to get more contact names or opinion 
 
Example of ‘in touch’ message left on voice mail or sent via email.  
Notice that NO RESPONSE is necessary from the contact:  

       
“This is John Smith. We spoke last week about Miramax’s marketing department and 

you gave me Ann Smith’s name. I spoke with her and she was very helpful.  
Thanks so much for your assistance. I will keep in touch. Have a good day.” 

Networking Preparation 

VOLUME is KEY. You must talk to as many people as possible. 
The more “money” (contacts) you put down on the roulette wheel,  
the greater your chancer of winning (hearing of a job lead)! 



 
The job hunt is like dating. 

People know you want a job, just as you may assume people you date 
want to eventually get married. However, you would NEVER approach a 
first date with an engagement ring or marriage proposal.  
 
The equivalent is giving a networking contact your résumé. They MAY 
want to hire you or help you in the future but will ask for it if and when they 
are comfortable doing so.  
 
 

DO NOT RUSH contacts.  
You may feel desperate, but you need to play it cool. 

You must first get to know “the family” (the company/industry) and see if 
and where you fit in. This is accomplished through networking and it takes 
time.  
 

PATIENCE IS ESSENTIAL.  
Just because you want a job doesn’t mean one will materialize at the time 
that it’s convenient for you. 
 
 

Networking Misconceptions 
• One call is all it takes. Don’t let yourself be fooled into thinking that 
 you’ll make a call and that contact will instantly say,  “You sound 
 great  over the phone. When can you start?” 
• Make four calls; the fifth will yield a job. THERE IS NO FORMULA. 
• Make a call and the contact will take it from there, i.e., “I’ll shop your 
 résumé around...” It sounds too good to be true—and it is. 
• Calling the same five people repeatedly will result in something. 
  VOLUME is key. You must tell as many people as possible what you 
 are looking for. 

Résumé = Engagement Ring 



So When Do I Ask for a Job? 

(or if there are any openings?) 
 

ANSWER:  You don’t.  
 
 
 

EVER! 
 
People know you are looking for work and will volunteer if they know of any-
thing and IF you have proven you’re focused.  
 
 
Stay “top of mind.” 
Networking will yield verbal job leads and other contacts. If you are talking to 
enough people, you will begin to hear of leads or be asked to send your  
résumé. It is up to the job hunter, however, to stay top of mind by keeping in 
touch with these people. 
 
 
Timing is EVERYTHING in the job search.  
You assist timing by being focused, talking to as many people who do what 
you want to do as possible and by keeping in touch.  
 
 
Use job leads as networking leads.  
Rather than whipping off a résumé to the HR department, call the company 
and ask to speak to someone in the department where the opening is. DO 
NOT say you know there’s an opening. Talk about your interest in that  
company or field. We guarantee they’ll mention the opening and NOW you 
have someone to send your résumé to AND an opening line to start your  
letter with. 



CHAPTER 5– Control & Your Job Search 
 
There are many aspects of the job search you can and must control. 
• Focus of your job search (it’s all about YOU and what you want/like to do) 
• Quality and amount of industry research conducted/industry knowledge 
• Networking contacts—the quantity of contacts and ability to acquire more; your ability  
  to get helpful information from them; your ability to stay in touch. 
• Amount of weekly time dedicated to your job search. 
 
 
TIMING:  The ONE thing you cannot control. 
While it would be nice to get a job when it’s convenient for you, the communications 
industry doesn’t work that way (with VERY few exceptions.)  The Focus-Target- 
Research-Network process puts you in the best position so that when a job does open 
up, you’re the first person that comes to mind. 
 
 
Helpful hints 
• Continually re-evaluate your approach and what you’re doing. 
• Read trade magazines regularly. 
• Get organized.  An organized job hunter is a successful job hunter. 
• Use every opportunity to meet new people.  You never know who may be in  
  a position to help you on day. 
• Stay positive.  YOU WILL FIND A JOB! 
• Be like an arrow—have direction.  If you’re not precise in your focus and action, 

you’re letting other things or people control your search – and ultimately, your  
success. 

 
 
Things to avoid 
•Using classified ads and sites like Monster.com to get “focus.”  Focus has to come   
 100 percent from YOU! 
•Sending out mass mailings to companies asking for “anything” they have available.   
 Employers want focus! 
•DOING NOTHING.  Nobody is going to find you. YOU must find opportunity. 
 

 



CHAPTER 6– Emails, Letters & Résumés 
 
The letter’s purpose is to..... 
Demonstrate clearly HOW your skills and experiences relate to the company and/or 
position. 
 
- Avoid laundry listing adjectives and experiences. It should NOT be  
  your résumé written in paragraph form. Make it EASY for the  
  reader to see how you can help him/her. 
 
- Be short and sweet. 
 
 
 
There are 2 types of letters/e-mail messages in a job search. 
 
1. Networking – used 90% of the time in a job search 
 
2. Marketing or Cover – used the remaining time and ONLY  
           when you know there’s a job available 
 
 
 
General email/letter rules 
•NEVER begin with ‘my name is’ or ‘I just graduated from SU.’  
 Those are boring and trite openers.  
 
•Get to your point quickly. State your purpose for contacting the 
  person in the first or second sentence.  
 
•Spare readers ‘how you got interested in’ ______ field or what  inspires you, etc. (No 
“I’ve wanted to make films since I saw ‘ET.’”)  
 
•Avoid over-flowery language and words. If you don’t normally speak like that, don’t 
start now. Say what you mean simply and clearly. Bad ex: “I’ve had a plethora of ex-
periences through a medley of internships.”  



Sample Networking Email 
 
SET- UP: This contact was obtained from the CDC’s NACAN alumni database. He’s indicated a 
preference for email correspondence. 
 
To:  joeblow@aol.com 
From:  kmcgee@syr.edu 
Subject:  QUICK Newhouse Question 
 
Dear Mr. Blow: 
 
It’s not pretty out there in NYC’s production world but I’m going to try to break in nonetheless. I just 
graduated from Newhouse two weeks ago and am organizing my ‘targeted’ job search. 
 
I’ll be relocating to the City in early June and am hoping you could spare 15 minutes to give my  
company target list a once-over when I get to town.  
 
Let me know if that’s something you’d be willing to do. I’ll be in touch. 
 
Appreciatively,  
 
Karen 
 
COMMENTS: 
•Subject heading uses Newhouse and eludes that this won’t take much of the contact’s time. 
•The salutation shows respect by addressing him as “Mr. Blow”. Use a title until given permission to use 
the first name (unless the contact is a ’02 grad you know or someone you have an established  
relationship with).  
•Opening line acknowledges that the writer is aware of the current economy and realistic but committed 
to the industry regardless.  
•Writer suggests she is going about her job search in an organized fashion. Gives reader sense that he/
she is will not be wasting time with this one and that the writer has focus and purpose. She’ll be easier to 
help. 
•Writer asks one short, SPECIFIC question (to give her target list a once-over when she gets to town). 
Reader knows exactly how he can help her. 
•Writer gives contact an ‘out’ by asking if this is something Joe would be able to do. People appreciate 
that courtesy. 
•Writer follows ‘the ask’ with an action (“I’ll be in touch”). Joe knows that if he doesn’t have time to  
respond, he’ll still hear from her. 
•Overall tone of email is upbeat and focused; asks for little. 
 
