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YOUR NAME 

City, State | Phone Number |Email Address | LinkedIn URL 

PROFILE 

To complete your profile, consider answering the following questions: 

What education are you currently pursuing or what education have you already completed? 
What are your hard and soft skills? 
What are your areas of Interest? 
What type of jobs are you currently seeking? 
When are you graduating? 
 

EDUCATION 

University or College Name 
Degree, GPA 

City, State 
Month, Year 

Concentrations, Scholarships, Awards, Fellowships, Dean’s List, etc. 
 

PROFESSIONAL EXPERIENCE 

Job Title, Organization City, State | Duration 
Job duties 
Action verbs 
Results or potential results 
Quantify 
Bullet Points 

 

TECHNICAL SKILLS 

Hard skills and Soft skills 
Certifications and Badges 
Licenses 

 
PROJECTS 

Project Name, Organization City, State | Duration 
Job duties 
Action verbs 
Results or potential results 
Quantify 
Bullet Points 

 
ACCOMPLISHMENTS 

Extracurricular activities 
Professional affiliations on a local and national level 
Academic Honors and awards 
Publications, Patents, and/or Copyrights 

mailto:%7Cshabbir@alumni.purdue.edu
mailto:%7Cshabbir@alumni.purdue.edu
https://www.linkedin.com/in/shabbir-qutbuddin/


COVER LETTER 

YOUR NAME 

City, State 

Email Address 

 

JOB TITLE 

ORGANIZATION 

 

Dear Hiring Committee, 

 

Paragraph 1 

To complete this paragraph, consider answering the following questions: 

● How did you learn about the position and the organization? 

● What education are you currently pursuing or what education have you already completed? 

● Where are you currently working or where did you last work? Also, mention your job title. 

● Explain how are you a good fit for the organization? 

● Explain how are you a good fit for the role? 

 

Paragraph 2 

To complete this paragraph, consider answering the following questions: 

● Provide a 1-2-line description for every job you performed in a professional, academic, or volunteering setting. 

 

Paragraph 3 

To complete this paragraph, consider answering the following questions: 

● Why are you passionate or enthusiastic about your field? 

● State your experiences in working with people from diverse cultures, backgrounds, and demographics. 

● Refer to your areas of strength 

● Mention your interests, soft skills, and hard skills 

● Indicate proficiency in other areas that can provide value to the company or the role 

 

Provide your Email ID and Phone Number for contact. 

Sincerely, 

Your Name 

mailto:squtbuddin@ivytech.edu


JOB BOARDS 

Corporate 

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

Indeed: https://www.indeed.com/ 

CareerBuilder: https://www.careerbuilder.com/ 

Glassdoor: https://www.glassdoor.com/ 

Monster: https://www.monster.com/ 

 

Regional 

Indiana INTERNnet: https://www.indianaintern.net/ 

 

Government 

http://www.governmentjobs.com/ 

https://www.usajobs.gov/ 

 

Non-profit 

http://www.idealist.org/ 

 

HigherEd 

http://www.higheredjobs.com/ 

 

Work Visa 

http://www.myvisajobs.com/ 

https://www.linkedin.com/
https://www.indeed.com/
https://www.careerbuilder.com/
https://www.glassdoor.com/
https://www.monster.com/
https://www.indianaintern.net/
http://www.governmentjobs.com/
https://www.usajobs.gov/
http://www.idealist.org/
http://www.higheredjobs.com/
http://www.myvisajobs.com/


APPLICATION FORM 

Google Chrome Autofill 

Fill the following in your Google Chrome browser, so it auto-populates every time you fill a form 

● Name, Organization, Street address, City, State, ZIP code, Country/Region, Phone, Email 

Pre Existing field saved answers 

Save these in a word document, so you can copy and paste when you are filing a form 

● University Name, School Name, City, State, Degree, Major, Concentration, Graduation Date 

● Employer Name, Street Address, City, State, ZIP code 

● Job title, Duration, Job Duties, Reason for leaving 

● Supervisor’s Name, Designation, Company, Email ID, and Phone number 

● Technical skills 

● Soft skills 

Attachments 

● Resume 

● Cover Letter 

● Transcript 

● Letter of Recommendations 

● Contact Information of all references 

Grammarly 

● Chrome extension for checking Grammar 

Job Descriptions 

● Print and Save job descriptions as PDF, so you can use it to prepare for interviews 

