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JOB-FINDING TECHNIQUES 
for the college woman 

A girl's senior year in 
college is filled with spe
cial activities and excite-

1 ment. As this eventful 
year progresses, the col
lege senior inevitably 
thinks of what she will 
do after graduation. 

Some marry soon after 
receiving their diplomas. 
A few continue academic 

work in graduate school. But most col
lege seniors are concerned with finding 
their first full-time jobs. 

The suggestions that follow can be used 
in looking for a summer job or for long
range planning, as well as in applying 
for a permanent job for the first time. 

The leaflet will be most valuable if you 
already have a clear idea of the kind of 
job you want, and if you have chosen 
your subject-matter field and prep·ared 
yourself for specific work in it. If you 
have not reached this point, you will 
need to consult faculty advisers and 
published guides ( see page 10) before 
making these decisions. 

The steps involved in getting a job 
include some or all of the following: 

1. Preparing a personal folder 
2. Canvassing the possibilities 
3. Submitting an application 
4. Making the most of the interview 
5. Choosing your job 
6. Reaching an agreement with the 

employer 
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Preparing a Personal Folder 

Assemble pertinent information on 
yourself and your qualifications, to be 
taken on interviews, sent with letters of 
application, or supplied upon request. 
Obtain several copies of all your papers 
since you will probably have to leave ~ 
set with each application. Clean copies 
of all typed material should be avail
able. Smudged, wrinkled carbons or a 
date long past give a very poor impres
sion. If you ask to have your papers 
returned, you should supply a self
addressed envelope of the proper size 
and with sufficient postage. 

Government agencies and some com
panies require job applications to be 
submitted on their own forms. The 
information in your personal folder will 
enable you to fill out the required forms 
more easily. 

Your personal folder should contain
O a resume of your training, experience, and 

other information. A sample form and sug
gestions for preparing this resume are given 
on pages 3 and 4. 

0 a detailed list of your courses, with emphasis 
on those that qualify you for the type of posi
tion you want. 

0 your official academic record, or transcript 
of credits, if the registrar's office of your 
college will supply it to you. Some colleges 
will send a transcript only to the prospective 
employer. There may be a small charge to 
you for this. 

0 copies of any published news reports of 
professional or academic achievements or 
awards you have received; published stories, 
articles, or technical papers you have writ
ten; or examples of art work. Clippings 
should show source and date. 
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0 references. The employer will usually ask 
for these. Before you use anyone's name as 
a reference, it is businesslike and courteous 
to request his permission to do so. Make 
sure that all names are spelled correctly and 
that addresses and official titles are up to 
date and given in full. 

0 any other pertinent data. It is probably not 
necessary to give such personal information 
as your religious affiliation; if an employer 
wishes to know, he will ask you. In fact, 
the Federal and certain State governments 
are not permitted to require such informa
tion. If you supply a photograph, it should 
be small ( about 2" x 3") and show only your 
head, with no hat. If the neckline of your 
dress shows, it should be of the tailored, 
business-dress type rather than the low
necked, formal variety. 

NOTES ON PREPARING THE RESUME 

Allow plenty of time to prepare your resume. 
It will be highly important to an employer's 
decision. 

Under student activities, list any offices you 
have held in your class, student-government 
organization, YWCA, and special-interest 
clubs. These often reveal potentialities for 
leadership, financial management, or organ
izing. 

Under work experience, list briefly tutoring 
and part-time work in college offices, libraries, 
laboratories, or residence halls; also vacation 
jobs (as camp counselor, for example) ; mili
tary service; and unpaid work such as teaching 
in church school, working with Girl Scouts, 
etc. Attach an extra page if you need to. 