POSSIBLE OUTCOMES: 
•Joe e-mails back to say Karen should call him when she gets to town.  
•Joe says he’d rather just talk on the phone. Karen emails him a few specific times/days to see which 
work best for him. She’ll call him based on what he chooses. 
•Joe doesn’t respond. Karen calls him one week later to ask same question. She can’t reach him. Calls 
main company number and is forwarded to his assistant who agrees to sit down with her. She’ll try to 
talk to Joe after she speaks with his assistant. 
 

THINK!  That’s what they’ll pay you for later, folks! 



SHAUN PEDDERTON 
123 Tucker Lane • Sometown, NY• 12345             

shaunpedderton@email.com • 315-123-4567 
 
March 27, 2008 
 
Ms. Denise Rudith 
Account Director 
XYZ Ad Agency 
456 Madison Avenue, Fl. 2 
New York, NY 10019 
 
Dear Ms. Rudith: 
 
I recently spoke with James Smith in your media department about opportunities at XYZ. 
After learning more about the entry-level planner position at your organization, I am excited 
to throw my hat into the ring as an applicant. My experiences as a planning intern for a  
ocal agency and the advertising coordinator for my campus’s student newspaper have  
prepared me well to be an active and savvy contributor to your organization. 
 
I am familiar with the fast-paced environment that your business lives in day in and day 
out. While at Eric Mower & Associates, I not only contributed ideas to daily meetings with 
the planning team but handled client queries and administrative duties, such as  
scheduling, simultaneously. Multitasking was an everyday task, and I excelled having 
earned top honors from my managers upon completion of my internship. As advertising 
coordinator at The Daily Orange, I head up all advertising outreach for the publication and 
single-handedly increased revenue for 2005 by 25 percent.  I am familiar with MRI data 
and am an Excel expert; creating mock media plans for clients such as Butterfinger and 
Exxon has sharpened my research and data-crunching skills. 
 
I am prepared to hit the ground running if selected for this position. I look forward to  
speaking with you about my qualifications and will be in touch in the next few weeks to set 
up a time. Thank you for your consideration. 
 
Sincerely, 
 
Shaun Pedderton 

Though it may be tempting, DO NOT copy phrases from cover letter 
samples. The CDC has gotten complaints about such offenders, and  
recruiters can sense it a mile away. Copying samples says three things:    
1) You’re lazy.    2) You’re NOT creative.   3) You take the easy way out! 



Why this Letter Is Strong 
 
1)  CONTACT INFO IS HIGH AND EASY TO FIND  Burying your e-mail address or 
phone number in the body of the letter will make it difficult for the reader to find it if he/
she is looking for it. 
 
2)  ADDRESSES READER BY NAME  Letters addressed to “Whom it May Concern” 
can seem less personal.  In addition, they hint to the reader that a) you didn’t break a 
sweat to find out whom you are writing to and b) you might be firing out the same letter 
to tons of other companies. Do your best to find out the hirer’s name. 
 
3)  LISTS A REFERENCE IN LINE 1  Including a mention of a reference (someone at 
the company you spoke with/know, or who referred you) gives the employer more of a 
reason to want to read your letter.  You immediately establish that though he/she may 
not know you personally, someone he/she knows does.  List a reference if possible. 
 
4)  SHORT AND SWEET, BUT PACKED WITH DETAIL  The reader leaves with a 
clear sense of why this candidate is viable for his/her internship without having to wade 
through lots of text.  If you detail those things that relate to what the employer is  
looking for most in a clear and concise way, you will demonstrate why you are qualified 
and that you are savvy about what the position entails. Your cover letter should high-
light the things you bring to the table that relate to the position you’re going for the 
most; it should not be a list of everything that’s on your resume. 
 
5)  SHOWS INSTEAD OF TELLS  If Shaun had just written that he was great at  
multi-tasking, researching and working in a fast-paced environment, the reader would 
have no proof that this was true.  By giving examples from your experiences that allow 
the reader to see you exhibiting these skills in his/her head, you will be convincing in 
your claims. 
 
6)  KEEPS THE FOCUS ON THE EMPLOYER Employers want to hear why you would 
be of value to THEM—not  why an internship/job at their companies would help your 
career, fulfill your lifelong dream, etc. Frame ALL of your phrasing around this. 
 
7)  DOESN’T GIVE THE EMPLOYER HOMEWORK If you want the job so badly, YOU 
should be the one who puts effort into the follow-up.  Including a closing graph similar 
to the one in this letter will show the employer how interested you are in the position 
and will keep the ball in your court so you have reason to be back in touch. Better for 
you to call him/her to follow up than to sit in your room crossing your fingers and  
wondering if the employer will get in touch with you! 



Writing Your Résumé 
 
Be sure to…  
 
- Demonstrate clearly to the reader you have the skills and experience to  
  perform the job. 
 
- Give examples of specific skills you have using action verbs (ex: Handled  
  busy phone line for five talent agents.)  
 
- Keep it to ONE page and be sure that it’s easy-to-read  (10 years  
  experience or less should surely fit on one page!) 
 
 
Note that…  
 
- Unless you’ve done your focusing, targeting, researching and  
  networking, résumés are difficult to write. Unfocused “everything”  
  résumés are nearly impossible to read and do not help readers discern  
  WHY you would be good for them. 
 
- Relevant experience is the number one type of criteria a recruiter looks  
  for in a communications resume. A good résumé will clearly outline what  
  you’ve done. 
 
- Remember to tweak your email as you gain new experience. The order  
  of your experiences, and perhaps even their details, may change de 
  pending on what is important to a particular employer.  
 
- Resumes are only sent to networking contacts when they are solicited.  
  See the previous section on how your résumé is like an engagement  
  ring. 



