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Introduction

Welcome!

2 >E<HFMHMAM>QM; HPHIKG @ BG>>KB&SRGB<HFFNGB<:MBHGINKL>M/A> *ABH.M:M9GBO>KLBMR
*NK :BF BAPKBMB@®BI>QM;HMHD MHK>:M>K>LHNKI><B?B<:RPERNLHG.G=II[EB<:;E>MHIABDBG=L
H?<HFFNGB<:MBEBHEEHLN>G>?B<BMEVAEMN=>GMHM:D:HNKHNKLFA>K>?HKMABI>QM;HMBXNL>L
HG=>0>EHIBGRIM><AGBEGE IKH?>LLBH&HFFNGB<:MBBBE= PBEE>EIK>:=>KIK:<MB<4{MK:M>@B>L
?HKKBMB<:6EHHFRSBAE®@B>G<>G= <HGM>QMLE PHKEEB<:MBHBRKA>MHKB<BIG<BIEXE= LDBERHK
IKH=N<BG@E<NF>GMK>IHKMIKHIHL:ELBGLMKN<MBKiEEGM:MBBBE>HLG= PB=>0:KB>MPR HMA>K
IKH?>LLBHG:E <HFFNGB<:MBHGL
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What is Technical Communications?

M BMIHLMLB< <HFFNGB<:MBHANK:GLFBLUIBBG?HKF:MBBUAZHKHHPHK=IBF.@>LG=LHNG=2. >
LMKBEHR =IBF:@>LG=LHNG-MH@>NAFO> F>.GBGCG@=MHA:KMA:M>:GBGEBBMAMA>KHP P> ?HKF
MA¥LMKBG@ILG=IHGN=B>G<6=<HGM>BMBGLM:GAMPP> M:EIM>0QNMCF.BEHNRKB>GE=I>KLHG:E
:<IN:BGM:G<>L BL NLNBEKRGIH'MA:G AHP P> <HFFNGB<:M> PBMA HNK ;HLL>L HK <HPHKD>KL

4AHNFB@AM :LDBGRBRHNKLFAP: M><AGB<HEFNGB<:MBHELIBL=B?>K>GKMHAHMA>K =>FB<PKBMBG@
<E:LL>L$G: MK:=BMBHG:EFB<L>MMBM&PKBMB&@ LKHHA>G=MH> ;;HNMMA=>FHGLMK:MBHMG
DGHPE>=@>X>Ql:G4BGHz>:LHK=H<NF>GMBG @G=>KLM:GABBH :=BMBNRIEIH?|:I>KL HK>LL:RL
>QIE:G:MHKRNF>GM:MREZE><MBBMMAN=B>G<>BC@ABGLMKNHGHKI><AGB<HEFFNGB<:MBHG
<E:LLKHHIF:GR H? MA3KBG<BIE¥H> LBFBE:KX8KGBSBE@QK:IAL>?><MBO>EREEHPBGAPKBMBG @
IKH<>LLX;NRBM#A& BG<K>:L2H<NHGVAKKH?>LLBHGIE M HFFNGB<:MBG@HKF: MBHGVA>K>?HK>
>0>G FHK> >FIA:LBL HG <HG<BLBHG=<E:BMRBEBMR

OEMBF:MN&&R8 H:HM><AGB<HEFNGB<:MBHGN K: GLFBNHKM: 8@?HKF:MBEH@><MBQEER?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> HMARKR MA:M><AGB<t-FNGB<:MBFE®@ AAB?>KKHFRRHNKHG<>IM?: MK:=BMBPKBS BED BL
MA:BBLGHMBFBM$6ERF PKBMBG®&NH?MK:GLFBMBBBHRF: MBP&MBOBER<H@ GBSBA® A:0>
F:GRHIMBHGHKHPP> <:G<HFFNGB<:IMBMANKN=B>G < A>K>K> H?<HNKLBFIHKM: BKIBMNHE&FL
LN<AL K>IHKMAF:BEUKHIHL:ELG=BGLMKN<MBM&HNPBEELHG>>MHNL>0OBLN:BE=HK:EFH=>L LN<A
L IK>L>GM:MBB&E>HRG?H@K:IABKEB: @K:FINKMAXRS; :G=LH<BE>=B:H?>KKH?>LLBHGEG:GHK>
HIIHKMNGBMBHEFFNGB<:RS& PB=>0:KB>MRHKF:MIG >?><MBGH#FNGB<:MHBHPPA>GG=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:GMMK:M>@&HRY: LBS>BGVIABU>QM; HBIMA:NEEKHFFNGB<:MBINGM> =>LB@E@BMA
‘N=B>G<G=INKIHLBGEBG=FA>K>K>EFHLMG=E>MRI>H?=H<NF>GNi=?HKFHX<HFFNGB<:MBAGBEE
;> MRHN¥BLIHL:E : IKH?>LLBH&GE-=BMBMB®GHPB@fat RHNK><HFFNGB<:MBE&B G ?HKF:MBHGIK
>QI>KMBIRHNMAxHFFNGB<:MAKLMAAHN @ AMZNGEB=#0 RHNK><HFFNGB<:MBGBHNKN=B>G<>
:G=why RHN :K> <HFFNGB<:MBG@ MA> INKIHL>

Why is communication so important?

$?RHNLD>= |IKH?>LLBHEHA>ERA:MMA>Rally LI>G=MA>BBF=HBG@HN-B@AM LNKIKBLMHE>: KGIA:M
FHLMI™MA>BKKD=:BLLI>GMHFFNGB<:MB&aKH?>LLBHS3OBKHGF=BM-NGB<:MBHBF>L MAK>:=

2
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MA:MB:IH @ >MNREHKQI>KMBREINKNMB>G= RHNKH?>LLBHKGE: MBHG LHHE HPRHNVIF? BKIAMCH;
:G= MA>GK?HKRHNKH;P>EER ?NE?BERBBIENMBH>:KGBG&PLDBEEE= F:BGM:BGEHEIHPHKDBG @
K>E:MBHGLABIL PBMA RHNK <HEE>:@N>L

.HF>MBFBG<K>=EERPE>=@>I;HEHE?HE >MIHHGLB-MKwho :G=why ?H<NLBG@HRGVIAwhat :G=
MABL <:G E>:= MH @:IL BG <HFFNGB<:MBHG

$F.@BGBMMBG @><MNGE: KMB<EBRLB<PA>ERHN-HGYDGHPG >E><MKHEFE IKHMHGB> IKH?>LLHK
LI>:DLK:IB=ER5=H?>KGH:NL>L?HKIN>LMBRP&HRMA=E::LLKHHE=LLNF>LMA:MO>KRVIN=>BKO>KR
L>:MBLK><>BOBG@KH<>LLBME&E><MNBGVA>Q:<M:F> P:R L : LMN=>GWNPHNE2>>EHLKE=RHNK
?H<NBHNE;> HGVMKRB@®@>>INI K:MAMA: A LBFBE:MEERG >PDGHPE>=@EMAEN; C><MBLIKH?>LLHK
BGLLNFBGED>KRHG= MAL:F> DGHPE>=@> A:L<:NL>= @:B&GHFFNGB<:MBHGL>H?. E:<[H?
:N=B>G<P:K>G>LI*G> HMAZLB<M>G>NR>BG @5 >?2><MBMFFNGB<:MHKHBD GHRAHPMEOHBMA>L>
<HFFNGB<:MBH{E R NG=>KLM:G=BG@B>G{K:D>N| >=N<:MBHSO>ED@KHNBEHPE>=@®EN>L
G>>=I>M<:G==>0>EHIBE&FFNGB<:MBHGXBE>OKKBMW:R ;>XP> <.GFBGBFBS&AHLLB;BEBIYR
<HFFNGB<:MBHG ?:BENK>

G@BG>>HU><B:EFRILNP ;;E>MHHFFNGB<:MBMABB>BI:FLG=:ELH> ;;E>MHHFFNGB<:NMHFIE>Q
BG?HKF:MBHG MH : O:KB>MR H? :N=B>B=aMPBMHARB2-@> ;;<D@KHNG=L L .M>IA>G +BGD>K >QIE:I

IA> <NKLHDGHPE>=BIMAEBG @EM-QIE:G:MBHBAR@HH=HIESPKBM= IKHL>$MBFIERH>LGH<<NKMA>
PKBMMIA: > KK >:=>KEHAQYDGHRPA:MLASDGHPLXMAWA>R: O>QF : LM>KMAK@ HNPA>K@NBE-GWV-BOBGIA>
FBLLBG®&>IMA:M->FMHH; OBHNIF>GMBHEO>GH:R MIDBLN:EBE=x>GMA:MA>BLL <E>:K =:R G= LHVA>
PKBM>K =H#I@VA>K MH >QIE:B@NB>HKKI>EE HNM MA> EH@B< HK LNIIER MA> G><>LL:KR =>M:BE

LL>GMB:EERHGPAHA:L =>O>EHI>3 |><B?7B<: H2>QI>KMBI=>=ME> FBG=?NA:BHMO>KRHBHNG=
MA>BGHPMAE:F> BG?HKF:MBIKRG>G>>IMAPHKEBGIAEF> P:R + KMI?2>BG@ >?><MBOIFFNGB<:MHK
F>:GLK><H@GBBBA@KH<>LHX<HFFNGB<:MBG@HKF:MBEHRG:FBG=<K>:MBG=;>BGC@>GLBMBB>
RHNK :N=B>G&3>=L :G= NG=>KLM:G=BG@

OEMBF:M>¥R& H:B?MABL>QM; HBIDI A>EIRHN->O>EHI AMHHEL= <K BMB#AB G D BOIEHRH NG >>ME>

.G >?2><MBOHFFNGB<:MBMRHNKH?>LLBHEBER2ABE P> =H:==K>LLI><B?B«HFFHGVRI>H7PHKDIE:<>
=H<NF>GNMLBFIHKM:GMDGHRMMA:MAMRI>H?<HFFNGB<:MIRBIEPBEEHBGRHNKH?>LLBHEBERBEE
>OHE@G=<A:G@HO>KIBFHKBGLM:GksHIE>PAH;>@:GVA>BIK>>KBRAVMA> \ LEBD>EBR-GHNHGLB=>K
>F:BEPKBMBG@FIHKM: GMBEEMMH=RBNBLHG>H?MA*HLM NL>@>GKH2PHKDIE:<xHFFNGB<:MBHG
2A:M>0>K:11>GL BGAMAZPNMNKEN: G<>N=B>G<> ?H<MBEEFNGB<:MBM&: MRBEEEHRHNMEBOHEO>

:G= MAKBO> /ABL M>QM;HHD BL : ?HNG=:MBHG MH A>EI RHN =>0>EHI :G :P:K>G>LL H? MA> :=:IM:;BEBN

References

+BGD>K [A> LHNK<#?;:= PKBMBG@ 2 :EEMK>>MHNKGEMKB>O02HRRAMMI PPPLC <HF
‘KMB<E>L MA> <:NL> H? ;:= PKBMBG@


http://www.wsj.com/articles/the-cause-of-bad-writing-1411660188
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Rhetorical Foundations

Rhetorical Foundations

.MKN<MNB&IK=MIK>F:BEGM:G=BGELNF ;NBEVME_MKH&M G=:MBH&I2> ;NBE=BGHFFNGB<:MBNGM

;> ;NBERBMALMKH@EBG=MBBEK=>Mt> >?2><MBQ> ;NBEMABHNG=MBBE&S NG=>KLM:G+BE=2AaM
KBLMHME2BG>=MAY¥:0:BE:;B5>:GLHA>KLN:LBHGABLG>Q¥A: IM>K?>KLHF>;:LBKMHHEHKNBE=BG @
>?><MBO> <HFFNGB<:MBHGL

References

#>=>K $F.@>0GMBME>= +RHN@BMP


https://pixabay.com/en/renaissance-schallaburg-figures-782263/

What is Rhetoric?

Rhetoric BLMA>G<B>GKMG= L<B>G+#?|>KLN:LBHEBA:MN=R?|>KLN:LBHG= MABG=BOBa4KHx>LH?
I>KLN:LBHI&?HKMNG: BSERAM<>GMNKR>MHUB& ML IHLBMBHEXHF>MABG@K:M3KHEFO>KR=:R
<HFFNGB<:MBHG #HPHEBEANF:G :<MBOBMB>L :K> KA>MHKB<:E PA>MA>K HK GHM P> :K> <HGL<BHNL H

-A>MHKBEK;HNM.MK:M>@BiB <#E=:1IKH:<A>LMHHFFNGB<:MBASGMAMSQMN:EER;: EBRSGO>ANK:EER
:G= OBLN:EER>G P> <HFFNGB<:Mi+B2>K>BNRI>H?:N=B>G<>HNMVAL:F> MHIB®> 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

For example:let@imagine that you spentallittle bit of time last weekendstudying but mostly party-
hopping and celebrating because your schosl€@otball team won the championship.

U 2A>G RHN LI>:D MH RidstKriend :;HNM RHNK P>>D>G= RHN :K> EBD>ER MH IKHOB=> =3
5HNMAHP F:GR I:KMB>L RHN P>GM MH :G= PA:M >Q:<MER RHN =B=:M MA> I:KMB>L B(
FNMN:E ?KB>G=L

U 2A>G RHN LI>:D Mddr grandmother :;HNM MA:M L:F> P>>D>G= RHN FB@AM F>GMBHG R
@KHNI F>>MBG@ HG .NG=:R :?M>KGHHG MA> M:D> HNM =BGG>K RHN A:= HG !KB=:R
;KB>?ER F>GMBHG MA:M RHN <>E>;K:\ABENPBMARRKB>G=L

U 2A>G RHN LI>:D Midr supervisor :M RHNK HG <:FINL CH; RHN :K>EBD>ER MH =BL<NLL N
PBG "H/A:F RHNK EHHFBG@ >Q:F L<A>=NE> :G= AHP RHNK LMN=R :G= >Q:F L<A>=N
RHNK :0:BE:;BEBMR MH PHKD ?HK MA> K>LM H? MA> M>KF

M:BEL
<EN=BG@

HNK LMN=]
GB@AM (

N1A> B@ ?H
F> PBEE B

EEO>KLBHIGE: <<NK:M&IK>L>GM: MBRENR>>D>G-NMRHNF: D> LMK:M>@BiB<HNMPAB<A>M:BHH

BG<EN#GHBIG<EN=A>= HGVAEKMB<NEh&torical situation HRHN¥BL<NLLBA®IBLAHP:G=PA:MRH
<HFFNGB<:M> BL LA:I>= ;R

U /A> PKBMMAHKK>:MHELH DGHPG :L Méter

U /A> audience BG<EN=BG@ IKB=kI&=KB= 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_>KBEKRE= M>KMB:KR INKIHL>

U /A> context:G=culture PBMABG PAB<A MA> <HFFNGB<:MBHG BL M:DBG@ IE:<>

N
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IA> <HGM>QM :G= <NEMNK> BFI:<M MA> K>LM H? MA> KA>Mi<B=G 1B NMMBBHSKKASMHK

IA> MAK¥A>MHKBREEL L =BL<NLL}R KBLMHME=thos pathos :G=logos /A>L>MAK=H>EL K>
@NB=#kairos PAB<BL;HNMVBFBG&Z MAK3¥>:EL F:R ;> NL>=EHG3>NMK@NF>GMEFHLM?2><MBO>
PA>G MA>R <HF;BG> :lI>:EL MH >MAHL I:MAHL :G= EH@HL PBMA LMKHG@ @KHNG=BG@ BG D:BKHL H

Ethos : "K>>DPHK=2HKAK:<M>KMAHRLG :II>:E MHA:K:<M>H |><B:EBRMAHKBBARQI>KMBMAHBL
H?M¥FBLM:D*G:G 11> E MEMAB#AHN@AMABKLE:G :LI><MH? I>KLHGHKHIQ :GBS:MBHEAHEMABKL>
GHM MA> HGER <HFIHG>GM HNWWAKIKBIMIR QI1>KMBL>

