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ii. 

7 STEPS TO SUCCESS 
HOW TO USE THIS GUIDE: FROM OUR EXPERIENCE, STUDENTS WHO SPEND TIME PUTTING 

TOGETHER A PLAN WITH CONCRETE STEPS AND WORK CLOSELY WITH THE UCSO ARE MORE 

SUCCESSFUL IN THE JOB SEARCH PROCESS. THE PROCESS CAN BE OVERWHELMING AND 

YOU MAY NOT KNOW WHERE TO START, SO THIS PLAN SERVES AS A ROADMAP TO GUIDE YOU. 

IT IS IMPORTANT TO REMEMBER THAT THE PLAN, ONCE CREATED, NEEDS TO BE REVISITED, 

CHANGED, AND UPDATED THROUGHOUT THE PROCESS. 

 1 Know Yourself 

 2 Sell Yourself 

 3 Research Target Companies 

 4 Identify Your Network 

 5 Build Your Network 

 6 Activate Your Network 

 7 Manage Your Plan and Follow Up 
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STEP 1: KNOW YOURSELF 

1.) LIST YOUR TOP FIVE (5) CRITERIA FOR WHAT YOU ARE LOOKING FOR IN A JOB AND WORKPLACE. 

(REFER TO DECISION APPENDIX A: DECISION MATRIX FOR SUGGESTIONS.) 

1. 

2. 

3. 

4. 

5. 

2.) LIST YOUR TOP TWO (2) TARGET JOB POSITIONS (E.G. FINANCIAL ANALYST, AUDIT ANALYST, 

MARKETING ASSOCIATE). 

1. 

2. 

3.) LIST THE TOP FIVE (5) QUALITIES, SKILLS, AND COMPETENCIES NECESSARY FOR YOUR TARGET JOB 

POSITIONS. 

1. 

2. 

3. 

4. 

5. 

4.) LIST YOUR TOP FIVE (5) ACCOMPLISHMENTS, SKILLS, AND/OR KEY EXPERIENCES THAT YOU WOULD 

HIGHLIGHT TO A PROSPECTIVE EMPLOYER. CONSIDER PULLING FROM YOUR INVENTORY SHEET, 

(APPENDIX B) RESUME, AND/OR ELEVATOR PITCH. 

1. 

2. 

3. 

4. 

5. 

Answer the following questions to the best of your ability.  

What is important to you? What can you do? 

Additional Questions to consider: Do #3 and #4 match?  

   Do you notice any gaps, misses, or alignment? 

   What do you need to do to bridge the gap, if 

   any? 
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STEP 2: SELL YOURSELF 
No one will know how great you are unless you tell them! 

COMPLETE THE FOLLOWING TASKS TO HELP SELL YOURSELF: 

 Successes Reflected on Resume 

Are accomplishments, skills, and/or key experiences from Step 1 highlighted on your resume? 

 Elevator Pitch (Refer to Appendix C and C.1) 

 

 

 

 

 

 

 

 

 

 Plan to Promote Yourself (Where? Job fairs, pre-night presentations, etc.) 

1.) 

2.) 

3.) 

4.) 

5.) 
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STEP 3: RESEARCH TARGET COMPANIES 
Where would you like to work? 

LIST 20 OF YOUR TARGET COMPANIES IN PRIORITY ORDER (INCLUDE BOTH ON-

CAMPUS AND OFF-CAMPUS OPPORTUNITIES): 

1.) 11.) 

2.) 12.) 

3.) 13.) 

4.) 14.) 

5.) 15.) 

6.) 16.) 

7.) 17.) 

8.) 18.) 

9.) 19.) 

10.

) 20.) 

YOU SHOULD HAVE 10 COMPANIES THAT YOU ARE ACTIVELY PURSUING AT ANY GIVEN TIME. IF 

YOU HIT A DEAD END OR RUN OUT OF LEADS WITH ONE OF YOUR TOP 10 COMPANIES, REPLACE 

IT WITH THE NEXT COMPANY ON YOUR LIST. 

Resources for Identifying Potential Companies:  Hoovers 

     Glassdoor 

     Marketline 

     Passport Career 

     Business Publications 
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STEP 4: IDENTIFY YOUR NETWORK 
Your network is comprised of more people than you realize. 

LIST 10 PEOPLE WHO ARE CURRENTLY IN YOUR NETWORK, WHO YOU KNOW WELL 

AND TRUST. START WITH THE THREE F’S – FAMILY, FRIENDS, AND FACULTY. 