Q&A 

● Save unique application answers for using it again in future applications 

Note 

● Update your Resume using weekly documentation, to-do list, and calendar 



JOB SEARCH FILTERS 

Use the following filters to narrow down your desired jobs: 

● Keywords 

● Sort By 

○ Relevance 

○ Date 

● Date Posted 

○ Past 24 hours 

○ Past Week 

○ Past Month 

○ Any Time 

● Salary 

○ $40,000+ 

○ $60,000+ 

○ $80,000+ 

○ $100,000+ 

● Features 

○ In Your Network 

○ Few Applicants 

○ Easy Apply 

● Job Type 

○ Full-time 

○ Part-time 

○ Temporary 

○ Contract 

○ Volunteer 

○ Other 

○ Internship 

○ Apprenticeship 

● Location 

○ South Bend, IN 

○ Elkhart, IN 



○ Plymouth, IN 

○ Mishawaka, IN 

○ Goshen, IN 

○ Granger, IN 

○ Nappanee, IN 

● Company 

○ 1-200 employees 

○ 201-500 employees 

○ 501-1000 employees 

○ 1001-5000 employees 

○ 5001+ employees 

● Industry 

○ Information Technology 

○ Healthcare 

○ Manufacturing 

○ Construction 

○ Consulting 

○ Education 

○ Non-profit 

○ Government 

○ Staffing and Recruiting 

● Job Function 

○ Business 

○ Engineering 

○ Arts & Design 

○ Education 

○ Healthcare 

○ Human Resources 

○ Information Technology 

○ Marketing 

○ Sales 

● Experience Level 

○ Internship 



○ Entry level 

○ Associate 

○ Mid-Senior level 

○ Director 

○ Executive 

● Job Title 

○ Software Developer 

○ Industrial Engineer 

○ Civil Engineer 

○ Professor 

○ Manager 

○ Recruiter 

○ Registered Nurse 

● Commute 

○ In-house or Remote 

● Benefits 

○ Medical insurance 

○ Vision insurance 

○ Dental insurance 

○ 401(k) match 

○ Pension plan 

○ Paid maternity leave 

○ Paid paternity leave 

○ Commuter benefits 

○ Student loan assistance 

○ Tuition assistance 

○ Disability insurance 

● Company Ratings 

● Save Jobs 

● Create a Job Alert 

○ Daily or Weekly 

○ Emails or Notifications 



CAREER FAIRS 

Notes 

Using the company website or the career fair booklet, learn the following and make a brief note 

● About Us, Mission, Vision, Core Values, Products & Services, Work Culture, Job Description 

Top 10 Companies 

Use the following filters to select at least 10 companies to approach 

● Career areas, Job type, Sponsorship 

Documents 

Carry the following documents with you at the Career Fair 

● Resume, Fair Booklet, Business Cards 

Communication 

Make sure to request the contact information of the recruiter to connect on Email and LinkedIn 

● Follow up Email, Job application, LinkedIn 

Dressing 

● Black/Blue suit, black formal shoes, mild perfume, clean fingernails, fresh breath, and combed hair 

Info Sessions 

Attend info sessions to meet recruiters; network; learn about the company; ask questions 

● Recruiter, Presenter, Questions, Information, Networking 

Other 

Approach as many companies as possible and continuously interact with batchmates to find the best 

opportunities 

● Remaining relevant companies; discussion with fellow batchmates; and quick research on the phone 

● No chewing gums, phone on silent mode, no jeans or t-shirt, clean iron clothes, slight makeup/jewelry 

Elevator Pitch 

First Impression: Name, handshake, smile, greeting, eye contact, and engagement. 

Brief Overview: School, course, areas of Interest, availability of opportunities? 

Main Body: 60-second pitch about your education, experience, and extracurricular; relevant to the position. 

