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Career and Academic Planning Services

Advisors at Career and Academic Planning 
provide career counseling for all James Madison  
University students. We help students who wish  
to change their majors, and assist students with  
internship, job, and graduate school exploration  
and preparation. We also advise undeclared  
students. To make an advising appointment, 
please call (540) 568-6555.

Major and Career Exploration
Career and Academic Planning provides various  
opportunities for students who want to learn more  
about themselves and explore career options.

Major and Career Decisions Program
The Major and Career Decision Program 
workshops help students of all academic levels 
decide on academic directions and careers by 
clarifying interests, skills, abilities, values, and 
career options in small group settings.

FOCUS

This interactive online career guidance program 
provides self-assessment tests that help you 
determine your career planning status, interests, 
values, educational preferences, personality, 
skills, and leisure time preferences. You 
can also create a personal needs checklist, 
compare careers, look up salary and job outlook 
information, see the pros and cons of different 
careers based on your likes and dislikes, and save 
your results for future reference. You must have 
an active JMU eID and password to register and 
access the website. Visit http://www.jmu.edu/
cap/resource_center/focus.htm  to get started.

Career Guide to JMU Majors
This guide assists students in learning more  
about the relationship between majors at James 
Madison University and career choices. Each  
section lists typical career paths associated with 
each major and websites for further informat ion. 
Visit http://www.jmu.edu/cap/career_guide/
index.htm  for the online version of the guide. 

IS 202: Career and Life Planning Course
This one-credit course helps ! rst- and second-
year students decide on majors and career  
directions by clarifying interests, skills, abil ities, 
and values in a classroom setting. One section  of 
IS 202, available each spring semester speci! cally 
for juniors and seniors, focuses on job search 
topics.

Resource Center
Located in 303 Wilson Hall, the Resource Center 
features over 500 books on a variety of career-
related topics, including descriptions of career 
! e lds, job search preparation tips, employment 
trends, salary information, internship guides, 
employer directories, and graduate school guides.  
The Resource Center can help you ! nd answers 
to questions such as, “What can I do with a 
major in English?” “What is the job outlook for 
a molecular biologist?” and “How do I design a 
digital portfolio?” Tours of the Resource Center are  
offered on a daily basis and available for online 
sign-up at http://web.jmu.edu/stuaffairs/ 
captour/captourmain.htm. 

Job Search Programs
Once you have a strong understanding of th e 
career ! eld you are pursuing, the following  
programs may help you prepare for a job or 
internship.

Resume Writing Workshops
Learn more about writing resumes by attending  
a clinic offered by Career and Academic Planning 
at various times during the year. Resume Writing 
Workshop teach you step-by-step directions o n 
everything you need to know about choosing 
appropriate content for your resume, deciding  
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the best format to highlight your abilities, and 
designing a visually appealing resume. For  
information about dates and times, please visit our  
website at htt p:/ /www .jm u.e du/ cap/ca len dar/
res ume s.h tm.

Resume Reviews
For assistance in drafting your resume, refer to 
page 11 of this guide or visit the Career and 
Academic Planning Resource Center. Once you 
have drafted a resume, you may obtain additional 
feedback about your resume at one of Career and 
Academic Planning’s programs, such as Resume 
Round-Up. You may also obtain feedback on your 
resume from a Career and Ac ademic Planning 
advisor. T o make a resume review appointment, 
please call (540) 568-6555.

Job Search Publicati ons
Career and Academic Planning currently 
subscribes to  10 monthly and bi-monthly job and 
internship publications in various career ! elds. 
Students may access these job announcements 
on our website using their valid JMU eID and 
password.

Internship Information
Find information about applying for internships 
by scheduling an internship appointment with an 
advisor, visiting our Resource Center, or viewing 
listings online through job search publications, 
Recruit-A-Duke, or website listings.  