1.) 6.) 

2.) 7.) 

3.) 8.) 

4.) 9.) 

5.) 10.) 

Resources for Identifying Contacts:  IU Alumni Database 

    UCSO Employer Contact Search kelley connect 

    LinkedIn kelley alumni group 

Anywhere from 60-90% of jobs are found informally through friends, relatives, and direct 

contacts. The law of numbers applies particularly when conducting an internship or full-

time search. Networking and continuing to grow and expand your base of professional 

contacts becomes even more critical in a challenging market.  

 

A great way to promote a product is through word-of-mouth. As a job seeker, how do you 

promote your brand in the marketplace? Reach out to your “warm contacts” first and let 

them know what companies, industries, and geographic location you are targeting and the 

kind of opportunity you are seeking. 

INDIVIDUALS IN YOUR NETWORK INCLUDE: 

Classmates Friends Neighbors Athletic Teammates 

Social Contacts Religious Contacts IU Professors IU Staff 

Kelley/IU Alumni Roommates Family (okay to use!) Club Contacts 

Former Customers Supervisors Colleagues Doctors/Dentists 

Fraternity/Sorority High School Contacts Classroom Speakers THE UCSO!!! 



LIST 50 PEOPLE YOU CAN CONSIDER PART OF YOUR NETWORK. USE THE GROUPS OF PEOPLE 

LISTED IN STEP 4: IDENTIFY YOUR NETWORK TO HELP YOU EXPAND YOUR NETWORK. 

1.) 21.) 

2.) 22.) 

3.) 23.) 

4.) 24.) 

5.) 25.) 

6.) 26.) 

7.) 27.) 

8.) 28.) 

9.) 29.) 

10.) 30.) 

11.) 31.) 

12.) 32.) 

13.) 33.) 

14.) 34.) 

15.) 35.) 

16.) 36.) 

17.) 37.) 

18.) 38.) 

19.) 39.) 

20.) 40.) 

STEP 5: BUILD YOUR NETWORK 
Use your list in Step 4: Identify Your Network to help you complete Step 5: Build Your Network. 

Remember you are leveraging your family and close friends to help you build and expand your 

network. 
 
 Create profiles for yourself on LinkedIn and fill them out completely. 

 Visit Kelley Connect to find on-campus events/interviews for companies on your target list. 

 Use the IU Alumni Database or talk to some of your contacts to identify individuals who may be in jobs 

in which you are interested or in careers you would like to learn more about. Include these contacts in 

the table below. 

 Work on expanding your initial list of 10. Aim for 50 contacts or relationships.  
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STEP 6: ACTIVATE YOUR NETWORK 
Put your network into action. Use phone calls and emails to  

initiate information gathering and lead generation. 

 If you have never done an informational interview before, read the section about 

informational interviewing on the Quint Careers website and see Appendix D about 

informational interviews and Appendix E about Networking. 

 

 http://www.quintcareers.com/informational_interviewing.html 

 

 Make a spreadsheet to keep track of your contacts and activities (see example below 

and the template provided in Appendix E.1). 

COMPANY 
PERSON, 

TITLE/INFO 

NOTES AND 

ITEMS 

DISCUSSED 

LAST CONTACT 

DATE 

NEXT CONTACT 

DATE 

CDW – Chicago Johnny Q., 

Recruiter 

Graduated from 

NYU 

11/11/2012 1/12/2013 

Boeing – Seattle Sue Ann B., 

Alumni 

Started career in 

consulting at 

Deloitte 

10/3/2012 11/30/2012 

Merrill Lynch - 

Indianapolis 

Jim T., Manager 2 children – 

Michael (age 7) 

and Lindsey 

(age 9); diehard 

soccer fan 

9/1/2012 10/25/2012 
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http://www.quintcareers.com/informational_interviewing.html
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STEP 7: MANAGE YOUR PLAN & FOLLOW-UP 
Set goals, hold yourself accountable, be organized, and stay on track! 

This is the #1 reason why those who seek internships/jobs fail! Remember that many 

unemployed job seekers spend 40+ hours each week pursuing employment – they view 

it as a full-time job. Because you are a college student you must earn a good GPA AND 

pursue employment. Keep in mind that many companies expect you to actively pursue 

their firm if you are interested in a job. 

ANY GOALS THAT YOU SET MUST BE SMART! 

S SPECIFIC – does the goal state who, what, where, when, and why? 