>E>;KBMB= HMASIG=HKL>F>@GWMHH?M>G>= HG>MAHIMAHIBLPAR:G F>KB<:G >GM:ELLH<B:MBHG
>G=HKL>F3X&MMHHMAIL:BIEHKSIHP>K?NE=@>G>K: BHEFEHK>LP:R MA:G5 >G=HKL>F>BMF GHG
F>=B<:IKKH?>LLBHGABMAEF> MBFMAHN@WMAHLBMK>E: MMH-O>KMBLHB @M HFIE>QHF>MBFAEHIE>
HKHIQ:GBS:MBMBEE O>L MKHENGAHEH M <NLSMA>SKR>IKH?>LLBHBGEL@BOPB>EEN<AL =>GMBLNMR
><:NL>MA>R F:R MA>R =>FHGLMK:M> MA> B=>:E K>LNEML HK ;>G>?BML H? : IKH=N<M

'>ML M:D>H?B:1>@:K:?HKQ:FIE> 1>@:KBL IHINE:K<MHEN>MEASKKHEXGMARBM<HA=>KG:FBER
#>K>MAHL HGH2MAPHKEEFHLNB:NMB?NBIE>F:D>L A>KG >LI><B:ERR>?NEHD>LI>KLRBKG :KK:R
H?2>KLHG-€K>KH=N<MRG:KM><:NL>LASBIDGHPGHMGER :G :<MHKML :G :MMK:<MBRIHG $NBL
GH_NKIKBMA:MASBL: LIHD>LI>KLRB8K O:KB>MRHLF>ME3=[>KLHGIKH=N<MKHFHO>KBKHE:D>NI
MHKE>:= :G=. AHNE=>KA:FIHH /A> E:MMKK=N<MAHN @ K> EEFR>KA>KMAHIABG>>:= :G=.AHNE=>KL
BL =:G=KNRRA:FIHH :G=@>G>K:EIHRDR<:EIBLGHNMLH<B:MPBM#&A:NMRR A:OBGI@kD:KLM:BG!>:=
:G=.AHNE=>KNFF>K<B:EG=?NKMAXIOBGIZ KD :KA:IIBER=FBMMA:R>K:FBER:L ;>>GNLBG@.= :G=
AHNE=>RHKIO>K R>:KLMAxHFI:GRK>EBHGL>KD:K\A >MAHL : <HG?B=>GMMB?RBF:G MHHF;:M
>F::KK:LLF>GMA:MHF>I>HIE> I>KA:IL LKMB<NE:RHR>G F:R ?>>PA>G:<>=PBMWMA>BRG=:G=KRG=
?E:DR<:El:G=MAG&>>2HK F>=B<:M*A:FIHH 1>k :K\>FIA:LBIHGAHPEHG&>R:FBER:LNL>#>:= :G=
AHNE=>KO>GN@ @NMKMMKA:ILLHF>H?1 >k : KN LN<<>IRBIA> NMBRK>GBI=N>ME>:= :G=.AHNE=>KL

Pathos: HKB@BGEMARE>L<KB;>H>:EL MEN=B>G<31XGLB;BEBMB>KG\L>HA:MAHI@>G>K:EERSL
:G:lI>:E MBHFHMBHGIMAHLBMBG=G>@:MBOKA>MHR :II>:E MEHFHMBHG@A:Nb :N=B>G<BK>:=R:L
3HNM : LN;C><M HK : KA>MHK F:R >EB<BM >FHMBHGL

IA> FHMBHGK>.EBMAH2>>EBA@LMHI<A:G@BF>G L MER?><MA>BK=@>F>GEBHMA:M>ELHMM>GSR=:BG
HHE>:LNKN<A:K>G@>BMR>:KG=MAEBDPBMWMA>BKHLBM:2 >FNLNKK:G@A:MP> A:O>MH:R:;;HNM:<A
HMA>RNG=>MAKA>:=L/ :D> ?HIBGLM:GMA>FHMBHG G @>KR>KP> FNLMBL<HO>KPA:MMAEM:M#FBGH?
'G@KRHIE>BL PAHMA>HIE>K>PBMPAHF MA>RLN:EFR>I6 @KRG=  HGPA:M@KHNGAA>@>1G @ KIFBMA
MA>F KBLMHME>

L KBLMHM®&EN>EFHMBHG&GE<>GMRBEHNK><BLBAGBG@O0>BP> :K>GHNHGL<BHNPHRK: H?BNG?

: KASMEK BKMH>KLN:=> [:KMB<NEKB>G<MA>KBAKA>MHAKLNIG=>KLMNBAXNEBSRBIMBHGL@ :K=BG@
MAMHIBG= MALI><B?BN=B>G<2A:M F:D>L MAXN=B>G<8@KRIKIE>:L>= PAHHKPA:MBLBGOHEB&-
IKH=N<BGE>OHDBG@:.MFHMBHEGM: M= PAR=H>LMA:MKMB<NE\$B>G<><HF> :G@KRIKIE>:L>=
PBMABGI><B?B&IGM>@QEHPBAEAGLP>KMHIA>LIN>LMBIRGEA>EL KA>SMBEKIMES:K>:G :K@QNF>GM
:G=IKHOB=>: ;:LBL ?HK =>0O>EHIBG@ >0OB=>G<> :G= B=>@MBE2RBEQ@ <HNGM>K:K

+:MAHII>EL <:GLHF>MBF;sL HO>KPA>EFB&@HFBG: MG :K@QNF>Ghk:NL>FHMBHEED >G> K ;>
HO>KPA>EFB®BEG >FHMBHE&ELMKHGEHN @WA>R GHO>KM:BPH@ &< K>:LHG-HEBMBFEB@GLK>


https://www.youtube.com/playlist?list=PLkfG5ulgwB6AIMVkOR92PWUSxf9I5Kmzy
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>Q<>EE>GQMWIE>IHA:MAHLI>.EL +HEBMB=LH?M3¥ERHGVA2>.KLG=AHI>LH?=B2>K>GKM-H@K:IAB<L
IHK>Q:FIE> ;. IHEBMB<EPH<NL>BF>=:MK>MBKG= >E=>KERIM>KIR <E:BFRMA:M <:G=B=:ME:GLHG
>EBFBG:MBGEBINIIHKMH@K:ALN<AL (>=B<:K>HKPBEEK:LMB<:ERBH<B:E><NKBM>?BNA>L>MRI>L

H?2=L =HGH@>>MKHGM:BEMHK>OB=>G<4Z N<A<MBHME> NL>?NGE=LN<<>LL?NENLSMA>R>ERGVIA>

?>: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><NKBM

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

Logos :G:lI>:E MiIEH@BK*ELHE&EH@BL;HNMMA=E:KBMIRGLBLM>G<RHNG=GH2G :K@QNF>GNKHMA>
IK>FBL>G=LMKN<MI{IA>0OB=>GEG=LNIIHKM KA>MHK EL MHEH@HR.F:DBG@&>:LHG:;=E:BFLG=
LNIIHKMBG@A&H <E:BFPBMAOB=>G{N<AL LM:MBLMBAA=KM: :G=?:<MEHP>0O>KH@B<:B=K>:LHG:;E>
'K@NF>GMi= >OB=>G#> GHMGBO>KIKEHLEIN=B>G<>HGM>GMEMNKEE MBF>RA:M :G :N=B>G<>
<HGLB=K&LHG:;=E:BFIG=:=>IN:M>0B=>@BIBG?EN>GR>6 :N=B>G{L0:EN>G=;>EB>INKMA=KM:
:G=?:<ML F:R >OHEO> HO>K MBF> :L P> H;M:BG FHK> >0B=>G<> BG?HKF:MBHG :G==:M:

IHK>Q:FIE> LHF>I>HIE>>EB>O#A>=>K:EKN@=FBGBLMK:MBHGH?. <HGLIBK:#R¢HO>KI >OB=>G<>
MA:MHFFHQO:<<BGxtNL> O:KB>MRG>NKHEH@BRAHEH@BS:HARLB<EBLHK=>K}l IBMsQQM>GLBO>
L<B>GMBERB<>GAHFEKHNGMAPHKEMA: M>FHGLMK:NEHEFHQO: <<BGH>L:?> /A> L<B>GMBRB<>G<>
BIGHK>:LHG:;BEHEH @B <= MA>K>?8BKMKLN:LBO2HIMARHGLIBK: 4R=-B>G<><:NL>MA>0B=>GRXR
<HF>?KHAR:GN?:<MNKHFRD:<<BG3L LIHGLHK>= LMN=BHKK>L>:K<AHH MN=EPBMA:O><HGG><MBHGL
MHIAL HKHMAXBHO>KGFX@BM<B#HP>0>KRHKIMAMIN=B>G<>LXLNKAMAHIPAH:K>LBFIERIGLNK>

5HNM MA> :<MN:E ;>G>?BML HK K>:LHGL ?HK O:<<BG>LXMA> L:F> LMN=B>L :G= =:M: F:R ;> INBM> |>KLN

Kair os BLMA*K>>DPHK=?HKWBF$G"'K>>DFRMAHEH&BKHIMARHNG @:H@H?5>NL P:L MAHH"?
HIITHKMN G BNMBKIA>MHKBRK HE>?> KA AB ITHKMN G F>GMKIIKHIKB:M>G>PHKSKLN: =BG @KMB<NE:K
‘N=B>G<HNM [:KMB<NENSC><&BKHE>I>G=IHG LMKH®E@E>G>LH?KA>MHKBBMIN: MB-EKHBLMA>
PA>K> PARG= PA>G H? I>KLN:LBHG

IHK>Q:FIE>G>:KERHI >=L:G=IHEBMB<:E RIK>D:BKHMA3< KA>MHKIKIMIK>E:MA>BE> LG=F>LL:@>L
MH PA:M>0O>K BL A:lI>GBG@ BG MA> G>PL :G= IHINE:K <NEMNK>



Applications in Technical Communications

-A>MHKRz=:<ANLMA:NNKHFFNGB<:MBHGINF> LA:1>=PBM& NG=>KLM:G+BBIEBGCM>GH=B>G<G=

=>L BKHRKIHL>/ABLBLELHMKN#M><AGB<HEFNGB<:MBH&E @H:BM><AGBHEFNGB<: MBBIGIKD >M

BG?HKF:MB&E+HBGMMANMAHKS :D>KMHHBGMMAN=B>G<* >?B<B>GMER?><MBQOELHRLLB;E>
LMKHG@ KA>MHKB<:E ?HNG=:MBHG A>EIL ?:<BEBM:M> MA:M MK:GLFBLLBHG

/ABGD:<D MMAEMHBRABGMKH=N<HWBINMBAEMN=>BBHAARLB<E><MNESVA:M>G:KBUAEMN=>GM
MA=N=B>G<>QI>KB>G<>;K>:D=HP@BGVAxXHFFNGB<:MBE&MNKsBG @>EBO>KR=MAM>:<A>KIA>
:NMAHKHKMABEMN=>GHK.<MH?:<D@KHNBEHPE>=>GMGHMBG @E> MID>>IN| PBMMAE><MNK&BL
E:<MH?:<D@KHNBEHPE>=RICNIHGHMAF:GR ?:<MHNKIA:¥MG<:NLXQ:ILHKH:=EH<BING=>KLM:G=BG @
*?M>G MA>L> @:IL HK KH:=;EH<DL E>:= MH FBL<HFFNGB<:MBHG

#>KA\ .:GHMA>R):FIE> B= RHN-O>KER :G=R
"G= :L: DB= :G=R"G= Bl <ABE=K=8\K=@:F>
PASKMAM; C><MBD2HHKE : R>KMHK: <>SMAKHN@
@:F>MPRBGHMAFBLLBEBG @& .G=R:G=;> MAZBKLM
MEKKBOM :G=R :LME*BMAHRNMMMBEBEEEGR
HMABM?.EEM:RP:R ?KHRHE:LL>LP:FI MA:M
PHNE= LEHP : IE:R>K =HPG :G=:EEHP HMA>KL MH I:LL

[ABGH?MAXN<<>LLMEK:GLFBLLBPEBG?HKF:MBHG

EBDE:RBG@@:F>H? :G=R ""G=WRHNEH;.L :G
>?><MBE&H-FNGB<:MBIKWHOHB-MA® . <MHRA:M
<:NL>RHNKN=B>G<MHD>MLMN<BGMA>BKR MH

NG=>KLM:G=BG@ Y :G=RE:G=Z R :0>+KD>K 4

$GIKH?>LLBHGEE M><AGB<HFFNGB<:MBBKBL

BFIHKM: GIM>F>F;>KRHNKA>MHKB<NES =: MBK =>WIFBGBFBBIALLB; BEBRER: ILKH:=;EH<BIFHK=>K
MEGLNKRHNRG?HKF:MERERIA>KRHNP:GMBMHDEK RHN@ON>LLBMX L >?B<B>GKER?><MBO:ER
IHLLB;EX2A>MASRHNK>PKBMBG &:BBVIHH <EB>GMNRIBG @>FH ?HIRHNKILL HHK>1:KBG@K>L>GM:MBHG
<HGLB=>KBGB>G<INKIHL>G=<HGM=>DRRHN-K:?MBEA>ERHN> :G >?2><MBMIFFNGB<:MBKBG<K>:L>
RHNK IKH?>LLBHG:E >MAHL


https://www.flickr.com/photos/daveparker/74637244
https://www.flickr.com/photos/daveparker/74637244

Job Search Communications

GNF;>KH? <HFIE>Q<HFFNGB<:MBHBMN:MBHBL=NKBAWAIKH<>LIH? L>:K<ABEEK:IIERBG@H
BGM>KOB>RBGER :<<>IMBG@>PBGM>KGHMKBH;/A> LM:D>K>AB@A RHNHGLB=HKMHPMHHLBMBHG
RHNKLAHE? IKH?>LLBHBEHNRB>ES=BHI=>>IER-KLHG:RHN\KMKRB&EHG OB G&tF->HGHAA: RIHNK>:!
<: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

L PBMARMRIH<HFFNGB<:MBEWE-LDBERLDK:<MB<6= IK>I:K:MBHG= MAF:M>KBEBVMABIA:IM>K
BL=>LB@QWHDBMRHN <A:G<MH>O>EHIMK:M>@B=RBEE>E;NBERHNKHG ?B=>GAKHN@MABKBG @
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
IH<NLBG{B<HFFNGB<:MBIEGIERG:FB<MAKHN @ MAGH;L>:K<AKH<>LIELHKHOB=3& HIIHKMNGBMR

K>?E>4@ GMB =BL<KBFBG:NBB{®ASGBM>M:M>IG= <HGLB=>KB&MAHIEPL:.G= MAXHGM>FIHK:KR
=BL<HNKL> :;HNM =BO>KLBMR BG MA> PHKDIE:<> PBEE IE:R : KHE> BG RHNK <:K>>K

M:KMBRHDIK K>>RL IKH<>LHE>:KGB&HPMHHLBMBERMNKLAE? IKH?>LLBHEBEMARBNRB>ESG=FN<A
H? MA:M IKH<>LL K>EB>L HG RHNK :;BEBMR MH<MBENEB<:M> >?



Preparing Job Application Materials

[A> ?HEEHPBRG@BHKEL>GML>KBH?LM>IIMHONBRHNVIHP:K2H<NL>#>KLHG:EBS%= <HKK>EM;
JNEB<:MBHB<NF>GMILNFTLG=:IEB<:MBHE<HO>K>MMKEKKHFFHGCH=H<NF>GMIMHANRH<NA>K>
BLKH:=>KXP>PBEED RHNMHHGLBI¥K=HFFNGB<:MBBEN:MBH®AHE*KHFEG:ERSBG@&IHLMBQAGL
<K>:MBG@ MA> =H<NF>GML :L : =RG:FB< IKH<>LL

4HNICH;F:M>KB:E{>GHNMHKFIMHBEHENMNMLMK:M>@B+>KLN:LBEHFFNGB<:MBM&IMBEG>>-MH>
<NLMHFBS>= ?HK >:<A IHM>GMB:E >FIEHR>K :G=:M >0O>KR |A:L> BG RHNK <:K>>K

Starting the Job Search
IA> CHL>K<BLFHK>MA:G@BG=BG@H;HLMBGERAB<KRHNNE?BEK>INBK>F>GABLIE:GGBGEL>
:EEHPL RHN MH @:MA>K MA> BG?HKF:MBHG :G= E:G@N:@> MA:M RHN G>>= MH F:D> RHNKL>E? : LMKF

Know Yourself

L RHN>@BMAKH<>LH??BG=B&@@:I|IERBG@HKFIEHRF>GBMRHNKAHL>EB>EBBLBFIHKM: GW:D>
LMH+DRHNK=N<:MBMNG<AGBDBEEL=-MA>QI>KB>GGEt<A:K:<M>KBIMABKID> RHNG B=>:BFIEHR>>
:G=<H PHKD*KBL L>E? :LL>LLF>GM BL MA> ?HNG=:MBHG ?HK ;NBE=BG@ LMKHG@ CH; F:-M>KB:EL

>RHG=0:EN:MBG®KDBEEMAELELHG HIHKMNGBMRD:MHHEMAMRI>H?>GOBKHGFREWRBEE
MAKBO> BG

Do you work better independently or irogps?