Special skills and interests are important. 
Such skills as typing, driving a car, using a 
foreign language, or playing a musical instru
ment may provide the extra factor that tips 
the scales in your favor. 
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FORM FOR RESUME 

Name (Miss) 
(Mrs.) -------------------------------- ------------ ----------

Current address ____ ______________________________________________ _ 

_____ ______ ____ _ __ _______________ ___ ___ Phone __________________ _ _ 

Permanent address ______________________________________________ _ 
__ ___ ___ ___ ____ ________ ___ __ _ _ ____ _ ____ Phone ___ ____ _____ _______ _ 

Date of birth __ __________ ___ Height ___ ______ Weight ______ _ 

Date available to star t work --------------------- --------------

EDUCATION 
Secondar y school__ __ _____ ___________ ______ Dates -----------· 

College -------------------------------------- Dates ____ __ _____ _ 
Degree ____________ ___ Maj or ------------------------------· 

Minor __________________ ___ ______ ___ . 
Scholarships ______ _________________________________ __________ _ 

Academic honors and honor societies ___ ___ ____ _____ __ _ 

Student activities _____ ______ ____ __ --------------------------

WORK EXPERIENCE 
Employer (firm) ____ ___________ _________ ___ ________ ___ _____ ___ _ 

(supervisor) -------------------------------------- -
Address _______________________________ __ ______________________ _ 

Business ____________ __________ ______________ -------- ------- ----

Nature of your work and whether part time or 
full time ______________ ______ __ ________ __ _____ ___ ______ _____ ___ _ 

Starting date of job ____________ Closing date ___________ _ _ 

Amount earned -------------------------------------------------

Special skills and interests ------------------------ ------------

P r ofessional affiliations --------- --------------------------------

List of accompanying documents -----------------------------· 
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Canvassing the Possibilities 

Next, make a preliminary canvass of 
prospective positions. For this, you may 
wish to-
o register with one or more employment agen

cies, such as your college placement bureau, 
the local office of the State employment serv
ice, a commercial employment agency, or the 
placement office of any professional organi
zation to which you may belong. The most 
important source of job leads for women 
newly graduated from college is their college 
or university placement bureau, according 
to a recent study ma.de by the Women's 
Bureau. 

0 make contact with former employers, if you 
think they might have an opening for you. 

0 file for civil-service examinations ( Federal, 
State, municipal) at the appropriate civil
service agency. 

0 scan the "help wanted" advertisements in 
newspapers and professional journals. 
These will give you a realistic idea of cur
rent openings and salary rates in some fields. 

0 ask for suggestions from friends and rela
tives who may know of openings. 

O attend interviews on campus. Sometime in 
your senior year, you may be interviewed 
by representatives of large firms or of the 
Federal Government who visit colleges in 
search of promising June graduates. 

Find out as much as you can about each 
job in which you are interested. You 
will want to check the requirements of 
these jobs against your qualifications 
carefully and objectively. If you decide 
to apply, and the employer considers 
your application seriously, he will pro
ceed to evaluate your abilities in the 
light of the duties he wants performed. 
If you lack some of the requirements, he 
may think that they can be developed on 
the job or that the lack may be offset 
by other qualifications you possess. 
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Submitting an Application 

When you have some leads-or at least 
one-you are ready to approach an em
ployer. You will probably do this by 
letter or by telephone, stating briefly 
your interest in a job and your qualifi
cations, and requesting an interview. 

The letter of application.-The employer 
may receive dozens of applications in 
any given week; what do you want him 
to remember about yours? It is more 
likely to receive consideration if the 
letter-

o is addressed to an individual by name, rather 
than merely to the firm. If you do not know 
whom to address, your first inquiry (by let
ter or telephone) may properly be merely a 
request for this information. 

0 shows a genuine interest in the work of the 
organization and in the position for which 
you are applying. 

0 points out how your qualifications meet the 
specifications for this particular job. 

0 is brief ( all on one page). Your resume can 
be enclosed with the letter to supply the 
details on your background. 

0 is neatly typewritten and conforms to good 
letter-writing style. 

The approach by telephone.-This 1s 
useful especially-
o to arrange for an appointment. 
0 to ask for routine information. 
0 when quick action is necessary, as in the 

case of a job that has been open for some 
time and will soon be closed to further 
applications. 

0 when requested by the employer in an adver
tisement or through a placement agency. 
If you are asked to give your qualifications 
over the phone, send a confirming letter 
enclosing your resume. You want to be sure 
that the record of your application is com
plete and accurate. 
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Making the Most ol the Interview 

When you are granted an interview, you 
have the opportunity of showing the em
ployer, or the person representing him, 
that you are the person for the .fob. He 
will be in control of the interview, and 
will probably ask most of the questions. 
Listen attentively to everything he tells 
you about the firm and its work, in order 
to make up your mind whether you would 
like the job. 

