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Introduction

Welcome!Welcome!
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What is Technical Communications?

�M BMLFHLM;:LB<
<HFFNGB<:MBHGBLMA>MK:GLFBLLBHGH?BG?HKF:MBHGBGMA>?HKFH?PHK=L
BF:@>L
:G=LHNG=L�2 >
LMKBG@PHK=L
BF:@>L
:G=LHNG=LMH@>MA>KMHF:D> F>:GBG@:G=MHLA:K>MA:MF>:GBG@PBMAHMA>KL�#HP P> ?HKF
MA>YLMKBG@LZ=>I>G=LHG:N=B>G<>:G=<HGM>QM�!HKBGLM:G<>
AHPP> M:ED
M>QM
HK>F:BEHNK?KB>G=L:G=I>KLHG:E
:<JN:BGM:G<>L�BL�NLN:EER�=B??>K>GM�MA:G�AHP�P>�<HFFNGB<:M>�PBMA�HNK�;HLL>L�HK�<HPHKD>KL�

4HNFB@AM;> :LDBG@RHNKL>E?AHP: M><AGB<:E<HFFNGB<:MBHGL<E:LLBL=B??>K>GM?KHFHMA>K:<:=>FB<PKBMBG@
<E:LL>L�$G: MK:=BMBHG:E:<:=>FB< L>MMBG@
MA>PKBMBG@<E:LLKHHFM>G=LMH;> :;HNMMA>=>FHGLMK:MBHGH?
DGHPE>=@>X>QI:G=BG@HGB=>:LHK=H<NF>GMBG@:G NG=>KLM:G=BG@H?MK:=BMBHG:EMRI>LH?I:I>KL HK>LL:RL
�>QIE:G:MHKR
 :K@NF>GM:MBO>
K>?E><MBO>�PBMAMA>:N=B>G<>;>BG@MA>BGLMKN<MHK� $G: M><AGB<:E<HFFNGB<:MBHG
<E:LLKHHF
F:GR H? MA>IKBG<BIE>L:K> LBFBE:KXHK@:GBSBG@I:K:@K:IAL>??><MBO>ER
 ?HEEHPBG@MA>PKBMBG@
IKH<>LLX;NMPBMA:G BG<K>:L>=?H<NLHGMA>IKH?>LLBHG:E<HGM>QM?HK<HFFNGB<:MBG@BG?HKF:MBHG:G=
MA>K>?HK>

>O>G�FHK>�>FIA:LBL�HG�<HG<BLBHG
�<E:KBMR
�:G=�:<<>LLB;BEBMR�

0EMBF:M>ER
 MA>@H:EH?M><AGB<:E<HFFNGB<:MBHGBLMHMK:GLFBMBFIHKM:GMBG?HKF:MBHG:L >??><MBO>ER:G=>??B<B>GMER
:L�IHLLB;E>XBG?HKF:MBHG�MA:M�:EEHPL�RHN�:G=�MA>�I>HIE>�:KHNG=�RHN�MH�=H�RHNK�CH;L�P>EE�

/A> HMA>KP:R MA:MM><AGB<:E<HFFNGB<:MBHGLFB@AM=B??>K?KHFRHNK<HG<>IMH?: MK:=BMBHG:EPKBMBG@<E:LLBL
MA:MBMBLGHMEBFBM>=HGERMHYPKBMBG@�Z+:KMH?MK:GLFBMMBG@BG?HKF:MBHG>??><MBO>ERBLK><H@GBSBG@MA:MP> A:O>
F:GR HIMBHGL?HKAHPP> <:G<HFFNGB<:M>PBMAHNK:N=B>G<>L�/A>K>:K>
H?<HNKL>
BFIHKM:GMPKBMM>G?HKFL

LN<A:L K>IHKML
>F:BEL
IKHIHL:EL
:G= BGLMKN<MBHGL
;NMRHNPBEE:ELHG>>=MHNL>OBLN:E:G= HK:EFH=>L
LN<A
:L IK>L>GM:MBHGL
OB=>HL
BG?H@K:IAB<L
HK=B:@K:FL�!NKMA>K
 P>; :G=LH<B:EF>=B:H??>KIKH?>LLBHG:EL>O>GFHK>
HIIHKMNGBMB>LMH<HFFNGB<:M>BG: PB=>O:KB>MRH??HKF:ML��G >??><MBO><HFFNGB<:MHKDGHPLPA>G:G=AHPMH
LMK:M>@B<:EER�=>IEHR��HK�;E>G=��MA>L>�FH=>L�=>I>G=BG@�HG�:N=B>G<>�:G=�=>LBK>=�K>LIHGL>�

/A> FHLMBFIHKM:GMYLMK:M>@RZ>FIA:LBS>=BGMABLM>QM;HHDBLMA:M:EE<HFFNGB<:MBHGFNLM;> =>LB@G>=PBMA
:N=B>G<>:G=INKIHL>BGFBG=�/A>K>:K>:EFHLM>G=E>LLMRI>LH?=H<NF>GML:G=?HKFLH?<HFFNGB<:MBHGMA:MPBEE
;> :MRHNK=BLIHL:E:L : IKH?>LLBHG:E�$G:==BMBHGMHDGHPBG@what RHN:K><HFFNGB<:MBG@�MA>BG?HKF:MBHG
RHNK
>QI>KMBL>�
RHN
MA><HFFNGB<:MHK
 FNLMMAHN@AM?NEER<HGLB=>Kwho RHN:K><HFFNGB<:MBG@MH�RHNK:N=B>G<>�
:G=why RHN�:K>�<HFFNGB<:MBG@��MA>�INKIHL>��

Why is communication so important?Why is communication so important?

$?RHN:LD>=: IKH?>LLBHG:EMHM>EEPA:MMA>RreallyLI>G=MA>BKMBF>=HBG@
RHNFB@AM;> LNKIKBL>=MHE>:KGMA:M
FHLMH?MA>BKPHKD=:RBLLI>GM<HFFNGB<:MBG@�$G: IKH?>LLBHG:E>GOBKHGF>GM
<HFFNGB<:MBHG;><HF>L: MAK>:=
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MA:MMB>LMH@>MA>KRHNK>QI>KMBL>
RHNK=NMB>L
:G=RHNKIKH?>LLBHG:EK>E:MBHGLABIL�$M:EEHPLRHNMH?BKLM@>M: CH;
:G= MA>GI>K?HKFRHNKCH;P>EE;R ?NE?BEEBG@RHNK=NMB>L
E>:KGBG@G>PLDBEEL
:G= F:BGM:BGBG@@HH=PHKDBG@
K>E:MBHGLABIL�PBMA�RHNK�<HEE>:@N>L�

.HF>MBF>LBG<K>=B;ERDGHPE>=@>:;E>I>HIE>?HK@>MMH<HGLB=>KMA>who :G=why
 ?H<NLBG@HGERHGMA>what
 :G=
MABL�<:G�E>:=�MH�@:IL�BG�<HFFNGB<:MBHG�

$F:@BG>LBMMBG@BG: E><MNK>HGI:KMB<E>IARLB<LPA>GRHN=HG\MDGHP:G >E><MKHG?KHF: IKHMHG�/A> IKH?>LLHK
LI>:DLK:IB=ER:G=H??>KLGHI:NL>L?HKJN>LMBHGL?KHFMA><E:LLKHHF:G= :LLNF>LMA:M>O>KRLMN=>GM
BG>O>KR
L>:M
BLK><>BOBG@:G=IKH<>LLBG@MA>E><MNK>BGMA>>Q:<ML:F> P:R� �L : LMN=>GM
RHNPHNE=?>>EEHLM:G=RHNK
?H<NLPHNE=;> HGMKRBG@MHD>>INI K:MA>KMA:G:LLBFBE:MBG@:GRG>PDGHPE>=@>HGMA>LN;C><M�/ABLIKH?>LLHK

BG:LLNFBG@>O>KRHG>A:= MA>L:F> DGHPE>=@>;:L>
 A:L <:NL>=: @:I BG<HFFNGB<:MBHG;><:NL>H?: E:<DH?
:N=B>G<>:P:K>G>LL�*G> H?MA>;:LB<M>G>MLH?;>BG@:G >??><MBO><HFFNGB<:MHKBLMHDGHPAHPMH:OHB=MA>L>
<HFFNGB<:MBHG@:IL��R NG=>KLM:G=BG@:G :N=B>G<>\LF:D>NI �>=N<:MBHGE>O>E
;:<D@KHNG=DGHPE>=@>
O:EN>L

G>>=L
>M<��:G= =>O>EHIBG@<HFFNGB<:MBHGXBGPA:M>O>K?HKFBMF:R ;>XP> <:GFBGBFBS>MA>IHLLB;BEBMRH?
<HFFNGB<:MBHG�?:BENK>�

 G@BG>>KL
>LI><B:EER
 FNLM;> :;E>MH<HFFNGB<:M>PBMABGMA>BKM>:FL:G=:ELH;> :;E>MH<HFFNGB<:M><HFIE>Q
BG?HKF:MBHG�MH�:�O:KB>MR�H?�:N=B>G<>L�PBMA�=B??>K>GM�DGHPE>=@>�;:<D@KHNG=L���L�.M>IA>G�+BGD>K��������>QIE:BGL


/A> <NKL>H?DGHPE>=@>BLMA>LBG@E>;>LM>QIE:G:MBHGH?PAR@HH=I>HIE>PKBM>;:= IKHL>�$MLBFIER=H>LG\MH<<NKMHMA>
PKBM>KMA:MA>KK>:=>KL=HG\MDGHPPA:MLA>DGHPLXMA:MMA>RA:O>G\MF:LM>K>=MA>:K@HMH?A>K@NBE=
<:G\M=BOBG>MA>
FBLLBG@LM>ILMA:ML>>FMHHH;OBHNLMHF>GMBHG
A:O>GHP:R MHOBLN:EBS>: L<>G>MA:MMHA>KBL:L <E>:K:L =:R� �G= LHMA>
PKBM>K�=H>LG\M�;HMA>K�MH�>QIE:BG�MA>�C:K@HG
�HK�LI>EE�HNM�MA>�EH@B<
�HK�LNIIER�MA>�G><>LL:KR�=>M:BE�

 LL>GMB:EER
 :GRHG>PAHA:L=>O>EHI>=: LI><B?B<:K>:H?>QI>KMBL>G>>=LMH;> FBG=?NEMA:MGHM>O>KRHG>:KHNG=
MA>FDGHPLMA>L:F> BG?HKF:MBHGHK>O>GL>>LMA>PHKE=BGMA>L:F> P:R� +:KMH?;>BG@:G>??><MBO><HFFNGB<:MHK
F>:GLK><H@GBSBG@MA:MMA>IKH<>LLH?<HFFNGB<:MBG@BG?HKF:MBHGBL=RG:FB<:G=<K>:MBO>:G=;>BG@L>GLBMBO>MH
RHNK�:N=B>G<>\L�G>>=L�:G=�NG=>KLM:G=BG@�

0EMBF:M>ER
 MA>@H:EH?MABLM>QM;HHDBLMHA>EIRHN=>O>EHIMA>MHHEL:G=<KBMB<:EMABGDBG@LDBEELRHNG>>=MH;>
:G >??><MBO><HFFNGB<:MHKBGRHNKIKH?>LLBHG:EEB?>�2ABE>P> =H:==K>LLLI><B?B<
<HFFHGMRI>LH?PHKDIE:<>
=H<NF>GML
BMBLBFIHKM:GMMHDGHPMA:MMA>MRI>LH?<HFFNGB<:MBG@RHNPBEE=HBGRHNKIKH?>LLBHG:EEB?>PBEE
>OHEO>:G=<A:G@>HO>KMBF>�!HKBGLM:G<>
I>HIE>PAH;>@:GMA>BK<:K>>KLBGMA>����\ LEBD>ER=B=GHM<HGLB=>K
>F:BEPKBMBG@:G BFIHKM:GMLDBEE
;NMMH=:RBMBLHG>H?MA>FHLM�NL>=@>GK>LH?PHKDIE:<><HFFNGB<:MBHG�
2A:M>O>KA:II>GL BGMA>?NMNK>
: GN:G<>=
:N=B>G<>�?H<NL>=<HFFNGB<:MBHGLMK:M>@RPBEE:EEHPRHNMH>OHEO>
:G=�MAKBO>��/ABL�M>QM;HHD�BL�:�?HNG=:MBHG�MH�A>EI�RHN�=>O>EHI�:G�:P:K>G>LL�H?�MA>�:=:IM:;BEBMR�H?�<HFFNGB<:MBHG�
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Rhetorical Foundations

Rhetorical FoundationsRhetorical Foundations

.MKN<MNK>L
BGHK=>KMHK>F:BGLM:G=BG@
FNLM;> ;NBEMHGLMKHG@?HNG=:MBHGL�'BD>: ;NBE=BG@
<HFFNGB<:MBHGFNLM
;> ;NBEMPBMA: LMKHG@?HNG=:MBHGBGHK=>KMH;> >??><MBO>�2 >;NBE=MABL?HNG=:MBHGPBMA:GNG=>KLM:G=BG@H?PA:M
�KBLMHME>=>?BG>=:L MA>Y:O:BE:;E>F>:GLH?I>KLN:LBHG�Z/ABLG>QM<A:IM>KH??>KLLHF>;:LB<MHHEL?HK;NBE=BG@
>??><MBO>�<HFFNGB<:MBHGL�

ReferencesReferences
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What is Rhetoric?

Rhetoric BLMA>:G<B>GM:KM:G= L<B>G<>H?I>KLN:LBHG
MA>LMN=RH?I>KLN:LBHG
:G= MA>BG=BOB=N:EIKH<>LLH?
I>KLN:LBHG�0G?HKMNG:M>ER
 BGMA>��LM<>GMNKR
 KA>MHKB<M>G=LMH;> IHLBMBHG>=:L LHF>MABG@L>I:K:M>?KHF>O>KR=:R
<HFFNGB<:MBHG��#HP>O>K
�:EE�ANF:G�:<MBOBMB>L�:K>�KA>MHKB<:E
�PA>MA>K�HK�GHM�P>�:K>�<HGL<BHNL�H?�BM�

-A>MHKB<BL:;HNMLMK:M>@B<<AHB<>L:G=:IIKH:<A>LMH<HFFNGB<:MBHGPA>MA>KM>QMN:EER
 O>K;:EER
 HK>O>G:NK:EER
:G= OBLN:EER� 2A>G P> <HFFNGB<:M>MH=B??>K>GMMRI>LH?:N=B>G<>L:;HNMMA>L:F> MHIB<
P> F:D> LMK:M>@B<
=><BLBHGL�HG�PA:M�=>M:BEL�MH�BG<EN=>�HK�HFBM
�PA:M�MRI>L�H?�>OB=>G<>�HK�LNIIHKM�MH�NL>
�:G=�LH�HG�

For example:letÕs imagine that you spenta little bit of time last weekendstudying but mostly party-
hopping and celebrating because your schoolÕs football team won the championship.

U 2A>G�RHN�LI>:D�MH�RHNKbest friend :;HNM�RHNK�P>>D>G=
�RHN�:K>�EBD>ER�MH�IKHOB=>�=>M:BEL
:;HNMAHP�F:GR�I:KMB>L�RHN�P>GM�MH�:G=�PA:M�>Q:<MER�RHN�=B=�:M�MA>�I:KMB>L
�BG<EN=BG@�@HLLBI�:;HNM
FNMN:E�?KB>G=L�

U 2A>G�RHN�LI>:D�MHyour grandmother :;HNM�MA:M�L:F>�P>>D>G=
�RHN�FB@AM�F>GMBHG�RHNK�LMN=R
@KHNI�F>>MBG@�HG�.NG=:R�:?M>KGHHG
�MA>�M:D>�HNM�=BGG>K�RHN�A:=�HG�!KB=:R�GB@AM
�:G=�I>KA:IL
;KB>?ER�F>GMBHG�MA:M�RHN�<>E>;K:M>=�MA>�M>:F\L�PBG�PBMA�?KB>G=L�

U 2A>G�RHN�LI>:D�MHyour supervisor :M�RHNK�HG�<:FINL�CH;
�RHN�:K>�EBD>ER�MH�=BL<NLL�MA>�;B@�?HHM;:EE
PBG��"H�/>:F��
�RHNK�EHHFBG@�>Q:F�L<A>=NE>�:G=�AHP�RHNK�LMN=R�:G=�>Q:F�L<A>=NE>�PBEE�BFI:<M
RHNK�:O:BE:;BEBMR�MH�PHKD�?HK�MA>�K>LM�H?�MA>�M>KF�

�EEO>KLBHGL:K>:<<NK:M>K>IK>L>GM:MBHGLH?RHNKP>>D>G=
;NMRHNF:D> LMK:M>@B<<AHB<>L:;HNMPAB<A=>M:BELMH
BG<EN=>HKGHMBG<EN=>;:L>= HGMA>I:KMB<NE:Krhetorical situation H?RHNK=BL<NLLBHG�/A:MBL
AHP:G=PA:MRHN
<HFFNGB<:M>�BL�LA:I>=�;R�

U /A>�PKBM>K
�:NMAHK
�<K>:MHK
�:ELH�DGHPG�:L�MA>rhetor

U /A> audience
�BG<EN=BG@�IKBF:KR
�L><HG=:KR
�:G=�M>KMB:KR�:N=B>G<>L

U /A> topic H?�MA>�<HFFNGB<:MBHG

U /A> purpose
�PAB<A�H?M>G�<:G�;>�;KHD>G�BGMH�:�IKBF:KR
�L><HG=:KR
�:G=�M>KMB:KR�INKIHL>

U /A> context :G=cultur ePBMABG�PAB<A�MA>�<HFFNGB<:MBHG�BL�M:DBG@�IE:<>�
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/A>�<HGM>QM�:G=�<NEMNK>�BFI:<M�MA>�K>LM�H?�MA>�KA>MHKB<:E�LBMN:MBHG��KA>MHK
�:N=B>G<>
�MHIB<
�INKIHL>��

/A> MAK>>KA>MHKB<:E:II>:EL
 :L =BL<NLL>=;R �KBLMHME>:K>ethos
 pathos
 :G=logos� /A>L> MAK>>:II>:EL :K>
@NB=>=;R kair os
 PAB<ABL:;HNMMBFBG@�/A> MAK>>:II>:EL F:R ;> NL>=:EHG>
;NM:K@NF>GML:K>FHLM>??><MBO>
PA>G�MA>R�<HF;BG>�:II>:EL�MH�>MAHL
�I:MAHL
�:G=�EH@HL
�PBMA�LMKHG@�@KHNG=BG@�BG�D:BKHL�HK�MBF>EBG>LL�

Ethos� : "K>>DPHK=?HK<A:K:<M>K
 >MAHLBL:G :II>:E MH<A:K:<M>K
 >LI><B:EER:NMAHKBMR:G= >QI>KMBL>� MAHLBL
H?M>GFBLM:D>G:L :G :II>:E MH>MAB<L�/AHN@A>MAB<L:K>:G :LI><MH?: I>KLHG\LHKHK@:GBS:MBHG\L>MAHL
>MAB<L:K>
GHM�MA>�HGER�<HFIHG>GM�H?�<A:K:<M>K
�:NMAHKBMR
�HK�>QI>KMBL>�

�>E>;KBMR:G= HMA>K>G=HKL>F>GML:K> H?M>G;:L>= HG>MAHL� MAHLBLPAR:G �F>KB<:G�>GM:E�LLH<B:MBHG
>G=HKL>F>GMH?: MHHMAI:LM>BLFHK>IHP>K?NE:G=@>G>K:EERAHE=LFHK>LP:RMA:G:G >G=HKL>F>GM?KHF: GHG�
F>=B<:EIKH?>LLBHG:E��MMA>L:F> MBF>
MAHN@A
>MAHL:L BMK>E:M>LMH:=O>KMBLBG@BL;BM<HFIE>Q�.HF>MBF>LI>HIE>
HKHK@:GBS:MBHGLPBEEA:O>LMKHG@>MAHLGHM;><:NL>MA>R:K>IKH?>LLBHG:ELBG: @BO>G?B>E=�LN<A:L =>GMBLMKR�;NM
;><:NL>�MA>R�F:R�MA>R�=>FHGLMK:M>�MA>�B=>:E�K>LNEML�HK�;>G>?BML�H?�:�IKH=N<M�

'>M\L M:D>.H?B:1>@:K:
?HK>Q:FIE>�1>@:K:BL: IHINE:K:<MHK=N>MHA>KKHE>HGMA>LBM<HF(H=>KG!:FBER�
#>K>MAHL:L HG>H?MA>PHKE=\LFHLM;>:NMB?NEI>HIE>F:D>LA>K:G >LI><B:EERNL>?NELIHD>LI>KLHG?HK:G :KK:R
H?I>KLHG:E<:K>IKH=N<ML
BGI:KM;><:NL>LA>BLDGHPGGHMHGER:L :G :<MHK;NM:L :G :MMK:<MBO>I>KLHG�$MBL
GHLNKIKBL>MA:MLA>BL: LIHD>LI>KLHG?HK: O:KB>MRH?<HLF>MB<:G=I>KLHG:EIKH=N<ML
?KHF�HO>K"BKEF:D>NI
MH#>:= :G=.AHNE=>KLLA:FIHH�/A> E:MM>KIKH=N<M
MAHN@A
BLK>:EERPA>K>A>K>MAHLLABG>L�#>:= :G=.AHNE=>KL
BL: =:G=KN??LA:FIHH
:G=@>G>K:EER
 ?E:DRL<:EIBLGHM:LLH<B:M>=PBMA;>:NMR� �R A:OBG@1>K@:K:LM:KBG#>:=
:G=.AHNE=>KL\<HFF>K<B:EL
:G=?NKMA>K
 A:OBG@1>K@:K:A:IIBER:=FBMMA:MA>K?:FBERA:L;>>GNLBG@#>:= :G=
.AHNE=>KL?HKHO>K�� R>:KL
MA><HFI:GRK>EB>LHG1>K@:K:\L >MAHL:L : <HG?B=>GM
;>:NMB?NEPHF:G MH<HF;:M
>F;:KK:LLF>GMMA:MLHF>I>HIE>�I>KA:IL I:KMB<NE:KERPHF>G�F:R ?>>EPA>G?:<>=PBMAMA>BKHPG=:G=KN??:G=
?E:DRL<:EI:G=MA>G>>=?HK: F>=B<:M>=LA:FIHH�1>K@:K:\L>FIA:LBLHGAHPEHG@A>K?:FBERA:LNL>=#>:= :G=
.AHNE=>KL>O>GLN@@>LMLMA:MI>KA:ILLHF>H?1>K@:K:\LLN<<>LLBGMA>;>:NMR:K>G:BL=N>MH#>:= :G=.AHNE=>KL�

Pathos: HKB@BG:EER
 I:MAHL=>L<KB;>=:II>:EL MH:N=B>G<>L\L>GLB;BEBMB>L�(H=>KGNL>LH?I:MAHL@>G>K:EERF>:GL
:G :II>:E MH>FHMBHGL
;HMAIHLBMBO>:G=G>@:MBO>�� KA>MHKF:R :II>:E MH>FHMBHGLMA:M:G :N=B>G<>:EK>:=RA:L
:;HNM�:�LN;C><M
�HK�:�KA>MHK�F:R�>EB<BM�>FHMBHGL�

/A>  FHMBHGL:K>:EEMAHL>?>>EBG@LMA:MLH<A:G@>F>G:L MH:??><MMA>BKCN=@>F>GML
:G=MA:M:K>:ELH:MM>G=>=;R I:BG
HKIE>:LNK>�.N<A:K>:G@>K
 IBMR
 ?>:K:G=MA>EBD>
PBMAMA>BKHIIHLBM>L�2 >FNLM:KK:G@>PA:MP> A:O>MHL:R:;HNM>:<A
H?MA>FNG=>KMAK>>A>:=L�/ :D>
?HKBGLM:G<>
MA>>FHMBHGH?:G@>K�A>K>P> FNLM=BL<HO>K��� PA:MMA>LM:M>H?FBG=H?
:G@KRI>HIE>BL
��� PAHMA>I>HIE>:K>PBMAPAHFMA>RNLN:EER@>M:G@KR
 :G=��� HGPA:M@KHNG=LMA>R@>M:G@KRPBMA
MA>F����KBLMHME>
������

�L �KBLMHME>:K@N>L
>FHMBHGL:K><>GMK:EMHHNK=><BLBHGF:DBG@
>O>GB?P> :K>GHM<HGL<BHNLER:P:K> H?BM�$?
: KA>MHK=>LBK>LMHI>KLN:=>: I:KMB<NE:K:N=B>G<>
MA>GMA>KA>MHKFNLMNG=>KLM:G=MA>KNEBG@>FHMBHGLK>@:K=BG@
MA>MHIB<:G= MA>LI><B?B<:N=B>G<>�2A:M F:D>L MA>:N=B>G<>:G@KR�HKIE>:L>=�
PAHHKPA:MBLBGOHEO>=BG
IKH=N<BG@HK>OHDBG@MA:M>FHMBHG:ELM:M>
:G= PAR=H>LMA:MI:KMB<NE:K:N=B>G<>;><HF> :G@KR�HKIE>:L>=�
PBMABG: LI><B?B<<HGM>QM�&GHPBG@MA>:GLP>KLMHMA>L>JN>LMBHGLPBEEA>EI: KA>MHK;>MM>KIK>I:K>:G :K@NF>GM
:G=�IKHOB=>�:�;:LBL�?HK�=>O>EHIBG@�>OB=>G<>�:G=�B=>GMB?RBG@�<HNGM>K:K@NF>GML�

+:MAHL:II>:EL <:GLHF>MBF>L;> HO>KPA>EFBG@:G==HFBG:M>:G :K@NF>GM;><:NL>>FHMBHGLBG@>G>K:E<:G;>
HO>KPA>EFBG@�2A>G>FHMBHGL:K>LMKHG@>GHN@A
MA>R<:GHO>KM:D>EH@B<:G=K>:LHG�+HEBMB<:E<:FI:B@GL:K>
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>Q<>EE>GM>Q:FIE>LH?I:MAHL:II>:EL� +HEBMB<:E:=L H?M>GIE:RHGMA>?>:KL:G=AHI>LH?=B??>K>GM=>FH@K:IAB<L�
!HK>Q:FIE>
: IHEBMB<:E:= ?H<NL>=:BF>=:MK>MBK>=:G= >E=>KEROHM>KLF:R <E:BFMA:M: <:G=B=:M>IE:GLHG
>EBFBG:MBG@LH<B:ELNIIHKMIKH@K:FLLN<A:L (>=B<:K>HKPBEE=K:LMB<:EER<NM.H<B:E.><NKBMR;>G>?BML�/A>L>MRI>L
H?:=L =HGHMG>>=MH<HGM:BG?:<MLHK>OB=>G<>H?LN<A:<MBHGLMH;> NL>?NE:G=LN<<>LL?NE;><:NL>MA>RK>ERHGMA>
?>:KL�:G=�PHKKB>L�MA:M�MA>�BGM>G=>=�:N=B>G<>�:EK>:=R�A:L�:;HNM�?BG:G<B:E�:G=�F>=B<:E�L><NKBMR�

->F>F;>K
�I:MAHL�BL�:;HNM�MA>�>FHMBHG:E�LM:M>�H?�MA>�:N=B>G<>
�GHM�MA>�KA>MHK�

Logos� :G:II>:E MHEH@B<:EK>:LHG
EH@HLBL:;HNMMA><E:KBMR
 <HGLBLM>G<R
 :G=LHNG=G>LLH?:G:K@NF>GM
?KHFMA>
IK>FBL>:G=LMKN<MNK>MHMA>>OB=>G<>:G=LNIIHKM�� KA>MHK:II>:EL MHEH@HL;R F:DBG@K>:LHG:;E><E:BFL:G=
LNIIHKMBG@MAHL><E:BFLPBMA>OB=>G<>
LN<A:L LM:MBLMB<L
HMA>K=:M:
:G=?:<ML�#HP>O>K
 'H@B<:E:G=K>:LHG:;E>
:K@NF>GML:G= >OB=>G<>:K>GHMNGBO>KL:E:<KHLL:N=B>G<>L
<HGM>QML
<NEMNK>L
:G= MBF>L�2A:M :G :N=B>G<>
<HGLB=>KLK>:LHG:;E><E:BFL:G=:=>JN:M>>OB=>G<>BLBG?EN>G<>=;R :G:N=B>G<>\LO:EN>L:G=;>EB>?L�!NKMA>K
 =:M:
:G=�?:<ML�F:R�>OHEO>�HO>K�MBF>�:L�P>�H;M:BG�FHK>�>OB=>G<>
�BG?HKF:MBHG
�:G=�=:M:�

!HK>Q:FIE>
LHF>I>HIE>;>EB>O>MA>!>=>K:E�KN@�=FBGBLMK:MBHGBLI:KMH?: <HGLIBK:<RMH<HO>KNI >OB=>G<>
MA:M<HFFHGO:<<BG>L<:NL>: O:KB>MRH?G>NKHEH@B<:E
ILR<AHEH@B<:E
:G= IARLB<:E=BLHK=>KL
=>LIBM>>QM>GLBO>
L<B>GMB?B<>OB=>G<>?KHF:KHNG=MA>PHKE=MA:M=>FHGLMK:M>L<HFFHGO:<<BG>L:K>L:?>�/A> L<B>GMB?B<>OB=>G<>
BLGHMK>:LHG:;E>HKEH@B<:E�:G= MA>K>?HK>GHMI>KLN:LBO>�?HKMA><HGLIBK:<R:N=B>G<>;><:NL>MA>>OB=>G<>F:R
<HF>?KHFF:GN?:<MNK>KLH?O:<<BG>L
!���LIHGLHK>= LMN=B>L
HKK>L>:K<A>KLHKLMN=B>LPBMAA:O><HGG><MBHGL
MHMA>!�� HKHMA>K@HO>KGF>GM:@>G<B>L�#HP>O>K
 ?HKHMA>K:N=B>G<>LXLN<A:L MAHL>PAH:K>LBFIERNGLNK>
:;HNM�MA>�:<MN:E�;>G>?BML�HK�K>:LHGL�?HK�O:<<BG>LXMA>�L:F>�LMN=B>L�:G=�=:M:�F:R�;>�JNBM>�I>KLN:LBO>�

Kair osBLMA>"K>>DPHK=?HKMBF>�$G"K>>DFRMAHEH@R
 &:BKHL�MA>RHNG@>LMLHGH?5>NL�P:L MA>@H=H?
HIIHKMNGBMB>L�$GKA>MHKB<
D:BKHLK>?>KLMHMA>HIIHKMNG>FHF>GM
HK:IIKHIKB:M>G>LL
?HKI>KLN:=BG@: I:KMB<NE:K
:N=B>G<>:;HNM: I:KMB<NE:KLN;C><M�&:BKHL=>I>G=LHG: LMKHG@:P:K>G>LLH?KA>MHKB<:ELBMN:MBHG�&:BKHLBLMA>
PA>K>
�PAR
�:G=�PA>G�H?�I>KLN:LBHG�

!HK>Q:FIE>
G>:KER:EEHI�>=L:G=IHEBMB<:E>LL:RL:K>D:BKHMB<�/A> KA>MHKLPHKDMHK>E:M>MA>BKB=>:L:G=F>LL:@>L
MH�PA:M>O>K�BL�A:II>GBG@�BG�MA>�G>PL�:G=�IHINE:K�<NEMNK>�
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Applications in Technical Communications

-A>MHKB<M>:<A>LNLMA:MHNK<HFFNGB<:MBHGLFNLM;> LA:I>=PBMA:GNG=>KLM:G=BG@H?HNKBGM>G=>=:N=B>G<>:G=
=>LBK>=INKIHL>�/ABLBL:ELHMKN>H?M><AGB<:E<HFFNGB<:MBHGL�/A> @H:EH?M><AGB<:E<HFFNGB<:MBHGLBLMH@>M
BG?HKF:MBHG?KHF+HBGM� �MA>:NMAHKLI>:D>K�MH+HBGM� �MA>:N=B>G<>�:L >??B<B>GMER:G=>??><MBO>ER:L IHLLB;E>�
��LMKHG@�KA>MHKB<:E�?HNG=:MBHG�A>EIL�?:<BEBM:M>�MA:M�MK:GLFBLLBHG�

/ABGD;:<D MHMA>LMHKRBGMA>BGMKH=N<MBHG:;HNMMA>LMN=>GMBGMA>IARLB<LE><MNK>�$GMA:ML<>G:KBH
MA>LMN=>GM
�MA>:N=B>G<>�>QI>KB>G<>=: ;K>:D=HPGBGMA><HFFNGB<:MBHG�E><MNK>�;>BG@=>EBO>K>=;R MA>M>:<A>K�MA>
:NMAHK��!HKMA>LMN=>GM
: E:<DH?;:<D@KHNG=DGHPE>=@>F>:GMGHM;>BG@:;E>MHD>>INI PBMAMA>E><MNK>�/ABL
E:<DH?;:<D@KHNG=DGHPE>=@>BLCNLMHG>H?MA>F:GR?:<MHKLMA:M<:G<:NL>@:ILHKKH:=;EH<DLBGNG=>KLM:G=BG@�
*?M>G
�MA>L>�@:IL�HK�KH:=;EH<DL�E>:=�MH�FBL<HFFNGB<:MBHG�

#>K>\L :GHMA>K>Q:FIE>� �B= RHN>O>KIE:R�:G=R
':G= :L : DB=��:G=R ':G= BL: <ABE=K>G\L;H:K=@:F>
PA>K>MA>H;C><MBO>BL?HKIE:R>KLMHK:<>MAKHN@AMA>
@:F>MH?BG=MA>FBLLBG@&BG@&:G=R:G=;> MA>?BKLM
MH:KKBO>:M�:G=R �:LME>PBMAHNM@>MMBG@LMN<DBG:GR
H?MA>IBM?:EEL�LM:R:P:R ?KHF(HE:LL>L.P:FI�� MA:M
PHNE=�LEHP�:�IE:R>K�=HPG�:G=�:EEHP�HMA>KL�MH�I:LL�

/ABGDH?MA>LN<<>LL?NEMK:GLFBLLBHGH?BG?HKF:MBHG
EBD>IE:RBG@: @:F>H?�:G=R ':G=WRHNKCH;:L :G
>??><MBO><HFFNGB<:MHKBLMH:OHB=MA>?:<MHKLMA:M
<:NL>RHNK:N=B>G<>MH@>MYLMN<DZHGMA>BKP:R MH
NG=>KLM:G=BG@�

$GIKH?>LLBHG:E:G= M><AGB<:E<HFFNGB<:MBHG
BMBL
BFIHKM:GMMHK>F>F;>KRHNKKA>MHKB<:E?HNG=:MBHGBGHK=>KMHFBGBFBS>MA>IHLLB;BEBMRH?@:ILKH:=;EH<DLBGHK=>K
MH>GLNK>RHNKBG?HKF:MBHG@>MLPA>K>RHNP:GMBMMH@HX RHN@N>LL>=BM�X :L >??B<B>GMER:G=>??><MBO>ER:L
IHLLB;E>�2A>MA>KRHN:K>PKBMBG@:G >F:BEMH: <EB>GM
MRIBG@: F>FH ?HKRHNK;HLL
HKIK>I:KBG@: IK>L>GM:MBHG

<HGLB=>KBG@:N=B>G<>
INKIHL>
:G=<HGM>QM:L RHN=K:?MPBEEA>EIRHN;> :G >??><MBO><HFFNGB<:MHK:G=BG<K>:L>
RHNK�IKH?>LLBHG:E�>MAHL�
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Job Search Communications

� GNF;>KH?<HFIE>Q<HFFNGB<:MBHGLBMN:MBHGL:KBL>=NKBG@MA>IKH<>LLH?L>:K<ABG@?HK
 :IIERBG@MH

BGM>KOB>PBG@?HK
 :G=:<<>IMBG@: G>PBGM>KGLABIHKCH;�/A> LM:D>L:K>AB@A:L RHN<HGLB=>KHNMAHPMHIHLBMBHG
RHNKL>E?:L : IKH?>LLBHG:EBGRHNK?B>E=:G=BMBL=>>IERI>KLHG:E�RHN\K>MKRBG@MH<HGOBG<>LHF>HG>MA:MRHN:K>:
<:I:;E>�:G=�JN:EB?B>=�BG=BOB=N:E�
�LH�F:GR�I>HIE>�H?M>G�?>>E�NGLNK>�H?�MA>FL>EO>L�HK�G>KOHNL�:;HNM�MABL�IKH<>LL�

�L PBMA:GRMRI>H?<HFFNGB<:MBHG
MA>L>LDBEELM:D>IK:<MB<>:G= IK>I:K:MBHG
:G=MA>F:M>KB:EBGMABL<A:IM>K
BL=>LB@G>=MH@BO>RHN: <A:G<>MH=>O>EHILMK:M>@B>LMA:MPBEEA>EI;NBE=RHNK<HG?B=>G<>MAKHN@AMA>ABKBG@
IKH<>LL�

U ->:=BG@�:G=�>O:EN:MBG@�CH;�IHLMBG@L

U �>O>EHIBG@�:G�>Q<>EE>GM�KTLNFT�:G=�:IIEB<:MBHG�E>MM>K

U +K>I:KBG@�?HK�MA>�BGM>KOB>P�:G=�<HFFNGB<:MBG@�:?M>K�MA>�BGM>KOB>P

!H<NLBG@HG<HFFNGB<:MBHGL:G= =RG:FB<LMAKHN@AHNMMA>CH;L>:K<AIKH<>LL:ELHIKHOB=>L:G HIIHKMNGBMRMH
K>?E><MHG:GMB�=BL<KBFBG:MBHGE:PLBGMA>0GBM>=.M:M>L:G= <HGLB=>KBG@AHPMAHL>E:PL:G= MA><HGM>FIHK:KR
=BL<HNKL>�:;HNM�=BO>KLBMR�BG�MA>�PHKDIE:<>�PBEE�IE:R�:�KHE>�BG�RHNK�<:K>>K�

.M:KMBG@RHNK<:K>>KBL: IKH<>LLH?E>:KGBG@AHPMHIHLBMBHGRHNKL>E?:L : IKH?>LLBHG:EPBMABGRHNK?B>E=
:G=FN<A
H?�MA:M�IKH<>LL�K>EB>L�HG�RHNK�:;BEBMR�MH�<HFFNGB<:M>�>??><MBO>ER�
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Preparing Job Application Materials

/A> ?HEEHPBG@L><MBHGLIK>L>GM: L>KB>LH?LM>ILMH@NB=>RHNMHP:K=?H<NL>=
I>KLHG:EBS>=
:G= <HKK><MCH;
:IIEB<:MBHG=H<NF>GML�-TLNFTL:G=:IIEB<:MBHG�HK<HO>K�E>MM>KL:K><HFFHGCH;=H<NF>GML
;NMHNK?H<NLA>K>
BL;KH:=>KXP>PBEE:LDRHNMH<HGLB=>KMA><HFFNGB<:MBHGLBMN:MBHG:L : PAHE>
?KHF:G:ERSBG@CH;IHLMBG@LMH
<K>:MBG@�MA>�=H<NF>GML�:L�:�=RG:FB<�IKH<>LL�

4HNKCH;F:M>KB:EL:K>GHM?HKFLMH?BEEHNM
;NMLMK:M>@B<:G= I>KLN:LBO><HFFNGB<:MBHGLMA:MPBEEG>>=MH;>
<NLMHFBS>=�?HK�>:<A�IHM>GMB:E�>FIEHR>K�:G=�:M�>O>KR�IA:L>�BG�RHNK�<:K>>K�

Starting the Job SearchStarting the Job Search

/A> CH;L>:K<ABLFHK>MA:G?BG=BG@: CH;IHLMBG@?HKPAB<ARHN?NE?BEEMA>K>JNBK>F>GML�/ABLIE:GGBG@IA:L>
:EEHPL�RHN�MH�@:MA>K�MA>�BG?HKF:MBHG�:G=�E:G@N:@>�MA:M�RHN�G>>=�MH�F:D>�RHNKL>E?�:�LMKHG@�:IIEB<:GM�

Know YourselfKnow Yourself

�L RHN;>@BGMA>IKH<>LLH??BG=BG@:G= :IIERBG@?HK>FIEHRF>GMBGRHNK<AHL>G?B>E=
BMBLBFIHKM:GMMHM:D>
LMH<DH?RHNK>=N<:MBHG
M><AGB<:ELDBEEL
:G=MA>>QI>KB>G<>L:G=<A:K:<M>KBLMB<LMA:MF:D> RHN:GB=>:E>FIEHR>>
:G=�<H�PHKD>K� /ABL�L>E?�:LL>LLF>GM�BL�MA>�?HNG=:MBHG�?HK�;NBE=BG@�LMKHG@�CH;�F:M>KB:EL�

�>RHG=>O:EN:MBG@RHNKLDBEEL>M
MABLBL:ELH:G HIIHKMNGBMRMHM:D>LMH<DH?MA>MRI>LH?>GOBKHGF>GMLRHNPBEE
MAKBO>�BG�

Do you work better independently or in groups?

Haveyoualwaysimaginedworkingfor a largecompany, with thestructure andperksthat offers?Or do yousee
yourself working on a smaller team, perhaps taking risks for a project you believe in personally?

Do you like developing new ideas and planning? Do you like seeing through a complex project to the finish?