Haveyoualwaysimaginedworking for a large companywith the structule and perksthat offers?Or do yousee
yourself working on a smaller team, paps taking risks for a pject you believe in personally?

Do you like developing new ideas and planning? Do you like seemggtihia complex pyect to the finish?

OL> MABIG?HKF:MBHRBINL>: K<RHKHM>GMB-E:G=BGM>KGLG&BO:EN:MFIEHR>KE>DBGENMPHKD
>GOBKHGFESEMHMA:M\BRHNKMK>G @B4AK>?>K>GRPBREB®B®RHNG :=0:GM: @BIAEHL > K<AG=BG
RHNK <:K>>K

10
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Know Your Field

OL> MAK>LHNK<GIBE:;EMHRHN<:K>>K>KOB<€H;P>;LBM>G>MPHKDBGMIFHBGHLBMBHGL MH
<:K>>RBKIG=F:D> <HGG><MBHEBIG;>?HKRHNK>MKNERGIAF:KD>MZK>>R: BKIG=G>MPHKDBB@ ML
‘K> @K>:M P:RL MH ;NBE= RHNK <HG?B=>G<> :G= ;><HF> <HF?HKM:;E> BG IKH?>LLBHG:E >GOBKHGF>C

4HNPBEEBG%H;.>:K<A/ HHELLHNK<>2KHF.0\ L G@BG>>KBGEK.>KOB<¥>K>MN=>GEBCECHMA>K
<HEE>@>L :G= =BL<BIEBG>L PBEE ;> :;E> MH ?BG= LBFBE:K <:K>>K L>KOB<>L BG?HKF:MBHG HGEBG> :

&>>1 RHNKLEEZ?HKFG= NI MH =:M3GMAKHC><N#= BGBMB:MBIO::BG@BMABREBNKAHL>EB>EG=
>LI><B:EBRMAHEFIEHR>KIA:FHLNBGM>KHMABLBIGHNVHF>MABRHBHGERHMAS B @AMHK > <:K>>K
?:BKKG BGM>KOB>QIHLRHNKLNEMA>B=>:1:G==BL<NLLBHGEK EHGIGKBHH?MBF*A>L>MRI>H?
K>LHNK<>L :K>: @K>:M IE:<> MH @>M LM:KM>=

U Organizations and confeences.HGG><MBG@ PBMA :G= LBFIER ;>BG@ :P:K> H?@I4&BS:MBHGILE HK
PBEE >QIHL> RHN MH <NKK>GM B=>:L :G= =>0O>EHIF>GML BG MA> ?B>E= (HLM AHLM <HG?>K>G<>|
>0>G CNLM K>:=BG@ MA> :EE ?HK +K>L>GM:MBHGL HK MA> MBME>L :G=:;LMK:<ML ?KHF : K><>G\
BGMKH=N<> RHN MH G>P M>KFL :G= <HG<>IML E:RBG@ @KHNG=PHKD ?HK ?NMNK> E>:KGBG@ H

U Company blogs or white papers(HLM <HFI:GB>L YM:ED MHZ MA> IN;EB< HK MA> BG=NLMKR BG LHF> P
F:G:@> IN;EB< |>K<>IMBHG IKHFHM> :<<HFIEBLAF>GML :G= H?M>G K><KNBM >FIEHR>>L /A>L> FI
M><AGB<:E HK FHK> <:LN:E HK IKHFHMBHG::E BG MHG> =>I>G=BG@ HG MA>:&4RtGFRBKNEMNK> BC
@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
<HG<>KGL :G==>0>EHIF>GML BG MM BEEHNIB@RM F:D> BM >:LR ?HK RHN MH @>M >QIHL>= MH M
L 'KM H? RHNK K>@NE:K HGEBG> A:;BML

U Local networking or meetup groups.+KH?>LLBHG:EL H?M>G AHE=>0O>GML :M : EH<:E E>O>E MH F>>M:
:G= E>KG ;;HNM PA:M HMA>K <HFI:GB>L BG MA> :K>: :K>=HBG@ /A>L>FB@AM ;> INK>ER LH<B:EH
BG<EN=> E>:KGBG@ HIIHKMNGBMB>L BG MA> ?HKF H? M:EDL :G= IK>L>GM:MBHGL *G <:FINL RHN
O:KB>MR H? =BL<BIEBG> LI><B?B< @KHNI@GBEMMBHGMMAHK <:G :ELH >QIHL> RHN MH G>P B=>:L
K>LHNK<>L GHM MH F>GMBHG @K>:M IKH?>LLBHG:E <HGG><MBHGL

NBE= OH<:;NE:KR:KNH?PA:MRHNK>=HBG@RHNK>|:K>RHNKLSHRHNK K>>RIE>:KGBGEIG @ N: @>
RHNK>=>0O>EHI|BGHR:;NE:KB=E>.KGBG&E:G@N: @RHNIKH?>LLBB{&=BMBME>0>EH|B@&A&>INBK>=
M><AGB<:E M><AGB<:E LDBEEL

$GMAKH<>LH?<HFIE>MBE&:>E? LL>LLF>BNMNKH;:;ER =BL<HO>K#A:lRRHNA:O>EHMI?LDBER=
LMK>G @QMAEB G @NERK>E: MR HNRB>ESM\BFIHKM: VMK >F>F;>KMA: MO>GIGK>E: MssH>KB>G #:0>
M:N@RMN MK:GL?>KLEBERUZDBHEAA:MR GHM M><AGB<IEHRM>NMK><HGLB=>IBFHHKM:GMGR
?B>E=

/A>L>YLH?MZBEEE<HGLBLMAGGIERAB @HG>FIEHR>KBLME=>LBKA¥MKB;NW@=BG<EN<&:GBS:MBHG:E
LDBEEE:=>KLABEBMB#t:FPHKEQI>KB>G<HFFNGB<:MBHBEHH;E>A.HEOBE&MBG&-EBG=>G=
LHHG$GVAEHL> K<AKH<>LIBEIBFIHKM:GM> ;;E> ME>L<KBRHNK>OBHNQI>KB>GBtE:GC@N: ®A:M
>FIEHR>KL K><H@GBS> :L O:EN:;;E>


https://ecs.osu.edu/jobsearchtools
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Organization

Management & Reseach & Communication Interpersonal Other
L Planning
Leadership
IHK><:LMBG@ I>:DBG@
>?><MBO>ER

>BG@ L>GLBMBO> MH ?>>EBG@L

$GBMB:MBG@ G>P B=>TFBG@ NI PBMA B=>:L =L H? HMA>KL

2 KBMBG@ <HG<B>E
. . $=>GMB?RBG@ IKH.E>FL ,
HHK=BG:MBG@ M:LDL BLMeGBG@  BLM>GBG@

SBG@ =>M:BE HKB>GM2 EHIBCG@ LHENMBINSGMBO>ER o c 56 @ K:IIHKM

(G- @BG@ HK =BK><\BAEPBC@ IKHE>FL 1<BEBMMBG@ QitHiNh-po@ LNk “BO@ FL>E? LMIKNM>K L>E? FHMBOM>=
M>FLHK @KHNIL ¢ 9BGRG@

(:G:@BG@ MBRP><NMBO>ER

>MMBG@ :G= F>>MBG@ @H:EL

2 HKDBG@ BG=>I>G=>GMER

H:<ABG® EM>KGIMBO>L ~ +kHoB=BG@ (HMBO:MBC@
' IKHIKBM> . 0 VBG@ GEBLMBG@ A>El PA>G G>>=>=
>EEBG@ B=>'L HK IKHF ke 7>>=:<D o
PHKF:MBHG AKBG@ <Ko=BM (>>MBG@ =>:=EBG>L
><BLBHG F:DBG@ . o >BG@ M:<M?NE B .
G:ERSBG@ :G= | ><ABG@ MK:BGBG@ >EC@ =BEB@>GM M>G:<BMR MH @>M MA
(G- @BG@ <HG?EB<MUIRENMBC@ )>@HMB:MBG@ = ' CH; =HG> ?HEEHP MAKHN@A
IKH;E>FL PHKEMBHG 3 >E>@:MBG@ , )
+>KLN:=BG@ >BG@ K>LIHGLB;B$>E8:;E>
(G:@BG@ N=@>ML ~MMBG@ @H:EL HHI>K:MBG@ PHKDBG@ PBMA

$GM>KOB>PBG@ /> r
>?BGBG@ G>>=L :G= S
K>JNBK>F>GML ~ =BMBG@

Think & Write: ?M>K>0B>PB&MK:GL?>KIIBPBEENMEBGHO> LI>G=LHF>MBFMABGDBBNMGR
>QI>KB>G<sxtl=>FB< >QMK:<NKKBENEKSE:M><RHM:O>A:= BPAB<AKRHN->FHGLMK: ME=MB<>K
=>0O>EHIHGHKEHKHMA>ILDBEEBIE><MG>G= BG |:K:@K:IA=>L<KBPA:WAEI><B?BQI>KB>Gxk
>QIE:BGBG@ PAB<A LDBEEL RHN =>FHGLMK:M>= :G= =>0O>EHI>=

Designing an Effective RZsumZ

KTLNFT?PKHRVAK>G<RHKZHK LNFF:KRR BL <HG<BILM:G=:K=BSH<NF>GWA:BGMKH=NREHUL :
IKH?>LLBHGHLNH?M=GBIWAMNKIHL>H?L>>DBG@&EHRF>GMIMBMELHNL>?NEGHAMARBMN: MBHGIAL
(IIERBG@HKP:K=LHK_.>>DBG@HFHMB W LEBD>ERH<NF>GHNK>EK>:=RHF>PA:N:FBEBRBM&=
RHNFB@AND>GEK>:=R:0>. KTLNFH?RHNKPG ;NVE>:KGBE&IE# MHMK:M>@B&GEERG?B=>GNER-
KTLNFPHK I:KMB<NEXKB>G<G=INKIHLBL OBMH?>LLBHGIEFNGB<:MBEHBEEBLFHK>MA:G EBIH\?

CH;L 8M BL : IKBHKBMBS>= <HG=>GL>= BGMKH=N<MBHG MH RHN MA> CH; IIEB<:GM :G= BM =>F:G=L

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

/ HNG=>KLM>@&>KRMAHL®A:PHEEHBOIABE<MBIB®BFIHKM: GMBKKMGLB-MRKA>MHKBBNEIN:MBHG
?HKMABKMB<NERIHX<HFFNGB<:MBMK&tis the intendedeffect?Whatare youtrying to accomplishaVho
is your audience? How will they be accessing aatiing your document?
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AUDIENCE PURPOSE

FIEHR>K HK K>IK>L>GM:MBO> H? :G >FIEHR>K
>FHGLMK:M> MA:M RHN IHLL>LL MA> JN:EB?B<:MBHGL ?HK MA> |HL

>>DBG@ IHM>GMB:E >FIEHR>>L HK :P:K= HK IKHFHMBHG

O:EN:MBG@ : IHHE H? :lIEB<:GML MH L>> B? MA>R :K> JN:EBPRNFHEM BB INMEB?B<:MBHGL >QI>KB>G<> :G= PHKD ABLMHKI

: K>:LHG MH L:R R>L HK GH
INE?BEE H;EB@:MBHG MH IKH=N<> : LM:G=:K= >FIEHRF>GM =H<NF>

'‘BD>ER K>OB>PBG@ : L>M H? KTLNFTL

<A =><BLBRBNr:D> :;;HNMPA:MMIBG<ENBEGRHNKTLNFIG=AHPBMAHNEHHDAHNE= F:=> PBMWMA>L>
?:<MHKL BG FBG= IENL FHK> ;:L>= HG RHNK DGHPE>=@> H? MA> LI><B?B< >FIEHR>K HK IHLBMBHG

Key Takeaways

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

Create multiple versions. KTLNFT LAHNE= ;> <NLMHFBS>= MH MA> LI><B?B< CH; RHN [K> :IIERBC
:G=:=:IM>= ;:;L>= HG RHNK DGHPE>=@> H? MASHNFIEAHRHE= :ELH <HGLB=>K AHP RHN RBEE ;>
LN;FBMMBG@ MA> =H<NF>GM MH =>M>KFBG> MA> ;>LM ?HKF-MMBG@ .>> FHK> ::HNM =>LB@C

/. 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:0> LHF>HG> BG MA> ?B>E= HK >0>G MA> LI><B?B< <HFI:GR MH PAB:«
JIERBG@ K>0OB>P RHNK KTLNFT GLGIRBEPABEE EBD>ER EHMKSGKMR KB : =>AB@{G>K
KTLNFT LBFIER ;:L>= HG MA> :N=BQG<N:MBHGL

Update on a egular basis. O>G B? RHN >QI><M MH LM:R BG : CH; BG MA> EHG@ M>KF|M:D> GHN
@:MA>K BG?HKF:MBHG ?HK RHNK KTLNFT >0O>KR <HNIE> H? FHGMAL HK :?M>KLRHN PBGBLA : F
=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
=H<NF>GM>=BL : AN@> :LL>M

Eliminate errors from the document. ><:NL> MA> KTLNFT BL <HG=>GL>= : LBG@E> |:@3 ?HK
NG=x®K:=N:M> LMN=>GML :G=LBG<> BM BL NL>= MH >0O:EN:M> RHN :L : IHM>GMB:E SFIEHR>> N\
MHE>K:G<> ?HK MRIHL HK >KKHKL A*>+FEEBE® . IK>LB@G <HBIBEKMKBABHG :G=
E:G@N:@> /A>G <A><D BM :@:BG :G=:LD : ?KB>G= MH K>0OB>P BM G=MA>G :@:BG

What to Include in Your RZsumZ

[A> <HGM>EERHNKTLNFTAHNE= <:K>?NBERE><MWBK>L>AQWA>LMFHLMIEB<:;E>IN:EB?B<:MBHIGL
[:KMB<NE:K >FIEHR>K MA> <HFI:GR :G= IHLBMBHG ?HK PAB<A RHN :K>:IIERBG@ HK INKIHL> :MM>G=E

#>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=IMA:RHN_,AHNB¥H_>MH>L<KBRHNIKMBOBMBKHN @ MAKTLNFT
MRIB<:EE®@BGGBG@ NEE+NBGRO/IA>QI>KB>G=st <KBIMBHASL>PHK=LAHNE= O:KB>:OHB=
K>I>MBMBHG OBOB= ;> LI><B?B< =>L<KBIMBO>M @804 GH:MA RIHEK :<MBOBMB>L HK >QI>KB>G<>
#>K> :K> LHF> NL>?NE LMKHG@ :<MBHG O>K;L

Analyzed,assessedbuilt, calculated,collaborated,coorinated, created,defined,delivered, designed,

developed,documentedgvaluated,examined,interpreted, managed,monitoed, prepaed, presented,
programmed, mvided, eported, eseached, esolved, supervised, solved, supported

.MKHG@ :<MBHG O>K;L MH >FIA:LBS> K>LNEML
Achieved, completed, impred, educed, esolved, succeeded, surpassed

L RHNK>IE:GGBG@A:M<HGM>GMG<ENBGRHNKTLNFIDGHRMMA:BG?HKF:MEHEG=MMAMHH?MA>
=H<NF>OQAMRIB<:EERMAFPHLNBFI:<M/A:ML. PAR>=N<:MBBIEFHLNEP:RLHGHMA2BKL¥MBHM®GMA>
?BKKMINBK>FBGW BGM>KGIABIBB®RIB<:FHR\R>KBE<AHHECHKG="+ L RHNHO>=HPGVA>
I:@> MAHN@APBMMAPHLM>E>0:BM>K>LIMBRIEHGE HIQ : GB 8 A=HG MRS MNKIA>QI>KB>G<>L
:G= LDBEEL MA:M MABL >FIEHR>K PBEE FHLM O:EN>

4HNPBEEO>F:GRIN>LMBHBNMPA:MRHNLAHNES=LAHNESHWMH:L RHNK><HFIBEBG#2 K>OBLBRBHRK
KTLNFBHN<:GMKRI?BGGSLP>KMMA>LIN>LMBHGEBGHVHG<RHNDGHMAZLB<LNEMBF:MRBRPBEE
G>>= MH F:D> RHNK HPG <AHB<>L :;HNM MA> ;>LM P:R MH IK>L>GM RHNK JN:EB?B<:MBHGL

$?RHNK>PHG=>KBB8&>MAHKGHMHBG<EN=*B><>H?BG?HKF:MBPHENHGMA>N=B>G<>G>>=W|
theyfind this information valuablein makinga decisionaboutyou as a candidate?Doesit revealsomething
important about your skills, interests,and qualifications?Doesit revealsomethingnew aboutyou that is not
already evealed in the document?