A good first impression is essential. This 
means not only good grooming and neat
ness, but a courteous and alert manner. 

It is desirable to-

o be on time for the interview. This is a must 
for you, but sometimes a busy executive will 
have to keep you waiting. Be prepared to 
wait if necessary. 

0 know enough about the firm so that you can 
show an informed interest in it. Make sure 
you have the name of your interviewer. If 
necessary, ask his secretary for it. 

O ask relevant questions about the work, in
dicating your interest in what you can con
tribute as well as in what the employer can 
offer you in salary, working hours, vaca
tions, etc. 

0 show frankly that you want the position, 
and why. 

0 be concise and direct in your answers to 
questions. 

0 be responsive to any signal that the inter
view is over. 

If an application does not prove success
ful, you can still profit by analyzing and 
improving your approach. You may 
even decide to alter your immediate ob-
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jective or take additional training before 
applying for another job. Or the inter
viewer may call you later, if a job devel
ops for which he feels you are better 
qualified. 

Choosing Your lob 

If you are fortunate enough to have more 
than one job offer, careful thought should 
go into your decision. There are many 
factors-large and small-which can af
fect your satisfaction with a job. Salary 
is not the only one, especially if the dif
ference between the starting pay of two 
jobs is small. 

Other factors to be considered are-

O the opportunity to learn, develop useful 
skills, and advance professionally. 

0 the people you meet on the job. 

0 distance from where you will be living, and 
expenditure of time and money involved in 
transportation and lunches. 

0 "fringe" benefits in the form of vacation and 
sick leave; provisions for hospitalization and 
other forms of insurance; and retirement 
benefits. 

0 long-term satisfaction in your contribution 
to society and to the advancement of your 
ideals. 

0 permanence and security over as long a 
period of time as you may need it. 

You may find it helpful to draw up a 
chart for yourself, comparing the advan
tages and disadvantages of each job un
der consideration. The objective advice 
of qualified counselors, friends, and re1a
tives will help you. 

It is good business practice to keep a car
bon copy of every letter you send out. If 
your job should prove unsatisfactory, 

8 

Digitized for FRASER 
https://fraser.stlouisfed.org 
Federal Reserve Bank of St. Louis



you may want to follow up later on other 
leads. As you move from one job to an
other, even if you stay with the same 
firm, you should make a record of the 
date the job started and ended, your 
salary, what you did on that job, and the 
name and title of your supervisor. 

Reaching an Agreement With the 
Employer 

It is not safe to assume that the job is 
yours until you have a definite job offer 
from the employer. Be sure you have a 
clear understanding bf what will be ex
pected of you; when and where to start 
work; and what your initial salary will 
be. 

Once you have accepted a job, give it a 
fair trial. Give it a little time to develop. 
It may prove to be one of the most worth
while experiences of your life, as well as 
a major step toward a rewarding and 
success£ ul career. 
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The Women's Bureau of the U.S. Department 
of Labor has issued reports on employment op
portunities for women in engineering, account
ing, social work, dietetics, mathematics and 
statistics, and various health services. A pub
lications list is sent free on request. 

For more general background information 
on choosing an occupation, consult: 

Employment After College: Report on Women Grad
uates, Class of 1955. U. S. Department of Labor, 
Women's Bureau, Washington 25, D. C. 1956. 

Job Horizons for the College Woman. Women's 
Bureau Pamphlet 1. U. S. Department of Labor, 
Women's Bureau, Washington 25, D. C. 1956. (The 
material in JOB-FINDING TECHNIQUES appears 
as one chapter in this pamphlet.) 

Occupational Outlook Handbook. Bull. 998. U. S. 
Department of Labor, Bureau of Labor Statistics, 
Washington 25, D. C. 1951. 

Federal Careers, A Directory for College Students. 
U.S. Civil Service Commission, Washington 25, D. C. 
1956. 
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