0L>MABLBG?HKF:MBHG:L RHNL>:K<A?HKIHM>GMB:ECH;L:G=BGM>KGLABIL:G=>O:EN:M>>FIEHR>KL�.>>DBG@HNM: PHKD
>GOBKHGF>GM:G=CH;MA:MLNBMLRHNKLMK>G@MAL:G=IK>?>K>G<>LPBEE@BO>RHN:G :=O:GM:@>BGMA>CH;L>:K<A:G=BG
RHNK�<:K>>K�
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Know Your FieldKnow Your Field

0L> MA>K>LHNK<>L:O:BE:;E>MHRHN�<:K>>KL>KOB<>L
CH;P>;LBM>L
G>MPHKDBG@>O>GML�MH?BG=IHLBMBHGL�"H MH
<:K>>K?:BKL:G=F:D> <HGG><MBHGL� O>G;>?HK>RHN:K>MKNERYHGMA>F:KD>MZ<:K>>K?:BKL:G=G>MPHKDBG@>O>GML
:K>�@K>:M�P:RL�MH�;NBE=�RHNK�<HG?B=>G<>�:G=�;><HF>�<HF?HKM:;E>�BG�IKH?>LLBHG:E�>GOBKHGF>GML�

4HNPBEE?BG=%H;.>:K<A/ HHEL->LHNK<>L?KHF*.0\ L  G@BG>>KBG@�:K>>K.>KOB<>LA>K>� .MN=>GMLBGHMA>K
<HEE>@>L�:G=�=BL<BIEBG>L�PBEE�;>�:;E>�MH�?BG=�LBFBE:K�<:K>>K�L>KOB<>L�BG?HKF:MBHG�HGEBG>�:L�P>EE�

&>>I RHNKL>E?BG?HKF>=:G= NI�MH�=:M>HGMA>IKHC><ML:G= BGBMB:MBO>LA:II>GBG@PBMABGRHNK<AHL>G?B>E=:G=
>LI><B:EERH?MAHL>>FIEHR>KLMA:MFHLMBGM>K>LMRHN�/ABLBLGHMLHF>MABG@RHNHGER=HMA>GB@AM;>?HK>: <:K>>K
?:BKHK:G BGM>KOB>PW>QIHL>RHNKL>E?MHMA>L>B=>:L:G==BL<NLLBHGLHO>K: EHG@I>KBH=H?MBF>�/A>L>MRI>LH?
K>LHNK<>L�:K>�:�@K>:M�IE:<>�MH�@>M�LM:KM>=�

U Organizations and conferences.�HGG><MBG@�PBMA�:G=�LBFIER�;>BG@�:P:K>�H?�MA>�G:MBHG:E�HK@:GBS:MBHGL
PBEE�>QIHL>�RHN�MH�<NKK>GM�B=>:L�:G=�=>O>EHIF>GML�BG�MA>�?B>E=��(HLM�AHLM�<HG?>K>G<>L�HG�:�K>@NE:K�;:LBL�:G=
>O>G�CNLM�K>:=BG@�MA>��:EE�?HK�+K>L>GM:MBHGL�HK�MA>�MBME>L�:G=�:;LMK:<ML�?KHF�:�K><>GM�<HG?>K>G<>�PBEE
BGMKH=N<>�RHN�MH�G>P�M>KFL�:G=�<HG<>IML
�E:RBG@�@KHNG=PHKD�?HK�?NMNK>�E>:KGBG@�HK�K>L>:K<A�

U Company blogs or white papers.(HLM�<HFI:GB>L�YM:ED�MHZ�MA>�IN;EB<�HK�MA>�BG=NLMKR�BG�LHF>�P:R�MH
F:G:@>�IN;EB<�I>K<>IMBHG
�IKHFHM>�:<<HFIEBLAF>GML
�:G=��H?M>G��K><KNBM�>FIEHR>>L��/A>L>�FB@AM�;>�AB@AER
M><AGB<:E�HK�FHK>�<:LN:E�HK�IKHFHMBHG:E�BG�MHG>
�=>I>G=BG@�HG�MA>�<HFI:GR�<NEMNK>
�BG=NLMKR
�:G=�MA>BK
@H:EL�W�:GR�H?�MA>L>�IKHOB=>�O:EN:;E>�BGLB@AML�

U Social media.!HEEHPBG@�;HMA�<HFI:GB>L�:G=�BG=BOB=N:E�IKH?>LLBHG:EL�PBEE�BGMKH=N<>�RHN�MH�MA>BK�PHKD

<HG<>KGL
�:G=�=>O>EHIF>GML�BG�MA>�BG=NLMKR��$M�:ELH�FB@AM�F:D>�BM�>:LR�?HK�RHN�MH�@>M�>QIHL>=�MH�MA>L>�B=>:L
:L�I:KM�H?�RHNK�K>@NE:K�HGEBG>�A:;BML�

U Local networking or meetup groups.+KH?>LLBHG:EL�H?M>G�AHE=�>O>GML�:M�:�EH<:E�E>O>E�MH�F>>M�>:<A�HMA>K
:G=�E>:KG�:;HNM�PA:M�HMA>K�<HFI:GB>L�BG�MA>�:K>:�:K>�=HBG@��/A>L>�FB@AM�;>�INK>ER�LH<B:E�HK�MA>R�FB@AM
BG<EN=>�E>:KGBG@�HIIHKMNGBMB>L�BG�MA>�?HKF�H?�M:EDL�:G=�IK>L>GM:MBHGL��*G�<:FINL
�RHN�PBEE�:ELH�?BG=�:
O:KB>MR�H?�=BL<BIEBG>�LI><B?B<�@KHNIL�:G=�LMN=>GML�HK@:GBS:MBHGL�MA:M�<:G�:ELH�>QIHL>�RHN�MH�G>P�B=>:L�:G=
K>LHNK<>L
�GHM�MH�F>GMBHG�@K>:M�IKH?>LLBHG:E�<HGG><MBHGL�

�NBE=: OH<:;NE:KR�+:KMH?PA:MRHN:K>=HBG@:L RHNIK>I:K>RHNKL>E??HKRHNK<:K>>KBLE>:KGBG@: E:G@N:@>W
RHN:K>=>O>EHIBG@OH<:;NE:KR:G=E>:KGBG@MA>E:G@N:@>H?RHNKIKH?>LLBHGBG:==BMBHGMH=>O>EHIBG@MA>K>JNBK>=
M><AGB<:E�M><AGB<:E�LDBEEL�

$GMA>IKH<>LLH?<HFIE>MBG@MA>L>E?�:LL>LLF>GM
RHNIKH;:;ER=BL<HO>K>=MA:MRHNA:O>EHMLH?LDBEEL:G=
LMK>G@MALL>>FBG@ERNGK>E:M>=MHRHNK?B>E=�$M\L BFIHKM:GMMHK>F>F;>KMA:M>O>GNGK>E:M>=>QI>KB>G<>LA:O>
M:N@AMRHNYMK:GL?>K:;E>LDBEELZWLDBEELMA:MF:R GHM;> M><AGB<:EERK>E:M>=
;NM:K><HGLB=>K>=BFIHKM:GMMH:GR
?B>E=�

/A>L>YLH?MZLDBEEL:K><HGLBLM>GMERK:GD>=AB@AHG>FIEHR>KEBLMLH?=>LBK>=:MMKB;NM>L:G=BG<EN=>HK@:GBS:MBHG:E
LDBEEL
E>:=>KLABI:;BEBMB>L
M>:FPHKD>QI>KB>G<>
<HFFNGB<:MBHGLDBEEL
IKH;E>FLHEOBG@
F>>MBG@=>:=EBG>L
:G=
LHHG�$GMA>CH;L>:K<AIKH<>LL
BMBLBFIHKM:GMMH;> :;E>MH=>L<KB;>RHNKIK>OBHNL>QI>KB>G<>LBGE:G@N:@>MA:M
>FIEHR>KL�K><H@GBS>�:L�O:EN:;E>�
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Organization
Management &
Leadership

Research &
Planning Communication Interpersonal Other

$GBMB:MBG@�G>P�B=>:L

�HHK=BG:MBG@�M:LDL

�>BG@�=>M:BE�HKB>GM>=

(:G:@BG@�HK�=BK><MBG@
M>:FL�HK�@KHNIL

�H:<ABG@

.>EEBG@�B=>:L�HK�IKH=N<ML

�><BLBHG�F:DBG@

(:G:@BG@�<HG?EB<ML�HK
IKH;E>FL

(:G:@BG@�;N=@>ML

!HK><:LMBG@

�HFBG@�NI�PBMA�B=>:L

$=>GMB?RBG@�IKH;E>FL

�>O>EHIBG@�LHENMBHGL

.HEOBG@�IKH;E>FL

$F:@BGBG@
:EM>KG:MBO>L

":MA>KBG@
BG?HKF:MBHG

�G:ERSBG@�:G=
>O:EN:MBG@
BG?HKF:MBHG

.>MMBG@�@H:EL

�>?BGBG@�G>>=L�:G=
K>JNBK>F>GML

.I>:DBG@
>??><MBO>ER

2 KBMBG@�<HG<BL>ER

'BLM>GBG@
:MM>GMBO>ER

!:<BEBM:MBG@�@KHNI
=BL<NLLBHG

+KHOB=BG@
:IIKHIKB:M>
?>>=;:<D

�>BG@�M:<M?NE

)>@HMB:MBG@

+>KLN:=BG@

$GM>KOB>PBG@

 =BMBG@

�>BG@�L>GLBMBO>�MH�?>>EBG@L
:G=�FHH=L�H?�HMA>KL

'BLM>GBG@

�>O>EHIBG@�K:IIHKM

+KHOB=BG@�LNIIHKM

(HMBO:MBG@

)>@HMB:MBG@

.A:KBG@�<K>=BM

/ >:<ABG@MK:BGBG@

�>E>@:MBG@

�HHI>K:MBG@��PHKDBG@�PBMA
:�M>:F

(:G:@BG@�MBF>�>??><MBO>ER

.>MMBG@�:G=�F>>MBG@�@H:EL

�>BG@�:�L>E?�LM:KM>K��L>E?�FHMBO:M>=

2 HKDBG@�BG=>I>G=>GMER

 GEBLMBG@�A>EI�PA>G�G>>=>=

(>>MBG@�=>:=EBG>L

�>BG@�=BEB@>GM��M>G:<BMR�MH�@>M�MA>
CH;�=HG>��?HEEHP�MAKHN@A

�>BG@�K>LIHGLB;E>�:G=K>EB:;E>

Think & Write: �?M>KK>OB>PBG@MA>MK:GL?>K:;E>LDBEELHNMEBG>=:;HO>
LI>G=LHF>MBF>MABGDBG@:;HNM:GR
>QI>KB>G<>L�:<:=>FB<
>QMK:<NKKB<NE:K
 CH;�K>E:M>=
>M<��RHNA:O>A:= BGPAB<ARHN=>FHGLMK:M>=
IK:<MB<>=
HK
=>O>EHI>=HG>HKFHK>H?MA>L>LDBEEL�.>E><MHG>
:G=
BG: I:K:@K:IA
=>L<KB;>PA:MMA>LI><B?B<>QI>KB>G<>P:L

>QIE:BGBG@�PAB<A�LDBEEL�RHN�=>FHGLMK:M>=�:G=�=>O>EHI>=�

Designing an Effective RŽsumŽDesigning an Effective RŽsumŽ

� KTLNFT
?KHFMA>!K>G<APHK=?HKYLNFF:KR
Z BL: <HG<BL>
LM:G=:K=BS>==H<NF>GMMA:MBGMKH=N<>LRHN:L :
IKH?>LLBHG:E
FHLMH?M>G?HKMA>INKIHL>LH?L>>DBG@>FIEHRF>GM
;NMBM:ELHNL>?NEBGHMA>KLBMN:MBHGL
LN<A:L
:IIERBG@?HK:P:K=LHKL>>DBG@: IKHFHMBHG�$MBLEBD>ER: =H<NF>GMRHN:K>:EK>:=RLHF>PA:M?:FBEB:KPBMA:G=
RHNFB@AM>O>G:EK>:=RA:O>: KTLNFTH?RHNKHPG
;NME>:KGBG@AHPMHLMK:M>@B<:EER:G= <HG?B=>GMER;NBE=:
KTLNFT?HK: I:KMB<NE:K:N=B>G<>:G=INKIHL>BL: OBM:EIKH?>LLBHG:E<HFFNGB<:MBHGLDBEE�$MBLFHK>MA:G: EBLMH?
CH;L�WBM�BL�:�IKBHKBMBS>=
�<HG=>GL>=�BGMKH=N<MBHG�MH�RHN
�MA>�CH;�:IIEB<:GM
�:G=�BM�=>F:G=L�<EHL>�:MM>GMBHG�

Note: /A>�IK:<MB<>L�HNMEBG>=�A>K>�:K>�?H<NL>=�HG�;NLBG>LL�<NEMNK>�:G=�GHKFL�BG�MA>�0GBM>=�.M:M>L
�LH�D>>I
BG�FBG=�MA:M�RHN�PBEE�G>>=�MH�K>L>:K<A�:G=�?HEEHP�MA>�:IIKHIKB:M>�LM:G=:K=L�B?�RHN\K>�:IIERBG@�?HK
IHLBMBHGL�BGM>KG:MBHG:EER�

/ HNG=>KLM:G=>O>KRMABG@>EL>MA:M?HEEHPLBGMABLL><MBHG
BMBLBFIHKM:GMMH?BKLM<HGLB=>KMA>KA>MHKB<:ELBMN:MBHG
?HKMABLI:KMB<NE:KMRI>H?<HFFNGB<:MBHG�Whatis the intendedeffect?Whatare youtrying to accomplish?Who
is your audience? How will they be accessing and reading your document?
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AUDIENCE PURPOSE

 FIEHR>K�HK�K>IK>L>GM:MBO>�H?�:G�>FIEHR>K

.>>DBG@�IHM>GMB:E�>FIEHR>>L

 O:EN:MBG@�:�IHHE�H?�:IIEB<:GML�MH�L>>�B?�MA>R�:K>�JN:EB?B>=
�EHHDBG@�?HK
:�K>:LHG�MH�L:R�R>L�HK�GH

'BD>ER�K>OB>PBG@�:�L>M�H?�KTLNFTL

�>FHGLMK:M>�MA:M�RHN�IHLL>LL�MA>�JN:EB?B<:MBHGL�?HK�MA>�IHLBMBHG
�HK�:P:K=�HK�IKHFHMBHG�

�H<NF>GM�RHNK�JN:EB?B<:MBHGL
�>QI>KB>G<>
�:G=�PHKD�ABLMHKR

!NE?BEE�H;EB@:MBHG�MH�IKH=N<>�:�LM:G=:K=�>FIEHRF>GM�=H<NF>GM

 :<A =><BLBHGRHNF:D> :;HNMPA:MMHBG<EN=>BGRHNKKTLNFT:G=AHPBMLAHNE=EHHDLAHNE=;> F:=> PBMAMA>L>
?:<MHKL�BG�FBG=
�IENL�FHK>
�;:L>=�HG�RHNK�DGHPE>=@>�H?�MA>�LI><B?B<�>FIEHR>K�HK�IHLBMBHG�

Key TakeawaysKey Takeaways

#>K>�:K>�?HNK�;:LB<�KNE>L�K>@:K=BG@�AHP�MH�:IIKH:<A�PKBMBG@�RHNK�KTLNFT�

�� Create multiple versions.��KTLNFT�LAHNE=�;>�<NLMHFBS>=�MH�MA>�LI><B?B<�CH;�RHN�:K>�:IIERBG@�?HK
:G=�:=:IM>=�;:L>=�HG�RHNK�DGHPE>=@>�H?�MA>�>FIEHR>K��4HN�LAHNE=�:ELH�<HGLB=>K�AHP�RHN�PBEE�;>
LN;FBMMBG@�MA>�=H<NF>GM�MH�=>M>KFBG>�MA>�;>LM�?HKF:MMBG@��.>>�FHK>�:;HNM�=>LB@G>=�KTLNFTL�OL�
� /.�KTLNFTL��

�� Learn the conventions of your discipline.)HM�>O>KR�IKH?>LLBHG:E�<HGM>QM�BL�MA>�L:F>�W�BM�BL
BGO:EN:;E>�?HK�RHN�MH�A:O>�LHF>HG>�BG�MA>�?B>E=�HK�>O>G�MA>�LI><B?B<�<HFI:GR�MH�PAB<A�RHN�:K>
:IIERBG@�K>OB>P�RHNK�KTLNFT���G�>G@BG>>K\L�KTLNFT�PBEE�EBD>ER�EHHD�O>KR�=B??>K>GM�?KHF�:�=>LB@G>K\L
KTLNFT�LBFIER�;:L>=�HG�MA>�:N=B>G<>\L�>QI><M:MBHGL�

�� Update on a regular basis. O>G�B?�RHN�>QI><M�MH�LM:R�BG�:�CH;�BG�MA>�EHG@�M>KF
�M:D>�GHM>L�:G=
@:MA>K�BG?HKF:MBHG�?HK�RHNK�KTLNFT�>O>KR�<HNIE>�H?�FHGMAL�HK�:?M>K�RHN�?BGBLA�:�F:CHK�IKHC><M��$M\L
=B??B<NEM�MH�K>F>F;>K�MA>�=>M:BEL�H?�:�<HFIE>Q�IKHC><M�:?M>K�MA>�?:<M
�LH�A:OBG@�MA:M�BG?HKF:MBHG
=H<NF>GM>=�BL�:�AN@>�:LL>M�

�� Eliminate errors from the document.�><:NL>�MA>�KTLNFT�BL�<HG=>GL>=��:�LBG@E>�I:@>�?HK
NG=>K@K:=N:M>�LMN=>GML��:G=�LBG<>�BM�BL�NL>=�MH�>O:EN:M>�RHN�:L�:�IHM>GMB:E�>FIEHR>>
�MA>K>�BL�EBMME>
MHE>K:G<>�?HK�MRIHL�HK�>KKHKL���A><D�@K:FF:K
�LI>EEBG@
�=>LB@G�<HGLBLM>G<R
�ING<MN:MBHG
�:G=
E:G@N:@>��/A>G�<A><D�BM�:@:BG�:G=�:LD�:�?KB>G=�MH�K>OB>P�BM���G=�MA>G�:@:BG�

What to Include in Your RŽsumŽWhat to Include in Your RŽsumŽ

/A> <HGM>GMBGRHNKKTLNFTLAHNE=;> <:K>?NEERL>E><M>=MHIK>L>GMMA>;>LM
FHLM:IIEB<:;E>JN:EB?B<:MBHGL?HK:
I:KMB<NE:K�>FIEHR>K��MA>�<HFI:GR�:G=�IHLBMBHG�?HK�PAB<A�RHN�:K>�:IIERBG@��HK�INKIHL>��:MM>G=BG@�:�<:K>>K�?:BK��

#>K>�:K>�MA>�;:LB<�MRI>L�H?�BG?HKF:MBHG�MA:M�RHN�PBEE�L>E><M�?KHF�:L�RHN�;NBE=�RHNK�KTLNFT�
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Strong action verbs :K>PHK=LMA:MRHNLAHNE=NL>MH=>L<KB;>RHNK:<MBOBMB>LMAKHN@AHNMMA>KTLNFT

MRIB<:EER;>@BGGBG@>:<A;NEE>MIHBGMBGMA>>QI>KB>G<>=>L<KBIMBHGL�/A>L>PHK=LLAHNE=;> O:KB>=�:OHB=
K>I>MBMBHG�
�OBOB=��;>�LI><B?B<
�=>L<KBIMBO>�
�:G=�AHG>LM��=HG\M�HO>KLM:M>�RHNK�:<MBOBMB>L�HK�>QI>KB>G<>��

#>K>�:K>�LHF>�NL>?NE�LMKHG@�:<MBHG�O>K;L�
Analyzed,assessed,built, calculated,collaborated,coordinated,created,defined,delivered, designed,
developed,documented,evaluated,examined,interpreted, managed,monitored, prepared, presented,
programmed, provided, reported, researched, resolved, supervised, solved, supported

.MKHG@�:<MBHG�O>K;L�MH�>FIA:LBS>�K>LNEML�
Achieved, completed, improved, reduced, resolved, succeeded, surpassed

�L RHN:K>IE:GGBG@PA:M<HGM>GMMHBG<EN=>BGRHNKKTLNFT
DGHPMA:MBG?HKF:MBHGIE:<>=:MMA>MHIH?MA>
=H<NF>GMMRIB<:EERA:LMA>FHLMBFI:<M�/A:M\LPAR>=N<:MBHGBL:EFHLM:EP:RLHG>H?MA>?BKLML><MBHGL
LBG<>MA>
?BKLMK>JNBK>F>GMBG:GBGM>KGLABIIHLMBG@BLMRIB<:EERRHNKR>:KBGL<AHHE
F:CHK
 :G="+ �� �L RHNFHO>=HPGMA>
I:@>
MAHN@A
E>:=PBMAMA>FHLMK>E>O:GM
BGM>K>LMBG@L><MBHGL
:G=HK@:GBS>MA><HGM>GMMH?>:MNK>MA>>QI>KB>G<>L
:G=�LDBEEL�MA:M�MABL�>FIEHR>K�PBEE�FHLM�O:EN>�

4HNPBEEA:O>F:GRJN>LMBHGL:;HNMPA:MRHNLAHNE=:G=LAHNE=GHM=H:L RHN:K><HFIBEBG@:G=K>OBLBG@RHNK
KTLNFT�4HN<:GMKRMH?BG=:GLP>KLMHMA>L>JN>LMBHGLHGEBG>
;NMHG<>RHNDGHPMA>;:LB<L
NEMBF:M>ER
 RHNPBEE
G>>=�MH�F:D>�RHNK�HPG�<AHB<>L�:;HNM�MA>�;>LM�P:R�MH�IK>L>GM�RHNK�JN:EB?B<:MBHGL�

$?RHN:K>PHG=>KBG@PA>MA>KHKGHMMHBG<EN=>: IB><>H?BG?HKF:MBHG
?H<NLHGMA>:N=B>G<>\L G>>=L�Will
they find this information valuablein makinga decisionabout you as a candidate?Doesit revealsomething
important about your skills, interests,and qualifications?Doesit revealsomethingnew about you that is not
already revealed in the document?

$?RHN:K>PHG=>KBG@AHPMHIK>L>GM: IB><>H?BG?HKF:MBHG
DGHPMA:MMA>HIMBHGL:K>>G=E>LL
;NM
:@:BG
RHNPBEE
P:GMMH?H<NLHGMA>:N=B>G<>�Is thecontentpresentedin a waythat is easyto seeandunderstand?Is it logically
connected to the information around it?