$RHNK>PHG=>KB&HPMH>L>GNB><HBG?HKF:MBIGE RMA:MAHIMBHEBE>G=E>LNM: @:BARHNPBEE
P.GMMIRH<NHGVIAN=B>G<s the contentpresentedn a waythatis easyto seeandunderstand?s it logically
connected to the informationarnd it?

> <HG?B=3AGRHNF:D> MA>=><BLBHBEK=K>?>P>KKNENMA: RHNB@ AMABGDXMAX E>GEMIK>:M>

: =H<NF>GWA: BLGHEN MK K><NVMA: MM K:M> @ B<EEERRHNL : <:G=B=:MHK CH;G=:G BG=BOB=N:E
AHN=HGQW:GMRHNKTLNFMHEHHBEBD>?HKHKME> >Q:<MEBDsO>KRHEEL b\'HHD ?HIR:RL MHBG<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 Considerations

IA> <HGM>GWE:G@N:BRHNKTLNFTL =BL<NLLB&/AK>OBHNt<MBBBGB/IAZBKIKBHKBMRHNB@NK>
HNMHPMEQIE:BRBHNKQI>KB>GsGELAHRVASFIEHR>MA:RHNF>>MIAK>INBK>F>GANAHLBMBHG
OBLN#E=LB@ZRHNKTLNFTXMA&R:R MABG?HKF:MBHIG>L>GMHEMAR @>X:ELH->L>KOkHF><:K>?NE
IE:GGBG@<HGLB=>K:MB:HG_>BM:L:G BFl:<MHGVMAP:R RHNIN=B>GEBEE :;E>MK>=G=NG=>KLM:G=
MA> BG?HKF:MBHG

S<EBMAIRHNKS: =>K @ :G#- K>IK>SL>GM:MBEHNL K><KNBVB@ AMK>OB>PBGERKTLNFTBRG KHP
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:G=1>KA:ILK>OB>PBH@BNB<DER >?><MBOBLN:E&LB@G A>EE>GLNKAA:RHNKTLNFBL<<>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 : LM

Key Takeaways

#>K>K>LHF>LBFIEMABQ@R>>IBGBG=L RHNK>?BG:EBIB&@LB@ERHNKTLNFMA>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>@HKBBBMABLBIEERMBHG A>:=BG@KD> @
QI>KB>G<> :G= LN;A>:=BG@L 'HGM LBS> :G= MRI> AGEGBBENEER/ERM HG MA> |:@>
:G=;HE=:K> RHN ;>LM HIMBHGL ?HK >FIA:LBSBG@ A>:=BG@L :G=LN;A>=BG@L BM:HE
FHK> =BB<NEM MH K>:=:G= LAHNE= ;> NL>= E>LL H?M>G

U White space. KTLNFT MA:M BL ?NEE H? =>GL> ;EH<DL H? MRNIEM N K=B?*NK >R>L
PABM> LI:<> MH A>El NL NG=>KLM:G= AHP BG?HKF:MBHG BL <HGG><M>=:G= AHP BM
:KHNG=BM Ll:<> ;;HO> A>:=BG@L :G= LN;A>=BO@IE NB&E><>LL:KR EBG>L HK
>F;>EEBLAF>GMLXPABM> LI:<> BL H?NA>&ViB{B> >7?

U Balance.2ABM> LI:<> F:R ;> : ASEI?N@ B8SBG@ IKBG<BIE> ;NM RHN P:GM MH :OHB= M
LI:<> HK >FIMR LI:<>L HG MA> l:@> =CNLM MA> E>G@MA H? EBG>L HK MA> E:RHNM |
YJIN:=K:GMZ H? MA> =H<NF>GM A:L : KHN@AER >JN:E :FHNGM H? <HGM>GM /A> FHLN
E:I@> Y<A:GG>EZ H? PABM> LI:<>=HPG MA> KBQAM LB=> H? MA> |:@>

U Vertical alignment./H D>>| : =H<NF>GM OBLNEZEBEB & LBFBE:K A>:=BG@L :G= >E>F>GN
;NEE>M>= EBLM LAHNE= ?:EE :EHG@ MA> L:F> O>KMB<:E EBG>XB? RHN =K>P : LMK:H
I:@>MH MA> ;HMMHF :EE MA> ;NEE>ML PHNE= ?:EE :EHG@ MA> EBG> ?HK BGLM:G<
<E>K :G=@GBS>= <HFI:K>MA>>Q:FIE> BG MA> IK>OBHNL L><MBHG PBMA MA> YG>
KTLNFT ;>EHP

U Coherence and consistencyA> L:F> MRI>L H? BG?HKF:MBHG > @ <HFI:GR G:F> =M>L L
IK>L>GM>= BG MA> L:F> P:RXL:F> M>QM ?HKF:-MMBG@ IHLBMBHGBG@ BG MA> L><M
K>:=>K >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 <HF
IEB<:GMK:<DBG@ .H?MP{K>BML ;>LM MH NL> : <HFFHG LM:G=:K= :G=IKH?>LLBHG:E
KB:E BF>L )>P -HF:G /:AHF: #HP>O>KRHN <:G NL> FHK> MA:G HG> ?HGMX: L>KB? ?}

P>EE ?HK A>:=BG@L :EHG@LB=> L:GL L>KB? ?HGML ?HK ;H=R M>QM

2
EE <:IL
B<L :G= NC(

5>>=
K>E:M>L N

HH FN<A P
IH >GLNK>
Il <HFFHG

L > @

B@AM EBG
> [ABL D>>
>=] BFIKHC(

AHNE= ;>
BHG /ABL .

:MB;E> PBI
?HGM
HGM PHKD

Reflection & Discussion: HGLB=AHPMA=>LB@EVAKTLNFPEHP.??><NRHNL : K>:=>KHP =H>IRHNK
>R> MK:O>E =HPG MA> |:@> #HP PHNE= BM F:D> RHN ?>>E :;HNM_NINEGPB4IEB+IGM\

Q:FIE> K>LNF> PBMA IHHK ?HKF:-MMBG @

Common Questions
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Writing the Application Letter

| K:=BMBHGMZERE B<:MBHEM M#KH O E>MBEK?HKF:E>MMWKM<HFI:GB>RHNKTLNFPA>@RHNIER

?HK IHLBMBHEINKIHLBIMHNIIHKRHNKTLNFTKHOB=BG#>_1><B?B%M:BEG= ME#QIE:BBGPKBMBG@
PARRHNK>: LMKH&@=B=:MHKIAEI><B?B4.BMBHABAB<RHNK>:IIERBGC@WMAHNEBHMBFIER>BM>K:M>
RHNKTLNFBMIG HIIHKMNGBMRHNVHF:D> : <:L>?HRHNK: G=B=:<BRGHFIE>M>GM>GGEIAK:L>L
PAB<A @BO>L MA> K>:=>K : ;>MM>K L>GL> H? RHNK YOHB<> Z

L :EP:RL BMASEI?NEHM: KR ?BKIMABGDBE@MAN=B>G<S= INKIHL*HHIAHIEB<:MBHSMMA/Kat
information doesyour readerneedto gleanfrom your letter? At what point in the hiring processwill theybe
reading it?

AUDIENCE PURPOSE
.M:M>RHNK BGM>GMBHG MH :lIIER ?HK MA> IHLBMBHG

I><B?B< G:F>= >FIEHR>K ?HK: LI><B?B< IHLBMBHG QIE:BG PAR RHN :K>: @HH= <:G=B=:M> ;R =>L<KB;BG@ RHNK >QI>KB>G<:
:G==>FHGLMK:MBG@ RHNK LDBEEL @H ;>RHG= MA> KTLNFT

">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>BiK:R DGHPE>=@> H? :G= BGM>K>LM BG MABL LI><B?B< >FIEHR>K CH;

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

L RHNK:?MAE>MMHGLB=KVMRHNPHNER:GMMH:RBRHNP>K3X BMMB&E MA=>L PKHRHNK>:=>K
$MAHNE= PKBMBS&E?HKF:EKH?>LLBHGHEGNMRHNMBEEMBMREHEBDZMNK:E><AXMABBBED>
BM >:LB>K ?HK RHNK K>:=>K MH :;LHK; MA> BG?HKF:MBHG JNB<DER

What to Include in the Application Letter

$M:G;> A>EI?NENMABGBNMPKBMBGH EB<:MBHSMBES<MBHBY :EH<DLUABUKHOB=>}:LB<KLMKN<MNK>
?HKAE>MMIB<RHM:0>G NG=>KLM:G+EMEBHNG=MBM8N:G<NLMHFBSIE=:M>G=I>KLHG: EB&*>
E>MM>K 7MK=BR1 IIEB<:MBHGL :G= >FIEHR>KL

Intr oductory Paragraph

*I>G MAE>MNPBMA <HG<BI2NG<MBHGHE>KLHG:;;EBGMKH=NNHBHGEL : CH;<:G=B=:MABLBLRHNK
<A:G<MELM:;EBMA>LL>GMA:B<LH?RHNBN:EB?B<:MBHOIH >NAMA>F>IG= MHGHIMAK>LNPMA>
E>MM>K

U ):F> MA> IHLBMBHG RHN\K> BGM>K>LM>= BG ;R >Q:<M B?F9:BE: ENF &8¢ 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>IJN>LMBG@
MA>R <HGLB=>K RHN L : <:G=B=:M> ?HK MA> I[HLBMBHG

U $=>GMB?R RHNKREGHHK @K:=N:MBHG =:M> :G= L<AHHE MABL LAHNE= ;> :;KB>? IK>OB>P H? RHNI
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>2HIG B E2HY IM>BNBK>F>GML :G= RHNK
DGHPE>=@> H? MA> >FIEHR>K MABL F:R GHM ;> IHLLB;E> NGMBE RHN PKBM> MA> HMA>K |:K:@K:
E:LM ])* *G<>RHN A:0> >LM:;EBLA>= MA> MA>LBL MA> D>R K>:LHGL ?HK RHNK JN:EB?B<:MBHGL
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>

*IMBHG:ERRINFB @ AELHVI: DMAHIIHKMNGBMR > @ BG G BEEAE>MNMHKQIK>LIRHNEGM>KBEMKDBG @
?HIMABKMB<NEHFI:GR:G=HKRHNKLLBHGHKG=BGM>KB@NAZB>E=X$ [:KMB<NE:RERI>K>B@AABL
IHLBMBHGNL>V /ABLL>MLGB<MHGG=LAHPIMA:RHNK>>G @ : @65=>GMANLB: t\NiB €L HG HIIHKMNGBMR

MH =>FHGLMK:M> RHNK DGHPE>=@> :;HNM MA> >FIEHR>K :G= PA:M MA>R =H =>0>EHI>= MAKHN@A R

Education & Academics Paragraph(s)

.BG<RHNPBEE O=EK>:=RM:MRHNKLB<>=N<:MBHOEMNM:CHKR>:K_.<AHHBBIABGMKH=N<KHER IA

MANKIHL>H?MABLK: @K:IABLMH:BGM FHK>=>M:BEB<MNKI?RHNL : LMN=>GMDBGE@KH@K>BG
RHNK:=>FB<IKH@K:EFG= @:BGBO@&N:;E>QI>KB>G<BHG@®AP:R 4HNKIIIHKMNGBMRABIK: @K:IA
BIMHE>L<KBRHNK:=>FB<IKH@K>BG-HK>LI><B?Bz>M:BE)IE:BGBBA&A<MBOBMB>DGHPE>=RFNK>

=>0>EHIBGANHLNF: MM KIABHLBMBBE>FIEHR>KK>?NEERIGLB-PA MVA>FIEHR>RBEE:ENFHLM
3 HNM RHNK >=N<:MBHG:E >QI>KB>G<>L

U FIA:LBS> LI><B?B< LDBEEL :G= DGHPE>=@> MA:M RHN :K> =>0>EHIBG@
U >L<KB;>LB@GB?B<:GM <HNKL>PHKD HKNKHCH<RBEXAHHGMH<NL BG HG : :KMB<NE:KER <HFI>EEBG@
>Q:FIE> HK >QI>KB>G<>

$RHM:0> EHNPKHC>=1>KB>GHt>0>KIE-R-QI>KB>G#H:RHNP: GMVIAB @ AEB@GVRIG ?HKF:MBRG
;> PKBMM>G BG FNEMBIE> |:K:@K:IAL

/ABL<HGM>SGWMINBY ;> : E:NG=KEBIHP<HNKL#BMEBEL M>=> <KBAHPRHNK:=>FB<LA:O>LA:I>=
RHNKG=>KLM:G+BE&2B>RHNK>>GM>KB&@B @ GB?RROBRHNK>=>0>EHIBNNMIEP:RLMB3{\/D MH
PA:MMA>FIEHR>BIEHHDBBH®EX LM BHI<NLHCVABG?HKF:MBHSN=B>GG>>=IG=PA:MMA>RBEEK>
HNM

Employment Paragraph (if applicable)

$NBIBFIHKM: GV FIEHR>RLA>>EA:MA>R>ABKBERIHGLB;E>EB:;EEHIESPAHDGHRAHPMAHE=HPG
CH;$RHNHA:O>PHKDQI>KB>@BGNABB>EN<AL : IK>OBHRGM>KGIMEBL 1>K?><MWBRYIHBL<NMA:M
$7RHM\:O>IK>0OBHRHKD-QI>KB>G=0>B® BMGHMK>E: MKRHNRB>EMABIRHNKIIHKMNGBMRL<KB;>
MA> O:EN> H? MA:M >QI>KB>G<>XMA> O:EN> ?HK RHN ;NN IRKINBRHEKMIGMER

U >L<KB;> RHNK IK>OBHNL PHKD >QI>KB=8&¥ M&HE MA:M RHN\K> : @HH= >FIEHR>>

U > LI><B?B< ;;HNM MA> <HRt&RMBF> ?K:F> RHNK K>LIHGLB;BEBMB>L :<MBHGL :G= MA> HNM<HF>|

U 'H<NL HG K>E>0:GM :G= MK:GL?>K:;E> LDBEEL =>0O>EHI>= HG MA> CH;
Activities Paragraph (if applicable)

<MBOBMB=.BGOHEO>FBGMABGENMLBH? RHNKHNKL>PHKE= PHKD>QI>KB>G<INI<AL LMN=>GM
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HIQ:GBS:MB&EN; L G=OHENGNPHIKDK>: @K>RR MHAHPMA:RHNK>: P>EE KHNGEHMBO:MSKLHG
PBM@HHMBFF.G:@>F>GM)BEEEKLHG:ANF:G<HGG><MBK&G BFIHKM:GKIMH?MAEH; IIEB<:MBHG
IKH<>LLG==>L<KB;BiG{#B>H?MA>L=xMBOBMEB-BRGM>K>tGIA>EIRHNK>:=>KM:KN?>>E FHK>KLHG:E
<HGG><MBHG