JANE SMITH 
Present: 150 Euclid Ave • #7 • Syracuse, NY • 13210 • 315-475-1111 

Permanent: 6 Eagle Lane • Titusville, PA • 16532 • 814-555-1212 
jsmith@email.com 

 
 
EXPERIENCE 
WEB DESIGNER  Boys & Girls Club – Syracuse, NY                      2005 
•Created site from ground up for local not for profit with team of three others  
• Interviewed staff, board and participants to determine content •Collaborated with writer on copy • 
Selected pictures to be used on site • Designed online survey form  
 
PAGE DESIGNER  The Daily Orange - Syracuse, NY               2004-2005 
•Responsible for laying out three sections five days/week • Worked with editor and photo edi-
tor •Wrote captions and sidebars • Consulted with sales staff and clients on ads   
 
FREELANCE PHOTOGRAPHER                               1999-present 
•Shoot weddings, stills and other commissioned work • Responsible for marketing and landing new 
jobs •Created website to display work (http://www.photosbyjane.com) 
 
COPY EDITOR/DESIGNER    Wolf Newspapers – Titusville, PA                 1999-2004 
•Solely responsible for layout of 20,000 circ weekly • Attended weekly meetings with editors and  
publisher to determine issue content • Supervised photographer and assistant • Edited captions,  
advertisements and other content • Met with advertising clients to ensure satisfaction with ads 
 
VOLUNTEER TEACHER   Titusville School District – Titusville, PA       2000-2001 
•Advised photography club for local school • Oversaw activities of 12 high school students • Created 
monthly assignments • Organized end of year photography show  
 
SKILLS 
•Adobe Photoshop, Flash, QuarkXPress, Adobe InDesign, Lexis-Nexis, FileMaker Pro, PowerPoint 
•Digital photography 
•Conversational French 
 
EDUCATION 
M.S. New Media – June 2005 
S.I. Newhouse School of Public Communications, Syracuse University - Syracuse, NY 
 
B.A. Communications – May 1999 – cum laude 
Monroe State College – Monroe, PA 
 
AFFILIATIONS/AWARDS 
Member, American Association of Newspaper Designers 
Honorable Mention, Page Design for Newspapers under 30,000 circulation (2002) 
 



Why Jane Smith’s Résumé Works 

 
1. CONSISTENT LAYOUT AND PRESENTATION  Jane uses caps and bolds to delineate her  
titles and places she worked. Avoids indenting, underlines and italics – all ‘eye confusers.’ Caps 
and bolding helps reader quickly get a synopsis of her experience – the ’10 second glance’. 
 
2. WISE USE OF SPACE  Puts addresses horizontally to save space. Uses bullets within the  
paragraph of each description to save space. Running bullets down on the left margin takes up a lot 
of space which is fine if you need to stretch things out. However, if you have a lot to squeeze on, 
the ‘bullets within’ layout is must more space efficient  
 
3. ONE PAGE  99% of two page resumes use space and/or graphics poorly. The rule is one 
page = 10 years experience. So if you have under ten years professional experience and are  
drifting onto two (or even three!) pages, take an honest look at your use of space and relevancy of 
the experiences included. You don’t have to include everything. Demonstrate your knowledge of the 
field by eliminating irrelevant or extraneous information.  
 
4. ORDER OF INFORMATION – MOST RELEVANT TO LEAST RELEVANT  First and foremost, 
the reader is looking for indications that you can perform the job or internship. Don’t make the 
reader search for the info. Pick relevancy over chronology if you must choose. Follow up with  
related skills, your ‘professional training’ (education) and then, if room, interests or activities.  
EXPERIENCE AND SKILLS SELL, NOT EDUCATION (especially for graduate students). 
 
5. INCLUDES A CLASS PROJECT  The web designer position was a class project but is very  
relevant and current. Just ‘cause you weren’t paid doesn’t make the experience less important. 
Same goes for relevant extracurricular activities. 
 
6. DESCRIBES EXPERIENCES EFFECTIVELY  Jane assigns a descriptive title and begins her  
sentences with action words that convey skill. She does not merely list tasks or nouns (ex; page  
layout, took photos) which provide no context for the reader.  
 
7. LISTS SPECIFIC SKILLS  Jane avoids generalized skills that aren’t specific to her field or areas 
of interest. This “speaks” to the employer’s needs by listing those skills that are relevant to the job. 
 
8. EDUCATION DISPLAYED SIMPLY AND CONSISTENTLY  Education and/or degree(s) aren’t 
what get you hired. Relevant experience and skills do. Don’t inundate the reader with educational 
awards, honors, etc. which mean little in the real world. NOTE: Jane doesn’t include any honors, 
GPA, etc from  her undergrad...it’s ‘old news’.  
 
9. INCLUDES RELEVANT MEMBERSHIPS/AWARDS  If you belong to a professional organization 
or two, include to show you are in touch with the industry—even better if you have received  
recognition! 
 
10. NO ‘REFERENCES AVAILABLE”  LINE Ted Bundy had references. It means nothing! 



 
You must devote specific time each day or week to your job search. We  
recommend a minimum of eight to ten hours per week dedicated to  
proactive job hunt activities. Here are some suggestions for how you can get 
started and set your goals:  
 
1. Contact one person a day; get at least one other contact from him/her. 

  
2.   Stay organized – keep files, phone numbers, email addresses. 
 
3. Research companies and professional organizations. Join groups  
      appropriate for your field. Go to luncheons, panels, etc. & network. 
 
4. Read trade magazines weekly. 
 
5. Review skills you want to use on the job – stay focused. 
 
6.   Talk to at least one person who doesn’t do what interests you. This  
      will help eliminate doubts about what you want to or “should be” doing. 
 
7.   Maintain regular contact with your networking contacts (the old “keep    
      in touch”). Every three to four weeks is recommended. A voice or email    
      update is fine – you must remain “top of mind.”  
 
8.   Use job leads as networking leads. It’s MUCH more effective and  
      separates you from the nameless, faceless sea of job hunters. (See    
      “hint” under “So When So I Ask For a Job?”—Chapter 4) 
 
9.   Volunteer somewhere you can use your skills to keep them fresh (if  
      financially possible). 
 
10. Join an appropriate professional organization (SPJ, PRSA, AAAA, Women    
      in Film & Video, etc). Many not only have regular meetings and events (great  
      places to network) but they often provide membership directories to members.  

CHAPTER 7– Jump Starting Your 
Job Search  



Home job hunt resources: 
 
• Public and local college/university libraries, where you can find  
 professional directories and trade magazines 
• Internet—for professional organization websites, as well as job banks  
 and sites for those businesses where you might like to work 
• Local professional organizations 
• Chambers of Commerce – City and town organizations where you  
 might find information and make contacts 
 
Job hunting mistakes: 
 
• Not putting in the time (minimum 8 hrs/wk). There is a direct correlation  
 between time spent weekly and length of job hunt. Realistically assess   
 how much time you’re really spending. 
• Using only passive methods, e.g., classified ads, mass mailings to hu 
 man resources departments, job fairs and employment bureaus. 
• Putting off the process because of vacation, summer commitments.  
 You can never start the FOCUS-TARGET-RESEARCH-NETWORK  
 process too early. 
• Setting a specific start date for employment – “I must have a job by  
 July 1...” 
• Expecting a job offer in another market BEFORE you move there.  
 You’ll have to visit or even move before you receive offers. 
 