Ending: Culture fit, Position fit, Q&A, Contact Info, Email, LinkedIn 



NETWORKING 

 

Students 

● Academic courses, college clubs, volunteering, regional outings, college events, case competitions, 

global trips, campus part-time jobs, recent graduates, and alumni 

Professors 

● Volunteer work, graduate assistantships, teaching assistantships, research assistantships, conferences, 

speaker series, class participation, lunch & dinner, sports, and office hours 

Employers 

● Consulting projects, Internships, Info sessions, career fairs, networking events, lunch & dinner, guest 

speakers, society events, conferences, LinkedIn, and professional organizations 

Others 

● Local part-time jobs, volunteering, local events, local professional chapters, local outlets, mentors, 

coaches, academic advisors, tutors, student life, friends, family, and referrals 

Cycle 

● Look for chances 

● Say yes to opportunities 

● Go out of your comfort zone 

● Research, learn and prepare 

● Showcase your talent 

● Achieve success 

● Prove your worth 

● Build trust 

● Increase Influence 

● Broaden network 

● Stay connected 

● Build long-lasting relationships 



  INTERVIEWING 

Research 

● Company Website and Glassdoor 

● About Us, Mission, Vision, Core Values, Products & Services, Work Culture, and Job Description 

● Create notes using bullet points 

Interview Questions 

● Prepare your elevator pitch 

● Remember your strengths and weaknesses 

● Establish your short term and long-term goals 

● Use the STAR method or Storytelling method 

● STAR: Situation, Task, Action, and Result 

● Research behavioral and situational questions and categorize it under different skills for preparation 

Interview 

● Be confident, charismatic, and prove your uniqueness 

● Use storytelling method; provide to the point answers; keep interviewers engaged 

Communication & Body Language 

● Do a firm handshake and smile 

● Stay relax, comfortable, and patient 

● Use the right pronunciations; be fluent; and form coherent sentences while speaking 

● Use expressions, postures, and gestures while answering 

● Listen actively to what the interviewers are saying and retain important information 

Documents and Follow-up 

● Resume, cover letter, letter of recommendations, references contact information, and transcript 

● Ask at least 3 questions to the interviewers regarding the organization, role, growth, professional 

development, team, challenges, volunteering, culture, and next steps 

● Conclude the interview with a quick recap of your profile and potential match 

● Exchange business cards; send a thank you email; connect on LinkedIn 



INTERVIEW QUESTIONS 

General 

1. Tell me a little bit about yourself? 

2. What do you know about our organization? 

3. What do you know about the position for which you applied? 

4. Tell me about your strengths and weaknesses? 

5. Where do you see yourself five years from now? What are your short term and long-term goals? 

Teamwork 

1. Tell me about a time when you had to work closely with someone whose personality was very different 

from yours? 

2. Give me an example of a time you faced a conflict while working on a team. How did you handle that? 

3. Describe a time when you struggled to build a relationship with someone important. How did you 

eventually overcome that? 

4. We all make mistakes we wish we could take back. Tell me about a time you wish you’d handled a 

situation differently with a colleague? 

5. Tell me about a time you needed to get information from someone who wasn’t very responsive. What 

did you do? 

Customer Service 

1. Describe a time when it was especially important to make a good impression on a client. How did you 

go about doing so? 

2. Give me an example of a time when you did not meet a client’s expectations. What happened, and 

how did you attempt to rectify the situation? 

3. Tell me about a time when you made sure a customer was pleased with your service? 

4. Describe a time when you had to interact with a difficult client. What was the situation, and how did 

you handle it? 

5. When you’re working with many customers, it’s tricky to deliver excellent service to them all. How do 

you go about prioritizing your customers’ needs? 

Adaptability/Flexibility 

1. Tell me about a time you were under a lot of pressure. What was going on, and how did you get 

through it? 

2. Describe a time when your team or company was undergoing some change. How did that impact you, 

and how did you adapt? 

3. Tell me about the first job you’ve ever had. What did you do to learn the ropes? 

4. Give me an example of a time when you had to think on your feet in order to delicately extricate 

yourself from a difficult or awkward situation? 



5. Tell me about a time you failed. How did you deal with the situation? 

Time Management 

1. Tell me about a time you had to be very strategic in order to meet all your top priorities? 

2. Describe a long-term project that you managed. How did you keep everything moving along in a timely 

manner? 

3. Sometimes it’s just not possible to get everything on your to-do list done. Tell me about a time your 

responsibilities got a little overwhelming. What did you do? 