U >FHGLMK:M> I>KLHGEBMR. :G= MK:GL?>K:;E> LDBEEL MAKHN@A MKKME BK BENGBMK>K
IKH?>LLBHG:E >QI>KB>G<>L

U >L<KB;> RHNK LI><B?B< :<MBHGL :G= BGOHEOPRBEM IAMEEE MERBG@ MH <HGG><M MH MK:GL?>F
:G= MA> D>RPHK=L BG MA> CH; IHLMBG@

$MASFIEHR>KL: LMKHB@@K:PHKA:KBM:;@BOBG&BGOHEO>BEINK>: MA:RHNA:K>GBGM>K>LMBG@
MA:RHNE;> :GHMABKHKMNGEMBE=<HGG><VEBNBIA>FG=LAHMMA:RHNHNE=F; K:<>MA%=HFI:GR
<NEMNK> :G= O:EN>L

Concluding Paragraph
L RHN <HG<EN=> MA> HBMMOKKRMABG @: MHEBHEA=Q > MA> G>QM LM>IL :G=>G=HG : IHLBMBO> GHI

U ->?>K>G<> RHNK K>LNAN RBEE ?BG= :==BMBHG:E BG?HKF:MBHG HG FR KTLNFTZ

U ->IN>LM =H&¥>F:.G= :G BGM>KOB>P Y$ PHNE=:lIIK><B:M> MA> HIIHKMNGBMR MH F>>M PBMA MH
MA> IHLBMBHG :G= =BL<NLL FR :[IEB<:MBHGZ

U +KHOB=> <HGM:<M BG?HKF:MBHG BG MA> l:K: @K:IA IAHG> GNF;>K :G=N:M\BIE MABL [ EXHEHRMNK
G:F>

U ->BM>K:M> BGM>K>LM BG MA> IHLBMBHG MA> >FIEHR>KX:GHMA>K HIIHKMNGBMR MH =>FHGLMK
MA> <HFI:GR

A Note About Topic Sentences

L RHNK>BG?HKAFH:BGB=>HKINKIHLH?MAE>MMHAK:IRHM:O>MAS><>LL:HBPBEHN:EB?B<:MBEG&L
M>FI>K:F>GMKAEH; F:D> LNKRHNKBHKBNBIARHNK>:=>IG>>=IMHDGHR;HNMRHNG= MA:NEEH?
MA>QI>KB>GRHN>L<KB;K>F>:GBG@MBA>FG> @HHR:R MEHHMA:BIMBH<NHGAHPRHNHGLMKN<M
MAMHIB<>GM>G4AE ?BKLMGM>@Gr:<Al:K:@K:IALAHNEE>. KERIE:BEANKIHLH?MABG?HKF:MBHG
<HGM:BG>= BG MAM l:K:@K:IA

>@BG:<Al:K: @K:IAPBMALM:M>FAGMIWHG G><RHNKQI>KB>GHIMA>FIEHRXKK>INBK>F>GME>LBK>=
JN:EB?B<:MBHGL

Topic Sentence = My experience + Why it matters

HGLB=AHPMAZHEEHPBGQ®IE>P>K>K>OBLMH<NEHK>HGVA®:ENHMA>QI>KB>GAMIA>SFIEHR>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 $PHB-BIG FR\AHF>MHPG

U ->OBL>= BKDBG@ :M-#BG>K BG FR AHF>MHPG ?HK MA> I:LM MAK>> LNFF>KL A:L M:N@AM F> :

;;HNM K>LIHGLB;BEBMR :G= K>EB:;BEBMR
EXAMPLE 2:

U *KB@BG:E NKBG@ FR ?K>LAB:BREKM H? :G EM>KG:MB@R B¥<E> IKHC><M @KHNI

U ->0OBL>= $ @:BG>= ?BKLM A:G= >QI>KB>G<> PBMA <HEE:;HK:MBO> IKH;E>F LHEOBG@ :G= IKHC:
PABE> PHKDBG@ HG :G EM>K@RBAB<BE>KKHC><M =NKBG@ FR ?K>LAF:G R>:K

Therevisedversionsexplicitly connecthe experiencéworkingat the diner, beingon a projectteam)with
thevalueandlessondearned,makingit easierfor your readerto understandevenwhile readingquickly,
how this supports your qualifications.

Letter Formatting Considerations

4HNKIEB<:MBHSMNMAKINEH_*?HKF:E>MNMHKF:MMBGIEP BEEB G=>M:BEE6 ?HKF: MEBHEBWAK>INBK>=
>E>F>GMR E>MMBKNF>GMK:G=FHK>BG?HKF:MBHGWP KBMBG@>K>MMEKEHMAK>?KHANK=N>\
*GEBG>KBMBG@ ";

$GMH=:RCH;F:KD>MPA>K¥:GR :IIEB<:MBHBEHGEBGHE>MMBI@ A =>EBO>IB&- O:KB>MR-B2>K>GM
?HKF:MIHK>Q:FIE>BMB@AM: +! ?BEMEH:=>MIH5 HGEBBEB<:MBHRLMFKBFB@AMLBFIER>GM
BG MA> ;H=R H? :G >F:BE $G :GR <:L> <HGLB=>K MA> ?HEEHPBG@ :L RHN =><B=> AHP MH ?HKF:M MA:

U $? RHN :K>=>EBO>KBG@ BM 'L : LM:G=:EHG> ?BE> HK :G :MM:<AF>GM NL> : ?HKF.:E E>MM>K ?HKF
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 R}
MH BG<EN=> MAXLRBHHK :==K>LL MA> =:M> HK MA> K><BIB>GM BRIEBHE=—SK@BAAMA> >F:BE
PBMA MA> @K>>MBG@

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

Career Portfolios

/A> PHK4HKM?HERH>?BGBVEAMNMG<:L>HKMB?HE=2KIKRKHE=BGE®GKL IKBGMIK:PBG@LIL >M<Z=
Y: <HEE><MBHEIE>LH?: I>KLHGPHKDMRIB<:HEBM>G#HtHGORAIN:EBMR=;K>:=MAI?ABIHKA>K
:<AB>O>F>BBI:KMB<NEBSE=Z G = /AHN@WAPHK=:G;> MK:<3MHMA<>GMNREBMIMBG&HHML
IHKM:K> YMH <:KKRZ ?HEBNF YE>:?Z =:M> ::<D >0>G ?NKMA>K

<:K>>KHKM?HEBHWPAMMREBC B E><MKHEBL BHGVIB K>?HKD :MA>KBE®:BGM:BGBEH@NF>GML
BFIHKM:GMRHNK:K>>KABGIH?BM. : =RG:FB<>QIl:G=>=0>KLBHGRHNKTLNFPA>K-RHN-H<NF>GM


https://owl.english.purdue.edu/owl/resource/653/01/
https://owl.english.purdue.edu/owl/resource/527/1/
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:G==>FHGLMKRWNK=N<:MBHQI>KB>GG=LDBEERPAMK>KTLNFT.G=|[EB<:MBHGMMKKEBFBM>
MHMA>BBSGK> LI><B2BINKMA><: K>>KHKM?HEBEH<HGM: BERMABRKNC : GMKHLI><MBtHEHR>KUH
L>>#HP>0O>KMABIH>IGHA>.G MA:BMAHNEHGM:BOG>KRMABBB®FIHKM:GW> L>E><MBB>MHIABGD
KA>MHKB<:EER ::HNM MA> BM>FL RHN <AHHL> MH BG<EN=>

L RHN@:MA=K<NF>GMHGLB=RKNKAHL>PB>E2A:M=H>FIEHR>HG/A2B>EBGO:EN:;;E>2A:M LDBEEL
:G=:;BEBMBH>FIEHR>HBOVAZB>EQI><MFIEHR>>UA:O> IHKBGLM:GE><A:GB<*G@BGFB@AM
>QI><MMA:O>=>LB@QI>KB>GHKHC>ENG: @>F>GM)I>KB>G:G=>7?><MBOH-FNGB<:MBEBESWB @AM
;>G>?BMF><A:GB<EGC@BGMASGIHBG<ENEGRL<A>FMBMA>R:O><K>:M>= LMKHEE&RC>4MG :G=:
PKBMBG@E> HHLEB=><IMHH<NF>GMFFNGB<:MBBBEEE>| :G=F:BGM:BKGMB?:MA:MAHP<:LRHNK
LMK>G@MAL

+HKM?HEBHE >BMASES<MKHHBBRLB<:E IARLB<IHKM?HEBHNE= D>INBGG :MMK:<MBG=>KAHN@A
:G >E><MKHGB< O>KLBHG BL >:LB>K MH =BLMKB;NM> :G= <:G ;> EBGD>= MH HG RHNK KTLNFT :G='BGL



Interview Strategies

$GM>KOB>BBHGA:L> H?MALH;L> K<AKH<>LPA>K:RHN@HKHE>BG @5 :IIEB<:GMGI:I>K MH K>:E
=BF>GLBHGH#KLHGGHG>P:R HKGHMASRHNK>;>BG@O:EN:MHGRHNK>K;:xHFFNGB<:MRIBBEEL

MAKHN@¥EL:<> MH ?:<BKIAHG> BGM>K:<MBHER>KIP:GMMHL.>>BRHN-:M<ANI MHMA3N:EB?B<:MBHGL

=>L<KB;BfRHNKTLNFIG=MA>RGMIH>>BRHM:0>@HHBGM>KI>KL#ENGB<:MBEBEEKR)>M_>GL>

H? AHP RHN PHNE= ?NG<MBHG :L I:KM H? MA>BK M>:F

$GM>KOBKPH?M:B&MBFB=:RHBIGKEL>>D>RIAH?>>MAK>LLN K, >BG@0:EN:M*6=?>>NG<HF?HKM:;E>
PBMMABGM>KOBH#HIF:MABEMAS>KOHNLEGRLG>O>®EP:R >?><MBUOKERKBGTRIKMABGM>KGBGP
F:D> RHN>>EHK><HG?B=>GM PBMK:<MB<RHNPBEE ;>MMzK> MHLM:BBAVAFHF>GNG= MK>MA>
BGM>KOB>P EBD> : <HGO>KL:MBHG

/ABL<A:IM>RBEBH<NHG@>G>BEM>KAB>PK:MBHGMDGHMA:MB?>K>GBL<BIEBG=IBG=NLMKE>%:
=B2>K>BEM>KOB>MBGA@ BINHK BGLM: GMAM><AGBBEM>KOBRRRH==:RZA:L ;><HF>LM:G=:K2HK
F:GR <HFINMA3KB>G<> K>E2B>EAHNLAHNEEP:RL=HK>L>: KA M: G=:KHK:<MB<BIRHNEG=NLMK®
:ELHD>>IBG-BGMA:BGM>KORB>®|> LNKIKBLBf&E@<M_HF>>FIEHR>KUKRHNKIKBBSM>KOBRKBE>M

: L>GLH?AHPMA>RABGE- K>:<BGNG?:FBEBBMN:MBHKEM ?2RHNKA:EE>GBIMHM:RII>G FBG=>6=
K>E:Q>= LH RHN <:G IKHC><M <HG?B=>G<> >0>G BG NG>QI><M>= HK NG?:FBEB:K LBMN:MBHGL

Preparing for the Interview

"HH= IK>I:K:MBHE&?HK>G BGM>KOBER.>= HGNG=>KLM:GIBGERHNKN=B>G<BLXNG=>KLM.GHMG@
>FIEHR>IG=MABG=NLMKBR BIGHMAMRIHBG?HKF:MBA®HN:GF>FHKBI®ASB @AVYHKY :D>MBF>

‘L FN<AMBF# RHN:GMH>:=:G=:;LHK; BG?HKF:MBKi&= O:KB>MRLHNK<MHD>MMAHKHNEBLH?
MAxHFI:GRXGHRNUA>LB<BG?HKF:MRH&®BGHGMAY ;HNMZ: @> H?MA>BK;LBM:NMMAMHGS=
I>KLHG:EBMR MA>R ;KH:=<:LM BG LH<B:E F>=B: MA>BK :<AB>0>F>GML MA>BK <HFFNGBMR BGOHEO>

21
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Thefollowing textwasoriginally written by CalebCraft for the EngineeringCareer Serviceslob Blog at
The Ohio State University and has been adapted for this textbook with permission.

O>KRL>F>LM>4K?:<BEBVMAWKDLAHIHG BGM>KOB>EBIG®!>@Bi#>G @ BG>>HBMNS>GBIE MA>
IK>L>GM:MBIAGHEEHPBGI@ MBBIGLD>= OWhat do you think employers say the number one
interviewing problem for our students is?0

H RHNDGHMAXGLP>K4HNKH;:;ER=H $G?:<MbA:O>R>MHE>:= PHKDLARA>KMAKB@&UP>K
P:L GH@N>LLKB@MAR /A> GNF;>KHG><HGLMKN<MBRI>F>BMFG@BG>>KBGEK.>KOB<>L
. >FIEHR>KL BL MA:M LMN=>GML :K> GHM IK>:K>= ;R =HBG@ LBFIE> K>L>:K<A :;;HNM MA

B= RHNDGHMA:RHNK>LNIIHL>=MEHK>L>: KSA?HK@HBB@ME BGM>K OB P<:K>>R:BK4AHN
IKH;;;ER=B=(HLMLMN=>GMtFMB GHMABFIHKM:GHXK>L>:K<B=<E:BAMHIK:<MB#ABKBHWHG
BGM>KOBWPLMBEE FHLM >FIEHR>KL L:R LMNBGBREGHB®A :;HNM MA> <HFI:GR :G= BG=|

HGLB=>K

LMN=>GML F:R GHM DGHP AHP MHKxMBR=ER?G= FHK> BFIHKM:GMER
LMN=>GML F:R GHM DGHP AHP MH <E>:KER <HFFNGB<:M> MABL K>L>:K<A MH MA>
IABLF:R L>>FEBHEG>PL;NM><:NL>F:GR >FIEHR>KG=LMN=>GMHGHM>>BG@&>MHR>HCCNLM

AHPIK>1:K>=_MN=>GHHRHNHP>BMHRHNKLMIRHGLB-MKA2HEEHP BB <¥ABGIHBM. =HN;E>
<A><DBG@ RHNK K>L>:K<A F>MAH=L ;>?HK> RHNK G>QM >FIEHR>K BGM>K:<MBHG

> <HFI:GR

NLMKR

>FIEHR>K
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IA> LHENMBHG>MNMK:B@AM?HKPIKYR NLBGENEMBIE>LHNKMHEHHEMMAXHFI:GR :G=
IHLBMBHG ?KRHSGEZM .G@E>L

)>QMLI>G=BA@BFHGMAxHFI:GRP>;LBMBLG :;LHENMENLMOL>?NBG?HKF:MBI&Z> ?HNGHG
MAAHF>1:@>MA¥ ;HNMILZ I:@> MA¥ :K>>KLE@> L P>EH :GRI:@>L;HNM-BLLBHGBLBHG=
O:EN>KBGHP?:<MLN<AL PA:M@HH#t>KOBMAxHFI:GRIKHOB=RAHMA=HFI:GRL <NLMHF>KL
K> :G= PA>K:RHNKHLBMBH@BGM>KZBMIBMABAAXHFI:GR LMKN<MNHELH:R :MM>GMBHG
AHPMAXHFI:GRIHKMK:BML>EX>GNb>PLG= LH<BE>=B:IE:M?HKHR :ELH> : @HHMHHEK
MABG?HKF:MBH@GERE:LL=HHBL @K>#+tLHNKMHA><HINM><>GIRIEHR>K>0B>PI?LI><B?B<
<HFI:GB>L :G=>0>G L>> :<MN:E BGM>KOB>P JN>LMBHGL MA:M P>K> :LD>= H? <:G=B=:M>

NMMAB>RVEHBGEH MABEL>: KBIMK>F>F; >KMA: RIHNK>GHRIN L@ MA>KBG@HKF: MBHIKAA>
L:D>H?@:MA>KBGEBHKF:MBIAG>G>0>K>:K-H?.G BGM>KOBAPK>G >FIEHR>KD>= <:G=B=:M>
MIPKBMHP G O>KRMABS®GHP,HNMA>BKFI:GR NKBG&ED>KRVI>H?RHNK>L>: KRHNLAHNE=
;> LDBGRHNKLANASHEEHPBN&E MBHBP =HFR BGM>K>DMIN>tG=JN:EB?B<:MBBREMABIBBL
<HFI:GRIHLBMBH&>F;>K :GLP>KBGABN>LMBBIBAKBF:KRNKIHLH?G BGM>KQB=ALDBG@
RHNKLMABN>LMBAKEIG: KKHRHNBGM>KAL RitEEBRHNK>GWHGLB=>KB&EN>L MBAG RHN
K> GHM K>L>:K<ABGIBE>>ER