YOU’RE IN TROUBLE IF... 
 
• Everything sounds interesting (you’ve lost focus). 
• Contacts are sending you to human resources departments or not  
 asking you to “stay in touch” (you’re asking for a job). 
• You’re getting interviews but not job offers (interview skills may 

 
If any of the above sounds familiar, please consider  
contacting the Newhouse CDC. We are here to help!  

Our number is (315) 443-3270.   



There are alternatives to landing a full-time job, too.  
 
Here are a couple of suggestions if you’re about to give up: 
 
1. Take a post-grad internship.  

 
 These give additional work experience, can help you develop  
networking contacts and can give you more “exploration time.” They 
often lead to permanent jobs as well. Internships are especially  
helpful if you’ve changed your interests and don’t have any related 
practical experience. Some even pay. 

 
2.  Consider temporary work.  

 
 It usually leads to full-time employment. This may be a good option if 
 relocating  to another market or if you’re truly unfocused and not 
 ready to commit to a full-time job search. Large agencies,  
 publishers, networks, etc. often have in-house temporary work or 
 floater programs. This is the one time we recommend contacting  
 human resource departments to find out how to sign up for these  
 programs. It’s important to call HR depts weekly once you’ve applied 
 for a temp  position there—they usually hire the ones that are top of 
 mind. Small and medium sized companies may employ a temporary 
 agency to find part-time or temp workers. Inquire with the company 
 HR dept to find out which temp agency they actually use. Get a  
 contact name from the HR department.  
  
 

  WARNING!   

 
There are some unscrupulous temp/placement agencies out there. Deal 
only with those that company human resource departments or networking 
contacts “endorse.” Avoid ANY placement or temp agency that charges 
you a fee! 



CHAPTER 9– Advice from Alumni  
 
“Sites like mediabistro.com are great, but make sure you work to find a friend or alumnus at the com-
pany to get you some help on the “inside.”  ‘07 

 
“Definitely network. I was nervous about contacting people who I didn’t know at 
first, but they were very nice and willing to help me out. Be active in your job 
search but always remember to be patient-- and never underestimate the power 
of a well-written thank you note!”  ‘06 

 
“Treat all contacts like PEOPLE, not stepping stones. Relate to them as friends and they will treat you as 
a friend, not as someone asking for a job.”  ’05 
 
“Expecting to get a job JUST because you went to Newhouse is a HUGE mistake. You need to market 
yourself on the skills you sharpened in school and the experiences you’ve had.”  ‘01 
 
“Network, network, network. Talk to anyone and everyone you can— you never know who can help you.  
Also be sure to stay in touch with those who you have contacted!”  ‘07 
 
“Don’t give up! Finding the job you want in the place where you want to be can take time, but it is worth 
it. Be persistent, consider every possible option and talk to alumni. An alum helped me get my first job. 
You’ll be surprised how willing some alums can be to help you out.”  ‘05  
 
“Networking is the key to it all. I heard about my current job through a contact I made through network-
ing. I kept in touch with her and was ultimately asked to come in for an interview! Start early, put in your 
time and eventually you WILL get a job. Newhouse and the CDC give you all the tools you need!” ‘06 
 
“You may go through 30 interviews without an offer, and suddenly the first place you were interviewed 
calls you back. Never lose contact with the companies that called you. They may really want you on the 
team, but can’t fit you in anywhere at the moment. That doesn’t mean they won’t call you when they do 
have an opening!”  ‘05  
 
“I spent one solid month having lunches and coffee meetings with other alumni. NETWORK! Although I 
got my job from Mediabistro, I got four other offers and three other interviews the day after I accepted it 
because of networking. When it rains, it pours. Be persistent and don’t get discouraged.”   ‘05  
 
“Don’t put a limit on when you think you should get a job.  It could take a while.  Getting a  
temporary job will help with paying bills until you can find what you are looking for.”  ‘03 
 
“Be versatile and be proactive. Research the companies you’re applying to, THEN write your cover letter 
and tweak your resume. And above all, be sure to follow up afterward.” ‘06 
 
“Network! Get business cards and talk to as many people as you can. Follow up and stay in contact. 
You’re not going to start at the top.”  ‘03 
 
“Just stay positive and don’t get down on yourself. Even if it takes a little longer than you may like, it will 
work itself out in the end. Stick with it!”  ‘07 
 



Three Themes for Job Hunter 
Success Stories 

 
From “What Color is Your Parachute?” by Richard Bolles   

 
 
1.  NO ONE OWES YOU A JOB 
This may sound obvious, but studies show one-third of job hunters give up 
during the first few months of a job search. They give up because they 
thought it was going to be simple, quick and easy. And somehow they 
expected rescue, awaited rescue, and it did not come. Hard truth: If you 
want a job, it is you who is going to have to go out and work hard to find it. 
 
 
2.  JOB HUNTING SUCCESS IS IN DIRECT PROPORTION TO EFFORT 
The more you try, the more hours you put into the job hunt, the more likely 
it is that you will land the job you are looking for. If, that is, your effort is  
intelligently directed. 
 
 
3.  YOU MUST BE WILLING TO CHANGE YOUR TACTICS 
If you try something and it doesn’t work, move on to another strategy. 
 
 

And, if you don’t know how to find a job… 
TALK to successful job hunters.  

 
THIS is what networking is about! 



A TALE OF TWO JOB HUNTERS 
 

SUZY SUCCESSFUL 
 
Suzy Successful leaves SU on May 14th. Before leaving, she stops by the Newhouse CDC and 
registers to receive the Newhouse alumni electronic newsletter, JobOps. Every two weeks she’ll 
get a list of job leads called into Newhouse as well as tips on job hunting.  Suzy attended the Job 
Hunt Marathon and pulls  
another ten contacts from the NACAN alumni database at the CDC before she leaves campus. 
She decides to take a couple weeks off to travel and visit friends but maintains reading her trade 
magazines during this time and leaves quick voicemail messages to her contacts letting them 
know she’s home. She also zips off some quick networking e-mails to the ten new contacts she got 
at the CDC before she leaves. 
 
Back home in early June, Suzy sets up a job hunt schedule—five hours of research/reading trade 
magazines, three hours of networking, two hours surfing the Internet/classified ads each week.   
 
Suzy visits some companies in her hometown that do what she’s interested in doing. She makes a 
good contact who’s worked in the city she wants to be in. This contact gives her a few more names 
there and suggests a professional organization that might be helpful to her. She joins it and still 
gets the student rate. She also makes follow up phone calls to the ten new contacts (whom she 
emailed) and sends in two resumes to classified ads —one from the Newhouse JobOps newsletter 
and one from hotjobs.com. 
 