�> <HG?B=>GM:L RHNF:D> MA>L>=><BLBHGL�/A>K>:K>?>P>KYKNE>LZMA:GRHNFB@AMMABGDXMA><A:EE>G@>BLMH<K>:M>
: =H<NF>GMMA:MBLGHMCNLM<HKK><M
;NMMA:MLMK:M>@B<:EERK>O>:ELRHN:L : <:G=B=:M>?HK: CH;:G=:G BG=BOB=N:E�
4HN=HG\MP:GMRHNKKTLNFTMHEHHDEBD>: ?HKFHKMH;> >Q:<MEREBD>>O>KRHG>>EL>\L� 'HHD?HKP:RLMHBG<EN=>
MAHL>�MABG@L�MA:M�>QIK>LL�RHNK�I>KLHG:EBMR�:G=�I:LLBHGXMA>�MABG@L�MA:M�F:D>�RHN�NGBJN>�

Visual Design ConsiderationsVisual Design Considerations

/A> <HGM>GM:G=E:G@N:@>BGRHNKKTLNFT
:L =BL<NLL>=BGMA>IK>OBHNLL><MBHG
BLMA>?BKLMIKBHKBMR
 :L RHN?B@NK>
HNMAHPMH>QIE:BGRHNK>QI>KB>G<>L:G=LAHPMA>>FIEHR>KMA:MRHNF>>MMA>K>JNBK>F>GML?HKMA>IHLBMBHG�/A>
OBLN:E=>LB@GH?RHNKKTLNFTXMA>P:R MA>BG?HKF:MBHGBLIK>L>GM>=HGMA>I:@>X:ELH=>L>KO>LLHF><:K>?NE
IE:GGBG@:G=<HGLB=>K:MBHG;><:NL>BMA:L:GBFI:<MHGMA>P:R RHNK:N=B>G<>PBEE;> :;E>MHK>:=:G=NG=>KLM:G=
MA>�BG?HKF:MBHG�

-><:EEMA:MRHNKK>:=>K�>�@�
:G#- K>IK>L>GM:MBO>
: <:FINL K><KNBM>K�FB@AM;> K>OB>PBG@F:GRKTLNFTLBG: KHP
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:G= I>KA:ILK>OB>PBG@MA>FJNB<DER� �G >??><MBO>OBLN:E=>LB@G<:GA>EI>GLNK>MA:MRHNKKTLNFTBL:<<>LLB;E>
:G=�MA:M�BM�F:D>L�:�@HH=�BFIK>LLBHG
�PAB<A�PBEE�F:D>�MA>F�FHK>�EBD>ER�MH�<HGLB=>K�RHN�:�LMKHG@�<:G=B=:M>�

Key TakeawaysKey Takeaways

#>K>:K>LHF>LBFIE>MABG@LMHD>>IBGFBG=:L RHN:K>?BG:EBSBG@MA>=>LB@GH?RHNKKTLNFT�MA>>Q:FIE>
KTLNFT�:;HO>�=>FHGLMK:M>L�F:GR�H?�MA>L>�:MMKB;NM>L�?HK�RHNK�K>?>K>G<>��

U Clear headings.�HGM>GM�G>>=L�MH�;>�<:M>@HKBS>=�OBLN:EER
�PBMA�F:BG�L><MBHG�A>:=BG@L��>�@�
�2HKD
 QI>KB>G<>��:G=�LN;A>:=BG@L�!HGM�LBS>�:G=�MRI>�A>EI�OBLN:EER�HK@:GBS>�MA>�M>QM�HG�MA>�I:@>���EE�<:IL
:G=�;HE=�:K>�RHN�;>LM�HIMBHGL�?HK�>FIA:LBSBG@�A>:=BG@L�:G=�LN;A>:=BG@L��BM:EB<L�:G=�NG=>KEBGBG@�:K>
FHK>�=B??B<NEM�MH�K>:=�:G=�LAHNE=�;>�NL>=�E>LL�H?M>G�

U White space.��KTLNFT�MA:M�BL�?NEE�H?�=>GL>�;EH<DL�H?�M>QM�;><HF>L�=B??B<NEM�MH�K>:=��*NK�>R>L�G>>=
PABM>�LI:<>�MH�A>EI�NL�NG=>KLM:G=�AHP�BG?HKF:MBHG�BL�<HGG><M>=�:G=�AHP�BM�K>E:M>L�MH�MA>�<HGM>GM
:KHNG=�BM���==�LI:<>�:;HO>�A>:=BG@L�:G=�LN;A>:=BG@L���HG\M�NL>�NGG><>LL:KR�EBG>L�HK
>F;>EEBLAF>GMLXPABM>�LI:<>�BL�H?M>G�FHK>�>??><MBO>�

U Balance.2ABM>�LI:<>�F:R�;>�:�A>EI?NE�HK@:GBSBG@�IKBG<BIE>
�;NM�RHN�P:GM�MH�:OHB=�MHH�FN<A�PABM>
LI:<>�HK�>FIMR�LI:<>L�HG�MA>�I:@>���=CNLM�MA>�E>G@MA�H?�EBG>L�HK�MA>�E:RHNM�MH�>GLNK>�MA:M�>:<A
YJN:=K:GMZ�H?�MA>�=H<NF>GM�A:L�:�KHN@AER�>JN:E�:FHNGM�H?�<HGM>GM��/A>�FHLM�<HFFHG�BLLN>�BL�:
E:K@>�Y<A:GG>EZ�H?�PABM>�LI:<>�=HPG�MA>�KB@AM�LB=>�H?�MA>�I:@>�

U Vertical alignment. / H�D>>I�:�=H<NF>GM�OBLN:EER�HK@:GBS>=
�LBFBE:K�A>:=BG@L�:G=�>E>F>GML��>�@�
�:
;NEE>M>=�EBLM��LAHNE=�?:EE�:EHG@�MA>�L:F>�O>KMB<:E�EBG>XB?�RHN�=K>P�:�LMK:B@AM�EBG>�?KHF�MA>�MHI�H?�MA>
I:@>�MH�MA>�;HMMHF
�:EE�MA>�;NEE>ML�PHNE=�?:EE�:EHG@�MA>�EBG>
�?HK�BGLM:G<>��/ABL�D>>IL�MA>�=H<NF>GM
<E>:K�:G=�HK@:GBS>=��<HFI:K>�MA>�>Q:FIE>�BG�MA>�IK>OBHNL�L><MBHG�PBMA�MA>�YG>>=L�BFIKHO>F>GMZ
KTLNFT�;>EHP��

U Coherence and consistency. /A>�L:F>�MRI>L�H?�BG?HKF:MBHG��>�@�
�<HFI:GR�G:F>
�=:M>L��LAHNE=�;>
IK>L>GM>=�BG�MA>�L:F>�P:RXL:F>�M>QM�?HKF:MMBG@
�IHLBMBHGBG@�BG�MA>�L><MBHG��/ABL�A>EIL�YMK:BGZ�MA>
K>:=>K\L�>R>
�F:DBG@�LNK>�MA>R�DGHP�PA>K>�:G=�AHP�MH�?BG=�MA>�BG?HKF:MBHG�

U Fonts and typography. / H�>GLNK>�MA:M�RHNK�KTLNFT�=BLIE:RL�<HKK><MER�:G=�BL�<HFI:MB;E>�PBMA
�IIEB<:GM�/K:<DBG@�.H?MP:K>���/.�
�BM\L�;>LM�MH�NL>�:�<HFFHG
�LM:G=:K=
�:G=�IKH?>LLBHG:E�?HGM
��KB:E
�/BF>L�)>P�-HF:G
�/ :AHF:���#HP>O>K
�RHN�<:G�NL>�FHK>�MA:G�HG>�?HGMX:�L>KB?�?HGM�PHKDL
P>EE�?HK�A>:=BG@L�:EHG@LB=>�L:GL�L>KB?�?HGML�?HK�;H=R�M>QM�

Reflection & Discussion:�HGLB=>KAHPMA>=>LB@GH?MA>KTLNFT;>EHP:??><MLRHN:L : K>:=>K� #HP =H>LRHNK
>R>�MK:O>E�=HPG�MA>�I:@>��#HP�PHNE=�BM�F:D>�RHN�?>>E�:;HNM�MA>�CH;�:IIEB<:GM\L�JN:EB?B<:MBHGL�

 Q:FIE>�K>LNF>�PBMA�IHHK�?HKF:MMBG@

Common QuestionsCommon Questions
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Writing the Application LetterWriting the Application Letter

/ K:=BMBHG:EER
 MA>:IIEB<:MBHGE>MM>KHK<HO>KE>MM>KBL: ?HKF:EE>MM>KMA:M:<<HFI:GB>LRHNKKTLNFTPA>GRHN:IIER
?HK: IHLBMBHG�$MLINKIHL>BLMHLNIIHKMRHNKKTLNFT
IKHOB=BG@FHK>LI><B?B<=>M:BEL
:G=MH>QIE:BGBGPKBMBG@
PARRHN:K>: LMKHG@<:G=B=:M>?HKMA>LI><B?B<IHLBMBHGMHPAB<ARHN:K>:IIERBG@�$MLAHNE=GHMLBFIERK>BM>K:M>
RHNKKTLNFT�BM\L :G HIIHKMNGBMR?HKRHNMHF:D> : <:L>?HKRHNK<:G=B=:<RBG<HFIE>M>L>GM>G<>L:G=IAK:L>L

PAB<A�@BO>L�MA>�K>:=>K�:�;>MM>K�L>GL>�H?�RHNK�YOHB<>�Z

�L :EP:RL
BM\L A>EI?NEMHLM:KM;R ?BKLMMABGDBG@:;HNMMA>:N=B>G<>:G=INKIHL>?HKMA>:IIEB<:MBHGE>MM>K� What
informationdoesyour readerneedto glean from your letter? At what point in the hiring processwill theybe
reading it?

AUDIENCE PURPOSE

.I><B?B<��G:F>=��>FIEHR>K�?HK�:�LI><B?B<�IHLBMBHG

">ML�:�L>GL>�H?�RHNK�YOHB<>Z�:G=�RHNK�BGM>K>LM�MAKHN@A�RHNK
PKBMBG@XRHN�:K>�M:EDBG@�=BK><MER�MH�MA>�K>:=>K

.M:M>�RHNK�BGM>GMBHG�MH�:IIER�?HK�MA>�IHLBMBHG

 QIE:BG�PAR�RHN�:K>�:�@HH=�<:G=B=:M>�;R�=>L<KB;BG@�RHNK�>QI>KB>G<>L
:G=�=>FHGLMK:MBG@�RHNK�LDBEEL��@H�;>RHG=�MA>�KTLNFT�

�BLIE:R�DGHPE>=@>�H?�:G=�BGM>K>LM�BG�MABL�LI><B?B<�>FIEHR>KCH;

+KH=N<>�:�AB@A�JN:EBMR�IB><>�H?�PKBMBG@��IKHOBG@�MA:M�RHN�A:O>�MA>�:;BEBMR�

�L RHN=K:?MMA>E>MM>K
 <HGLB=>KPA:MRHNPHNE=P:GMMHL:RB?RHNP>K>LBMMBG@:<KHLLMA>=>LD?KHFRHNKK>:=>K�
$MLAHNE=;> PKBMM>GBG: ?HKF:E
IKH?>LLBHG:EMHG>
;NMRHNLMBEEP:GMBMMH?EHPEBD>G:MNK:ELI>><AXMABLPBEEF:D>
BM�>:LB>K�?HK�RHNK�K>:=>K�MH�:;LHK;�MA>�BG?HKF:MBHG�JNB<DER�

What to Include in the Application LetterWhat to Include in the Application Letter

$M<:G;> A>EI?NEMHMABGD:;HNMPKBMBG@MA>:IIEB<:MBHGE>MM>KBGL><MBHGLHKY;EH<DL�Z/ABLIKHOB=>L: ;:LB<LMKN<MNK>
?HKMA>E>MM>K�HG<>RHNA:O>:G NG=>KLM:G=BG@H?MABL?HNG=:MBHG
RHN<:G<NLMHFBS>
NI=:M>
:G=I>KLHG:EBS>MA>
E>MM>K�?HK�=B??>K>GM�:IIEB<:MBHGL�:G=�>FIEHR>KL�

Intr oductory Paragraph

*I>G MA>E>MM>KPBMA: <HG<BL>
?NG<MBHG:E
:G= I>KLHG:;E>BGMKH=N<MBHGMHRHN:L : CH;<:G=B=:M>�/ABLBLRHNK
<A:G<>MH>LM:;EBLAMA>>LL>GMB:E;:LB<LH?RHNKJN:EB?B<:MBHGL:G=MHL>MMA>MA>F>L:G=MHG>?HKMA>K>LMH?MA>
E>MM>K�

U ):F>�MA>�IHLBMBHG�RHN\K>�BGM>K>LM>=�BG��;R�>Q:<M�G:F>�:G=�GNF;>K
�B?�:O:BE:;E>�
�:G=�PA>K>�RHN�A>:K=�:;HNM
BM

U �E>:KER�LM:M>�MA:M�RHN�:K>�:IIERBG@�?HK�MA>�IHLBMBHGXK>F>F;>K�MA:M�RHN�:K>�K>JN>LMBG@��GHM�=>F:G=BG@��MA:M
MA>R�<HGLB=>K�RHN�:L�:�<:G=B=:M>�?HK�MA>�IHLBMBHG

U $=>GMB?R�RHNK�F:CHK
�R>:K�HK�@K:=N:MBHG�=:M>
�:G=�L<AHHE��MABL�LAHNE=�;>�:�;KB>?�IK>OB>P�H?�RHNK�>=N<:MBHG:E
LM:MNL:K>:XRHN�PBEE�@H�BGMH�FHK>�=>M:BE�BG�MA>� =N<:MBHG�I:K:@K:IA�
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U �K>:M>�:�MA>F>��>LL>GMB:EER�:�MA>LBL�LM:M>F>GM��?HK�MA>�E>MM>K
�;:L>=�HG�MA>�CH;�K>JNBK>F>GML�:G=�RHNK
DGHPE>=@>�H?�MA>�>FIEHR>K��MABL�F:R�GHM�;>�IHLLB;E>�NGMBE�RHN�PKBM>�MA>�HMA>K�I:K:@K:IAL
�LH�L:O>�BM�?HK
E:LM��]�)*/ ��*G<>�RHN�A:O>�>LM:;EBLA>=�MA>�MA>LBL��MA>�D>R�K>:LHGL�?HK�RHNK�JN:EB?B<:MBHGL�
�D>>I�BG�FBG=
MA:M�MA>�K>F:BGBG@�I:K:@K:IAL�FNLM�LI><B?B<:EER�YIKHO>Z�HK�YLAHPZ�MA:M�RHN�IHLL>LL�MA>L>�JN:EB?B<:MBHGL

*IMBHG:EER
 RHNFB@AM:ELHM:D>MA>HIIHKMNGBMR:MMA>;>@BGGBG@H?MA>E>MM>KMH>QIK>LLRHNKBGM>K>LMBGPHKDBG@
?HKMABLI:KMB<NE:K<HFI:GR:G=HKRHNKI:LLBHG?HK:G=BGM>K>LMBGMA>?B>E=X$:F I:KMB<NE:KERBGM>K>LM>=BGMABL
IHLBMBHG;><:NL>V /ABLL>ML: GB<>MHG>:G=LAHPLMA:MRHN:K>>G@:@>=:G=>GMANLB:LMB<�$MBL:ELH:GHIIHKMNGBMR
MH�=>FHGLMK:M>�RHNK�DGHPE>=@>�:;HNM�MA>�>FIEHR>K�:G=�PA:M�MA>R�=H��=>O>EHI>=�MAKHN@A�RHNK�K>L>:K<A��

Education & Academics Paragraph(s)

.BG<>RHNPBEEA:O>:EK>:=RLM:M>=RHNK;:LB<>=N<:MBHG:ELM:MNL�F:CHKR>:KL<AHHE�BGMA>BGMKH=N<MHKRI:K:@K:IA

MA>INKIHL>H?MABLI:K:@K:IABLMHI:BGM: FHK>=>M:BE>=IB<MNK>H?RHN:L : LMN=>GM
F:DBG@IKH@K>LLBG
RHNK:<:=>FB<IKH@K:F:G= @:BGBG@O:EN:;E>>QI>KB>G<>L:EHG@MA>P:R� 4HNKHIIHKMNGBMRBGMABLI:K:@K:IA
BLMH=>L<KB;>RHNK:<:=>FB<IKH@K>LLBGFHK>LI><B?B<=>M:BE
>QIE:BGBG@MA>:<MBOBMB>L:G= DGHPE>=@>RHN:K>
=>O>EHIBG@MA:MFHLMF:MM>K?HKMABLIHLBMBHG:G=>FIEHR>K� �:K>?NEER<HGLB=>KPA:MMA>>FIEHR>KPBEEO:EN>FHLM
:;HNM�RHNK�>=N<:MBHG:E�>QI>KB>G<>L�

U  FIA:LBS>�LI><B?B<�LDBEEL�:G=�DGHPE>=@>�MA:M�RHN�:K>�=>O>EHIBG@

U �>L<KB;>�LB@GB?B<:GM�<HNKL>PHKD�HK�IKHC><MLX=HG\M�;>�:?K:B=�MH�?H<NL�BG�HG�:�I:KMB<NE:KER�<HFI>EEBG@
>Q:FIE>�HK�>QI>KB>G<>

$?RHNA:O>: EHMH?IKHC><M>QI>KB>G<>HKL>O>K:ED>R>QI>KB>G<>LMA:MRHNP:GMMHAB@AEB@AM
MABLBG?HKF:MBHGF:R
;>�PKBMM>G�BG�FNEMBIE>�I:K:@K:IAL�

/ABL<HGM>GMLAHNE=)*/ ;> : E:NG=KREBLMH?<HNKL>MBME>L�$GLM>:=
=>L<KB;>AHPRHNK:<:=>FB<LA:O>LA:I>=
RHNKNG=>KLM:G=BG@H?MA>?B>E=RHN:K>>GM>KBG@:G=LB@GB?B<:GMLDBEELRHN:K>=>O>EHIBG@
;NM:EP:RLMB>BM;:<D MH
PA:MMA>>FIEHR>KBLEHHDBG@?HKXLM:R?H<NL>=HGMA>BG?HKF:MBHGRHNK:N=B>G<>G>>=L:G=PA:MMA>RPBEE<:K>
:;HNM�

Employment Paragraph (if applicable)

$MBLBFIHKM:GM?HK>FIEHR>KLMH?>>EMA:MMA>R:K>ABKBG@K>LIHGLB;E>
K>EB:;E>I>HIE>PAHDGHPAHPMHAHE==HPG:
CH;�$?RHN=HA:O>PHKD>QI>KB>G<>BGMABL?B>E=LN<A:L : IK>OBHNLBGM>KGLABI
MABLBL: I>K?><MMBF>MH=BL<NLLMA:M�
$?RHNA:O>IK>OBHNLPHKD>QI>KB>G<>
>O>GB?BM\L GHMK>E:M>=MHRHNK?B>E=
MABLBLRHNKHIIHKMNGBMRMH=>L<KB;>
MA>�O:EN>�H?�MA:M�>QI>KB>G<>XMA>�O:EN>�?HK�RHN
�;NM
�FHK>�BFIHKM:GMER
�MH�RHNK�K>:=>K�

U �>L<KB;>�RHNK�IK>OBHNL�PHKD�>QI>KB>G<>��LAHP
�=HG\M�M>EE�MA:M�RHN\K>�:�@HH=�>FIEHR>>�

U �>�LI><B?B<�:;HNM�MA>�<HFI:GR
�MA>�MBF>�?K:F>
�RHNK�K>LIHGLB;BEBMB>L
�:<MBHGL�:G=�MA>�HNM<HF>LK>LNEML

U !H<NL�HG�K>E>O:GM�:G=�MK:GL?>K:;E>�LDBEEL�=>O>EHI>=�HG�MA>�CH;

Activities Paragraph (if applicable)

�<MBOBMB>L:G= BGOHEO>F>GMBGMABG@LHNMLB=>H?RHNK<HNKL>PHKD:G= PHKD>QI>KB>G<>LLN<A:L LMN=>GM
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HK@:GBS:MBHGL
<EN;L
:G=OHENGM>>KPHKD:K>: @K>:MP:R MHLAHPMA:MRHN:K>: P>EE�KHNG=>=
FHMBO:M>=I>KLHG
PBMA@HH=MBF>F:G:@>F>GMLDBEEL�+>KLHG:E
ANF:G<HGG><MBHGL:K>:G BFIHKM:GMI:KMH?MA>CH;:IIEB<:MBHG
IKH<>LL
:G==>L<KB;BG@LHF>H?MA>L>:<MBOBMB>L:G=BGM>K>LML<:GA>EIRHNKK>:=>KLM:KMMH?>>E: FHK>I>KLHG:E
<HGG><MBHG�

U �>FHGLMK:M>�I>KLHG:EBMR
�O:EN>L
�:G=�MK:GL?>K:;E>�LDBEEL�MAKHN@A�LIHKML
�OHENGM>>K
�MK:O>E�HK�HMA>K
IKH?>LLBHG:E�>QI>KB>G<>L

U �>L<KB;>�RHNK�LI><B?B<�:<MBHGL�:G=�BGOHEO>F>GM�AHG>LMER
�PABE>�LMBEE�MKRBG@�MH�<HGG><M�MH�MK:GL?>K:;E>�LDBEEL
:G=�MA>�D>RPHK=L�BG�MA>�CH;�IHLMBG@

$?MA>>FIEHR>KA:L: LMKHG@IKH@K:F?HK<A:KBM:;E>@BOBG@:G=BGOHEO>F>GMBG:G:K>:MA:MRHNLA:K>:GBGM>K>LMBG@

MA:MPHNE=;> :GHMA>KHIIHKMNGBMRMH;NBE=: <HGG><MBHGPBMAMA>F:G=LAHPMA:MRHN<HNE=>F;K:<>MA><HFI:GR
<NEMNK>�:G=�O:EN>L�

Concluding Paragraph

�L�RHN�<HG<EN=>�MA>�E>MM>K
 MB>�>O>KRMABG@�MH@>MA>K
�:<DGHPE>=@>�MA>�G>QM�LM>IL
�:G=�>G=�HG�:�IHLBMBO>�GHM>�

U ->?>K>G<>�RHNK�K>LNF>��Y4HN�PBEE�?BG=�:==BMBHG:E�BG?HKF:MBHG�HG�FR�KTLNFTZ�

U ->JN>LM��=HG\M�=>F:G=��:G�BGM>KOB>P��Y$�PHNE=�:IIK><B:M>�MA>�HIIHKMNGBMR�MH�F>>M�PBMA�MH�E>:KG�FHK>�:;HNM
MA>�IHLBMBHG�:G=�=BL<NLL�FR�:IIEB<:MBHGZ�

U +KHOB=>�<HGM:<M�BG?HKF:MBHG�BG�MA>�I:K:@K:IA��IAHG>�GNF;>K�:G=�>F:BE�:==K>LL�X=HG\M�INM�MABL�;>EHP�RHNK
G:F>

U ->BM>K:M>�BGM>K>LM�BG�MA>�IHLBMBHG
�MA>�>FIEHR>KX:GHMA>K�HIIHKMNGBMR�MH�=>FHGLMK:M>�RHNK�DGHPE>=@>�:;HNM
MA>�<HFI:GR

A Note About Topic SentencesA Note About Topic Sentences

�L RHNK>BG?HK<>MA>F:BGB=>:HKINKIHL>H?MA>E>MM>K�MA:MRHNA:O>MA>G><>LL:KRLDBEEL
JN:EB?B<:MBHGL
:G=
M>FI>K:F>GM?HKMA>CH;�
F:D> LNK>RHNIKBHKBMBS>PA:MRHNKK>:=>KG>>=LMHDGHP:;HNMRHN:G= MA:M:EEH?
MA>>QI>KB>G<>LRHN=>L<KB;>:K>F>:GBG@?NEMHMA>F�*G> @HH=P:R MH=HMA:MBLMH?H<NLHGAHPRHN<HGLMKN<M
MA>MHIB<L>GM>G<>L�/A> ?BKLML>GM>G<>BG>:<AI:K:@K:IALAHNE=<E>:KER>QIE:BGMA>INKIHL>H?MA>BG?HKF:MBHG
<HGM:BG>=�BG�MA:M�I:K:@K:IA�

�>@BG>:<AI:K:@K:IAPBMA: LM:M>F>GMMA:M<HGG><MLRHNK>QI>KB>G<>MHMA>>FIEHR>K\LK>JNBK>F>GML:G==>LBK>=
JN:EB?B<:MBHGL�

Topic Sentence = My experience + Why it matters

�HGLB=>KAHPMA>?HEEHPBG@>Q:FIE>LP>K>K>OBL>=MH?H<NLFHK>HGMA>O:EN>H?MA>>QI>KB>G<>MHMA>>FIEHR>K
K:MA>K�MA:G�LBFIER�LM:MBG@�MA>�BG?HKF:MBHG�:;HNM�MA>�>QI>KB>G<>�

EXAMPLE 1:
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U *KB@BG:E���NKBG@�MA>�I:LM�MAK>>�LNFF>KL
�$�PHKD>=�:M�-:R\L�=BG>K�BG�FR�AHF>MHPG�

U ->OBL>=��2HKDBG@�:M�-:R\L�=BG>K�BG�FR�AHF>MHPG�?HK�MA>�I:LM�MAK>>�LNFF>KL�A:L�M:N@AM�F>�:�EHM
:;HNM�K>LIHGLB;BEBMR�:G=�K>EB:;BEBMR�

EXAMPLE 2:

U *KB@BG:E���NKBG@�FR�?K>LAF:G�R>:K
�$�P:L�I:KM�H?�:G��EM>KG:MBO>� G>K@R�1>AB<E>�IKHC><M�@KHNI�

U ->OBL>=��$�@:BG>=�?BKLM�A:G=�>QI>KB>G<>�PBMA�<HEE:;HK:MBO>�IKH;E>F�LHEOBG@�:G=�IKHC><M�F:G:@>F>GM
PABE>�PHKDBG@�HG�:G��EM>KG:MBO>� G>K@R�1>AB<E>�IKHC><M�=NKBG@�FR�?K>LAF:G�R>:K�

Therevisedversionsexplicitly connecttheexperience(workingat thediner, beingon a projectteam)with
thevalueandlessonslearned,makingit easierfor your readerto understand,evenwhile readingquickly,
how this supports your qualifications.

Letter Formatting ConsiderationsLetter Formatting Considerations

4HNK:IIEB<:MBHGE>MM>KLAHNE=NL>?HKF:EE>MM>K?HKF:MMBG@�4HNPBEE?BG==>M:BE>=BG?HKF:MBHG:;HNMMA>K>JNBK>=
>E>F>GMLH?: E>MM>K=H<NF>GMA>K>:G=FHK>BG?HKF:MBHG:;HNMPKBMBG@<HO>KE>MM>KLA>K>�;HMA:K>?KHF+NK=N>\L
*GEBG>�2KBMBG@�':;��

$GMH=:R\LCH;F:KD>M
PA>K>F:GR:IIEB<:MBHGL:K>HGEBG>
MA>E>MM>KFB@AM;> =>EBO>K>=BG: O:KB>MRH?=B??>K>GM
?HKF:ML�!HK>Q:FIE>
BMFB@AM;> : +�! ?BE>NIEH:=>=MH:G HGEBG>:IIEB<:MBHGLRLM>FHKB?FB@AM;> LBFIERL>GM
BG�MA>�;H=R�H?�:G�>F:BE��$G�:GR�<:L>
�<HGLB=>K�MA>�?HEEHPBG@�:L�RHN�=><B=>�AHP�MH�?HKF:M�MA>�E>MM>K�

U $?�RHN�:K>�=>EBO>KBG@�BM�:L�:�LM:G=�:EHG>�?BE>�HK�:G�:MM:<AF>GM
�NL>�:�?HKF:E�E>MM>K�?HKF:M�:G=�L:O>�BM�:L�:�+�!
�NGE>LL�HMA>KPBL>�BGLMKN<M>=��

U $?�RHN�:K>�L>G=BG@�MA>�:IIEB<:MBHG�E>MM>K�<HGM>GM�=BK><MER�BG�MA>�;H=R�H?�:G�>F:BE
�RHN�=H�)*/�MRIB<:EER�G>>=
MH�BG<EN=>�MA>�L>G=>K\L��RHNK��:==K>LL
�MA>�=:M>
�HK�MA>�K><BIB>GMBGLB=>�:==K>LL��4HN�PHNE=�;>@BG�MA>�>F:BE
PBMA�MA>�@K>>MBG@�

)*/ ���:K>?NEER�?HEEHP�:EE�BGLMKN<MBHGL�?HK�:GR�CH;�:IIEB<:MBHG�IKH<>LL�HK�:LD�MH�<HG?BKF�AHP�MA>
F:M>KB:EL�LAHNE=�;>�=>EBO>K>=��$M�BL�IHLLB;E>
�?HK�BGLM:G<>
�MA:M�:�<HFI:GR�PHNE=�P:GM�RHN�MH�L>G=�RHNK
:IIEB<:MBHG�E>MM>K�OB:�>F:BE�:L�:G�:MM:<AF>GMXBM�CNLM�=>I>G=L�HG�AHP�MA>�<HFI:GR�IKH<>LL>L�:IIEB<:MBHGL�

Career PortfoliosCareer Portfolios

/A> PHK=IHKM?HEBH
;R =>?BGBMBHG
BLY: <:L>HKLMB???HE=>K?HKAHE=BG@I:I>KL
 IKBGML
=K:PBG@L
F:IL
 >M<�Z:G=
Y: <HEE><MBHGH?L:FIE>LH?: I>KLHG\L PHKD
MRIB<:EERBGM>G=>=MH<HGO>RMA>JN:EBMR:G= ;K>:=MAH?ABLHKA>K
:<AB>O>F>GMBG: I:KMB<NE:K?B>E=Z�* �
 G�=���/AHN@AMA>PHK=<:G;> MK:<>=MH��MA<>GMNKR$M:ER
 BML':MBGKHHML
�IHKM:K>�YMH�<:KKRZ�	�?HEBNF�YE>:?Z��=:M>�;:<D�>O>G�?NKMA>K�

� <:K>>KIHKM?HEBHWPA>MA>K: IARLB<:EHK>E><MKHGB<O>KLBHGWBL: IE:<>?HK@:MA>KBG@:G=F:BGM:BGBG@=H<NF>GML
BFIHKM:GMMHRHNK<:K>>K� /ABGDH?BM:L : =RG:FB<
>QI:G=>=O>KLBHGH?RHNKKTLNFTPA>K>RHN=H<NF>GM
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:G==>FHGLMK:M>RHNK>=N<:MBHG
>QI>KB>G<>
:G=LDBEEL>M�2A>K>KTLNFTL:G=:IIEB<:MBHGE>MM>KL:K>EBFBM>==N>
MHMA>BK@>GK>�LI><B?B<G:MNK>L
MA><:K>>KIHKM?HEBH<:G <HGM:BG:GRMABG@RHNP:GMIKHLI><MBO>>FIEHR>KLMH
L>>�#HP>O>K
 MABL=H>LGHMF>:G MA:MBMLAHNE=<HGM:BG>O>KRMABG@�$M\L BFIHKM:GMMH;> L>E><MBO>:G= MHMABGD
KA>MHKB<:EER�:;HNM�MA>�BM>FL�RHN�<AHHL>�MH�BG<EN=>�

�L RHN@:MA>K=H<NF>GML
<HGLB=>KRHNK<AHL>G?B>E=�2A:M=H>FIEHR>KLBGMA>?B>E=?BG=O:EN:;E>�2A:MLDBEEL
:G=:;BEBMB>L=H>FIEHR>KLBGMA>?B>E=>QI><M>FIEHR>>LMHA:O>� !HKBGLM:G<>
F><A:GB<:E>G@BG>>KLFB@AM;>
>QI><M>=MHA:O>=>LB@G>QI>KB>G<>
IKHC><MF:G:@>F>GM>QI>KB>G<>
:G=>??><MBO><HFFNGB<:MBHGLDBEEL�$MFB@AM
;>G>?BM: F><A:GB<:E>G@BG>>K
 MA>G
MHBG<EN=>:GRL<A>F:MB<LMA>RA:O><K>:M>=
: LMKHG@IKHC><MIE:G
:G= :
PKBMBG@L:FIE> HKLEB=>=><DMH=H<NF>GM<HFFNGB<:MBHGLDBEEL�&>>I :G=F:BGM:BG:KMB?:<MLMA:MLAHP<:L>RHNK
LMK>G@MAL�

+HKM?HEBHL<:G;> >BMA>K>E><MKHGB<HKIARLB<:E�� IARLB<:EIHKM?HEBHLAHNE=;> D>IMBG:G :MMK:<MBO>;BG=>K
 MAHN@A
:G�>E><MKHGB<�O>KLBHG�BL�>:LB>K�MH�=BLMKB;NM>�:G=�<:G�;>�EBGD>=�MH�HG�RHNK�KTLNFT�:G=�'BGD>=$G�IKH?BE>�
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Interview Strategies

$GM>KOB>PBG@BLMA>IA:L> H?MA>CH;L>:K<AIKH<>LLPA>K>RHN@H?KHF;>BG@:G :IIEB<:GMHGI:I>K MH: K>:E

��=BF>GLBHG:EI>KLHG�$GHG>P:R HK:GHMA>K
 RHN:K>;>BG@>O:EN:M>=HGRHNKO>K;:E<HFFNGB<:MBHGLDBEEL
MAKHN@AMABL?:<>�MH�?:<>�HKIAHG>�BGM>K:<MBHG� FIEHR>KLP:GMMHL>>B?RHNF:M<ANI MHMA>JN:EB?B<:MBHGL
=>L<KB;>=BGRHNKKTLNFT:G=MA>RP:GMMHL>>B?RHNA:O>@HH=BGM>KI>KLHG:E<HFFNGB<:MBHGLDBEELMH@>M: L>GL>
H?�AHP�RHN�PHNE=�?NG<MBHG�:L�I:KM�H?�MA>BK�M>:F�

$GM>KOB>PL:K>H?M>GBGMBFB=:MBG@?HKCH;L>>D>KLPAH?>>EMA>IK>LLNK>H?;>BG@>O:EN:M>=:G=?>>ENG<HF?HKM:;E>
PBMAMA>BGM>KOB>P?HKF:M�2ABE>MA>G>KOHNLG>LLF:R G>O>K@H:P:R
 >??><MBO>ERIK>I:KBG@?HKMA>BGM>KOB>P<:G
F:D> RHN?>>EFHK><HG?B=>GM
:G=
 PBMAIK:<MB<>
RHNPBEE;> ;>MM>K:;E> MHLM:RBGMA>FHF>GM:G= MK>:MMA>
BGM>KOB>P�EBD>�:�<HGO>KL:MBHG�

/ABL<A:IM>KPBEE?H<NLHG@>G>K:EBGM>KOB>PIK>I:K:MBHG
;NMDGHPMA:M=B??>K>GM=BL<BIEBG>L:G=BG=NLMKB>LA:O>
=B??>K>GMBGM>KOB>PBG@M><AGBJN>L�!HKBGLM:G<>
MA>M><AGB<:EBGM>KOB>PHKY<H=>=:RZA:L ;><HF>LM:G=:K=?HK
F:GR<HFINM>KL<B>G<>�K>E:M>=?B>E=L�4HNLAHNE=:EP:RL=HK>L>:K<AHGLM:G=:K=IK:<MB<>LBGRHNKBG=NLMKR
 ;NM
:ELHD>>IBGFBG=MA:MBGM>KOB>PL<:G;> LNKIKBLBG@�$G?:<M
LHF>>FIEHR>KLMKRMHLNKIKBL>BGM>KOB>P>>LMH@>M
: L>GL>H?AHPMA>RMABGD:G=K>:<MBGNG?:FBEB:KLBMN:MBHGL�+:KMH?RHNK<A:EE>G@>BLMHLM:RHI>G�FBG=>=:G=
K>E:Q>=�LH�RHN�<:G�IKHC><M�<HG?B=>G<>
�>O>G�BG�NG>QI><M>=�HK�NG?:FBEB:K�LBMN:MBHGL�

Preparing for the InterviewPreparing for the Interview

"HH= IK>I:K:MBHG;>?HK>:G BGM>KOB>PBL;:L>= HGNG=>KLM:G=BG@PAHRHNK:N=B>G<>BLXNG=>KLM:G=BG@MA>
>FIEHR>K:G=MA>BG=NLMKR� /ABLBLGHMMA>MRI>H?BG?HKF:MBHGMA:MRHN<:GF>FHKBS>MA>GB@AM;>?HK>�/ :D>MBF>
:L FN<AMBF>:L RHN<:GMHK>:=:G= :;LHK; BG?HKF:MBHG?KHF: O:KB>MRH?LHNK<>LMH@>M: MAHKHN@AL>GL>H?
MA><HFI:GRXGHMCNLMMA>;:LB<BG?HKF:MBHGRHN?BG=HGMA>Y�;HNMZI:@>H?MA>BKP>;LBM>
;NMMA>MHG>:G=
I>KLHG:EBMR�MA>R�;KH:=<:LM�BG�LH<B:E�F>=B:
�MA>BK�:<AB>O>F>GML
�MA>BK�<HFFNGBMR�BGOHEO>F>GM
�>M<�
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Thefollowing textwasoriginally written by CalebCraft for theEngineeringCareerServicesJobBlog at
The Ohio State University and has been adapted for this textbook with permission.

 O>KRL>F>LM>K$ ?:<BEBM:M>PHKDLAHILHGBGM>KOB>PBG@LMK:M>@B>L?HK>G@BG>>KBG@LMN=>GML�$GMA>
IK>L>GM:MBHGMA>?HEEHPBG@JN>LMBHGBL:LD>=�ÒWhat do you think employers say the number one
interviewing problem for our students is?Ó

�H RHNDGHPMA>:GLP>K�4HNIKH;:;ER=H�$G?:<M
$A:O>R>MMHE>:=: PHKDLAHIPA>K>MA>KB@AM:GLP>K
P:L GHM@N>LL>=KB@AM:P:R� /A> GNF;>KHG><HGLMKN<MBO>LM:M>F>GM?KHF G@BG>>KBG@�:K>>K.>KOB<>L
� �.��>FIEHR>KL�BL�MA:M�LMN=>GML�:K>�GHM�IK>I:K>=�;R�=HBG@�LBFIE>�K>L>:K<A�:;HNM�MA>�<HFI:GR�

�B= RHNDGHPMA:MRHN:K>LNIIHL>=MH=HK>L>:K<A;>?HK>@HBG@BGMH:G BGM>KOB>PHK: <:K>>K?:BK�4HN
IKH;:;ER=B=�(HLMLMN=>GMLL>>FMHDGHPMA>BFIHKM:G<>H?K>L>:K<A:G=<E:BFMHIK:<MB<>MABLIKBHKMH:G
BGM>KOB>P
�;NM�LMBEE�FHLM�>FIEHR>KL�L:R�LMN=>GML�=HG\M�DGHP�>GHN@A�:;HNM�MA>�<HFI:GR�:G=�BG=NLMKR�

�HGLB=>K�

�� LMN=>GML�F:R�GHM�DGHP�AHP�MH�K>L>:K<A�>??><MBO>ER�:G=
�FHK>�BFIHKM:GMER


�� LMN=>GML�F:R�GHM�DGHP�AHP�MH�<E>:KER�<HFFNGB<:M>�MABL�K>L>:K<A�MH�MA>�>FIEHR>K�

/ABLF:R L>>FEBD>HE=G>PL
;NM;><:NL>F:GR>FIEHR>KL:G=LMN=>GML:K>GHML>>BG@>R>MH>R>HGCNLM
AHPIK>I:K>=LMN=>GML:K>
RHNHP>BMMHRHNKL>E?MH<HGLB=>KMA>?HEEHPBG@:=OB<>�/ABGDH?BM:L =HN;E>�
<A><DBG@�RHNK�K>L>:K<A�F>MAH=L�;>?HK>�RHNK�G>QM�>FIEHR>K�BGM>K:<MBHG�
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/A> LHENMBHGBLIK>MMRLMK:B@AM?HKP:K=�.M:KM;R NLBG@FNEMBIE>K>LHNK<>LMHEHHD:MMA><HFI:GR:G=
IHLBMBHG�?KHF�=B??>K>GM�:G@E>L�

)>QM
LI>G=BG@MBF>HGMA><HFI:GRP>;LBM>BL:G :;LHENM>FNLM�0L>?NEBG?HKF:MBHG<:G;> ?HNG=HG
MA>AHF>I:@>
MA>Y�;HNM0LZI:@>
MA>Y�:K>>KLZI:@>
:L P>EE:L :GRI:@>L:;HNMFBLLBHG
OBLBHG
:G=
O:EN>L�&GHP?:<MLLN<A:L� PA:M@HH=LL>KOB<>LMA><HFI:GRIKHOB=>L
PAHMA><HFI:GR\L <NLMHF>KL
:K>
 :G= PA>K>RHNKIHLBMBHGH?BGM>K>LM?BMLPBMABGMA><HFI:GRLMKN<MNK>��NM:ELHI:R :MM>GMBHGMH
AHPMA><HFI:GRIHKMK:RLBML>E?�-><>GMG>PL:G= LH<B:EF>=B:IE:M?HKFLF:R :ELH;> : @HH=MHHE?HK
MABLBG?HKF:MBHG�':LMER
 "E:LL=HHKBL: @K>:MK>LHNK<>MH<A><DHNMK><>GM>FIEHR>>K>OB>PLH?LI><B?B<
<HFI:GB>L�:G=�>O>G�L>>�:<MN:E�BGM>KOB>P�JN>LMBHGL�MA:M�P>K>�:LD>=�H?�<:G=B=:M>L�

�NMMA>D>RMH=HBG@:EEH?MABLK>L>:K<ABLMHK>F>F;>KMA:MRHN:K>GHMCNLM@:MA>KBG@BG?HKF:MBHG?HKMA>
L:D>H?@:MA>KBG@BG?HKF:MBHG�$A:O>G>O>KA>:K=H?:G BGM>KOB>PPA>K>:G >FIEHR>K:LD>=: <:G=B=:M>
MHPKBM>=HPG>O>KRMABG@MA>RDGHP:;HNMMA>BK<HFI:GR� �NKBG@>O>KRLM>IH?RHNKK>L>:K<ARHNLAHNE=
;> :LDBG@RHNKL>E?MA>?HEEHPBG@JN>LMBHG�#HP =HFR BGM>K>LML
O:EN>L
:G=JN:EB?B<:MBHGL?BMPBMABGMABL
<HFI:GRIHLBMBHG�->F>F;>K
 :GLP>KBG@MABLJN>LMBHGBLMA>IKBF:KRINKIHL>H?:G BGM>KOB>P:G=:LDBG@
RHNKL>E?MABLJN>LMBHGA>EILG:KKHPRHNKBGM>K>LML:L P>EE�$?RHN:K>G\M<HGLB=>KBG@MABLJN>LMBHGMA:GRHN
:K>�GHM�K>L>:K<ABG@�>??><MBO>ER�

Y/A> MPHPHK=L[BG?HKF:MBHG\:G= [<HFFNGB<:MBHG\:K> H?M>GNL>=BGM>K<A:G@>:;ER
 ;NMMA>RLB@GB?RJNBM>
=B??>K>GM�MABG@L��$G?HKF:MBHG�BL�@BOBG@�HNM��<HFFNGB<:MBHG�BL�@>MMBG@�MAKHN@A�Z

.R=G>R�%��#:KKBL

)HP 
�E>M\L�EHHD�:M�AHP�RHN�FB@AM�<HGO>R�MA:M�BG?HKF:MBHG�=NKBG@�:G�BGM>KOB>P�

->F>F;>K MA:MMA>F:BG@H:EH?RHNK<HFI:GRK>L>:K<ALAHNE=;> MH:GLP>KMABLJN>LMBHG�Y#HP=HFR
@H:ELBGM>K>LMLO:EN>LJN:EB?B<:MBHGL?BMBGMHMABL<HFI:GRIHLBMBHG�Z$?RHNA:O>:<MN:EERMAHN@AMMAKHN@A
MABLJN>LMBHG=NKBG@K>L>:K<ARHNPBEE;> IK>I:K>=MH<HFFNGB<:M>MABLBG?HKF:MBHGLMK:M>@B<:EERBGMPH
P:RL��K>L>:K<A�IKHOBG@�:GLP>KL�:G=�K>L>:K<A�IKHOBG@�JN>LMBHGL�

!HK>Q:FIE>
E>M\L L:R RHN:K>:IIERBG@?HK:G BGM>KGLABI:M G@BG>>KBG@$G<�:G= RHNGHMB<>HGMA>BK
P>;LBM>MA:MHG>H?MA>BK<HK>O:EN>LBLY.NLM:BG:;E>�<MBHG�Z$GRHNKBGM>KOB>PRHN:K>:LD>=PARRHN
P:GM>=MH;> : <A>FB<:E>G@BG>>K� � K>L>:K<A�IKHOBG@:GLP>K<HNE=;>
 Y$<AHL><A>FB<:E>G@BG>>KBG@
;><:NL>$A:O>:EP:RL>Q<>EE>=:MF:MA:G=L<B>G<>
;NM$:ELHP:GM>=MH=HLHF>@HH=PBMAFR <:K>>K�
/A:M\L :<MN:EERHG>H?MA>K>:LHGL$ :F BGM>K>LM>=BG G@BG>>KBG@$G<�$ GHMB<>=PABE>K>OB>PBG@RHNK
P>;LBM>�MA:M�RHNK�<HFI:GR\L�<HFFBMM>=�MH�LNLM:BG:;E>�>G@BG>>KBG@�Z

*K I>KA:ILRHN:K>:LD>=PA>K>RHNL>>RHNKL>E?BG?BO>R>:KL�#HP <:GRHN:GLP>KAHG>LMER
 ;NM:ELH
:EB@GRHNK:GLP>KPBMAPA:MRHNA:O>E>:KG>=:;HNMMA><HFI:GR� 2A>GLI>:DBG@:;HNMRHNKLMK>G@MAL
HKJN:EB?B<:MBHGL
IKHOB=>:GLP>KLMA:M:K>K>?E><MBO>H?RHN:G=MA>=>LBK>=JN:EB?B<:MBHGLEBLM>=HGMA>CH;
=>L<KBIMBHG��@:BG
MA>@H:EH?RHNKBGM>KOB>PBLMH<HGOBG<>MA>>FIEHR>KMA:MRHN:K>MA>;>LM?BM?HKMA>
<HFI:GR:G=IHLBMBHG�4HNA:O>MH;> EHHDBG@MAKHN@AMABLE>GL=NKBG@RHNKK>L>:K<A:G=>O>KRJN>LMBHG
MA:M�RHN�:GLP>K�

':LMER
 GHBGM>KOB>PBL<HFIE>M>NGMBERHNA:O>RHNK<A:G<>MH:LD JN>LMBHGLH?MA>>FIEHR>K:L P>EE�
�L RHNDGHP
 MABLBLGHM: MBF>MH:LD:;HNML:E:KRHKO:<:MBHGMBF>
;NMBMBL: @HH=MBF>MH:LD:;HNM
?:<MHKLMA:M:K>BFIHKM:GMMHRHNBG: CH;L>:K<A�/A:M;>BG@L:B=
RHNKJN>LMBHGL:K>:GHMA>KHIIHKMNGBMR
MH=>FHGLMK:M>RHNKDGHPE>=@>MAKHN@AK>L>:K<A�IKHOBG@JN>LMBHGL��B= MA><HFI:GRCNLMK>E>:L>: G>P
IKH=N<MFH=>EHKHI>G: G>P?:<BEBMR��LDBG@JN>LMBHGL:;HNMMA>L>MABG@LLAHPLMA:MRHNK>:EER=HA:O>
:�@>GNBG>�BGM>K>LM�BG�MA>�<HFI:GR
�:G=�MA:M�RHN\O>�=HG>�RHNK�AHF>PHKD�

.H MA>K>BMBL�/A> ;B@YL><K>MZMHBGM>KOB>PLN<<>LLK>:EER;HBEL=HPGMHDGHPBG@PAHRHN:K>
MABGDBG@
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:;HNMAHP RHN?BMPA>GRHNK>L>:K<A<HFI:GB>L:G= IHLBMBHGL
:G= MA>GL>BSBG@HIIHKMNGBMB>LMH
<HFFNGB<:M>�MABL�?BM�=NKBG@�BGM>KOB>P�:GLP>KL�:G=�JN>LMBHGL��+K>MMR�LBFIE>
�KB@AM�

Y�HFFNGB<:MBHG�W�MA>�ANF:G�<HGG><MBHG�W�BL�MA>�D>R�MH�I>KLHG:E�:G=�<:K>>K�LN<<>LL�Z

+:NE�%��(>R>K

During the InterviewDuring the Interview

*G<> RHNA:O>IK>I:K>=F>GM:EER:G= @:MA>K>=BG?HKF:MBHG?HKMA>BGM>KOB>P
 BM\L MBF>MHIK>I:K> ?HKMA>
BGM>K:<MBHG�=NKBG@�MA>�BGM>KOB>P�

Dress the PartDress the Part

'>M\L D>>IMABLLBFIE>Xdressyour best� $GFHLM;NLBG>LL<NEMNK>L
=K>LLBG@IKH?>LLBHG:EERBL: LB@GH?K>LI><M

<HGO>RBG@�MA:M�RHN�<:K>�:;HNM�MA>�IHLBMBHG
�MA:M�RHN�P:GM�MH�F:D>�:�@HH=�BFIK>LLBHG�

#>K>�:K>�MA>�;:LB<L�

�� 2 >:K�RHNK�;>LM�IKH?>LLBHG:E�<EHMABG@XMABL�MRIB<:EER�F>:GL�:�LNBM��?HK�F>G
�:�MB>��:G=�=K>LL�LAH>L��GH

INTERVIEWSTRATEGIES¥ 24



HI>G�MH>L
�GH�PABM>�LH<DL��

�� / KR�HG�MA>�<HFIE>M>�HNM?BM��BG<EN=BG@�LAH>L��MH�F:D>�LNK>�RHN\K>�<HF?HKM:;E>���H>L�BM�?BM��.M:R�BG�IE:<>�
�:G�RHN�LBM�=HPG
�LA:D>�A:G=L
�:G=�FHO>�<HF?HKM:;ER��4HN�=HG\M�P:GM�RHNK�<EHMABG@�MH�=BLMK:<M�RHN�HK�MA>
BGM>KOB>P>K�

�� �E>:G�:G=�IK>LL�RHNK�<EHMA>L�:G=�LAH>L��+K>I:K>�RHNK�HNM?BM�MA>�GB@AM�;>?HK>�:G=�A:G@�BM�NI��GH
PKBGDE>L���

 O>GB?RHNDGHPMA>PHKD>GOBKHGF>GMBL<:LN:E
RHNLAHNE==K>LLYNIZ?HKMA>BGM>KOB>PXFHK>IKH?>LLBHG:EER
MA:GRHNPHNE=B?RHNPHKD>=MA>K>�/A> >Q<>IMBHGPHNE=;> B?RHN:K>>QIEB<BMERMHE=GHMMHX?HKBGLM:G<>
B?MA>
K><KNBM>K�LI><B?B>L�MA:M�RHN�LAHNE=�=K>LL�Y;NLBG>LL�<:LN:E�Z

DonÕt Come Empty HandedDonÕt Come Empty Handed

�KKBOBG@:MMA>BGM>KOB>PPBMABFIHKM:GM=H<NF>GML:G=GHM>LLAHPLMA:MRHN:K>IK>I:K>=:G=MABGDBG@:A>:=�
*K@:GBS>�:EE�RHNK�F:M>KB:EL�BG�:�GB<>�?HE=>K�HK�?HEBHXIK>L>GM:MBHG�F:MM>KL�

+KBGMHNML>O>K:E<E>:G<HIB>LH?RHNKKTLNFT:G= :GRHMA>K=H<NF>GMLRHNFB@AMP:GMMHK>?>K>G<>
EBD>
MA>CH;HKBGM>KGLABI=>L<KBIMBHGHKRHNKK>?>K>G<>L�4HNLAHNE=:ELH;KBG@: ?>PL:FIE>LH?RHNKPHKD
B?
IHLLB;E>X=H<NF>GML�RHN\O>�IK>I:K>=�HK�:KMB?:<ML�?KHF�IKHC><ML�

(:D> MA>FHLMHNMH?:EEH?MA:MK>L>:K<A:G=IK>I:K:MBHG;R ;KBG@BG@GHM>L�� GB<>GHM>;HHDHKI:I>K :G=: I>G
:K>I>K?><MER:<<>IM:;E>?HKRHNMHA:O>BGMA>BGM>KOB>P:G=MA>R<:GA>EIRHN?>>EFHK>?H<NL>=;R @>MMBG@LHF>
H?�MA>�BG?HKF:MBHG�HNM�H?�RHNK�A>:=�:G=�HK@:GBS>=�HG�I:I>K�

!HEEHP�MA>L>�@NB=>EBG>L�

�� Be organized.->�PKBM>�HK�MRI>�:G=�IKBGM�RHNK�GHM>L�LH�RHN�<:G�>:LBER�?BG=�MA>�BG?HKF:MBHG�RHN�G>>=�
4HN�=HG\M�P:GM�MH�;>�LAN??EBG@�MAKHN@A�L<K:IL�H?�I:I>K�

�� Keep it simple.2 KBM>�=HPG�D>RPHK=L
�;KB>?�IAK:L>L�:G=�B=>:L�MA:M�PBEE�CH@�RHNK�F>FHKR
�GHM�:�<HFIE>M>
L<KBIM�

�� Prepare questions for the interviewer�L>>�>Q:FIE>L�;>EHP���4HN�MRIB<:EER�A:O>�MA>�HIIHKMNGBMR�MH�:LD
MA>L>�JN>LMBHGL�:M�MA>�>G=�H?�MA>�BGM>KOB>P
�PA>G�BM�<:G�;>�=B??B<NEM�MH�K>F>F;>K�PA:M�RHN�P>K>�@HBG@�MH
:LD�

Pro Tip

/ :D> GHM>L=NKBG@MA>BGM>KOB>P�/A> BGM>KOB>P>KPBEEEBD>ERK>O>:EBG?HKF:MBHGMHRHN=NKBG@MA>
<HGO>KL:MBHGXPKBM>=HPG:GRMABG@MA:MRHNP:GMMHK>F>F;>K?HKE:M>KHK:GRMABG@MA:MRHNP:GMMH<HF>
;:<D�MH�E:M>K�BG�MA>�<HGO>KL:MBHG�
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Questions to Ask the InterviewerQuestions to Ask the Interviewer

$G:==BMBHGMHK>O>:EBG@RHNKDGHPE>=@>H?MA><HFI:GR
 MA>L>JN>LMBHGL:K>:ELH:G HIIHKMNGBMR?HKRHN
MH?B@NK>HNMB?MA>>FIEHR>K:G=MA><HFI:GR<NEMNK>BL: @HH=?BM?HKRHN�/ABGD<:K>?NEER:;HNMPA:M
F:MM>KLMHRHN
PA:MPHNE=:EEHPRHNMH=HRHNK;>LMPHKD
:G=MKRMH:LDJN>LMBHGLMA:MPBEE@BO>RHN
BGLB@AM�BGMH�MAHL>�?:<MHKL�

U 2A:M�:K>�MA>�IKBF:KR�M:LDL�HK�K>LIHGLB;BEBMB>L�?HK�:�I>KLHG�BG�MABL�IHLBMBHG��2A:M�=H>L�:�=:R�BG�MABL
CH;�EHHD�EBD>��$L�MK:O>E�K>JNBK>=��*O>KMBF>�

U 2A:M�BL�MA>�HKB>GM:MBHG�HK�MK:BGBG@�IKH<>LL�

U 2A:M�:K>�MA>�@H:ELIKBHKBMB>L�?HK�:�I>KLHG�BG�MABL�IHLBMBHG��#HP�PBEE�LN<<>LL�;>�F>:LNK>=�

U 2A:M�BL�MA>�<HFI:GR\L�:LL>LLF>GM�:G=�K>OB>P�IKH<>LL�

U �H>L�MA>�<HFI:GR�LNIIHKM�IKH?>LLBHG:E�=>O>EHIF>GM�:<MBOBMB>L�

U #HP�=H>L�MABL�IHLBMBHG�?BM�PBMABG�MA>�M>:F=>I:KMF>GM��2A:M�BL�MA>�K>IHKMBG@�LMKN<MNK>�

U �H>L�MABL�IHLBMBHG�?NG<MBHG�:EHG>�HK�PBMABG�:�M>:F�L>MMBG@�

U #HP�PHNE=�RHN�=>L<KB;>�MA>�<HFI:GR�<NEMNK>�HK�M>:F�=RG:FB<�

U 2A:M�BL�MABL�<HFI:GR\L�:IIKH:<A�MH�F:G:@>F>GM�

U 2A:M�:K>�MA>�<HFI:GR\L�HO>K:EE�@H:EL�:G=�IKBHKBMB>L�:G=�AHP�=H�MAHL>�:??><M�LHF>HG>�BG�MABL
=>I:KMF>GMIHLBMBHG�

NOTE: /ABLBLGHMMRIB<:EERMA>;>LMMBF>MH:LD:;HNML:E:KR:G=;>G>?BML�/ABLBLRHNKHIIHKMNGBMRMHE>:KG
:;HNM�MA>�PHKDIE:<>�:G=�MA>�IHLBMBHGXMA>�>GOBKHGF>GM
�AHP�BM\L�LMKN<MNK>=
�>FIEHR>>�LNIIHKM�IKH@K:FL�

From Donnie Perkins, Chief Diversity Officer, College of Engineering. Learn morehere.

!HEEHPBG@:K>LHF>questionsstudentsmay askprospectiveemployersabout their diversity, inclusion
and equity� �HFI:GR K><KNBM>KLPAH<:GIKHOB=>?:<MN:E:G=K>:LHG:;E>K>LIHGL>LMHMA>L>JN>LMBHGL:K>
HG: IHLBMBO>MK:<D:=O:G<BG@=BO>KLBMR:G=BG<ENLBHGBGP:RLMA:MMKNER;>G>?BM>FIEHR>>L
MA><HFI:GR

<NLMHF>KL
�:G=�<HFFNGBMR�PABE>�IKHFHMBG@�BGGHO:MBHGL
�LMK:M>@B<�MABGDBG@�:G=�:<MBO>�>G@:@>F>GM�

U #HP�=H>L�<HFI:GR�=>?BG>�=BO>KLBMR
�BG<ENLBHG
�:G=�>JNBMR�+KHOB=>�:G�>Q:FIE>�H?�AHP�=BO>KLBMR

BG<ENLBHG
�:G=�>JNBMR�;>G>?BML�6�HFI:GR8�

U 2A:M�:K>�MA>�K:<B:E
�>MAGB<
�:G=�@>G=>K�=>FH@K:IAB<L�H?�6�HFI:GR\L8�<HFI:GR�PB=>
�E>:=>KLABI

:G=�F:G:@>K�E>O>EL�

U �L�:�G:MBHG:E�:G=HK�FNEMBG:MBHG:E�<HFI:GR
�=>L<KB;>�RHNK�<NEMNK:E�<HFI>M>G<R�MK:BGBG@�IKH@K:F�?HK
>FIEHR>>L�PAH�PBEE�M:D>�:LLB@GF>GML�BG�6LI><B?B<�<HNGMKB>L�HK�<HGMBG>GML�PA>K>�MA>�<HFI:GR�=H>L
;NLBG>LL8�

U �>L<KB;>�MA>�KHE>�:G=�K>LIHGLB;BEBMB>L�H?�PHF>G�:G=�I>KLHGL�H?�<HEHK�HG�6�HFI:GR\L8�E>:=>KLABI
M>:F�
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U "BO>�F>�:G�>Q:FIE>�H?�AHP�6�HFI:GR8�O:EN>L�I>HIE>�H?�<HEHK
�?>F:E>
�'"�/,
�O>M>K:G�:G=
>FIEHR>>L�PBMA�=BL:;BEBMB>L�

Body Language & InteractionBody Language & Interaction

�L : @>G>K:EKNE>
BM\LBFIHKM:GMMH;> H;L>KO:GM:G=M:D>RHNK<N>L?KHFMA>BGM>KOB>P>K� ->?E><MMA>BKMHG>:G=
I:R :MM>GMBHGMHMA>=RG:FB<MA>RL>MX:K>MA>RO>KR?HKF:E:G=IKH?>LLBHGHKFHK><HGO>KL:MBHG:E�$M\LHD:RMH
F:D>�LF:EE�M:ED
�;NM�RHN�P:GM�MH�?HEEHP�MA>�E>:=�H?�MA>�BGM>KOB>P>K�

Shakehands.(HLMH?MA>MBF>
MA>L>IKH?>LLBHG:EBGM>K:<MBHGLPBEE;>@BGPBMA: A:G=LA:D>��> IK>I:K>=PBMA:
?BKF��;NM�GHM�MHH�?BKF���:G=�<HG?B=>GM�A:G=LA:D>��$M�G>O>K�ANKML�MH�IK:<MB<>�

Be consciousof your posture.4HNPBEEP:GMMHLBMNI LMK:B@AM�GHE>:GBG@HKEHNG@BG@�:G=:OHB=<KHLLBG@RHNK
:KFL�BG�?KHGM�H?�RHNK�<A>LM��BM�<:G�L>>F�=>?>GLBO>�HK�PBMA=K:PG��

Make eyecontact.'HHD:MMA>BGM>KOB>P>KPABE>MA>R:LDRHNJN>LMBHGL:G=@BO>MA>FGHG�O>K;:E<N>LXLFBEBG@

GH==BG@XPA>G�:IIKHIKB:M>��(:D>�BM�<E>:K�MA:M�RHN�NG=>KLM:G=�PA:M�MA>R\K>�L:RBG@
�MA:M�RHN\K>�EBLM>GBG@�
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Speakclearly and thoughtfully . �=CNLMRHNKOHENF>?HKMA>>GOBKHGF>GM:G=F:D> LNK>MA>BGM>KOB>P>K<:GA>:K
:G=NG=>KLM:G=RHN>:LBER� �HG\MKNLARHNKL>E?:G=M:D>MBF>MH=>EBO>KMAHN@AM?NEK>LIHGL>L��LD ?HK<E:KB?B<:MBHG
B?�RHN�=HG\M�NG=>KLM:G=�:�JN>LMBHG�

Project calm. !B=@>MBG@:G=>QMK:FHO>F>GM<:GF:D> RHNL>>FG>KOHNL>O>GB?RHN:K>G\M��> :P:K> H?RHNK
M>G=>G<B>L:G=MKRMHFBGBFBS>MA>F�$?RHNDGHPRHN?B=@>M
MKRMHD>>IRHNKA:G=L?HE=>=:G=:OHB=<EB<DBG@HK
M:IIBG@MA>I>G��HG\MP>:KC>P>EKRMA:MRHNPBEEIE:RPBMAHKMA:MPBEEF:D> GHBL>PABE>RHNFHO>�2 >:KRHNK
A:BKBG: P:R MA:MPBEEGHMM>FIMRHNMHMHN<AHKIE:RPBMABM<HGLM:GMER� $?L>:M>=:M: M:;E>
LBMMHP:K=LMA>?KHGM
H?�MA>�<A:BK�:G=�IE:GM�RHNK�?>>M�HG�MA>�?EHHKXBM�<:G�A>EI�D>>I�RHN�LM>:=R�

Be yourself. 2 BMA:EEH?MA>IK>OBHNLMBILBGFBG=
RHN:ELHG>>=MH?>>E<HF?HKM:;E>:G= EBD>RHNKL>E?�$?RHN
:K>>GMANLB:LMB<
B?RHNM:EDPBMARHNKA:G=L
B?RHN:K>LAR
 MA:M\L ?BG>XRHNCNLMG>>=MH;> MA>FHLM>G@:@>=

IKH?>LLBHG:EO>KLBHGH?RHNKL>E?RHN<:G ;> BGHK=>KMHLAHPMA>BGM>KOB>P>KPA:MRHN:K><:I:;E> H?BGMA>
PHKDIE:<>�

After the InterviewAfter the Interview

�M MA>>G=H?MA>BGM>KOB>P
 RHNPBEEP:GMMH:LDMA>BGM>KOB>P>KPA:MRHN<:G>QI><MBGM>KFLH?G>QMLM>ILHK
PA>GMA>RFB@AMF:D> : =><BLBHG:;HNMMA>IHLBMBHG�/ABLPBEEA>EIL>MRHNK>QI><M:MBHGL:G=:EEHPRHNMHIK>I:K>
?HK?NMNK>BGM>K:<MBHGLXMA>RFB@AMA:O>FNEMBIE>KHNG=LH?BGM>KOB>PLHKMA>RFB@AMA:O>:GHMA>KP>>DE>?MH?
F>>MBG@�PBMA�<:G=B=:M>L
�?HK�BGLM:G<>�

2 BMABG�� AHNKLH?MA>BGM>KOB>P
 RHNLAHNE=L>G=: MA:GDRHNGHM>MHMA>BGM>KOB>P>K�L�� F:BE BL: LM:G=:K=:G=
>QI><M>=O>AB<E>?HKMABLF>LL:@>:G=RHNPBEEEBD>ERA:O>:EK>:=R;>>GBG<HGM:<MPBMAMA>FOB:>F:BEHKPBEE
A:O>�MA>BK�;NLBG>LL�<:K=�?KHF�MA>�BGM>KOB>P�

/A> ?HKFNE:?HKMABLF>LL:@>BLLBFIE>
;NM<AHHL>RHNKPHK=L<:K>?NEER:G=MKRMH>QM>G=MA>BK@HH=BFIK>LLBHG
H?�RHNK�PKBMM>G�<HFFNGB<:MBHG�A>K>�:L�P>EE�

	�->E>O:GM�LN;C><M�EBG>

	�"K:MBMN=>�?HK�MA>BK�MBF>�:G=�MA>�HIIHKMNGBMR

	�4 HNK�<HGMBGN>=�BGM>K>LM�BG�MA>�IHLBMBHG

	�.HF>MABG@�LI><B?B<�?KHF�RHNK�<HGO>KL:MBHG��MABL�BL�PA>K>�M:DBG@�GHM>L�<HF>L�BG�A:G=R��

	�->FBG=>K�H?�RHNK�JN:EB?B<:MBHGL

	�+HLBMBO>�:G=�?HKP:K=�EHHDBG@�<HG<ENLBHG

4HNPBEEP:GMMHK>?E><MMA>HO>K:EEMHG>H?RHNKBGM>K:<MBHGXMKRMHF:D> BM<HGLBLM>GMPBMAMA>I>KLHGMA>RF>M
MA>�=:R�;>?HK>�

.N;C><M���>LB@G� G@BG>>K�$GM>KGLABI�W�/A:GD�RHN
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(L��/ :GG>K


/A:GD RHN?HKMA>HIIHKMNGBMRMHF>>MPBMARHNR>LM>K=:R� $ ?>>EEBD>$ E>:KG>=: EHM:;HNMMA>�>LB@G
 G@BG>>K�$GM>KGLABI�KHE>�:M�����$GGHO:MBHGL�:G=�$�K>F:BG�O>KR�BGM>K>LM>=�BG�MA>�IHLBMBHG�

�?M>KA>:KBG@:;HNMMA>IKHC><M$PHNE=;> :LLB@G>=MH
$=B=LHF>?NKMA>KK>L>:K<AHGRHNKIKHMHMRIBG@
IKH<>LL:G=$<:GL>>BGM>K>LMBG@<HGG><MBHGLPBMAMA>PHKD$=B=BGFR IK>OBHNLBGM>KGLABI�$MPHNE=;>
>Q<BMBG@�MH�;NBE=�HG�MA:M�DGHPE>=@>�PBMA�RHNK�M>:F�

+E>:L>?>>E?K>>MH<HGM:<MF> OB:IAHG>:MQQQ�QQQ�QQQQHK>F:BEB?MA>K>BL:GR:==BMBHG:EBG?HKF:MBHG$
<:G�IKHOB=>��$�EHHD�?HKP:K=�MH�A>:KBG@�?KHF�RHN�

/A:GD�RHN


%���N<D>R>
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Employment Access, Equity & Opportunity

/A>�1BK@BGB:��BOBE�-B@AML�(>FHKB:E�<HFF>FHK:M>L�E>:=>KL�PAH�PHKD>=�?HK�=>L>@K>@:MBG@�L<AHHEL�BG�MA>�LM:M>
Y1BK@BGB:��BOBE�-B@AML�(>FHKB:E�X�.M:M>��:IBMHE�"KHNG=L�-B<AFHG=��1�������Z�;R�-HG��H@LP>EE������4

$GMABLL><MBHG
P> MNKGHNK:MM>GMBHGMHLH<B:EBLLN>LMA:M:??><MMA>PHKDIE:<>XLI><B?B<:EER
 JN>LMBHGLH?LH<B:E
=BO>KLBMR�:G=�MA>�BFIHKM:G<>�H?�>JNBM:;E>�>FIEHRF>GM�HIIHKMNGBMB>L�BG�MA>�0GBM>=�.M:M>L�

/A> 0�.� BL: =BO>KL>:G= FNEMB?:<>M>=<HNGMKR� �G= R>M
LH<B:E:G= ABLMHKB<:E?HK<>L<HF;BG>MH<K>:M>:G

31



How will you work to make the U.S.How will you work to make the U.S.
workforce more equitable and inclusive?workforce more equitable and inclusive?

BF;:E:G<>BGMA>PHKD?HK<>XBGMA>:<<>LL@KHNILH?I>HIE>A:O>MH>=N<:MBHG:E:G=><HGHFB<IHP>K:G=BGMA>
P:RL�<HGMKB;NMBHGL�MH�MA>�PHKD?HK<>�:K>�OB>P>=�:G=�O:EN>=�

�L : LH<B>MR
 P>A:O>K>:EBS>=MA:M=BO>KL>M>:FL
<HFI:GB>L
:G=@KHNILH?I>HIE>:K>;>MM>K>JNBII>=MHBGGHO:M>
:G=:==K>LLMA>G>>=LH?MA><NLMHF>KLMA>RL>KO>��HFI:GB>LH?:EELBS>L:K>PHKDBG@MH:==K>LLMA>L>BLLN>LBG
MA>BK�ABKBG@�IK:<MB<>L�:G=�BG�MA>�P:RL�MA>R�?HLM>K�IHLBMBO>
�BG<ENLBO>�PHKD�>GOBKHGF>GML�?HK�MA>BK�>FIEHR>>L�

(HLMBFIHKM:GMER
 P> AHI>MA:MRHNK><H@GBS>MABL:L
NG?BGBLA>=;NLBG>LL�2 > >G<HNK:@>RHNMHMABGDH?MABL
:L : =BL<NLLBHG:G=:L : =RG:FB<
>O>K�<A:G@BG@I:KMH?
RHNKIKH?>LLBHG:EEB?>�/A> P:R MABG@L:K>GHP:K>GHM

MA>P:R MA>RPBEE;> BG�� HK�� R>:KL:G=RHNPBEE;> I:KMH?MA:M<A:G@>�#HP MA>PHKD?HK<>H?���� EHHDLEBD>BL

BGI:KM
NI MHRHN�/A> @H:EBGMABL<A:IM>KBLMH@BO>RHNMA>HIIHKMNGBMRMHMABGD:;HNMRHNK<HGMKB;NMBHGMHMA:M
?NMNK>
�PA>K>�RHN�?BM�BGMH�IB<MNK>
�MA>�BFI:<M�RHN�PBEE�A:O>�BG�RHNK�HPG�LIA>K>�H?�BG?EN>G<>�

AMMIL�HLN�I;�NGBSBG�HK@>G@KM><A<HFFPI�<HGM>GMNIEH:=LLBM>L�������=BO>JBG<OB=>H��FI�

History & ContextHistory & Context

+>KA:ILRHNA:O>GHMB<>=MA:MFHLM>FIEHR>KLBG<EN=>: LM:M>F>GM:;HNM;>BG@:G=Y>JN:EHIIHKMNGBMR>FIEHR>KZBGMA>BKCH;:=O>KMBL>F>GML
LM:M>F>GM�BG�MA>�?HHM>K�H?�MA>BK��:K>>KL�P>;LBM>��CH;L:MHLN�<HF��

/A> *ABH.M:M>0GBO>KLBMRBL:G>JN:EHIIHKMNGBMR>FIEHR>K� �EEJN:EB?B>=:IIEB<:GMLPBEEK><>BO><HGLB=>K:MBHG?HK>FIEHRF>GMPBMAHNMK>@:K=
HK�IKHM><M>=�O>M>K:G�LM:MNL�

.M:M>F>GML�LN<A�:L�MABL�:K>�LH�<HFFHGIE:<>�MA:M�RHN�FB@AM�GHM�LI>G=�FN<A�MBF>�MABGDBG@�:;HNM�MA>F
�;NM�MA>R�K>O>:E�LHF>MABG@�BFIHKM:GM�:;HNM�MA>�ABLMHKR�H?�>FIEHRF>GM�E:P�:G=�IK:<MB<>L�BG�MA>�0GBM>=�.M:M>L�

/A>��BOBE�-B@AML��<M�H?��������-��
�HKB@BG:EER�BGMKH=N<>=�;R�+K>LB=>GM�&>GG>=R�:G=�LB@G>=�BGMH�E:P�;R�+K>LB=>GM�%HAGLHG�HG�%NER��
�����
�P:L�:�F:CHK�:<AB>O>F>GM�H?�MA>��BOBE�-B@AML�(HO>F>GM��/A>��<M�F:=>
=BL<KBFBG:MBHG�BEE>@:E�:M�MA>�!>=>K:E�E>O>E
�HNME:PBG@�IK:<MB<>L�EBD>�L>@K>@:M>=�L<AHHEL
�IN;EB<�K>LMKHHFL�:G=�P:M>K�?HNGM:BGL��/BME>�1$$�H?�MA>��<M�LI><B?B<:EER�:==K>LL>=�MA>�IKH;E>F�H?�>FIEHRF>GM�=BL<KBFBG:MBHG

>LM:;EBLABG@�MA>� JN:E� FIEHRF>GM�*IIHKMNGBMR��HFFBLLBHG
�PAHL>�FBLLBHG�BL�BGO>LMB@:MBG@�:G=�>G?HK<BG@�:GMB�=BL<KBFBG:MBHG�E:PL�
�BEE�
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https://osu.pb.unizin.org/engrtechcomm/wp-content/uploads/sites/7/2017/08/diveqincvideo4.mp4
https://youtu.be/FKfoJJA5xWM
https://youtu.be/FKfoJJA5xWM


Why was this legislative action necessary?$G�MA>�=><:=>L�;>?HK>�MA>��-�
�=><BLBHGL�:;HNM�K><KNBMBG@�:G=�ABKBG@�P>K>�:M�MBF>L�HI>GER�F:=>�HG�MA>�;:LBL�H?�K:<>
�L>Q
�G:MBHG:EBMR
P:GM>=Z�L><MBHG�H?�G>PLI:I>KL�BG�MA>�>:KER���MA�<>GMNKR�P>K>�H?M>G�L>I:K:M>=�CH;L�?HK�F>G
�PHF>G
�:G=
�BG�LHF>�<:L>L
�;R�K:<>��%H;�:=L�FB@AM�:ELH�LI><B?R�F:KBM:E�LM:MNL
�:L�>FIEHR>KL�P>K>�EHHDBG@�?HK�NGF:KKB>=
Y@BKELZ�MH�?BEE�<>KM:BG�KHE>L��'HP�I:RBG@�:G=�NGLDBEE>=�CH;L�P>K>�FHK>�EBD>ER�MH�;>�K>L>KO>=�?HK�PHF>G�:G=�FBGHKBMB>L
�@K>:MER�EBFBMBG@�MA>BK�>FIEHRF>GM�HIIHKMNGBMB>L�

4HN�<:G�L>>�LHF>�>Q:FIE>L�H?�L>@K>@:M>=�CH;�:=O>KMBL>F>GMLA>K>�?KHF�MA>�'>:KG�)��P>;LBM>��

*G> BFI:<MH?MA>�-� P:L MA>>LM:;EBLAF>GMH?YIKHM><M>=<E:LL>L
ZPAB<A:K>P:RL H?<E:LLB?RBG@@KHNILH?I>HIE>:MKBLD
=BL<KBFBG:MBHG�$GBMB:EER
 MA>IKHM><M>=<E:LL>LB=>GMB?B>=P>K>K:<>
<HEHK
 K>EB@BHG
L>Q
:G=G:MBHG:EHKB@BG�*O>KMBF>
:GMB�=BL<KBFBG:MBHG
G>>=L�H?�MA>��F>KB<:G�PHKDIE:<>�

/ABL�MBF>EBG>�LAHPL�MA>�=:M>L�:G=�E>@BLE:MBHG�MA:M�H??B<B:EER�K><H@GBS>=�MA>�IKHM><M>=�<E:LL>L�

U 1964:-:<>
�<HEHK
�K>EB@BHG
�L>Q
�HK�G:MBHG:E�HKB@BG

U 1967:�@>�W����HK�HE=>K���@>��BL<KBFBG:MBHG�BG� FIEHRF>GM��<M�

U 1974:1>M>K:G�LM:MNL��1B>MG:F� K:�1>M>K:GL\�->:=CNLMF>GM��LLBLM:G<>��<M�H?������:G=�0GB?HKF>=�.>KOB<>L� FIEHRF>GM�:G=�->>FIEHRF>GM�-B@AML��<M�

U 1990:�BL:;BEBMR���F>KB<:GL�PBMA��BL:;BEBMB>L��<M�

U 2008:">G>MB<�BG?HKF:MBHG��">G>MB<�$G?HKF:MBHG�)HG=BL<KBFBG:MBHG��<M�

/A>�E:PL�:ELH�BG<EN=>L�IKHOBLBHGL�?HK�I>HIE>�PAH�A:O>�?BE>=�<A:K@>L�MH�IKHM><M�MA>F�?KHF�>QI>KB>G<BG@�K>M:EB:MBHG�HK�LMB@F:�MA:M�FB@AM�:?

�L >QIE:BG>=;R MA>  *�
 Y O>KR0�.� <BMBS>GBL: F>F;>K H?LHF>IKHM><M>=<E:LL
:G= BL>GMBME>=MHMA>;>G>?BMLH?  *
6>FIA:LBL�:==>=8�H?�PHF>G�:G=�FBGHKBMR�@KHNI�F>F;>KLZ��):MBHG:E��K<ABO>L
�G�=���

/A> >O>K�>OHEOBG@G:MNK>H?MA>E:PL:G==BL<HNKL>BGHNKLH<B>MRBL>OB=>GMBGMA>LM:MNLH?MA>'"�/ <HFFNGBMR:L : IKHM><M>=
@>G=>KB=>GMBMR������ :L I:KMH?MA>YL>QZIKHM><M>=<E:LL�� GNF;>KH?LM:M>:G=EH<:E@HO>KGF>GMLA:O>I:LL>=LI><B?B<:GMB�=BL<KBFBG:MBHG
<NKK>GMER�GH�>QIEB<BM�!>=>K:E�IKHM><MBHGL�BG�IE:<>�

<div class="player-unavailable"><h1 class="message">An error occurred.</h1><div class="submessage"><a
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Diversity & Inclusion in the U.S. WorkplaceDiversity & Inclusion in the U.S. Workplace

$MBLBFIHKM:GMMHK>F>F;>KMA:MF:DBG@=BL<KBFBG:MBHGBEE>@:E=H>LGHMF>:G MA:MBMGHEHG@>KA:II>GL� /A> INKIHL>H?MA>  *�
=>?>G=�I>HIE>\L�KB@AM�MH�PHKD�:G=�MAKBO>�BG�MA>BK�IKH?>LLBHG:E�EBO>L�

 O>GB?MA>E:PE>O>ELMA>IE:RBG@?B>E=
ABLMHKB<:E:G=LH<B:EK>:EBMB>L<:GA:O>K>:E<HGL>JN>G<>LHG:GBG=BOB=N:E\L:<<>LL:G=>JNBMR
:G=�BG<HF>�E>O>EL���L��>:LE>R��������:KMB<NE:M>L�BGOpting Out


Y6/A>�BOBE-B@AML8:<M
<HNIE>=PBMAMA>BGBMB:MBO>H?: GNF;>KH?<HEE>@>L:G=NGBO>KLBMB>L:<KHLLMA><HNGMKR
 IKH=N<>=: LB@GB?B<:GMKBL>
K><>BO>=:ME>:LM: ;:<A>EHK\L=>@K>><HFI:K>=PBMAHGER� I>K<>GMBG���� �0. �>GLNL�NK>:N����
 ������ 2ABE><HEE>@>>=N<:MBHGBLBG:K
?:<><HGLB=>K:;E>ANK=E>L�$G=>>=
HO>KMABLL:F> I>KBH=H?MBF>
MA>=B??>K>G<>BG:O>K:@>>:KGBG@LH?;E:<D:G=PABM><HEE>@>@K:=N:M>L=KHII>=
=BL<KBFBG:MBHG�P:L�E>@:EER�;:GG>=
�MA>�JN>LMBHG�K>F:BGL��PA:M�<HGMBGN>L�MH�AHE=��?KB<:G��F>KB<:GL�;:<D
�B?�GHM�MA>�E:P�Z

.H
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AHF>E>LLG>LL
LN<A:L MA>O>G=HKLHKPKBM>KL?HKMA>LMK>>MG>PLI:I>K.MK>>M.I>><A� K>L>:K<A>KLHKNGBO>KLBMR�
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Where do I begin?Where do I begin?
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RHNK�B=>:L�:G=�<E:BFL�:L�P>EE�:L�A>EIBG@�RHN�LM:R�?H<NL>=�HG�MA>�LI><B?B<�KA>MHKB<:E�LBMN:MBHG�H?�RHNK�IKHC><M�

Questions to get startedQuestions to get started
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Questions to determine methodologyQuestions to determine methodology
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)>QMRHNPBEEA:O>MH=>O>EHI: research question� �R MABLIHBGMRHNLAHNE=A:O>: @>G>K:EB=>:H?RHNKMHIB<
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Research Questions
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Which of these is a research question?

�� 2A:M�BL�)�.� \L�;N=@>M�?HK������

�� 2A:M�BL�MA>�BFI:<M�H?�)�.�\L�;N=@>M�HG�L<B>GMB?B<�;K>:DMAKHN@AL�:G=�<HGMKB;NMBHGL�MH�GHG�LI:<>�
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Where do I look?Where do I look?
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University LibrariesUniversity Libraries
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MA:MFNEMBIE>I>HIE>K>:=:G=<HFF>GMHGMA>PHKD
IKHOB=BG@LHF><A><DL:G=;:E:G<>LMA:M:K>GHMIK>L>GM?HK
@>G>K:E�BGM>KG>M�LHNK<>L�

So what are common types of library sources?So what are common types of library sources?
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How do I perform a search?How do I perform a search?
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:G= MA>G:=CNLMLMA>E>GL>L?KHFMA>K>�.HF>MBF>LMA>?BKLMHIMBHGBLMA>;>LM:G= FHLM:IIKHIKB:M>�
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Exercises
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U $EE>@:E�:EB>GL

U #BLI:GB<L

U ./ (

U  =N<:MBHG
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Writing about Research
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Understanding and Documenting the InformationUnderstanding and Documenting the Information
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SkimmingSkimming

.DBFFBG@BLMA>IKH<>LLH?K>:=BG@D>RI:KMLH?: M>QMBGHK=>KMH@>M:G HO>KOB>PH?:G :NMAHK\L :K@NF>GM:G=
F:BGB=>:L�/A>K>:K>F:GR=B??>K>GMF>MAH=L?HKLDBFFBG@
LHRHNPBEEA:O>MH=>M>KFBG>PAB<APHKDL;>LM?HK
RHN�:G=�RHNK�I:KMB<NE:K�LHNK<>�

2 >EE�PKBMM>G�M>QML�LN<A�:L�>LL:RL
�:KMB<E>L
�:G=�;HHD�<A:IM>KL�:K>�@>G>K:EER�?HKF:MM>=�BG�LBFBE:K�P:RL�

Introduction: IKHOB=>L�MA>�F:BG�B=>:MA>LBL�:L�P>EE�:L�HO>KOB>P�H?�MA>�M>QM\L�LMKN<MNK>
Body: IKHOB=>L�<E:BFL
�:K@NF>GML
�>OB=>G<>
�LNIIHKM�:G=�LH�HG�MH�LNIIHKM�MA>LBL
Conclusion: IKHOB=>L<HGG><MBHGLMHE:K@>K<HGM>QML
LN@@>LMLBFIEB<:MBHGL
:LDJN>LMBHGL
:G= K>OBLBMMA>
F:BG�B=>:L

$=>:EER
 MA>F:BGB=>:LPBEE;> IK>L>GM>=BGMA>BGMKH=N<MBHG
>E:;HK:M>=HGBG=>M:BEBGMA>;H=R
 :G=K>OB>P>=BG
MA><HG<ENLBHG�!NKMA>K
 F:GRLHNK<>LPBEE<HGM:BGA>:=BG@LHKLN;A>:=BG@LMHHK@:GBS>IHBGML:G=>Q:FIE>L
:G=
P>EE�PKBMM>GI:K:@K:IAL@>G>K:EERA:O><E>:KMHIB<L>GM>G<>L
HKL>GM>G<>LMA:MIKHOB=>MA>F:BGB=>:�L�=BL<NLL>=
BGMA>I:K:@K:IA��EEH?MA>L>:LI><MLPBEEA>EIRHNLDBFPABE>=>O>EHIBG@: L>GL>H?MA>:K@NF>GM:G=F:BGB=>:L�

2A>G�RHN�LDBF�:�LHNK<>
�<HGLB=>K�MA>�?HEEHPBG@�IKH<>LL�

�� ->:=�MA>�BGMKH=N<MBHG��MABL�<HNE=�;>�:�?>P�I:K:@K:IAL�EHG@��

�� .<:G�MA>�=H<NF>GM�?HK�A>:=BG@L��$G�:�LAHKM>K�:KMB<E>
�MA>K>�F:R�GHM�;>�:GR�A>:=BG@L�HK�MA>K>�F:R�;>�HGER
:�<HNIE>�
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�� 2A>G>O>K�RHN�L>>�:�G>P�A>:=BG@
�;>�LNK>�MH�K>:=�:M�E>:LM�MA>�?BKLM�?>P�L>GM>G<>L�NG=>K�MA>�A>:=BG@�:G=
MA>�?BG:E�?>P�L>GM>G<>L�H?�MA>�L><MBHG�

�� ->:=�MA>�<HG<ENLBHG�

Example:Example:Skimming a BookSkimming a Book

2A>GP>>G<HNGM>K: M>QM?HK: ?BKLMMBF>
BM\L: @HH=B=>:MHLDBFMAKHN@AMHL>>B?P>G>>=MHM:D>: ?NKMA>K
EHHD:MBMBGHNKK>L>:K<A�*G> F>MAH=?HK=HBG@MABLBLK>?>KK>=MH:L MA>!BKLM.>GM>G<>/ ><AGBJN>
PAB<A
>GM:BELK>:=BG@MA>BGMKH=N<MBHG
MA>?BKLML>GM>G<>H?>:<AI:K:@K:IA
:G= MA><HG<ENLBHG�/ABL:IIKH:<A
<:G�;>�NL>?NE�?HK�M:DBG@�GHM>L�:G=�<K>:MBG@�LNFF:KB>L�H?�LHNK<>L�

� LEB@AMERFHK>BG�=>IMA:IIKH:<A <:G =>>I>GRHNKNG=>KLM:G=BG@H?MA>M>QM:G= A>EIRHNB=>GMB?R
I:KMB<NE:K�L><MBHGL�HK�>O>G�HMA>K�K>LHNK<>L�MA:M�FB@AM�;>�A>EI?NE�

U .<:G�MA>�IK>?:<>
�:<DGHPE>=@>F>GML
�:G=�M:;E>�H?�<HGM>GML���/ABL�B=>GMB?B>L�MA>�F>MAH=L�:G=
?K:F>PHKD�?HK�MA>�;HHD��

U .<:G�MA>�GHM>L�:M�MA>�>G=�H?�<A:IM>KL�MH�;>MM>K�NG=>KLM:G=�MA>�:NMAHK\L�K>L>:K<A�

U .<:G�MA>�BG=>Q�MH�L>>�B?�MA>�;HHD�<HO>KL�MA>�BG?HKF:MBHG�RHN�G>>=�

U ->:=�MA>�BGMKH=N<MHKR�I:K:@K:IAL�?HK�>:<A�<A:IM>K���/ABL�<:G�A>EI�RHN�;>MM>K�NG=>KLM:G=�MA>�LMKN<MNK>
:G=�:K@NF>GML�H?�MA>�;HHD��

Taking NotesTaking Notes

/ :DBG@GHM>LBL: <>GMK:E<HFIHG>GMH?MA>K>L>:K<AIKH<>LL�2ABE>RHNLDBFMA>:KMB<E>L
K><HK=BFIHKM:GM
BG?HKF:MBHG
;>@BGGBG@PBMAIN;EB<:MBHGBG?HKF:MBHG�+N;EB<:MBHGBG?HKF:MBHGIKHOB=>L: L>GL>H?MA>KA>MHKB<:E
LBMN:MBHG?HKMA>LHNK<>
LN<A:L BGM>G=>=:N=B>G<>:G= <HGM>QM��L RHN>G<HNGM>KM>QMLBGRHNKK>L>:K<A

<HGLB=>KBMLKHE>BGRHNKIKHC><M:G=M:D>GHM>H?MA>IN;EB<:MBHGBG?HKF:MBHG:L GHM>=�-><HK=BG@MA>IN;EB<:MBHG
BG?HKF:MBHG�:L�RHN�@H�PBEE�A>EI�:OHB=�IKH;E>FL�HK�FBLM:D>L�PA>G�<BMBG@�:G=�;NBE=BG@�MA>�K>?>K>G<>�EBLM�

4HNF:R MABGD�PA:MLAHNE=$K><HK=?KHFMA>LHNK<>LHMA>KMA:GMA>IN;EB<:MBHGBG?HKF:MBHG�/A> @H:EH?K>L>:K<A
GHM>LBLMHA>EIRHNK>F>F;>KBG?HKF:MBHG:G= JNB<DER:<<>LLBFIHKM:GM=>M:BEL�4HNLAHNE=PKBM>=HPGMA>
?HEEHPBG@�=>M:BEL�

U /A>LBL�LM:M>F>GM

U &>RPHK=L

U (:CHK�IHBGML�HK�<E:BFL

U  OB=>G<>
�LNIIHKM�:G=HK�>Q:FIE>L

U #>:=BG@L��=>I>G=BG@�HG�MA>�LHNK<>�

WRITINGABOUTRESEARCH¥ 46



4HNF:R P:GMMHPKBM>=HPGMA>MA>LBL
IHBGML
:G= <E:BFL>Q:<MER:L MA>R:II>:K BGMA>LHNK<>�However,
wheneveryou copy the languageexactly, be sure to usequotation marks to indicate that the information is
coming directly from a source/author.

Restating the Information in Your Own WordsRestating the Information in Your Own Words

�?M>KM:DBG@MA>MBF>MHLDBF:G= M:D>GHM>L
RHNLAHNE=:ELHINMMA>:NMAHK\L MA>LBL:G= B=>:LBGMHRHNKHPG
PHK=L�/ABL>GLNK>LMA:MRHNMKNERNG=>KLM:G=MA>LHNK<>:G=MA>:NMAHK\L IHBGML�/A>K>:K>MPHF:CHKP:RL MH
:IIKH:<A�MABL�IKH<>LL��LNFF:KR�:G=�I:K:IAK:L>�

SummarySummary

.NFF:KB>L:K><HG=>GL>=O>KLBHGLH?MA>HKB@BG:ELHNK<>
BGRHNKHPGPHK=L�.NFF:KB>L?H<NLHGMA>F:BGB=>:L

;NM=HGHM<HIR:GRH?MA>HKB@BG:EE:G@N:@>�� ��� I:@>;HHDHK: � AHNKFHOB><HNE=;> LNFF:KBS>=BG:
L>GM>G<>�Summaries do not contain the same level of detail as the original source.

Example:Example:SummarySummary

/A>�?HEEHPBG@�M>QM�=>FHGLMK:M>L�:�LNFF:KR�H?�:G�HKB@BG:E�I:LL:@>�

Original Text

Y'>:= <:G>GM>K=KBGDBG@P:M>KPA>GL>KOB<>IBI>LMA:M<HGM:BGE>:=<HKKH=>
>LI><B:EERPA>K>MA>P:M>K
A:LAB@A:<B=BMRHKEHPFBG>K:E<HGM>GMMA:M<HKKH=>LIBI>L:G=?BQMNK>L�/A> FHLM<HFFHGIKH;E>FBLPBMA
;K:LLHK<AKHF>�IE:M>=;K:LL?:N<>ML:G=?BQMNK>LPBMAE>:=LHE=>K
 ?KHFPAB<ALB@GB?B<:GM:FHNGMLH?E>:=
<:G�>GM>K�BGMH�MA>�P:M>K
�>LI><B:EER�AHM�P:M>K�Z

Summary

2 :M>K;><HF>L<HGM:FBG:M>=;R E>:=PA>GE>:=IBI>L
LHE=>K
 HK<>KM:BGMRI>LH??BQMNK>L=>@K:=>
:G=AHM
P:M>K�<:G�BG<K>:L>�MA>�:FHNGM�E>:=�K>E>:L>=�

 GOBKHGF>GM:E+KHM><MBHG�@>G<R� ������� �:LB<BG?HKF:MBHG:;HNME>:=BG=KBGDBG@P:M>K� ->MKB>O>=?KHF
AMMIL�PPP�>I:�@HO@KHNG=�P:M>K�:G=�=KBGDBG@�P:M>K;:LB<�BG?HKF:MBHG�:;HNM�E>:=�=KBGDBG@�P:M>K

ParaphraseParaphrase

.BFBE:KER
 I:K:IAK:L>L :K> K>LM:M>F>GMLH?LHNK<>F:M>KB:E
BGRHNKHPGPHK=L
;NMMA>=B??>K>G<>BLMA:M
I:K:IAK:L>LM>G=MH;> <EHL>KBGE>G@MAMHMA>HKB@BG:ELHNK<>�Paraphraseshavethe samelevel of detail as the
original. ->F>F;>K
 MAHN@A
B?RHN<HIR?KHFMA>HKB@BG:E>O>GMPHHKMAK>>PHK=LBG: KHPRHNFNLMIKHOB=>
JNHM:MBHG�F:KDL�:KHNG=�MAHL>�PHK=L�

Example: ParaphraseExample: Paraphrase

Original

47 ¥ A GUIDETO TECHNICALCOMMUNICATIONS:STRATEGIES& APPLICATIONS



Y'>:= <:G>GM>K=KBGDBG@P:M>KPA>GL>KOB<>IBI>LMA:M<HGM:BGE>:=<HKKH=>
>LI><B:EERPA>K>MA>P:M>K
A:LAB@A:<B=BMRHKEHPFBG>K:E<HGM>GMMA:M<HKKH=>LIBI>L:G=?BQMNK>L�/A> FHLM<HFFHGIKH;E>FBLPBMA
;K:LLHK<AKHF>�IE:M>=;K:LL?:N<>ML:G=?BQMNK>LPBMAE>:=LHE=>K
 ?KHFPAB<ALB@GB?B<:GM:FHNGMLH?E>:=
<:G�>GM>K�BGMH�MA>�P:M>K
�>LI><B:EER�AHM�P:M>K�Z

Paraphrase

2 :M>K;><HF>L<HGM:FBG:M>=;R E>:=PA>GE>:=IBI>LHKE>:=LHE=>K=>@K:=>L��>KM:BGMRI>LH??BQMNK>L

LN<A:L MAHL>IE:M>=PBMA<AKHF>:G= ;K:LL
 :L P>EE:L AHMP:M>K
 :<B=B<P:M>K
 :G= P:M>KPBMAEHP>K
:FHNGML�H?�FBG>K:EL�<:G�F:D>�E>:=�<HGM:FBG:MBHG�LB@GB?B<:GMER�PHKL>�

->@:K=E>LLH?PA>MA>KRHN<AHHL>MH=BK><MERJNHM>
LNFF:KBS>
HKI:K:IAK:L>: LHNK<>
RHNmust =H<NF>GMMA>
LHNK<>F:M>KB:E�Failur e to do sois plagiarism :G=<:GE>:=MH:EE>@:MBHGLH?:<:=>FB<HKPHKDIE:<>=BLAHG>LMR�

Annotated Bibliographies*Annotated Bibliographies*

�GGHM:M>=;B;EBH@K:IAB>L:K>: <HFFHGLM>IBGMA>K>L>:K<AIKH<>LL��GGHM:M>=;B;EBH@K:IAB>L:K>>QIEHK:MHKRBG
G:MNK>XMA>RA>EIPKBM>KLHK@:GBS>MA>BKMAHN@AML:G=LHNK<>L:;HNM: MHIB<:G=A>EIPKBM>KL=>M>KFBG>: =BK><MBHG
?HKMA>BKK>L>:K<A��>I>G=BG@HGMA>:<:=>FB<=BL<BIEBG>
INKIHL>
:G=BGLMKN<MHKIK>?>K>G<>
MA>LMRE>
<HGM>GM

:G=>O>GMA>G:F> H?:GGHM:MBHGL<:GO:KR� /ABL=H<NF>GMBL: ;:LB<HO>KOB>P
 LHIE>:L><HG?BKF=>M:BELH?RHNK
:GGHM:M>=�;B;EBH@K:IAR�PBMA�RHNK�BGLMKN<MHK�

Purposes of an annotated bibliographyPurposes of an annotated bibliography

For you: �NKBG@MA>K>L>:K<A:G= PKBMBG@IKH<>LL
MA>:GGHM:M>=;B;EBH@K:IARA>EILRHN
MA>K>L>:K<A>K
 D>>I
MK:<DH?MA><A:G@BG@K>E>O:G<>H?LHNK<>L:L RHN=>O>EHIRHNKB=>:L�$M:ELHA>EILRHNL:O>MBF>;R ?H<NLBG@HG
>:<A:NMAHK\L>LL>GMB:EB=>:L�PAB<AA>EILRHNF:D> <HGG><MBHGL;>MP>>GLHNK<>L�
:G=BM<:GA>EIRHN;>@BGMA>
IKH<>LL�H?�<HFIHLBG@�RHNK�IKHC><M�

For others: �NKBG@MA>K>L>:K<AIKH<>LL
:GGHM:M>=;B;EBH@K:IAB>L:ELHA>EILAHPRHNKBGLMKN<MHKMA:MRHN:K>
<HGLNEMBG@B=>:�@>G>K:MBG@:G= K>E>O:GMLHNK<>L:G=
 FHK>BFIHKM:GMER
 MA:MRHNNG=>KLM:G=MA>LB@GB?B<:G<>H?
:G=K>E:MBHGLABI;>MP>>GRHNKLHNK<>L�2A>GRHNL>>D:LLBLM:G<>?KHFRHNKEB;K:KB:G
:GGHM:M>=;B;EBH@K:IAB>L
:ELHA>EIMA>EB;K:KB:G@NB=>RHNMHP:K=MA>;>LM:O:BE:;E>LHNK<>L�!BG:EER
 :GGHM:M>=;B;EBH@K:IAB>LA>EIRHNK
PKBMBG@�<HGLNEM:GMMNMHK�PHKD�PBMA�RHN�FHK>�>??B<B>GMER�HG�BGM>@K:MBG@�:G�:NMAHK\L�B=>:L�BGMH�RHNK�PKBMBG@�

What is an annotation?What is an annotation?

">G>K:EER
 :G:GGHM:MBHGIKHOB=>L: LNFF:KRH?MA>F:CHKB=>:LBG: LHNK<>
LN<A:L MA>LHNK<>\LMA>LBL�:K@NF>GM�
:G=F:CHKLNIIHKMBG@=>M:BEL�:G >O:EN:MBHGH?MA>B=>:L:G=IHBGMLBGMA>LHNK<>�:G=: L>GL>H?AHPMA>LHNK<>
<HGG><ML�PBMA�RHNK�IKHC><M�:G=�HMA>K�LHNK<>L�BG�MA>�:GGHM:M>=�;B;EBH@K:IAR�

,N>LMBHGL�MH�<HGLB=>K�:L�RHN�<HFIHL>�RHNK�:GGHM:MBHG�

U 2A:M�BL�MA>�MA>LBL��F:BG�:K@NF>GM�H?�MA>�LHNK<>�
�:G=�PA:M�BL�MA>�@>G>K:E�INKIHL>�H?�MA>�LHNK<>�

U 2AH�BL�MA>�:NMAHK�:G=�PA:M�:K>�ABLA>K�<K>=>GMB:EL��2AH�BL�MA>�BGM>G=>=�:N=B>G<>�7

U 2A:M�MA>HK>MB<:E�HK�B=>HEH@B<:E�:LLNFIMBHGL�=H>L�MA>�:NMAHK�:=OH<:M>
�:G=�PA>K>�HK�AHP�=H>L�MA:M�:II>:K�BG
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MA>�LHNK<>�

U 2A:M�MHIB<L�=H>L�MA>�LHNK<>�<HO>K��2A:M�MRI>L�H?�>OB=>G<>�=H>L�BM�NL>�

U 2A:M�I:KML�H?�MA>�:K@NF>GM�HK�:G:ERLBL�:K>�I:KMB<NE:KER�I>KLN:LBO>
�PA:M�I:KML�:K>�GHM
�:G=�PAR�

U 2A:M�MRI>L�H?�KA>MHKB<:E�:II>:EL��>MAHL
�I:MAHL
�EH@HL�=H>L�MA>�:NMAHK�NL>�BG�MA>�=>O>EHIF>GM
�=>IEHRF>GM

:G=�LNIIHKM�H?�MA>BK�B=>:L�

U #HP�BL�MABL�LHNK<>�NL>?NE
�HK�GHM�NL>?NE
�MH�RHNK�IKHC><M��#HP�=H>L�BM�A>EI�RHN�:=O:G<>�MA>�:K@NF>GM�?HK
RHNK�IKHC><M�

U #HP�P>EE�=H>L�MA>�LHNK<>�K>E:M>�MH�HK�GHM�K>E:M>�MH�MA>�HMA>K�LHNK<>L�BG�RHNK�:GGHM:M>=�;B;EBH@K:IAR�

What are the parts of an annotated bibliography?What are the parts of an annotated bibliography?

�� /A>�?BKLM�I:KM�H?�>O>KR�>GMKR�BG�:G�:GGHM:M>=�;B;EBH@K:IAR�BL�:�<BM:MBHG�H?�MA>�LHNK<>��!HEEHP�MA>�<BM:MBHG
LMRE>�IK>?>KK>=�;R�RHNK�BGLMKN<MHK�

�� /A>�L><HG=�I:KM�H?�>O>KR�>GMKR�BL�:G�:GGHM:MBHG�HK�=>L<KBIMBHG�H?�MA>�LHNK<>���GGHM:MBHGL�<:G�O:KR�BG
E>G@MA
�=>I>G=BG@�HG�MA>�INKIHL>L�H?�MA>�:GGHM:M>=�;B;EBH@K:IAR��">G>K:EER
�MA>�:GGHM:MBHG�PBEE�<HGM:BG
LHF>�BG?HKF:MBHG�:;HNM�MA>�:NMAHK\L�<K>=>GMB:EL:NMAHKBMR
�?HEEHP>=�;R�:�;KB>?�LNFF:KR�H?�MA>�LHNK<>

M:DBG@�BGMH�<HGLB=>K:MBHG�MA>�:N=B>G<>
�:NMAHK\L�OB>PIHBGM
�:G=�MA>�MA>LBL�LM:M>F>GM���LL>LLF>GML�H?�MA>
LHNK<>�<:G�:II>:K�:GRPA>K>
�;NM�BM�BL�<HFFHGER�?>:MNK>=�:M�MA>�>G=�H?�MA>�:GGHM:MBHG���HGLB=>K�PA>MA>K
RHN�?HNG=�MA>�:K@NF>GM�HK�:G:ERLBL�I>KLN:LBO>
�PA>MA>K�MABL�LHNK<>�BL�NL>?NE�MH�RHN
�:G=�PAR��4HN�F:R�:ELH
BG<EN=>�:GR�K>E>O:GM�EBGDL�MH�HMA>K�LHNK<>L�

Sample, APA style:

/ B>G
�!��:G=�!N
�/ ����������/A>�<HKK>E:M>L�H?�MA>�=B@BM:E�=BOB=>�:G=�MA>BK�BFI:<M�HG�<HEE>@>

LMN=>GM�E>:KGBG@���HFINM>KL�:G=� =N<:MBHG�����������������=HB��������C�<HFI>=N������������

�EMAHN@A/ :BP:G>L>L<AHE:KL� / B>G:G=!N ?H<NLHG/ :BP:G>L><HEE>@>LMN=>GML
: LB@GB?B<:GMIHKMBHG
H?MA>:KMB<E>BLI>KMBG>GMMH: 0�.� <HGM>QM�!BKLM
MA>:NMAHKL:<DGHPE>=@>MA:MFHLM=BL<NLLBHGH?
MA>Y=B@BM:E=BOB=>ZBG<HKK><MERLBFIEB?B>LMA>BLLN>H?M><AGHEH@B<:E:<<>LL��: �L : K>LNEM
MA>R=BL<NLL
PA:MMA>R<:EEMA>MAK>>=BF>GLBHGLH?MA>=B@BM:E=BOB=>�:<<>LL�NL>:G=DGHPE>=@>�:G= LDBEEL
������ �; /ABLK><H@GBS>LPA:ML>O>K:EHMA>KLHNK<>LBGFR ;B;EBH@K:IARA:O>MHN<A>=NIHG�:<<>LL
=H>LGHMF>:G NL>GHK=H>LBMF>:G DGHPE>=@>HKLDBEELMH>??><MBO>ERNL>=B@BM:EM><AGHEH@B>L��:

.><HG=
MA>R>QIE:BGMA:MF:GR <HNGMKB>L
MA>0. :G= / :BP:GBG<EN=>=
=>I>G=NIHG>=N<:MBHG:M
:EEE>O>ELMH<HF;:MMA>=B@BM:E=BOB=>�L��/A> BLLN>BLMA:MMA>K>:K>=>?B<B>G<B>LPBMABG>=N<:MBHG:E
LRLM>FLPAB<ALHF>MBF>LPHKDMHK>BG?HK<>MA>=BOB=>L:EK>:=RBGIE:<>��; / B>G:G= !N <E:BF

AHP>O>K
 MA:M>=N<:MBHG:E<HGM>QMLAHE=MA>FHLMIHLLB;BEBMR?HK<HF;:MBG@MA>=B@BM:E=BOB=>�L���<

/ B>G:G=!N <E:BFMA:M=>FH@K:IAB<:G=LH<BH�><HGHFB<;:<D@KHNG=A:= GHLB@GB?B<:GMBG?EN>G<>HG
:<<NK:M>ERIK>=B<MBG@<HFINM>KNL>
�= PAB<A<HGMK:LMLPBMA<E:BFLH?HMA>KLHNK<>LLN<A:L &BKME>R��

#HP>O>K
 @>G=>K:G= F:CHK=B=:II>:K MHA:O>:G BG?EN>G<>HG<HFINM>KNL>�/ B>G:G= !N GHM>

?HK>Q:FIE>
MA:M?>F:E>LMN=>GMLM>G=>=MH=>OHM>FHK>?H<NL>=<HFINM>KMBF>HG:<:=>FB<�K>E:M>=
PHKD��> *O>K:EE
MA>?BKLMA:E?H?MA>:KMB<E>MA:M;K>:DL=HPGMA>=B??>K>GM=BF>GLBHGLH?MA>=B@BM:E
=BOB=>�BL�MA>�FHLM�NL>?NE�?HK�FR�IKHC><M��
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�� /ABL>LM:;EBLA>LMA>:NMAHKBMRH?MA>:NMAHKL:G= >O:EN:M>LMA>LHNK<>\L NL>?NEG>LLBG:G �F>KB<:G
<HGM>QM�

�:�;�� LM:;EBLA>L�MA>�:K@NF>GM�H?�MA>�:KMB<E>�

�:��.I><B?B<�LNIIHKMBG@�=>M:BEL��>LM:;EBLA>L�<HGG><MBHG�PBMA�HMA>K�LHNK<>L�BG�;B;EBH@K:IAR�
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Data Commentary
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Using and Documenting Sources
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