Y/A> MPHPHK=LBG?HKF:MBBG&\[<HFFNGB<:MBHG\H?M>EL>-BGCM>K<A:G@>NERIA>RB @ GBRBM>
=B?>K>GM MABG@L $G?HKF:MBHG BL @BOBG@ HNM <HFFNGB<:MBHG BL @>MMBG@ MAKHN@A Z

.R=G>R % #KKBL

JHP E>MEHHD :M AHP RHN FB@AM <HGO>R MA:M BG?HKF:MBHG =NKBG@ :G BGM>KOBxP

->F>F;>K MA:MAF:BG@H: B RHNKHFI:GRK>L>: K4AHNE= MHGLP>KWABN>LMBM&HP =HFR
@H:BBGM>KeL:MN=IN:EB?B<:MBBEBENUABIHFI:GRIHLBMBH&ERHM: 0> <MN: EERAHN @WHHN @A
MABIN>LMBH&BEGEL> KRHNPBEE IK>1:K>=MHHFFNGB<:MABRG?HKF: MBWK: M> @ BEGYERI
P:RL K>L>:K<A IKHOBG@ :GLP>KL :G= K>L>:K<A IKHOBG@ JN>LMBHGL

IHK>Q:FIE> E>ML:R RHNK>:IIERBG@HKG BGM>KGLME @BG>>K8GEE= RHNGHMB<4SMA>BK
P>:LBMMA:MG-H?MA>BKK®:EN>BLY.NLM:BG:;EEMBHGEFERHNRGM>K OBERK>:LD>=PARRHN
P:GM>ME> : <A>FB<:EG@BG>>K>L>:K<A IKHOBE@KHNE> Y$<AHL=A>FB<:BEG@BG>>KBG@
><:NL>$A:0>EP:RL>Q<>EEMF:MA.G=L<B>G<sNMs . ELHP.GM>MHEHLHF>@HHBRBMPR <:K>>K
[A:ML :<MN:EEGH?MAK>:LHGE:F BGM>K>IBGBS@ BG>>KBG® GHMB<PRABEK>0OB>PBEIMIK
P>;LBM> MA:M RHNK <HKIHFIRBMM>= MH LNLM:BG:;E> >G@BG>>KBG@ Z

*K I>KA:ILRHNK>:LD>=PA>KRHN.>>RHNKLHEZBOR>:KL#HP <:GRHNGLP>KAHG>LMERIELH
‘EB@HNIGLP>HRBMPRA:MRHM:O>E> KG*HNMIARHFI:GR 2A>G LI>:DBGE@HNMRHNKMK>G@MAL
HKIN:EB?B<:MBKIBLB=-GLP>KMA:M>K>?E><MBERBNG=MA=>LBK3IN:EB?B<:MBBIGUFEMAEH;
=>L<KBIMBE@GMA® H:B"RHNBGM>KCHi{HGOBGAA>FIEHR>MA: RIHNK>MA> LM BRHIMA>
<HFI:GR:G=IHLBMBHIBNA:O>Mk> EHHDBGAKHNGVE>GENKBEREBNK>L>:K<G=>0>KRN>LMBH
MA:M RHN :GLP>K

"LMERGHBGM>KOBEMFIE>MSGMBHEN:O>RHNKA:G<*MHLD JN>LMBHEMA>FIEHR>K. P>EE
L RHNDGHPMABLGHMMBFMELD ;;HNM.:E:KRMKO:<:MBH@BF=NMBML @HHMBFMHELD ;;HNM
?2:<MHKIA:M>BFIHKM:GMRHNBG CHL>:K<AA:M;>BG@B=RHNBN>LMBHGLGHMAPKHKMNGBMR
MHE>FHGLMKRWNRGHPE>=I@&KHN@A>: K<A IKHOBGEMBHBE MAXHFI:GRCNIWE>:L>G>P
IKH=N<WH=>EHKHI>G. G>P?:<BEBMIRBG@N>LMBHBNMIA>IMABA@HPIMA:RIHNK>:EERIA:O>
: @>GNBG> BGM>K>LM BG M&= #HENFRIN\O> =HG> RHNK AHF>PHKD

H MASIBHAL /A> ;B@YL><KSMBGM>KOB¥>IH>EERBEEHPGMEDGHPBEAEHRHNK> MABGDBG@

G)
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HNMAHP RHN?BMA>GRHNK>L>:K<AHFI:GB>LG= IHLBMBH&= MA>G>BSBGEHKMNGBMBH 1
<HFFNGB<:M> MABL ?BM =NKBG@ BGM>KOB>P :GLP>KL :G=JN>LMBHGL +K>MMR LBFIE3> KB@AM

Y HFENGB<: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 Interview

*G<> RHNA:O>IK>:K>=F>GM:EEB= @:MA>KBE?HKF:MBHBAABGM>KOBRMRMBFMHK>I:K> ?HKMA>
BGM>K:<MBHG =NKBG@ MA> BGM>KOB>P

Dress the Part

">ML D>>IMARIBFIE>XIressyour best $GFHLNNLBG>KINEMNKK>LLBEE®?>LLBHGEERB @&K>LI><M
<HGO>RBG@ MA:M RHN <:K> ;;HNM MA> [HLBMBHG 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=:
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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 B
:G RHN LBM =HPG LA:D> A:G=L :G= FHO> <HF?HKMIBRPAGM RHNK <EHMABG@ MH =BLMK:<M RHN
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@
PKBGDE>L

O>GBRHNDGHMAPHKD GOBKHGHAH&MN: ERHNLAHNEK>LYNIZ?HIMABGM>KOB>PXHKIHK2>LLBHG:EER
MA:RHNPHNEBRHNPHKD>MA>KA> >Q<>IMBMENE;> BRHNK>>QIEB<BMHEHMHX?HGLM:GBMA>
K><KNBM>K LI><B?B>L MA:M RHN LAHNE= =K>LL Y;NLBG>LL <:LN:E Z

DonOt Come Empty Handed

KKBOBGMIABGM>KOBBMBFIHKM:GNKNF>GME= GHMEAHPIMA:RHNK>IK>1:K>=G=MABGDBG@
*K@:GBS> :EE RHNK F:M>KB:EL BG : GB<> ?HE=>K HK ?HEBHXIK>L>GM:MBHG F:MM>KL

+KBGANNM>O>KEE>:HIB>H?RHNKTLNFTG= :GR HMA=I<NF>GMRHN-B@ARMGMVIHKK>?>K>GEBD>
MAXH;HKBGM>KGEABKKBIMBHERHNK>?>K>G<4HNLAHNEELHKBG @ ?>P L:FIE>LH?RHNRHKDB?
IHLLB;E>X=H<NF>GML RHN\O> IK>|:K>= HK :KMB?:<ML ?KHF IKHC><ML

(:D> MAFPHLMINM?EBEHMA:KP>L> K<G=IK>|:K:MBHE& ;KBG@ EZH®>L GB<GHM>;HHRB:I>K :G=: I>G
K>I>K?><MERIM:;E2HRHNA:O>BBIABGM>KQB=MA>RGA>ERHN>>EHK*H<NL>R @>MMBG®@
H? MA> BG?HKF:MBHG HNM H? RHEKGBS>:G4GIKI>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:MI
4HN =HG\P:GM MH ;>PRBB@ MAKHN@A L<K:IL H? :I>K

Keep it simple.2 KBM> =HPG D>RPHK=L ;KB>? IAK:L>L :G= B=>.L MA:M PBEEGH\® RHNEF4FHKR
L<KBIM

Prepare questions for the interviewerL>> >Q:FIE>L ;>EHPHH MRIB<:EER A:0> MA> HIIHKMNGBMR MH
MA>L> JN>LMBHGL :M MA> >G= H? RA>BBM>XGBSBRBREM MH K>F>F;>K PA:M RHN P>K> @HBG@ M
LD

/ :D> GHM=NKBG@BGM>KOBAP BGM>KOBPBHEBD>KRO>:BG?HKF:MBHEHN=-NKBG®\>
<HGO>KL:MBHGXHHBBERMABGARHN: GMIK>F>F; >KHE:MHKGRMABGARHN : GMAKHF>
;:<D MH E:M>K BG MA> <HGO>KL:MBHG
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Questions to Ask the Interviewer

$G==BMBM&>0O>:EBHBRGHPE>=@A=HFI:GR MA>LIJN>LMBHGLELHG HIIHKMNGBNRHN
M B@NHNBMA>FIEHR>G=MAxXHFI:GR<NEMNH> @ HH2BRHIRHN/ABGB<:K>?NEBERNMPA:M
F:MM>KHRHNPA:MPHNE-EEHRHMHEHRHNKLMPHKD.G= MKRELD JN>LMBHG\:MBE® BARHN
BGLB@AM BGMH MAHL> ?:<MHKL

U 2A:M :K> MA> IKBF:KR M:LDL HK K>LIHGLB;BEBMB>L ?HK : I>KLHG BG MABL IHLBMBH(Q
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:EL IKBHKBMB>L ?HK : I>KLHG BG MABL IHLBMBHG #HP PBEE LN<<>

U 2A:M BL MA> <HFIIGRL>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 =>:KMF>GM 2A:M BL MA> K>IHKM

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 <HFLARH:<A MH F.G:@>F>GM

U 2A:M :K> MA> <HFI:GRMO>K:EE @H:EL :G= IKBHKBMB>L :G= AHRMH.INAHIG>BG MABL
=>|:KMF>GM IHLBMBHG

NOTE: /ABLBIGHMRIB<:B&ER>LMIBAMELD:;HNM.:E:KRG=;>G>?BNABLBIRHNKIIHKMNGREMR:KG
;HNM MA> PHKDIE:<> :G= MA> IHLBMBHGXMA> >GOBHMBFR>GNN kP BNVEHR>> LNIIHKM IK

From Donnie Perkins, Chief Diversity Offic&ollege of Engineering. Learn nedrere.

IHEEHPBE&& HF>questionsstudentsmay ask prospectiveemployersabout their diversity, inclusion
and equity HFI:GR K><KNBRAKK:GIKHOB=2:<MN:BE=K>:LHG:;B&>LIHGLMMWASLIIN>LMBHGL
HG IHLBMB®K:<B0O:G<BGBO>KLEMBG<ENLBEGRL MA:MKNER>?BIEHR>>MA=HFI:GR
<NLMHF>KL :G= <HFFNGBMR PABE> IKHFHMBG@ BGGHO:MBHGL LMK:M>@B< MABGDB

U #HP =H>L <HFI:GR =>?BG> =BBBLBNIEBHG :G=>INBNMBB=> :G >Q:FIE> H? AHP =BO>K
BG<ENLBHG :G=>JNBMR ;>G>?BML 6 HFI:GR8

U 2A:M :K> MA> K:<B:E >MAGB< :G= @>G=>K =>FH@K:IAB8 +#F6 GRIFBR> E>:=>KLABI
:G=F:G:@>K E>O>EL

U L: G:MBHG:E :G= HK FNEMBG:MBHGEtHKBGRHNK <NEMNK:E <HFI>M>G<R MK:BGB
>FIEHR>>L PAH PBEE M:D> :LLB@GF>GML BG 6LI><B?B< <HNGMKB>L HK <HGMBG>GI
‘NLBG>LLS8

U >L<KB;> MA> KHE> :G= K>LIHGLB;:BEBMB>L H? PHF>G :G= |>KLHGL H?<EHEEKHGSE HA
M>:F

2A:M =H>

L ;> F>.LN

BG@ LMKN

H@K:FL

C@ :G= <M

| BMR

C@ IKH@K
VIL PA>K> |

[:GR\
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U "BO> F> :G >Q:FIE> H? AHP 6 HFI:GR8 O:EN>L I>HIE> B2RIEEHK/, O>M>K:G :G=
>FIEHR>>L PBMA =BL:;BEBMB>L

Body Language & Interaction

L : @>G>KNEBMBFIHKM:GM> H;L>KO:GBF M:DRHNKN>2?KHRMABGM>KOB>P2HC<MA>BKIGS =
IR :MM>GMBNIB=RG:FBMA>R-MX:KMA>R>KRHKF:E5=KH?>LLBHIKEHK><HGO>KL:MBHR\HD:RVH
F:D> LF:EE M:ED ;NM RHN P:GM MH ?HEEHP MA> E>:= H? MA> BGM>KOB>P>K

Shakehands. (HLMHMAMBFMA>UKH?>LLBHEEM>K:<MEBBER@BBBMAA:G=LA:D>> IK>:K>=PBMA
?BKF ;NM GHM MHH ?BKF :G=<HG?B=>GM A:G=LA:D> $M G>0>K ANKML MH IK:<MB<>

Be consciousof your posture. 4HNPBEEGMVHBMI LMK:B @A >: GBGEEHNG @ BG@OHB=KHL L BREHNK
:KFL BG ?KHGM H? RHNK <A>LM BM <:G L>>F =>?>GLBO> HK PBMA=K:PG

Make eyecontact.'HHD:MMABGM>KOBPRBEAA>RDRHNN>LMBH&BL@BMA>EHG O>KsE>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
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Speakclearly and thoughtfully. =CNLRHN&HENPHKMA>SGOBKHGESEM D> LNKMABGM>KOBzBA:: K
:G=NG=>KLMRE#+:LBERIG\MKNLRHNKL>GE2M:D¥BFMI4>EBOAKHN @ AMANEGL>LD ?HKE:KB?B<:MBHG
B? RHN =M®IG=>KLM:G=: IN>LMBHG

Project calm. IB=@>MB&G@QMKHO>F>GNMGF:D> RHN.>>FG>KOHND>B RHNK>QV > :P:K>H7RHNK
M>G=>G<B=IMKRHFBGBFBBKA>FFRHNDGHRHN B=@ MR >>IRHNK: G=?HE=>6=:OHB=<EB<DB{&Q@
M:IIBG®AKPG HG\WWP>.KC>P>EKR:RHNPBEE:R PBMAKMA:RBHEE D> GHBIPABERHNFHO>2 >:KRHNK
A:BIBG P:R MA:MBEGHM>FIRHNMIMHN<+ME:RPBMBMHGLM:GBER:M>:M: M:;ESLBMHP:KMAZKHGM
H? MA> <A:BK :G= IE:GM RHNK ?>>M HG MA> ?EHHKXBM <:G A>El D>>| RHN LM>:=R

Be yourself. 2 BMABEH?MAK>0OBHNIBIBG-BG=RHNELH5>>M”®>>EHF?HKM:;f5= EBORHNKL>ERHN

:K>>GMANLB: B3<NV:EBBMRHNK:G=LBRHNK>LARMA:MYBG>XRHINLGH>ME> MAPHLMG@:@>=
IKH?>LLBHGAHKLBHERHNKLHIN:G ;> BAHK=>KMHAHPMABGM>KOBPRHIMRHNK><:I:;E> H?BGVA>
PHKDIE:<>

After the Interview

M MA>G=H?MABGM>KORHMNPBEHE GMVELD MABGM>KOBBRANRHN:G>QI><BON>KARH?G>QMV>IHK
PA>GVMASRB@AND> : =><BLBHENMMAHLBMBABLPBEE>EL>RHNKQI><M:MBBSIEEHRHNMHIK>1:K>
?HRNMNBGM>K:<MBHGLE&@HRO>FNEMBIKENGH2BGM>K O BHHRIA>RB @ ANO > GHMAPK>DE> NP
F>>MBG@ PBMA <:G=B=:M>L ?HK BGLM:G<>

2 BMABGAHNKHIMABGM>KOBHRLAHNE=>G= MA:GRHNGHMAWMABGM>KOB>PHHBE BL. LM:G=K&=
>QI><M>AB<EHHAB>LL: @>G= RHNPBEEBD>ERO>EK>:=R>>GBGHGM:RBMNA>POB >F:BEHKPBEE
A:0> MA>BK ;NLBG>LL <:K= ?KHF MA> BGM>KOB>P