Suzy plans a trip to her targeted market (about two hours from her home) for the second week of 
July. Suzy lines up eight to ten appointments with contacts there (some from Newhouse, a couple 
from the hometown contact and one from the professional organization she joined). She prepares 
a list of specific questions for her contacts, researches their companies and has a list of five skills 
she’d like to use on the job and the department she’d most likely fit in at these companies. Through 
her trade magazines she has learned of a new company that sounds interesting. She plans on  
getting a contact at this place when she’s in the city and will hopefully be able to visit when she’s 
there. 
 
Suzy makes her trip. While she’s not told of any openings, she gets some good feedback on her 
job hunt strategy, some more contact names and all of her contacts ask her to ‘keep in touch.’ She 
also filled out applications for temp work at three of the companies. She’s told she really needs to 
be living there before she’ll be considered but they’ll keep her information on file. Suzy DOES get a 
contact at that new company but isn’t able to set up an appointment. She returns home and writes 
thank you’s to the contacts she met with as well as a networking letter to the contact at this  
interesting, new company. 
 
 



Suzy checks in with her local contacts. One asks if she’d like to pick up some temporary, part-time 
work. She accepts and begins working about 20 hours a week. She’s been sticking to her job hunt 
schedule and lets her contacts know that she’s working part-time and keeping her skills fresh.  
 
In mid-July, Suzy gets an email from Ellen, the alumnus who called in the job lead she applied to in 
JobOps several weeks ago. While Suzy’s not qualified for the position, Ellen says she’ll keep 
Suzy’s resume around. Suzy thanks her and promises to stay in touch. 
 
The first week of August, Suzy calls Jim, a contact in the city, with a question about updating her 
resume with her part-time work. Jim tells her there may be an opening coming up and asks Suzy to 
send a letter and resume  he’ll get it to the manager. She gets a call for an interview later in the 
week and makes appointments to visit four contacts when she’s back in town, including Ellen. 
Suzy interviews with Jim’s company and makes her four visits to her new contacts. Ellen, in  
particular, is impressed with Suzy’s organization and focus and brings her into the CEO who says 
he’ll try to find something for Suzy.  
 
Suzy goes home and a week later, gets a job offer from Jim. Suzy calls Ellen to let her know and 
Ellen, though disappointed, advises her to take it. She asks Suzy to contact her when she gets  
settled in the city. Suzy starts her job September 1st and dislikes it immediately. She sticks it out 
for six months—all the while keeping in touch with her contacts, including Ellen. An opportunity 
pops up at Ellen’s company in the spring and Suzy naturally gets an interview and offer (the job 
wasn’t even advertised outside the company.) She leaves her first job for this position, and this 
continues. 
 
Suzy was successful because she: 
-Took advantage of resources while she was at still at SU 
-Was focused and organized 
-Set a weekly schedule of activities and stuck to it 
-Made the effort to meet with people and made the most of her visits 
-Continued to grow her network of contacts 
-Looked at the local market for contacts and part-time work 
-Thanked her contacts and kept in touch with them 
-Asked specific questions and/or had a valid reason other than ‘Do you have openings?’ when 
keeping in touch with contacts 
 
Bottom line:  
Suzy devoted the necessary time and used a combination of approaches to better her chances of 
finding work. Despite some minor setbacks, she prevails and her persistence pays off. 
 



EDDIE UNEMPLOYED 
 
Eddie doesn’t know what he wants to do. His lease in Syracuse isn’t up until June 30th so he  
decides to stick around here until then. Eddie stops by the CDC and signs up for the alumni 
listserv, JobOps. Eddie didn’t attend the CDC’s Job Hunt Seminar Series but is told that if he sets 
up a series of appointments with the CDC before he leaves to get a”crash course,” he’ll get access 
to the NACAN alumni database. He sets up an  
appointment for the week of May 20th.  
 
Eddie goes to his CDC appointment but finds out that he’s going to have to do some work focusing 
on skills he wants to use on the job and coming up with questions to ask contacts. He doesn’t set 
up a follow up  
appointment at the CDC as he doesn’t feel ready to look for a job. 
 
For the rest of May, Eddie spends an hour or two a day checking his email and surfing the Internet 
for job leads. He sends a few resumes out in response —one in Los Angeles, one in NYC. He 
waits, but doesn’t hear anything. He also sends a couple of e-mails out to past internship  
supervisors asking if they  “know of  
anything” 
 
In mid-June, he goes to NYC to visit some friends. While there, he makes a couple of phone calls 
to contacts he knows through his father. They agree to see him. At the appointments, the contacts 
ask Eddie what he’d like to do. Eddie says he’s not sure but he knows wherever he’s placed, he’ll 
do very well. The contacts ask him to leave a resume. He does so and goes back to Syracuse.  
 
Meanwhile, the CDC gets a job lead in an industry Eddie indicated an interest in. A CDC staff 
member remembers her meeting with Eddie and realizes this could be a fit for him,  But since 
Eddie hasn’t followed up with the office for his other “job hunt” consultations, the counselors have a 
hard time connecting him to the information. Eddie has also applied to a number of job leads in the 
JobOps alumni listserv: everything from sales positions to TV production to a sports reporting job. 
He gets no responses from the resumes he’s sent. Eddie’s very frustrated. No one is calling or 
emailing him back. If he’s “only given a chance,” he’ll “do well.”  “No one’s willing to give him a 
shot.”  
 
His lease in Syracuse is up at the end of June and Eddie returns home. Eddie resumes surfing job 
sites on the Internet. He supplements it by answering classified ads in the local paper. His father 
suggests he start sending out resumes to companies. Eddie spends an entire week looking 
through the phone book and sends over 50 resumes to various human resources offices in the 
area. Since he’s not really sure what he wants, he keeps his accompanying letter vague. He  
doesn’t want to hurt his changes by pigeonholing himself. He waits to hear from the companies. He 
receives one postcard saying his resume was received and is now on file. 



Eddie’s getting angry at his contacts. They aren’t “doing anything for him” and he zips off a few 
emails asking again, if they “know of anything.” He still gets no response. His voicemail messages 
aren’t getting any response either and the few contacts he does get on the phone tell him they 
have no openings or refer him to their job hotline.  
 
In late July, Eddie calls the CDC and explains that he’s not getting anywhere. He’d like some 
alumni contacts. Since he didn’t attend the Job Hunt Seminar Series or follow up with his individ-
ual appointment in May, he’s told he needs to complete a few steps FIRST before he gets con-
tacts. Eddie is mailed a job hunt target form where he must identify five to six skills he wants to 
use on the job, the types of places that need those skills, the market he wants to work in and  
create a target list of 20-30 specific companies. Eddie does this and talks with a CDC advisor on 
the phone about the next steps. He’s asked to come up with a series of questions that would be 
helpful to ask industry contacts—the first step in networking. The only thing he needs to know is if 
they have any openings so he doesn’t bother to contact the CDC again.  
 