M MEASURABLE – can you measure the success of this goal? 

A ACHIEVABLE – is this something that you can realistically achieve? 

R RELEVANT – does this goal match your needs and objectives? 

T TIMELY – what is the deadline to achieve this goal? 

4 Steps to Manage Your Plan: 
 1.) Start with the end result you’re seeking…internship/job offer. When do you want to secure it by? 

 2.) Set key dates and major milestones to measure your performance (at least every two weeks). 

 3.) What activities do you think it will take to secure that offer? How much effort should you invest into 

each timeframe? Is there seasonality to when it will be easy/hard to do these things given your other 

time commitments? 

 4.) BLOCK OUT time in your schedule/calendar! 

 

A few things to consider… 
  

 The MINIMUM number of companies you should have on your target list at any given 

 time. If one company seems to be going nowhere at a certain point in time, put it on the 

 back burner and replace it with a new prospect. Companies at the top of this list get 

 EXTRA effort. 

 

 The number of calls and/or outreach e-mails you should be sending each week. Come to 

 the UCSO and meet with a coach when you need help! 20-30 

10-20 
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CRITERIA RANKING A B C 

Growth Opportunities 2 4 (= 8) 3 (= 6) 5 (= 10) 

Great Colleagues 4 4 (= 16) 5 (= 20) 3 (= 12) 

Company Culture 

Challenging Work 5 3 (= 15) 5 (= 25) 4 (= 20) 

Travel Opportunities 

Compensation 

Work/Life Balance 3 5 (= 15) 4 (= 12) 3 (= 9) 

Continuing Education 

Rapport with Supervisor 

Recognition 1 2 (= 2) 4 (= 4) 3 (= 3) 

Medical Benefits 

Location 

Other: 

Other: 

TOTAL: 56 67 54 

APPENDIX A: DECISION MATRIX 

There are many criteria to consider when making decisions on what companies to target and 

which offers to accept. The sample decision matrix below shows how to rank your TOP FIVE 

criteria for making a job decision or narrowing down your target company list by using rankings 

of 1 = less important to 5 = most important. Review each opportunity/company and rate on a 

scale of 1-5 how that opportunity rated versus the criteria ranked. To get an idea of which 

opportunity best meets your criteria, take the rating times the ranking and determine the score. 

In the example below, a quick summary would show that “B” had the highest overall score with 

“A” in second place and “C” in third place. 

Guidelines and Example 
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CRITERIA RANKING A B C 

Growth Opportunities 

Great Colleagues 

Company Culture 

Challenging Work 

Travel Opportunities 

Compensation 

Work/Life Balance 

Continuing Education 

Rapport with Supervisor 

Recognition 

Medical Benefits 

Location 

Other: 

Other: 

TOTAL: 

APPENDIX A.1: DECISION MATRIX 
Template 
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APPENDIX B: INVENTORY WORKSHEET 
This worksheet will help you identify your experiences and skills. 

Instructions: Use the following template to fill in your past and current job experiences, 

volunteer experiences, and activities. Be sure to include your title and when you were 

there. See Appendix B.1 for examples. 

JOBS: 

ACTIVITIES/CLUBS/ORGANIZATIONS: 

VOLUNTEER WORK: 

In a separate document, develop the following inventory for each of the above experiences: 

DO/DID: 

What you are doing/did in the organization. 

LEARN/LEARNED: 

What you are learning/learned from what you did in 

the organization. 

RESULTS: 

What happened because of what you are doing/did 

or are learning/learned while at the organization. 

ACCOMPLISHMENTS: 

What the organization gained as a result of your 

work. 

***Use this information to build your one-page resume. 
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APPENDIX B.1: INVENTORY WORKSHEET 
Example of Inventory Worksheet for one position: 

DO/DID: 

• Mostly worked in dairy department setting out stock, merchandising various items. 

• Had to make sure all older stuff was in front of newer stuff. Never used computer at this job. 

• Talked with lots of customers and helped them with questions. 

• Had to mop and clean case areas visible to customers as well as the prep area behind the milk 

case. 

• Only fun part was being in the cooler when the normal stock room was 85+ degrees. 

LEARN/LEARNED: 

• Perishable items have to be rotated every day, otherwise you have lots of old product sitting on 

shelves. 

• People move products around to find the newer stuff, so you constantly have to fix the display 

case. 

• Customers will always ask questions that you don’t know the answer to like “Why did Marsh stop 

carrying XYZ brand milk?” You just have to show good customer service, let them know you don’t 

know and tell the customer you’ll make the department manager aware. 

