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FOUR-YEAR CAREER PLANNING GUIDE

Awareness (First Year) 

• Make a tentative selection of a major fi eld of study.  Seek assistance from an academic adviser and 
enroll in core courses that lead to your degree.

• Join student clubs and organizations to facilitate personal and social development.
• Seek aid from faculty, administrators, counselors, and friends.  Learn how to meet and get to know 

faculty and administrators.  
• Learn which electives will enhance your personal development.
• If you are unsure about your major or career direction, visit the Career Exploration and Testing Center 

(part of the Student Counseling Service) located in 196 Health Services Center, 529-4645.  Assistance 
is available with self-assessment, exploring options, making decisions, and personal career issues.

• Familiarize yourself with the Offi ce of Career Services by visiting our Career Resource Center in Hoyt 
Hall and reviewing our Web site.

• Find a good summer job.  General information about summer jobs is available at our Career Resource 
Center.  A summer job will enable you to:
- develop confi dence and skills that may be transferable.
- gain maturity in a work environment.
- develop strong business and work ethics.
- learn how to get along with people.
- earn money for tuition, college expenses, etc.

Exploration (Sophomore Year)

• Collect and assess information about yourself: skills, interests, abilities, personality, values, strengths, 
weaknesses.  For assistance, visit the Career Exploration and Testing Center located in 196 Health 
Services Center.

• If you are unsure about your career path after visiting the Career Exploration and Testing Center, 
schedule an appointment with a counselor from the Student Counseling Service and/or enroll in 
EDL 100, Career Development for College Students.

• Solicit ideas and feedback from fellow students, faculty, administrators, parents, and former employers.  
These individuals can be good sources for identifying your strengths and weaknesses. 

• Visit our Career Resource Center in Hoyt Hall and read material on career fi elds that might interest you.  
• Become familiar with information provided on our Web site.     
• Begin to work on your initial resume and cover letter.  For assistance, attend related workshops and 

schedule an appointment with a career advisor at the Offi ce of Career Services.
• If seeking an internship, attend our “How to Begin Your Internship Search” workshop and register 

with the Offi ce of Career Services on Miami CAREERlink.
• Have a summer job, internship and/or externship: gain knowledge about the workplace; develop fi eld-

based skills; build work references.
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Testing Your Initial Career Choices (Junior Year)

• Attend the “How to Begin Your Internship Search” workshop and register with the Offi ce of Career 
Services on Miami CAREERlink.

• Make an appointment with one of our career advisors to tailor your own individual internship-search 
plan.   

• Prepare a resume that will support your search for an internship.
• Attend the Spring Internship & Career Expo (Spring ICE).
• Obtain an internship in your preferred career fi eld to gain a fi rst-hand impression of the work 

environment.
• Consult with your academic adviser and faculty in your academic department(s) to help you decide 

whether you are on the right career path and to provide suggestions on potential employers.
• Utilize King Library and our Career Resource Center for career information.
• Create and/or expand your network.  A network is a group of people who know the type of position(s) 

you are seeking, are willing to help keep you abreast of current job/internship openings, and happy to 
introduce you to people with the authority to make hiring decisions or further referrals.  See our blue 
handout on networking and review our Job-Search Strategies booklet.

• If you are considering graduate and/or professional school, talk with your faculty adviser about this 
option and begin exploring possible programs of study.  Attend the “Planning for Graduate School” 
workshop and review the graduate school information on our Web site.  If you become serious about 
furthering your education, you should investigate and research schools that offer the program(s) you 
seek.  Graduate school directories are available in our Career Resource Center.

• Don’t wait until a crisis before you connect with faculty and staff who may be of help to you.
• Friendships with fellow students through studying, projects, and extra-curricular activities can be 

infl uential in developing your career preferences.
• Involvement in school organizations can help sharpen public speaking skills, leadership skills, and 

organizational skills.  Friendships formed through organizations can become lifelong resources and a 
lasting infl uence on jobs, careers, and your personal life.

Job Search (Senior Year)

• Attend the “Career Services Orientations for Seniors” in late August/early September.
• Register or reregister with the Offi ce of Career Services on Miami CAREERlink.  
• Schedule an appointment with one of our career advisors to help you polish your resume and sharpen 

job-search skills.
• Attend the job-search related workshops, especially the “Job-Search Success” workshop.
• Make an appointment for a digitally recorded mock interview at the Offi ce of Career Services.
• Implement your campaign for graduate school or your fi rst job.
• Participate in on-campus interviewing, but do not limit yourself to on-campus interviewing when 

seeking employment.
• Attend the fall Career Fair and the Spring Internship & Career Expo (Spring ICE).
• Check the vacancy listings in our Career Resource Center as well as the job postings on Miami 

CAREERlink..
• Satisfy all graduation requirements.
• Develop good rapport with faculty, administrators, and supervisors for positive references.
• CONTINUE NETWORKING!
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