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action verbs; 13
Alumni Online Community; 5, 9
attire; 43
benelts; 40
blogs; 21
business meals; see ‘dining etiquette’
business trips; 47
Career and Academic Planning; 1
career fairs; 7
Career Guide to JMU Majors ;1
cell phones; 21
correspondence; see ‘letters’
cost of living; 41
cover letters; 22-24
dining etiquette; 47
dress codes; see ‘attire’
e-mail; 30
e-mail address; 21
e-mail etiquette; 46
e-mailing job search correspondence; 30
etiquette, oflce; 46
evaluating job offers; 40
Ir stimpressions; see ‘attire,’ ‘etiquette, oflce’
and ‘interviews’
FOCUS, career guidance program; 1
functional resume headings; 15
graduate school resources; 4
graduation, life after; 48
handshakes; 45
how to dress; see ‘attire’
image, professional; 21, 44
insurance; 41
internship resources; 2-4
interviews; 31
behavioral interviews; 33
board or panel interviews; 33
formats and styles; 33
informational; 5
interviewee questions; 39
introductions; 45
legal issues; 37
legal and illegal job questions; 38
on-site interviews; 33
phone interviews; 33

preparing for, 31-32
screening interviews; 33
stages of the interview; 35
tough interview questions; 36
introductions; 45
IS 202: Career and Life Planning Course; 1
JMU Alumni Online Community; 5, 9
job offers, evaluating; 39
job search methods; 6
letters; 22
acceptance of offer letter; 23, 27
cover letter; 22-24
letter of inquiry; 25
response to rejection letter; 29
thank you for interview letter; 23, 26
withdrawal from consideration letter; 28
Major and Career Decision Program; 1
negotiation; see ‘salary negotiation’
networking; 6, 9
objective, resume; 11
On-Campus Interviewing Program; 2
online prolles; 21
portfolios; 15
Recruit-A-Duke; 2
references; 12
Resource Center; 1, 3
resumes; 11
action verbs; 13
chronological; 14, 16
combination; 14, 18
formats; 14, 19
functional; 14, 17
functional resume headings; 15
scannable; 19-20
resume reviews; 1
resume writing clinics; 1
retirement; 41
salary negotiation; 41-42
self-assessment; 5
thank you letters; 23, 26
thanking colleagues; 46
titles, proper; see ‘etiquette, oflce’
vacation and "extime; 41
voicemail and answering machines; 21
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