Eddie starts calling his contacts again to see if they have any suggestions for him. He’s referred to 
a few industry websites but given nothing specific. He continues to answer classified ads from the 
Internet, the newspaper and JobOps but hasn’t yet gotten an interview. He’s doing “everything he 
can,” but there are no jobs out there and “no one is willing to help him.” As of September 1st, 
Eddie is still unemployed. 
 
Eddie is unsuccessful because he: 
-Didn’t take advantage of the resources at SU while he’s here. The CDC is open the entire  
summer and he spent two months surfing the Internet at home. 
-Is unfocused and disorganized (“Give me a job” is his mantra). 
-Had no plan or schedule to follow. His job-hunting activities were passive and sporadic  
answering classified ads and doing a mass mailing. 
-Did no research or made any attempt to learn what was happening in his industry 
-Didn’t seek out temporary or part-time work in the industry 
-Relied too much on contacts doing the work for him 
-Only asked contacts if they knew of openings  never took the time to develop relationships with 
them and have them get to know him and what he wanted to do 
-Was unwilling to put in the time and effort necessary for a true job hunt 
-Found others to blame for his lack of success 
 
Bottom Line:  
When you are unfocused, your job search is in trouble. Focus is the foundation of a job search. 
No amount of research or contacts will help you. Take the time to find it and THEN  
follow with the research and networking steps. NO ONE will find you a job except YOU. 
 

Written by K. McGee, Newhouse CDC (2002) 



You’ve applied to leads from networking contacts, or you’ve applied to a 
job you saw advertised in the Newhouse School’s electronic newsletter, 
JobOps, and now you have an interview... 
 
Be CONFIDENT. They already think you can do the job. Now they want to 
interview you to find out the following: 

 
1. Will you fit in with the office, group, etc? 
 
2. Do you offer any additional skills and/or qualities 
    that set you apart from other candidates? 

 
 
Preparation is KEY.    
Those who know themselves interview better. Really examine your  
résumé and be prepared to explain how your experiences have show-
cased your talents. What makes you a cut above the rest? Know the com-
pany and what the position entails, and prepare questions for the inter-
viewer. This DOES get easier with time. Use the following worksheet to 
prepare for EACH interview! 
 
 
Send a thank you letter.   
A thank you letter signifies to the employer that you are respectful and  
serious.  Now’s your chance to tell them you appreciate their time, as well 
as sneak in reminders about your enthusiasm and qualifications. Send it 
within 24 hours of your interview. 
 
 

Average prep time per interview should be about three hours! 

CHAPTER 8– Interview Etiquette 



SHAUN PEDDERTON 
123 Tucker Lane • Sometown, NY• 12345             

shaunpedderton@gmail.com • 315-123-4567 
 
 
April 20, 2007 
 
Ms. Denise Rudith 
Account Director 
XYZ Ad Agency 
456 Madison Avenue, Fl. 2 
New York, NY 10019 
 
 
Dear Ms. Rudith: 
 
Thank you for taking time to meet with me on April 19, 2006 in regards to 
the open entry-level planner position. I wasexcited to learn that XYZ just 
yesterday won the Pepsi account and am thrilled at the prospect of  
contributing to  the team that will be assigned to its management. 
 
As we discussed, I am no stranger to the ins and outs of the planning side 
of the business. Multi-tasking is something I shine at, and I will manage 
both administrative and non-administrative duties with equal  
enthusiasm and dedication. 
 
I am ready to hit the ground running at XYZ. Your agency is at the top of 
my list because of the strength of its client management and reputation for 
mentoring junior employees; I would be honored to put my skills to work 
for you.  As you have indicated that you will be making a decision early 
next week, I eagerly await your call. 
 
 
Sincerely, 
 
Shaun Pedderton 



Salary Negotiation 

 
People usually mishandle salary “negotiation” by saying “I need to make more” or worse, 
they bring in personal issues such as “I have student loans” or “I just bought a car.” That 
may be true but those were your decisions, not the employers. Personal justifications for a 
higher salary are NOT salary negotiation techniques. 
 
Proper and effective salary negotiation puts value to the increase you are requesting.  
Negotiation is not a demand for ‘more money’ simply because you feel you deserve or 
need it. Identify some skill or experience you have that the company may benefit from and 
then assign that a monetary value. For example, if someone offers $28k and you want 
$30k, you need to give him/her value for that $2k. Some examples of what may be worth 
that additional $2k: 
 
•Working knowledge of the company or department and/or proof of your value as a 
worker to employers. For instance, if you interned for them before -- you have inside 
knowledge and perhaps relationships with clients/employees AND they’ve seen you work. 
This is a possible negotiation point and worth $2k.  
•Computer or technical skills are also valued - HTML or basic web updating and  
computer troubleshooting, though not a main job description, might be worth something to 
a company.  
•Fluency in a second language such as Spanish might also be a negotiating point. 
•Intangibles like personality, work ethic, etc. -- you need to give employers hard  
examples of those and how that intangible will help the employer or make you worth the 
extra money.  
NOTE: Having two internships and a Newhouse degree are NOT negotiating points.  They 
are NOT things that separate you from other candidates!  
 
The most effective way to present a case is to say to an employer, “I’m very happy you of-
fered me a position with _____________, however I feel my prior knowledge of your  
department and the fact that you know me and that I’m an above average worker is worth 
an additional $2,500 to the offered salary.” At worst they’ll say no. Sometimes they may 
offer to evaluate you sooner—ast the six month mark instead of 12 months. Best case  
scenario: They agree that your value is worth additional money. Small- to medium-sized 
companies will be more willing to negotiate. Large agencies and companies do not, as a 
rule, negotiate entry-level salaries.  
 
The key is to show/provide value and put a price on skill, experience, etc. for the  
company. Demanding “more money” because you “deserve it” is NOT negotiation. 
 
Salary negotiation implies that you have or offer something additional that the em-
ployer values. At entry level, negotiating isn’t always an option. 



2007 Average Salary by Major 

 
 

These numbers are collected from all SU students entering a field, not just from Newhouse 
students, and they may not be entirely representative of the field. Salary is heavily  
dependant on the market! 
 
 

ADVERTISING 
$38,000 

 
BROADCAST JOURNALISM 

$30,117 
 

GRAPHIC ARTS 
$29,187 

 
MAGAZINE 

$33,666 
 

NEWSPAPER 
$32,000 

 
PHOTOGRAPHY 

$27,000 
 

PUBLIC RELATIONS 
$35,638 

 
TELEVISION, RADIO, FILM 

$30,990 



CHAPTER 10– How the CDC Can Help 
 
The Newhouse Career Development Center is open all year, including the summer 
and breaks. We can:  
 
 •Help you refocus skills and assist you in the targeting process 
 •Give advice on handling specific situations over the phone 
 •Review résumés and letters 
 •Send alumni contacts (see instructions below) 
 •Provide job hunting tips and leads through our biweekly, alumni electronic    
   newsletter, JobOps (you MUST sign up to receive this.) 
 