4. Tell me about a time you set a goal for yourself. How did you go about ensuring that you would meet 

your objective? 

5. Give me an example of a time you managed numerous responsibilities. How did you handle that? 

Communication 

1. Give an example when you were able to persuade someone to see things your way at work? 

2. Describe a time when you were the technical expert. What did you do to make sure everyone was able 

to understand you? 

3. Tell me about a time when you had to rely on written communication to get your ideas to your team. 

4. Give me an example of a time when you had to explain something complex to a frustrated client. How 

did you handle this delicate situation? 

5. Tell me about a successful presentation you gave and why you think it was a hit? 

Motivation 

1. Tell me about your proudest professional accomplishment? 

2. Describe a time when you saw some problems and took the initiative to correct it rather than waiting 

for someone else to do it? 

3. Tell me about a time when you worked under close supervision or extremely loose supervision. How 

did you handle that? 

4. Give me an example when you were able to be creative with your work. What was exciting or difficult 

about it? 

5. Tell me about a time you were dissatisfied with your work. What did you do to make it better? 

Problem-Solving 

1. Give an example of an occasion when you used logic to solve a problem? 

2. How do you handle a challenge? 

3. Did you ever make a risky decision? Why? How did you handle it? 

4. Give an example of a goal you reached and tell me how you achieved it? 

5. Given an example of a goal you didn’t meet and how you handled it? 

6. When you worked on multiple projects, how did you prioritize? 

7. Give an example of how you set goals and achieve them? 



Stress 

1. Describe a stressful situation at work and how you handled it? 

2. Tell me about how you have worked effectively under pressure? 

3. Describe a decision you made that was unpopular and how you handled implementing it? 

4. How did you handle meeting a tight deadline? 

5. What do you do when your schedule is interrupted? Give an example of how you handle it? 

6. Have you handled a difficult situation with a supervisor? How? 

7. Have you handled a difficult situation with another department? How? 

8. Have you handled a difficult situation with a client or vendor? How? 

Leadership 

1. Tell me about a time when you demonstrated leadership skills? 

2. Tell me about a time that you took the lead on a difficult project? 

3. When have you delegated effectively? 

4. Describe a time when you led by example? 

5. Who have you coached or mentored to achieve success? 

6. Tell me about a time that you led an important meeting? 

Conflict 

1. Tell me about a team project when you had to work with someone difficult? 

2. Tell me about a time you had a conflict at work? 

3. Give an example of a time you had to respond to an unhappy manager/customer/colleague? 

4. Tell me about a time that you disagreed with a rule or approach? 

Work Ethic 

1. Tell me about a time that you went above and beyond the call of duty to get things done? 

2. When have you worked the hardest? 

3. Describe a time when you had to overcome a significant obstacle on an important project? 

4. Tell me about a time when you had to juggle multiple important projects? 

5. What is your proudest accomplishment? 

Diversity 

1. Tell me about a time you worked on a team with individuals from different cultural backgrounds? 

2. Describe a time when you found it difficult to work with someone from a different background? 

3. Describe a situation that required you to consider a different perspective from your own when 

exploring an issue? 

4. Give me an example of a situation where you had to consider the sensitivities of different parties? 

5. Tell me about a time you observed culturally insensitive behavior on the job? 

6. What experiences have you had with hiring, training, and/or supervising a diverse workforce? 



7. Tell me about a time when you had to take someone’s cultural perspective into account in dealing with 

them? 

Data Analysis 

1. Can you describe a project that demonstrated your analytical skills? 

2. Can you tell me about a time when you had to analyze the information? Why were you analyzing the 

information? What was your process? 

3. Can you talk about a time when you used your analytical skills to find a problem? How did you discover 

the problem? What did you do after you discovered it? 

4. Can you tell me about a time when you used your data skills to find a solution to a problem? 

Decision Making 

1. What steps do you take before deciding? 

2. Can you talk about a time you had to decide with limited information? How did you determine what 

would be the best decision? 