IA> ?HKFNBRHIMABE>LL: @ BILBFIE>NMAHHLRHNRHK=kK:K>?NEBR MKREQM>GHA>B-HHBFIK>LLBHG
H? RHNK PKBMM>G <HFFNGB<:MBHG A>K> :L P>EE

->E>0: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:(
->FBG=>K H? RHNK JN:EB?B<:MBHGL

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

4 HNPBEE GMVIHK>?E>MKE O>K: FIHGFRHNBGM>K: <MBHGIVIBCRBMHGLBLMPEBINARS-KLHGIA>R>M
MA> =R ;>?HK>

N;C><M >LB@G G@BG>>K $GM>KGLABI W /A:GD RHN
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(L / :GG>K
/A:GD RHNPHHAAMITHKMNG BMR>MPBMRHNR>LM>K=$R>>EBDSE>:KG>=EHNHNMA>LB@G
G@BG>>K $GM>KGLABI KHE>:M $GGHO:MBHGL :G=$ K>F:BG O>KR BGM>K>LM>= BG M
2M>K>:KBGENMAKHC>SRHNE= :LLB@GMS=BLHF>?NKMASH >:KHACRHNKHMHMRIBE @
IKH<>LIG=$<:G L>>BGM>K>LMBE@ <MBBGINAPHK$3=B-BGR IK>OBHEGM>KGISABHNE >
>Q<BMBG@ MH ;NBE= HG MA:M DGHPE>=@> PBMA RHNK M>:F

+E>:L9>>EK>MRHGM:RMOBIAHG=MQQQ QQQ QBREG:BBMA>IBEGR:==BMBHBEHKF: MBH(
<:G IKHOB=> $ EHHD ?HKP:K= MH A>:KBG@ ?KHF RHN

/IA:GD RHN
% N<D>R>

IA> |[HLBME

U)
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Employment Access, Equity & Opportunity

/A>1B&BGB: BOBE -B@AML (>FHKB:E <HFF>FHK:M>L E>:=>KL PAH PHKD>= ?HK =>L>@K>@:MBG@ L<AHHEL BG MA> LM:M>
Y1B&®BGB: BOBE -B@AML (>FHKB:E X .M:M> :IBMHE "KHNG=L -BSRFHG=H@LP>EE 4

$CGVAR><MBIRS MNKENKMM>GMBIHIB<B L NMA:M?><MAPHKDIE:<>XLI><B?B<IRERMBHEILH<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>KiG=FNEMB?:<>¥3#NGMKB= R>M_H<B:E5= ABLMHKBKE<>XHF;BGMHK>:M*%

31
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BF;:E:G<BAAPHKD?HK<>BEG<<>LI@KHNHA>HIE>A:O>ME=N<:MBHGE><HGHFB<4P>K G=BGIA>
P:RL <HGMKB;NMBHGL MH MA> PHKD?HK<> :K> OB>P>= :G= O:EN>=

L : LH<B>MRA:O>:EBSHAMO>KII>:FL<HFI:GB>LG=@KHNHA>HIE=K>>MM>BNBII>-MBGGHO:M>
:G=:==K>LMAGS>>=HMA=NLMHFMA>R>KO>HF|:GB>LH?EBE.BS>K>PHKDB®E-=K>LMA>IBL LNHG
MA>BK ABKBG@ IK:<MB<>L :G= BG MA> P:RL MA>R ?HLM>K IHLBMBO> BG<ENLBO> PHKD >GOBKHGF>!

(HLMBFIHKM:GMBRAHI>MA:RHNK><H@ GBSBL
How will you work to make the U.S. NG?BGBLABG>L2 > >G<HNK: @:*NHIABGDEMABL

workforce more equitable and inclusive?: =BL<NLLBBSL : =RG:FB<-O>KA:G@BG@H?
RHNKH?>LLBHEBR#A> P:R MABGE&tGHP:K>GHM

MAP:R MASRBEE BG HK R>:KIG=RHNPBEE :KMHMA:¥#A:G@#HP MAPHKD?HK{>  EHHEBIBL
BG:KMNI MRRHNA> @H:BAJIABIA: IM>RBIM KD BBRHNMAK I THKMNGBMRABGBNMRHNKHGMKB; NMBHGM
?NMNK> PA>K>RHN ?BM BGMH IB<MNK> MA> BFIl:<M RHN PBEE A:O> BG RHNK HPG LIA>K> H? BG?EN:

AMMIL HLN I; NGB8BE&GRKM><A<HFF Pl <HGM>GM NIEH:=L LBM>L =BO>JBG<OB=>H FlI

History & Context

+>KA:ILRHM:O>GHMB4#A: NHLMFIEHR>MBG<EN=bEM:M>F>GNM>BG @=Y>JN:HIIHKMNGBMEHR>KB/A>BK
LM:M>F>GM BG MA> ?HHM>K H? MA>BK :K>>KL P>;LBM> CH;L:MHLN <HF

IA> *ABHM:M8GBO>KLBIMR>JN: EHIIHKMNGBMBHR>KEEIJN: EB?BHEB<: GMIBBE><>BHGLB=>K:(MBHME EHRF>GNBMAH®N
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@

/A> BOBE -B@AML <M H? - HKB@BG:EER BGMKH=N<>= ;R +K>LB=>GM &>GG>=R :G= LB@G>= BGN\
=BL<KBFBG:MBHG BEE>@:E :M MA> I>=>K:E E>O>E HNME:PBG@ IK:<MB<>L EBD> L>@K>@:M>= L<AHH
>LM:;;EBLABG@ MA> JN:E FIEHRF>GM *IIHKMNGBMR HFFBLLBHG PAHL> FBLLBHG BL BGO>LMB@:MB!
BEE


https://osu.pb.unizin.org/engrtechcomm/wp-content/uploads/sites/7/2017/08/diveqincvideo4.mp4
https://youtu.be/FKfoJJA5xWM
https://youtu.be/FKfoJJA5xWM
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Why was this legislative action necessa8B@MA> =><:=>L ;>?HK> MA> - =><BLBHGL :;HNM K><KNBMBG@ :G-=
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 P
Y@BKELZ MH ?BEE <>KM:BG KHE>L 'HP I:RBG@ :G= NGLDBEE>= CH;L P>K> FHK> EBD>ER MH ;> K>L>K

4HN <:G L>> LHF> >Q:FIE>L H? L>@K>@:M>= CH; :=0>KNMRBHFMG&ME:KG ) P>;LBM>

*G> BFl:<MH?MA> P:L MA>LM:EBLAF+EMIKHM><MEB# L>L ZAB<AK>P:RL H?<E:LLB?REBIK&ENH?I>HIE>M
=BL<KBFBG:86BEBHERHM><MEA L >B=>GMBPBKK:<><HEHK>EB@BHEG=G:MBHGEGHKB @BEKMBF>GMB :
G>>=L H? MA> F>KB<:G PHKDIE:<>

/ABL MBF>EBG> LAHPL MA> =:M>L :G= E>@E<BMBREKMAIDBBS>= MA> IKHM><M>= <E:LL>L

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

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

U 1974:1>M>K:G LM:MBHMG:F K:AM>K:GL\ ->:=CNLMF>GM LLBLM:G<> <M H? :G=0GB?HKF>=.
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> PAHG:OMPBEHMAM MA>F ?KHF >QI>KB>G<BG

L >QIE:BG>R MA>* Y O>KR. <BMBSGF>F;>K H?2LHF>IKHM><M*=L L G=BL>GMBME#MA>G>?BMR *
6>FIA:LBL :==>=8 H? PHF>G :G= FBGHKBMR @KHNI F>F;>KLZ ):MBHG:E K<ABO>L G =

[A> >O>KOHEOBBI@NKIMAE :PL:G==BL<HNHGINKH<B>BIROB=>B8@AEM:MNEMAZ / <HFFNGBMR [KHN
@>G=B<>GMBMR L LKMHMA¥L>QEKHM><MEALL GNF;>KHALM:MG=EH<:@HO>KGFXGOH:LL>=LI><B?Bs
<NKK>GMER GH >QIEB<BM !>=>K:E IKHM><MBHGL BG IE:<>


http://www.learnnc.org/lp/editions/nchist-postwar/6056
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Diversity & Inclusion in the U.S. Workplace

$S\BIBFIHKM: GMK>F>F;>KMA:MDBG @BL<KBFBG:BBESGHEIGHM>:G MA:BIGHEHG @%K>GL /A> INKIHLH?MA:
=>7>G= I>HIEEXB@AM MH PHKD :G= MAKBO> BG MA>BK IKH?>LLBHG:E EBO>L

O>GBMAE:P E>O>MIAKE:RBGTB>EABLMHKEB<EH<BH>EBMBGIA:O>K>:EHGL>IN>GHAG BG=BOB+MNEPLLG=
:G=BG<HF>E>0O>EL L >LE>R ‘KMB<NEprg BGt

Y6/A>BOBB@AMEBRI<HNIE>RBMMABGBMB:NIB@NF;>KH<HEE>@53+tNGBO>KLBMBHIMA=HNGMIKRI=N<>=LB@GB 7B
K><>BOKME>:LM:<A>EHK=>@K=xHF|:K>=PBMAGERI>K<>@\G 0. >GLNLNK>:N 2ABExHEE>@&@N<:MBBI&
?:<><HGLB=>KANK=E3G=>>HO>KARLF> |>KBHEMBFMA=B2>K>GBE0O>K: @KGBGKHPE :<D.G=PABMHEE>@H:=N:M:
=BL<KBFBG:MBHG P:L E>@:EER ;:GG>= MA> JIJN>LMBHG K>F:BGL PA:M <HGMBGN>L MH AHE= ?KB<:G F>KB<:GL

.H B? MA> - YK>LHEO>=Z BLLN>L LNKKHNG=BG@ >FIEHRF>GM =BL<B¥B®EIEH&: ANBH>EBK :G= <I-

">ML<HGLB=&H?M <BM3:FIE>BGOHEAQRB@LLBHEKEA>LMBILNGMBE> L  FNLB<B:BE.RFIAHGRK<A>LN
>GMBKEEHBM ;:L>MA=><BLBHG>KL@K>>MH G>PIKH<>LH? EBG:N=BMBHB>KMAFNLB<B:GBHNEK?HKEA
[A> KSLNEM MA:RHF>GP>K>>MP>>G :G=  I>K<>GMK>EBD>HER> ABKMA:G>GMA:A>R>K=NKB A E=\
(BEE>K /ABL >Q:FIE> :LDL NL MH <HGLBEBRIERKK>FHOBG@ L>Q HK @>G=>K ?KHF MA> IKH<>LL H?

BLI:KBMBEBGFIEHRF>GMF;BG>EBMIBAB?MBIMA;EBGN=BMBAGD>K:BL>BFIHKM:GN>LMBHEBNMIAP:RLBG
=><BLBHGL $?: L<K>>G <A:G@>L ABKBG@ HNM<HF>L ?HK HK<A>LMK:L AHP :K> MA>L> ?HK<>L |IE:RBC

[A> <NL>LG=>?><NH?=BL<KBFBG:MBBEGB>6=FNEMB=BF>GLBHGE>.K<APKIKDBB@O:KB>MRB>EALO><H
:G= IHP>K LMKN<MNK>L 'HEEHPBG@ :K> CNLM : ?>P >Q:FIE>L H? LMN=B>L MA:M =>FHGLMK:M> MA> BF

Racial Bias

$G LB@GB?BMEMRIG=N<NBGAB<:@Hz= HLMHBG W K>L>:K<AXRFBMMSELNFTUH O:KB>MR=0>KI
P>K3>E><MaA>= HG<>GLNEM:?HKHFFHGG:F>LBAMAPABMG=;E:<D<HFFNGBMB%ER ?HNGKTLNFTRBMB:F>
MAHIPBMA&:F>LEBD:DBLA:2 :LABG@MHKG:F:E%HGINKMA>R):FBG:MBHBIA=B2>K>G MP>>BHP;>MM3IK:EB
;>G>?BMM>= LB@GB?B<:GMER FHK> ?KHF : AB@A>K JN:EBMR KTLNFT MA:G MAHL> IK>LNF>=KMH <HFE &

Gender Bias

$G =BZ>K>GMN=3RL> K<ARBRPL:G=@>G=3KLL - <NLBG>ME ‘LD>A <B>GZ<NENRO:EN:NB=>GMB
K:GD>=:L FHK> JN:EB?B-MA#AG=B=:M> G:F>= Y%>GGB?>KZ BG LIBM> H? MA>BK B=>GMB<:E <K>=>GM

GNF;>KH2LMN=B%D>LAHP®IA:MK<>IMBHE&EPHF>GL :;BEBMBAL: ??><MHPMA>RK>MK>:MBEVMAPHKDIE:<$C
IK>?>K>@49>RHF>G?HK CHMA K-IJNBKEBBHEE :MA>F:MB&IO>BGA>G-:M.LAHPEIN: KHFI>M>G&MP>>@>G=:
MH GHM> MA:M ;B:L P:L IK>L>GM K>@:K=E>LL H? . KMB<BI:GM @>G=>K

Similarity Bias

$G. LMNER;EBLASBGVAAmMericanSociologicalReview -BO>K: B=>GMBRBSBFIHKM:GBSM>KOBAEX4HG
>QI>KB>G<&=L>E? IK>L>GMIMBRES:{HO> IKH=N<MBOBRBEHR K>E:MBBERABLLMNIBEENLMKIM>R><M?LBFBE
>FIEHR>>L :K>>0:EN:M>=


http://www.nytimes.com/2016/02/28/magazine/is-blind-hiring-the-best-hiring.html?_r=0
https://ideas.repec.org/a/aea/aecrev/v94y2004i4p991-1013.html
http://www.pnas.org/content/109/41/16474.abstract
http://www.pnas.org/content/109/41/16474.abstract
http://www.asanet.org/sites/default/files/savvy/journals/ASR/Dec12ASRFeature.pdf
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SNBLANF:GG:MNHKAHD K:OBMIMP :KHBDO>HIE>MANUAEBFBE: KBBVIRF>GMBHGHO> $G=-BO>K@KHNHKM>:F L
G>@:MBBHMBHGEZ L : KSLNEWA>EFHMBHGL <:G;EBGFHIE>MEBO>KLBNIRB=>IG>PB=>:I<:G>F>K2>BG:-
IKH<>LLAANG

2 >FNLMAHP>O>K>F>F;>KMABKBEIZHNI>G=>Q¥RP:KBGLNE:KBMIRIN @AHIE>H?M3G>EHK><HF?HKM: [EBN
MA> BGM>EE><MN:E PHKDHNM MA:M LM>FL ?KHEBL:@K>>F>GMLZ

Benefits of Diversity

G= BG-=BMBME&LB<IKBG<BIEP:BKG>IG=>IN:EBNMRINKGNMA:M=-BO>KRHKD?HKBIFEHKIKH?BM:;E>L>:K<
:G=BGGHO:M> :M AB@A>K K:M>L

U 'HK;>L <HG=N<M>= BGM>KOB>PL :G= =BLMKB;NM>= LNKO>RL MH >Q><NMBO>L H? @EH;:E <HFI:(
IE:GG>= MH YE>O>K:@> =BO>KLBMR ?HK BGGHO:MBHG :G=HA>KGNBEG=UL @H:ELZ

U (<&>GSB>LMN=R =>FHGLMK:M>=: <HKK>E:MBHG ;>MP>>G =BO>KL> >Q><NMBO> ;H:K=L :GH\AB@X>
OEMBF:M3¥ER > KM>GMHP:KNA>G>?BNR =BO>KIG=FNEMB M:EXMEB2HKEHK> :G=FHK><HFI:GB>IK>K><}

[A>L>:K>>OHEOBGIAN MA:KtBL=2HFIE>G-BZB<NEMLMBHBNMPA:MBA>:GLMIA:O>>JN:EFIEHRF>GMIHKMNGB
3 HNM =BO>KLBMR :G= BG<ENLBHG GH F:MM>K PAH RHN :K>