• How to mop. 

RESULTS: 

• The % of discarded items past expiration date dropped while I was working in the dairy 

department. 

• I established relationships with “regular customers”. 

ACCOMPLISHMENTS: 

• In addition to the lower % of discarded items, I was awarded employee of the month in July 2010 

Job: Marsh Foods (Stock Person) – Indianapolis, IN; Summer after senior year of high school 
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APPENDIX C: ELEVATOR PITCH 
Two Minutes or Less: Your Elevator Pitch 

WHAT IS AN ELEVATOR PITCH? An “elevator pitch” is a concise, carefully planned, and well-

practiced marketing message about your professional self that someone should be able to 

understand in the time it would take to ride up an elevator. It should contain a “hook” or “theme” 

and go no longer than 60 seconds. It should resonate with your unique personality and 

interests and contain a follow up request for a business card, a referral, or future meeting. 

 

WHY DO YOU NEED IT? It helps get your foot in the door with potential employers whether on 

the phone, e-mail, or in person at a career fair, networking event, or any other face-to-face 

encounter. You will have a “ready-made” two sentence answer to the “Tell me about yourself,” 

or “What are you hoping to do when you graduate,” questions. It forces you to figure out what 

your primary skill sets are and what makes you valuable. It helps you do the hard work needed 

to deliver an effective “cover letter” that entices an employer to read your resume and grant the 

interview. 

 

COMMON MISTAKES MADE BY RECENT COLLEGE GRADUATES: 

• Lack of confidence in what you have to offer: “I don’t have a lot of experience yet.” 

• Lack of focus or goals: “I have a lot of interests and don’t want to limit myself.” 

• Inability to articulate the learning and skills gained from one’s academic major: “I 

know my major has nothing to do with my interest in starting my own business, 

but…” 

 

USING CAREER LABELS TO GET STARTED: Begin with your education or areas of career 

experience and follow-up with your primary “soft” skill – your strongest area of expertise. 

Examples: 

• Accounting and study abroad: multi-lingual and multi-cultural skills, proven analytical 

skills 

• Finance: aptitude for analysis and problem solving skills 

• Operations and Business Management with IT internship: collaborate with 

developers and liaison between business units 

• Marketing: strong customer service skills and creative data 

analysis/recommendations 
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APPENDIX C.1: ELEVATOR PITCH 
Examples of Elevator Pitches 

Example #1: “Hello, my name is Cynthia Chu and I am seeking accounting work. I’ll be receiving my accounting 

degree in December. I’m very skilled at accounting methods and using QuickBooks. During my internship, I set 

up and maintained the books for four companies. I can perform accounts payable and receivable, and payroll 

duties. As a matter of fact, my instructor said that I am one of the most conscientious and skilled students in her 

class. In addition, I have a great aptitude for numbers and my accuracy rate is 98%. I’ve always had an eye for 

detail and have loved working with numbers. I would like to discuss what accounting positions you might have 

available.” 

 

Example #2: “I’m an Accounting Major from Indiana University’s Kelley School of Business who has served in a 

broad spectrum of Student Activities from Resident Assistant to Coordinator of Outdoor Trips and Summer 

Camp Coordinator.  

• As the Outdoor Coordinator, I helped supervise and organize approximately 50 volunteers at two 

College Bike Trail workdays and two Natural Trail Workdays 

• I coordinated the research, planning, development, and administration for six outdoor trips and 

workshops and managed a budget of $7,000. 

• As Chairperson of the Student Activities Fee Committee, I allocated $90,000 of funding from the 

Student Activity Fee to the Office of Student Activities.  

My business background ensures my ability to handle budgets, provide timely reporting, and manage the 

student activities function in a professional manner. While my business major is in accounting, my passion is 

working with students in all kinds of activities. As a Magna Cum Laude graduate, I provide a good role model for 

academic achievement while participating heavily in school activities.  

A SHORT DESCRIPTION OF YOUR PROFESSIONAL SELF 

STEP 

1: 

Write down your top five (5) work or personal experiences. These experiences should follow this format 

– situation/task, action, result (STAR). What was the situation, what did you do, and what happened? 

STEP 

2: 

Narrow each down to 1 paragraph. Think about the STAR format on a 100 point scoring pie. Only about 

15-20 points should go to the “situation” with about 40 points going to your actions and 30-35 to the results. 