3. Can you tell me about a time when you had to make an immediate decision? 

4. Can you tell me about a time when you felt pressure while deciding? How did the pressure affect you? 

5. What’s the most difficult decision you’ve made at work? How did you come up with your decision? 

6. Can you talk about a decision that impacted your co-workers? How did you choose the right decision? 

7. Was there a decision you made that wasn’t popular? What did you do? 

8. Can you describe a decision that you regretted? Why did you regret it? 

Initiative 

1. Can you describe a time when you saw a problem at work and created a solution for it? 

2. Can you tell me about a time you made a change at work? 

3. Can you talk about a project that you started? What did you do? What were the results? 

4. Can you tell me about a project that was implemented because of the work you did? 

5. Can you tell me about a time when you were bored at work and sought for more or different work? 

What steps did you take? 

Goals 

1. Can you describe the process you use to set personal goals? 

2. Can you talk about a career goal you made? Did you reach it? What obstacles did you encounter? 

3. Can you tell me about a goal that you set but didn’t reach? Why didn’t you reach it? How did you feel? 

4. What goals did you set for your team? How did you keep people on track to meet the goals? 

Interpersonal 

1. Can you describe a time when you had a conflict with someone at work? What did you do? 

2. Can you describe a time when you dealt with a coworker you didn’t like? 



3. Can you tell me how you communicate with someone who doesn’t like you? 

4. Can you tell me about a time when you disagreed with a manager? What did you do? 

5. How have you maintained relationships with your co-workers? What skills do you use? 

6. Was there ever a time that you didn’t get along with a customer? What did you do? 

Innovation 

1. Can you describe a time when a manager asked you to come up with a creative way to complete a 

project? What steps did you take? 

2. Can you tell me about a problem you solved in a unique way? What happened? 

3. Can you describe a project where no usual paths to completion worked? What did you do instead? 

4. Can you talk about a time when you presented a creative idea to your co-workers? 

5. Can you tell me about a time when your creative idea received resistance from co-workers? How did 

you react? How did you feel? 

6. Can you tell me about a time when your creative idea failed? What would you have done differently? 

Integrity 

1. Can you describe a time when a co-worker or customer questioned your honesty? What did you do? 

2. Can you tell me about a time when you followed a rule that you didn’t agree with? Why did you 

comply? How did you feel? 

3. Can you talk about a time when it was difficult to be honest? 

4. Was there ever a time when you weren’t honest at work? What happened? 

5. Has there ever been a situation where you thought it was better to be dishonest? Why? What did you 

end up doing? 

6. Can you tell me about a time when you found out that a co-worker was doing something wrong? What 

did you do? 

Questions to Ask Interviewers 

1. What’s your favorite part about working at the company? 

2. What do you expect someone in this position to accomplish in the first 60-90 days? 

3. What are the opportunities for growth and advancement? 

4. What are the next steps in this process? 

5. Are there opportunities for professional development?  If so, what do those look like? 

6. What do you see as the most challenging aspect of this job? 

7. Can you tell me a bit about the team I would be working with? 

8. What types of volunteer work and community service does the organization encourage? 

9. What are some of the challenges you expect the person in this position to face? 

10. How would you describe the culture here? What type of people tend to really thrive here, and what 

types don’t do as well? 

 



TRACKING 

Use an Excel Spreadsheet to keep track of all aspects of the job search process. You can categorize your 

spreadsheet into the following tabs: 

Employers 

Classify employers as per their source: 

● Corporate, HigherEd, Government, Non-profit, Work Visa, Career Fair, Networking Event, LinkedIn, 

Referrals, Alumni, Friends, and Family 

Jobs 

Label jobs as per their level and pay: 

● Entry-level, Intermediate, Advanced, Generalist level, Volunteering, and Unpaid 

Location 

Group locations based on the distance from your home: 

● Local, State, National, India, Australia, Canada, Europe, and Telecommuting 

Status 

Keep updating the status of every job you are seeking via the following categories: 

● Availability, Signed Up, Applied, In-progress, Rejected, Accepted, Not working, No fit, Irrelevant, Good 

fit, Qualified, and not Qualified 

Network 

Keep a list of every person in your network: 

● Name of the person, LinkedIn ID, contact Info, and mutual connections 

● Refrain from controversial political discussions on social media 

● Do not post any inappropriate pictures on social media 

● Be respectful and polite when you are commenting on other posts or pictures 

● Change privacy settings if you want to keep your social media confined to friends and family 