 
Visiting the CDC during the summer... 
If you’d like to use CDC resources, we are open all summer Monday through Friday 
(hours vary). Avoid disappointment and call ahead—especially if you want to speak with 
a career advisor during your visit. You must schedule an appointment if you want to 
speak with someone one-on-one. 
      
   

CDC MAIN NUMBER:       315-443-3270 
 
 
How to make ALUMNI CONTACT REQUESTS 
 •Go to the Newhouse Alumni Career Advisory Network contact request page,    
   at http://newhouse.syr.edu/alumnus/career/nacanrequestform.cfm  
   and fill out the form.  
 
NOTE: We protect our alumni contacts from untrained job hunters— which you will  

appreciate once YOU are in the database!— so if you did not attend the CDC’s 
Job Hunt Marathon while you were on campus, you will be required to complete 
a job hunt target sheet and demonstrate appropriate networking etiquette  
before we give you any contacts.  

 
 
    NACAN  DOs and DON’Ts 
 DO...       DON’T... 
- Ask NACAN contacts for career advice   - Use NACAN for anything other  
- Follow up!          than career advice 
- Allow one to two weeks to receive your   - Expect anything! 
  contacts by mail      - Forget to say thank you! 



 
 

JOIN THE NACAN DATABASE! 
(Newhouse Alumni Career Advisory Network)  

 
You know how much you’ve appreciated the alumni contacts during your 
job search. Now you can give a little back and help others who are in your 
former shoes (job or internship hunting students or alumni) by visiting: 

 
http://newhouse.syr.edu/alumnus/career/joinnacan.cfm 

 
There, you can construct/update your NACAN profile to be entered into 
our system. We’ll get you in the database AND announce your new posi-
tion in an upcoming issue of JobOps! 
 
 

POST A JOB OR INTERNSHIP WITH THE CDC 
 

If the company/organization you join has staffing needs, consider listing 
job or internship leads with the CDC! As you know, we can quickly get the 
word about any openings out to our undergraduates, graduate students 
and alumni.   
 
Send a brief description of the position to mtrobert@syr.edu (it should  
include the duties, required qualifications, location of the position,  
information on how to apply, due date, etc.) or use the online form avail-
able at http://newhouse.syr.edu/alumnus/career/postjob.cfm. 

CHAPTER 11– Give Back! 

Thank you in advance for your participation! 



What is NACAN? 
NACAN is a database of over 3800 Newhouse alumni who have agreed to 
serve as contacts for students and alumni interested in the  
communications industry. NACAN is the single most valuable career re-

What does being a member involve? 
Once you join NACAN, your information will be entered into our database 
so that students and alumni may read your profile and contact you with  
career and industry-related questions. Most alumni find that they are  
contacted a few times a year and the time commitment is very  
manageable. 

How do students use NACAN? 
Students MUST complete a job hunting seminar that teaches how to  
organize a job search, how to network, and how to write networking emails 
effectively. The seminar tries to ensure that the students are organized 

How do alumni use NACAN? 
As a NACAN contact, you’ll be given access to alumni in a variety of fields 
and geographic markets (quid pro quo) To become a  
member, visit http://newhouse.syr.edu/alumnus/career/joinnacan.cfm 
and construct your profile. 

When you become a NACAN veteran:  
Chances are good that you will change jobs or positions just a few years 
after having joined NACAN. Please take a minute to update your network 
bio and contact information.  You may do so online at:   
http://newhouse.syr.edu/alumnus/career/joinnacan.cfm. 

 
 “The advice I got from NACAN contacts really helped me focus my job hunt and 
land my first position. Knowing that there are other Newhouse alumni out there 

willing to help one another is invaluable.”  
-Advertising graduate, class of 2002 



CHAPTER 12– Online Resources 
Remember to check some sites outside of the category that coincides with your major/field of  
interest. Some may have crossover. For example, one might find ad sales or publicist positions 
for a magazine on Mediabistro.com. These sites are meant to be a SUPPLEMENT to your 
search. Some may list jobs or career resources.  Others may list industry events, news, etc. 

General: 
Bureau of Labor Statistics     http://www.bls.gov/oco/ 
Craig’s List (public posting site, so use discretion) http://www.craigslist.org/ 
Guide to jobs on Internet      http://www.rileyguide.com/ 
Richard Bolles (“What Color is Your Parachute?) http://www.jobhuntersbible.com/ 
Indeed         http://www.indeed.com/ 
Vault         http://www.vault.com 
Weddles      http://weddles.com 
Weddles Guide to Industry Associations  http://weddles.com/associations/index.cfm 
WetFeet      http://www.wetfeet.com/ 
 
All Communications Fields: 
Association for Women In Communications   http://www.womcom.org/ 
IWantMedia      http://www.iwantmedia.com/ 
MediaLife Magazine     http://www.medialifemagazine.com/ 
 
Advertising:  
Advertising Age       http://adage.com/careers/ 
AdWeek      http://www.adweek.com/aw/classifieds/
index.jsp 
American Assoc. of Advertising Agencies    http://www.aaaa.org/ 
Folden      http://www.folden.info/
advertisingorganizations.html 
Talent Zoo      http://www.talentzoo.com/ 
 
Broadcast Journalism: 
Broadcast Image Group    http://www.broadcastimage.com/
public_jobs.aspx 
Broadcasting and Cable    http://www.broadcastingcable.com 
Electronic Media (click on “News”)  http://www.tvweek.com/classified.cms?tab=61 
J-Jobs       http://journalism.berkeley.edu/jobs/tv.html 
Joblink @ AJR (coming soon)   http://www.newslink.org/joblink.html   
Journalism Jobs     http://www.journalismjobs.com 
Lost Remote      http://www.lostremote.com/media/jobs 
 



Medialine (fee-based)    http://www.medialine.com/jobs.htm    
National Association of Broadcasters  http://www.nab.org/bcc/  
NewsLab       http://www.newslab.org/ (click on Links) 
Nielsen Market Rankings    http://www.nielsenmedia.com/DMAs.html 
Radio–Television News Directors Assoc. http://www.rtnda.org/jobs/ 
RTNDA (membership required to access)  http://www.rtnda.org   
Smart Recruit (for producers)   http://www.smartrecruit.com/apply.cfm   
SPJ Jobs (membership required to access)  http://www.spj.org  
Sportscasting Jobs (fee-based)   http://www.sportscastingjobs.com   
Talent Dynamics/AR&D    http://www.talentdynamics.com/jobs.html
   