STEP 

3: 

Think about the themes that come across. Are you all about problem solving, customer focus, creative 

marketing, etc.? How do the themes come through? How do your experiences reflect a recurring theme? 

STEP 

4: 

Pick your top themes. What are the top one or two things you want the interviewer to remember about you? 

When you have finished answering the question, the interviewer should know clearly what these things are. 

STEP 

5: 

Put it together. A good way to finalize this is to use the word-count feature on your word processor. At 150 

words per minute, you should not use much more than 350 words for your pitch. Highlight your top three to 

five experiences and activities. These goals should match the new position and/or the opportunities at this 

company. 
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APPENDIX D: INFORMATIONAL INTERVIEWS 
How to conduct an informational interview. 

Many candidates waste lots of time seeking online job openings. Online postings are important, but 

leverage these openings by seeking out and talking to people who might know about those openings 

(or others). However…you MUST have the right approach! 

 

Asking someone for an internship or a job is a high pressure situation and a closed-ended yes/no 

interaction. ALL networking should begin with some sort of mechanism to build rapport, utilize open-

ended questions and conversation to gather information, and then ultimately generate leads (either 

open positions or more commonly, other contacts who might know about open positions). 

GENERAL INFORMATIONAL INTERVIEW ETIQUETTE 

• Know your audience/approach – recruiters vs. alumni or warm referrals vs. cold calls 

• Know the appropriate method of communication/urgency – email vs. phone vs. text vs. online networking 

• ALWAYS answer these key questions: Who are you? Why are you bothering me? Why should I care? 

• Develop rapport…and then send your resume (unless your search is in an extremely urgent mode) 

WHEN SENDING EMAIL 

• Subject Line: Use a subject line that makes a connection. If you do not include a subject line and the person 

does not recognize your name, that is a surefire way to get your message deleted before it is even read. 

• Intro/Elevator: Name, Kelley/IU, year, major, how you got their information 

• Body: The goal of your email. “I am interested in learning more about ABC industry or company…” or “I am 

looking for opportunities to network with as many experts in the ABC industry as possible…” or “ABC 

recommended I contact you and speak with your briefly to learn more about XYZ…” 

• Setup the Phone Call: “I would love the opportunity to speak with you for 15-20 minutes to learn more about 

ABC. Is there a good time over the next 3-4 weeks that I can contact you?” 

• Closing: Thank them for their time and use a signature (name, Kelley/IU, year, cell, email) 

WHEN MAKING PHONE CALLS 

• Intro: Name, Kelley/IU, year, major, how you got their information; Ask, “Is this a good time to talk?” 

• Body: The goal of your call. “What advice would you have for someone in my position?” or “Why do you like 

working in the ABC industry/company?” or “I have had exposure to ABC through my XYZ course or 

internship, do you have any advice regarding other related areas I should learn about?” 

• Closing: Ask for referrals or about openings with their company. Send them a resume. “Is it okay if I keep in 

touch every few months with you?” (This depends on your level of rapport.) 
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APPENDIX E: NETWORKING 
Examples of Questions to Ask While Networking 

ABOUT THEM 

• What do you enjoy most about your job? What do you enjoy least about your job? 

• How did you get your job? 

• Did the job differ from what you expected? 

• What degree did you earn? Is it useful? Which aspects? 

ABOUT THE JOB 

• Can you tell me about your typical day at work? 

• Are there any training opportunities? 

• Do you get a lot of feedback on how you are performing? 

• What sort of person fits in well at this company? 

ABOUT JOB HUNTING IN THAT SECTOR 

• Do people tend to change jobs and companies for career progression (how often?) or do 

they pursue promotions internally? 

• Where are vacancies advertised? Where does your company advertise? 

• What sorts of things make candidates stand out? 

• Can you think of any courses or projects I could work on that would help me? 

ASKING FOR A FAVOR (After the above, if the conversation went well) 

• Are there any opportunities for work shadowing/temporary work? 

• Are there any projects I could work on to get a better idea of the job? 

• Who else do you think it would be useful for me to speak with? 

Be sure to make some notes after a conversation to refer to later – names, tips, things you 

have in common, whether you got a good feeling if you would fit in at the company, etc. 



APPENDIX E.1: NETWORKING 
Networking Tracking Template 

COMPANY 
PERSON, 

TITLE/INFO 

NOTES AND 

ITEMS 

DISCUSSED 

LAST CONTACT 

DATE 

NEXT CONTACT 

DATE 
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