On-Campus Interviewing and Recruit-A-Duke

Approximately 200 employers visit James Madison 
University each year to conduct interviews for 
job and internship openings. Recruit-A-Duke is 
James Madison University’s on-campus recruiting  
system. Through Recruit-A-Duke, you will be able 
to do the following: 

Access the list of companies scheduled to 
recruit at JMU and attend career fairs.
Participate in on-campus interviewing.
View detailed information on job 
descriptions.
View deadlines to submit resumes or sign up 
for interviews.
Submit a resume to employers.
Select and con! rm interview times with 
companies that request you.
Participate in a mock interview to practice 
your interviewing skills.
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The Resource Center

Diversity and special interest
Internships and summer jobs
Job search guides
Resume and cover letter writing
Portfolios
Interviewing
Job and salary negotiation
Business etiquette and dress

Job Vacancy Publicati ons 
The Resource Center currently subscribes to 10 
monthly and bi-monthly job and internship 
publications including:

Current Jobs in Business and Management
Current Jobs in Education  
Current Jobs in Liberal Arts
Current Jobs in Performing Arts
Current Jobs in Visual Arts
Current Jobs in Writing, Editing, and 
Communications
Current Jobs International
Environmental Career Opportunities 
H1 Base (for international applicants) 
The Job Seeker (environmental jobs) 
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The Resource Center, located in 303 Wilson Hall,  
offers programs, print and electronic resources, 
and trained staff to assist and support students 
in all stages of academic development: ! rst-year 
students who research majors, sophomores and 
juniors who research careers and search for 
internships, seniors who write their resumes and 
prepare for the job search process, and recent 
graduates and alumni who search for jobs and 
research graduate schools. The Resource Center 
welcomes all students, alumni, faculty, and staff. 

Who We Are 
The Resource Center is student-centered and peer-
assisted—undergraduate s tudent staff members  
guide and support students who visit the center.  
The Resource Center Coordinator i s also available 
to assist visitors i ndividually. T ours of the center  
are offered on a weekly basis throughout the fall  
and spring semesters and available for online 
sign-up at htt p:/ /www .jm u.e du/ cap . 

What We O! er
The Resource Center contains over 60 0 print 
resources to help students prepare for selecting 
a major, career development, job and internship 
searches, and graduate school. Browse our 
collection by visiting us in Wilson Hall or online 
using Shelfari , our virtual library at http://www.
shelfari.com/capresourcecenter/shelf .

Major and Career Development
Choosing a major
Career exploration and self-assessment
Business careers
Computing and technology careers
Education careers
Government careers
Health, sports, and ! tness careers
International careers
Liberal arts and ! ne arts careers
Science and mathematics careers
Social service careers

Job Search Preparat ion
The Resource Center al so contains n umerous print 
and electronic resources to help students prepare 
for their job search including books on: 

Directories of employer contacts
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Job Directories 

Job directories located in the Resource Center 
help students identify and locate potential 
employers. The directories are categorized by 
region or ! eld of interest.

Internship Resources

The Resource Center provides access to numerous  
print and online r esources that help students ! nd 
internships. In addition to online databases, such 
as Recruit-A-Duke and Internships.com, students 
have access to regional guides; comprehensive 
guides, such as Peterson’s Internship Guide , The 
Vault Guide to Top Internships, and Internships 
with America’s Top Companies;  and ! eld of 
interest guides, such as The National Directory 
of Arts Internships , The Sports Internship Book , 
Advertising Internships, and Vault Guide to 
Diversity Internships, Co-ops, and Entry Level 
Programs .

Graduate School Resources 

The Resource Center also provides books on 
graduate and professional schools, for students 
interested in continuing their education. 
Comprehensive guides, such as Peterson's six-
volume guide, help students locate graduate 
programs in the Unites States. Other resources 
include: testing guideline books, such as Cracking 
the GRE and Cracking the LSAT ; admissions 
resources, such as Graduate Admissions Essays 
and How to Write a Winning Personal Statement ; 
! n ancing graduate school resources, such as 
How to Pay for Graduate School Without Going 
Broke ; and ! eld of interest guides, such as The 
Law School Survival Guide, The Business School 
Buzz Book, Getting into Medical School, and 
Graduate Study in Psychology. 

Vis it htt p:/ /www .jm u.e du/ cap /re sou rce _cente r/ 
index.htm  for more information and a listing of 
available books.