Talent Trainers      http://www.talenttrainers.com/jobs.asp 
TVJobs (fee-based)     http://www.tvjobs.com/jbcenter.htm   
TV news salaries     http://www.rtnda.org/research/
salaries02.shtml 
TV Rundown (fee-based)    http://www.tvrundown.com/resource.htm   
TV Spy               http://www.tvspy.com/jobbank.cfm?
type=list&category_id=150 
 
Graphic Arts: 
American Institute of Graphic Arts   http://www.aigadesignjobs.org/public/
default.asp?t= 
Design Observer (blog)    http://www.designobserver.com 
News Design site     http://www.newspagedesigner.com 
Society for News Design    http://www.snd.org/jobs/jobs.lasso 
Soc. of Publication Designers (to join mail list) http://www.spd.org/FAQs.html 
 
Magazine:  
ED2010         http://www.ed2010.com 
Magazine Publishers of America    http://www.magazine.org/careers/ 
Mediabistro        http://www.mediabistro.com 
Mr. Magazine     http://www.mrmagazine.com/ 
Publishers Weekly      http://pwjobs.vault.com/ 
 
New Media:  
Internet Professionals Org.    http://www.ippa.org/jobshotline.html 
 
Newspaper/Print Journalism:  
American Journalism Review   http://www.ajr.org/ 
American Society of Newspaper Editors  http://www.asne.org/ 
Columbia Journalism Review    http://www.cjr.org/ 
Journalism Jobs       http://www.journalismjobs.com 
 



Journalism Jobs (different site)   http://journalism_jobs.tripod.com/ 
Poynter Institute (click journalism jobs link) http://www.poynter.orgresource_center/   
Society for Professional Journalists   http://www.spj.org/ 
 
Photography: 
Advertising Photographers of America  http://www.apanational.com 
American Society of Media Photographers http://asmp.org/ 
Amer. Soc. of Picture Professionals (links) http://www.aspp.com/resources/index.lasso 
Editorial Photographers    http://www.editorialphoto.com/ 
National Press Photographers Association    http://www.nppa.org/ 
Prof. Photographers of America (listservs) http://www.ppa.com/i4a/pages/index.cfm?
pageid=59 
 
Public Relations: 
Holmes Report     http://www.holmesreport.com/l 
PR Week      http://www.prweekjobs.com/ 
Public Relations Society of America   http://www.prsa.org/jobcenter/main/ 
Public Relations Student Soc. of America http://www.prssa.org/jobcenterdefault.asp 
 
Television/Radio/Film:  
American Women In Radio and Television  http://www.awrt.org/  
Assistant Directors     http://www.assistantdirectors.com/  
B-Roll (TV photography)    http://www.b-roll.net/ 
Cynthia Turner’s Cynopsis    http://www.cynopsis.com 
Directors Guild of America    http://www.dga.org 
Entertainment Careers    http://www.entertainmentcareers.net 
Hollywood Creative Directory   http://www.hcdonline.com/jobboard/default.asp 
Hollywood Momentum    http://hollywoodmomentum.com/jobs.htm 
Hollywood Reporter     http://www.hollywoodreporter.com 
International Radio and TV Soc. Fdtn.  http://www.irts.org/ 
ShowBizJobs     http://www.showbizjobs.com/dsp_jobsearch.cfm 
Women in Film     http://www.wif.org/ 
Writers Guild of America, West   http://www.wga.org 
 



 
SU subscribes to NACElink, the largest alumni recruiting network.  Log on to  
http://www.experience.com. Create an account  for free and take advantage of the  
following features: 
-Search 10,000+ jobs     
-Network with Alumni from your school       
-Browse career related content 
 
This is a great SUPPLEMENT to your Focus-Target-Research-Network job hunt! 

 
  
To activate your account: 
 
1. Go to https://syr-csm.symplicity.com/students/ 
 
2. You will need to scroll down and select Syracuse University. 
 
3. Enter your email and your password, which is the first or last four digits of your SUID  
    number – you can and should change this password to something you’ll remember!) 
 
4. Activate your account by filling out the information. They ask about your interests,  
    your major, etc. 
 
5. Once you’ve activated your account, you must upload your résumé by going to “My  
    Documents” and following the instructions for uploading a document. NACElink 
    won’t accept InDesign documents so keep the résumé a simple Word document. 
 
 

 
QUESTIONS or PROBLEMS with NACElink/Orangelink?   

Contact the Center for Career services:  315-443-3616 

Additional Services 



This edition of “Making it a Reality” is made possible by a gift from Barry Lewis, PC ’64, and is  
dedicated to his beloved wife Bobbi Lewis, PC ’64.  It is her family’s hope that you, like her, will go 
on to find your dream job in this profession and will mentor others along the way. 
 

Bobbi Lewis 
(1943-2002) 

“To meet you, our pleasure. 
To know you, our honor. 

To love you, our treasure.” 
 

Barbara “Bobbi” Lewis was born Barbara Epstein in Syracuse, New York. She graduated from the 
S.I. Newhouse School of Public Communications at Syracuse University in 1964. Armed with a 
Bachelor of Science degree, Bobbi transitioned into a junior executive position as the Director of 
Scheduling and Promotions at WCBS-TV—Channel 2.  She worked there for several years before 
leaving temporarily to raise her two children, Marne (PC ’92 TCM) and Eric. 
 
Upon her return to the business world, Lewis was hired at WRKL in Rockland, NY, where she 
quickly became the station manager.  In 1985, when WRKL’s owner, Betty Ramey, decided to sell 
the station, Lewis sought investors and was able to purchase the company.  s president and  
co-owner, she worked with the same investors in 1988 to acquire WZFM, 107.1, the former home 
of Howard Stern, where she also became president. Throughout her life, mentoring young people 
into the communications profession would remain among Bobbi’s highest priorities. 
 
Bobbi always put her family first, yet she also made time to help others. The Bobbi Lewis Cancer 
Program at Good Samaritan Hospital, the Bobbi Lewis Jawonio Group Home and a lobby at the 
Provident Bank United Hospice Bereavement Center all bear her name in recognition of her  
devotion to the community. 
 
Lewis served on the decision-making boards of several not-for-profit organizations, including the 
American Cancer Society of Rockland, Good Samaritan Hospital, United Way of Rockland and  
Leadership Rockland. In addition, she received many awards for her outstanding service to the  
community.  Among these were:  Person of the Year 2002—Reuben Gittleman Hebrew Day 
School; Medal of Honor—Good Samaritan Hospital; Communicator of the Year 1995—
Communication Professionals of Rockland; Humanitarian of the Year 1995—Asian-American  
Organization of Rockland; Woman of the Year 1988—Association of Retarded Citizens. 
 
Bobbi Lewis took her talent and passion for people and communicating and parlayed it into a career that earned the 
respect of those she touched.  he was a leader in her home, a leader in her community, and a leader in her  
profession. She is missed by all. 