LINKEDIN 

● Use a professional headshot as the display picture 

● Upload a cover picture displaying either your college, workplace or favorite quote 

● Put main heading displaying your current status and the type of job you’re seeking 

● Update your location 

● Include your most recent education and employment information in the top block 

● Build at least 500 Connections 

● In the about section, include the Resume summary and Cover Letter 3rd paragraph 

● Upload your resume, letters of recommendations, and portfolio as attachments 

● Include your jobs in the experience section with descriptions using bullet points 

● Add info about your degrees in the education section with any relevant descriptions 

● Add licenses and certifications details and expiration 

● Add volunteer experiences using bullet point descriptions 

● Add hard and soft relevant skills & get endorsements on it from your colleagues and batchmates 

● Get at least 3 recommendations from your supervisors or colleagues 

● Mention your accomplishments regarding honors, awards, publications, courses, projects, etc. 

● Keep a check on people who viewed your profile 

● Use search appearances to find what companies are looking for you and what roles fit your profile 

● Improve search appearances by updating your keywords 

● Share updates and interact on posts of your network 

● Follow relevant hashtags and company pages for recent information on the Industry 

● Read the posts that are trending globally or that belongs to one of your connections 

● Subscribe to LinkedIn Premium for competitive intelligence and company insights 

● Create a job alert to find the most relevant jobs as soon as they are posted 

● Be involved in groups to discuss topics of common interest 

● Mention career interests and track jobs 

● Use LinkedIn Learning to acquire LinkedIn certifications 

● Take assessments to gather badges on your profile 

● Use the Nearby option to connect with people in the same room 

● Create your company page and share updates and job opportunities 

● Find the right and best-fit jobs by using LinkedIn advanced filters 



VALUABLE ENGAGEMENTS 

Events 

MOMENTUM Business Expo 

Elkhart Business Expo 

YP Summit 

Summer Connect 

Intern Up 

What’s Next? 

24 HOURS of Code 

Technology Day 

Tech Talent Database 

 

Organizations 

St. Joseph County 

South Bend Elkhart Regional Partnership 

Michiana SHRM 

YPN South Bend 

Mishawaka Business Association 

INVANTI 

Leadership South Bend Mishawaka 

South Bend Regional Chamber 

Indiana INTERNnet 

Rotary Club of South Bend 



Community Foundation of St. Joseph County 

RISE Startup Moxie 

SCORE Michiana 

South Bend Code School 

Trek10 AWS Training 

enFocus 

Bendable 

Notre Dame Idea Center 

Goodwill Industries of Michiana 

WorkOne Northern Indiana 

The SPARK Program 

South Bend Region Economic Development 

Startup South Bend - Elkhart 

Project Impact 

La Casa de Amistad 

Scholarship Foundation of St. Joseph County 

Indiana Regional Cities Initiative 

North Liberty Chamber of Commerce 

Downtown South Bend 

South Bend Venues Parks & Arts 

Visit South Bend Mishawaka 

St. Joseph County Parks 

Welcoming Michiana 

ETHOS Innovation Center 



South Bend Tech Resource Center 

E3 Robotics Center 

 

Elkhart County 

Rotary Club of Elkhart 

LaunchPad Goshen 

Goshen Chamber of Commerce 

Wakarusa Chamber of Commerce 

Greater Elkhart Chamber 

Elkhart Technology Council 

EDC of Elkhart County 

Rotary Club of Goshen 

Community Foundation of Elkhart County 

Elkhart Leadership Academy 

Nappanee Chamber of Commerce 

The Young Professional of Goshen 

Greater Elkhart YPN 

SCORE Greater Elkhart County 

Middlebury Chamber of Commerce 

Elkhart County 

Downtown Elkhart 

Downtown Goshen 

Nappanee Parks & Recreation 

Experience Elkhart County Indiana 



Good of Goshen 

Elkhart County Parks 

Visit Nappanee 

 

Marshall County 

The Marshall County EDC 

Plymouth Chamber of Commerce 

YPN Marshall County 

Leadership Marshall County 

Marshall County Community Foundation 

Culver Chamber of Commerce 

Downtown Plymouth 

Visit Marshall County 

Marshall County Crossroads 