Discussion & Reflection

2A:M =H>L Y=BO>KLBMRZ F>:G MH RHN #HP =H RHN MABGD :;HNM =>?BG> HK NL> MA> M>KF
HGLB=>K AHP H?M>G RHN ?BG= RHNKL>E? BGM>K:<MBG@ PBMA I>HIE> PAH YEHHD EBDGZ RHH

2A:MF:=> BNHLLB;ER2HIRHNMES> PASKRHNK> BOA>KAHRHNK=N<:MB#8E IKHLI><MHRNMNKSHEHRF>GI
?:FBER F>F;>KL ?HK >Q:FIE> ?HKFL H? LNIIHKM 2A:M INLA>= RHN =HPG MABL |:MA

HGLB=MABFI|:<MH7A:OBA@& <BH ><HGHHB<KMNGBMB@KHNHA>HIE>LRLM>F:MB<EBERM2A:M :K>MAE
H? BML F>F;>KL A:O> : LBFBE:KER EBFBM>= :<<>LL MH @:BG?NE >FIEHRF>GM HK >=N<:MBHG HK

References

‘KM: / &E>BG¥K )>NF:GG/ $LMA>KX:RH??KHRVHI M>:EBO>KLBWR enzieQuarterly ->MKB>C2t-
?KHF MHI M>:F =BO>KLBMR

> LE>R( Opting out: Losing the potential of Amerisg®ung black eliteAB<:@H 0 H? AB<:@H +
>KMK:G=( (NEE:BG:MA:G K> FBER :G= "K>@ FHK> >FIEHR:;E>MA:G"DBLA: :G= %:FE

AMMI PPBE:P>; HK@ :KMB<E>L IAl =HB


http://insight.kellogg.northwestern.edu/article/better_decisions_through_diversity
http://insight.kellogg.northwestern.edu/article/better_decisions_through_diversity
http://images.forbes.com/forbesinsights/StudyPDFs/Innovation_Through_Diversity.pdf
http://www.mckinsey.com/business-functions/organization/our-insights/is-there-a-payoff-from-top-team-diversity
http://www.aeaweb.org/articles.php?doi=10.1257/0002828042002561
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AANG >MM>K =><BLBHGL MAKHN@ AkelOgdK LB Rt ->MKB>0>= ?KiN#/II BGLB@AM D>EEH@ @ GF
IHK;>L "EH;:E =BO>KLBMR :G= BAHENEBIBG @ BGGHO:MBHG MAKHN@A : =BOrbeE3RIGKB?HRKE>0
(BEE>K I>KN:KR  $L ;EBG= ABKBG@ MA> ;>LMTRKBS@rk Times ->MKB>0>= ?2KiMFII PPBRMBF>L <
(HLL -:<NLBG  HOB=BH %>L<HEE K:A:F ( #.G=>ELF:G % <B>G<>?:<NEMRME> @>G=>K ;B:
):MBHG:E K<ABO>L G = JN:E FIEHRF>GM *IIHKMNGBMRBGHEHE&MKB>0>= ?KiHMFI| PPEK<ABO>L @HC
->N;>G: .IB>GS:;; + 5BG@:E>L< #HP LM>K>HMRI>L BFI:BK RHFEKSYKL BG L<BRIEAS

-BO>K: ' #BKBG@ :L <NEMNK:E F:M<ABG@ /A> <:L>H? >EBM> IKH?>LLBHErEdr»ROisioGBMFDB>P


http://insight.kellogg.northwestern.edu/article/better_decisions_through_diversity
http://www.forbes.com/forbesinsights/innovation_diversity/
http://www.nytimes.com/2016/02/28/magazine/is-blind-hiring-the-best-hiring.html?_r=0
http://www.archives.gov/eeo/terminology.html

Engaging With Research

:KKRBGENMG= <HFFNGB<:MBG@>:K<BL.G BGM>@KHEH?IKH?>LLBH&HEFFNGB<:MBHBL <A:IM>K
>QIEHK>L F:GR H? MA> <HGLB=>K:MBHGL H? LHNG= >MAB<:E K>L>:K<A BG<EN=BG@

U HFFHG/RI>L H? ->L>:K<A ->I[HKML H<NF>GML
U HG=N<MBG@ ->L>:K<A

U O:EN:MBG@ .HNK<>L

U H<NF>GMBG@ .HNK<>L

U 2 KBMBG@ ;HNM ->L>:K<A

References

#>=>K $F.@>Y2 BEEB:F *QE>R /AHFILHG (>FHKB:E 'B;K:KR L\Z {REI@EBN;EB< HF:BG
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https://commons.wikimedia.org/wiki/File%3AOSU_William_Oxley_Thompson_Memorial_Library_East_Atrium.JPG

Common Types of Research Reports & Documents

->L > K<ABL<>GMKHEFHLMPHKIBG/ ( ?B>E+G=RHN-:R H?M=& K>INBKMEHHG=N<NKBHMNRI>H?
K>L>:K<A LKMHRHNKH?>LLBHEBR>:; K>IHKM><HFF>G=MBEHBHKMKHIHL:ELG=PABM#>KL :K>
CNUMIF>H?MAKH?>LLBHEENF>GMA:K>ERGK>L> K<AASL> K>SMABBGH?>-H<NF>GMIA: MG A>EI
HIQ:GBS:MBHGL F:D> =><BLBHGL LHEB<BM G>P <EB>GML :G= <HGMK:<ML :G= <HFFNGB<:M> PBMA M,

IHK FHK> BG?HKF:MBH&BEMA>Lx<HFFHG MRI>LH? IKH?>LLBHGHKK>LIHG=>G<>> MA>2 HKDIE:<>
HFFNGB<:MBH@LIM>K
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https://osu.pb.unizin.org/engrtechcomm/part/workplace-communication/
https://osu.pb.unizin.org/engrtechcomm/part/workplace-communication/

Strategies for Conducting Research

$GVASLM <>GMNRRA:O>FHKBG?HKF:MBIH®GHPE>=BGLM:GM:G>HNHERBG @>KMBI&HNEA: O>
>>GBF:@BG>= HKGO>G R>KL@H!B@NKB&@HPMHP:=> MAKHNER ?MA: BG?HKF:MBIgG>

=:NGMBG@®R>K<ABLHG>P:R P> <:GP> <:GF:D> L>GLH?:G==BL<NIEBEMABG?HKF:MEHBE:;EMHNL
>L>:K<BIMAZLBL?HKMKH@&@I>KLN:LBAHFFNGB<:MBHGNL>BM>EIINLNG=>KLMRZ=VHMA>KIO>
L:B= =HG> :G= PKBMM>G ;;HNM : :KMB<NE:K MHIB< HK BLLN>

What is research?

->1>:K<A>@BEHBMMN>LMBHGRPHKRHN> @ BMIPBGEHNK<*RHNFNLM>M>KFBVRHNIEK>:=RGHP
:G=PA:MRHMHI>MHE>:KGH RHNP:GM?BKLM I>KKHPTE><MBBHAHFF>GM: KRV:MBLMB<1?:<ML)>PL
K>IHKML .<B>GMB?B< :G:ERL>L #BLMHKR

IHK>Q:FIE> BRHNK>BGM>K>B@&>K><>@BA<H?E>@BLE:MBEHBHNPHNER®:GMIHEH<: MAAZNEE MM
MABEHR. P>EH. <HFF>GM:KRINMMAE>@BLE: VIBH&>EB:;E5>PILHIKD:GBS:MBHNSIAL The Wall Street
JournalHKThe New York Times $?RHNK>BGM>K>BaM:MBLNIBNVMMAS . IHINE:MBHBAN-B@ ABIHVIH
MAS . >GLNLNK>:NHKMA®*>P ->L>K<A>GM>K>KA:ILRHNK>BGM>K>B@AA>QI>KB>GH10>M>K:GL
K>MNKGBGIBE<MBGNMBGVABLL>RHN-:R MNKEHEH@HKHI >=LPKBMNR®>MH?B<BE FBEBM:KR
K><HK2KHF@>G<BN<AL MA>|:KMF>GM?>?>GL>>.:KMF>GM?L>M>K:GR\?:BKHKHIQ :GBS:MBRINGA

:L MA> -) HKIHK:MBHG

Primary v. Secondary Research

[ASK>K>MPHLB<DBGHXK>L>:K<AXIKBF: KR L><HG=:KRM>QKBF:KRG=L><HG=:KRL>:K<K>NL>=
MH@>MA>K

Primary reseach BLIH?MXBKLM I>KidBNGME=<:G ;> NL>?NHA>GRHNK>K>L>:K<ABG®I<:BLLNMA:M
F:R GHRO>>>G:==K>LLAK>OBHNIERHKA:OSEBMIMEEBLANSL>: K<A:BE::E4AHN-:R :ELHNLIKBF:KR
K>L>:K$MHNIIE>F>GNHG?BKH< A EE>GCEIMBHGIK >@ BHGKES CRBMAH<:BG?HKF:MBHBF: KR>L>:K<A
<:G BG<EN=>

U $GM>KOB>PL

U .NKO>RL

39
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U ,N>LMBHGG:BK>L
U *L>KO:MBHGL :G=:G:ERLBL
U MAGH@K:IAR MA> LMN=R :G==>L<KBIMBHG H? I>HIE> <NEMNK>L :G=<NLMHFL

Secondaryreseach BIPA:MF:GR LMN=>GKHFHLM:FBEBRRBMA BML@>G>K:KEBRNBK=1:K<ABGBK:KB>L
:G=HMAKEL>:KBGLMBMNMBEEG @KHG=:KR>L>:K &8 IJNBKAA:RHN>:=HMA>KN\EBLA3-MN=BGE
K>L>: KBEAK=>MHE>: KEHK>; HNMRHNKIHIB=>M>KFB&* VHMA>KIO>PKBMMSEL:B=:G=MA>&>0>EHI

: <HG<ENLBHMRHNRB=>:IHGVIAKHIBB @& B@AMA: VM HMA>KIO>=HG>G=L:B=.HF> >Q:FIE>IHALHNK<>
MRI>L MA:M FB@AM ;> NL>= BG L><HG=:KR K>L>:K<A BG<EN=>

U <:=>FB< L<B>GMB?B< :G= M><AGB<:E CHNKG:E :KMB<E>L
U "HO>KGF>GM:E K>IHKML

U -:P =:M: .G= LM:MBLMB<L

U/ K:=>:G=IKH?>LLBH@EBK:MBHG =:M:

+KBF:KRE=L><HG=:KRL>: K MFEIKDH@>NA$FKO>EHKLN: LB NF>GMMLL:R ?HKQ:FIE>RHN
‘K>SBGM>K>B@H=BG(@ DGHPE>=IBFIKHOMA3IN:EBMFEB7Z2ZHKMAAHF>E>ILHINE:MBBGHENF;NL
*ABH/A> FHLMN<<>LL?KHC>PMNENL>HMA><HG=KB=IKBF: KK>L>:K<IBKLMABE><HG=KRL>:K<A
PBEE>E[>LM:;EBIAA MHK<HFFHGIK:<MB<NMK>G+IM:MBLNB=<kNKK>EM.>: K<AANMAHF>E>LLGHHMA
;KH:=ER BG MA> 0. :G=LM:M> :G= FHK> G:KKHPER BG MA> <HNGMR :G=<BMR

4HNK ;K:BGLMHKFBG@ PHNE= EBD>ER E>:= MH JN>IMEBHEEPBS@:K=-BG@ MA>

U /A> F.CHK BLLN>L ?:<BG@ AHF>E>LLG>LL :G=<HF;:MBG@ AHF>E>LLG>LL BG MA>O0.
U /A> AHF>E>LL IHINE:MBHG :G= =>FH@K:IAB<L ?HK HENF;NL *ABH

U .>KOB<>L <NKK>GMER :0:BE:;E> ?HK MA> AHF>E>LL BG HENF;NL

U .>KOB<>L :0:BE:;E> BG HMA>K <BMB>L :G= MA> LM:M>

[A> ;;HO>BG?HKF:MBHREEBD>ERO:BE:;;EMAKHN@AHG= KR L>: K4ANK<L >?NBG?HKF:MBHIBE=
EBD>ERO:BE;;EMAKHN@GBMB=LM:M@HO>KGFX@M<BEIN<AL 0.  >I:KMF>GM?#>EMAG=#NF:G
>KOB<HKMAS . >IKMF>GM?#HNLBG@= OK;:G >O>EHIF>GMEH<:E5= G:MBHGHF>E>LEOH<:<R
@KHNLUN<AL MAH:EBMBHG#HF>E>LLG>1G= #HNLBGEBABH HENF;NL H:EBMBRGMMA#¥HF>E>LL
) MBHG:EEB:G<MHG= #HF>E>LLG>G= MAPMBHG:EH:EBMBRIGHWIAF#HF>E>LI4HNPHNE=ELHG>>=
MHL> K<AK>SE>O:&ML>K<AM:;:L>L =BL<NLLBEMA2A>K>H $'HHD L><MBHBELN;C><M>:L LN<AL
>G@BG>>KBG@ LH<BHEH@R :G=LH<B:E PHKD :G= @HO>KGF>GM =H<NF>GML

S><HG=IKBF:KKR>L>:K<IAN<AL BGM>KOBHPNKO>RIGIKHOBEHKBG =>IMB=EH<:EGNUIMASNF;>KL

:G= =>M:BEXHOB=—BG_><HG=KBHNK<>HF> >Q:FIE>LH? @ KHNMHBGM>KOBKPNKO>BRG<ENEH<:E
AHF>E>LEOH<:M>LA>EMGK HNMK> <A EHR>>G=OHENGM*>KIE<NKK>GNHER>-OBHNEER-KB>G<BG @
AHF>E>LLGHIN<AL MA®>G=HKKPKBM>¥IMMAEMK>GNPLI:I>K MK>=M><A K>SL>:K<AHUNGBO>KLBMR
(?7?BEB:M>= @KHNIL tN<A:L -#HNL> MA:M <HG=N<ML <HFIBE>L :G=:IIEB>L K>L>:K<A HG AHF>E>LLG

*?M>G MA> LMKHG@>LM K>L>:K<A ;E>G=L IKBF:KR :G= L><HG=:KR K>L>:K<A


http://www.hhs.gov/programs/social-services/homelessness/research/index.html
http://www.hhs.gov/programs/social-services/homelessness/research/index.html
http://www.hudhdx.info
http://www.cohhio.org
http://www.columbushomeless.org/education.htm
http://www.endhomelessness.org/library
http://nationalhomeless.org/references/publications/
https://www.facebook.com/StreetSpeech/
https://starhouse.ehe.osu.edu/research/

41 ¥ A GUIDETO TECHNICACOMMUNICATIONSERATEGIE& APPLICATIONS
Where do | begin?

->L>:K<BL;HNMN>LMBHGMA> @BG G RAGN>LMBHGRZH<NLHGA>EIBGREN>M>KFBGAHIB&=MRI>L
HBG?HKF:MBHEHNK<E:MBOIAK>L > K<KH<>LIMAIN>LMBHGI?H<NLHGQI:G=BG@=LNIIHKMBG @
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:MI

Questions to get started

U 2A:M BL FR MBF>EBG> ?HK MASHKNHRBEEVEBD>ER P:GM MH L>M I>KLHG:E =>:=EBG>L BG :==BMBHG
BGLMKNkMHKEBG>L

U 2A:M =H $ P:GM MH DGHP HK E>:KG :;HNM /ABL A>EIL RHN =>M>KFBG> L<HI> HK MA> EBFBML H? RI
RHN\K> PKBMBG@ : =BLL>KM:MBHG HK MA>LBL MA>G RHNK @H{>>REHE @IAGHEK: MIRR1> HEK
IKHC><ML :K> H?M>G  |:@>L 'HK: M>KFAFIKHI> PBEE ;> FHK> GHWKHR:FIE> B? RHN\K>
BGM>K>LM>=BG) . ?NG=BG@ :G= K>L>:K<A RHN F:R EBFBM RHNKL>E? MH MA> |.LM R>:KL ;><
><!NL>). AL ;>>G :KHNG=?HK G>KER R>:KL INRMX¥*R EBFBM RHNK ?H<NL MH K>L>:K<A MA:M
MK:GLBMBHG>= BGMH M><AGHEH@B>L HK K>LHNK<>L NL>= HNMLB=>H?) . :G= MA> LI:<> IKH@K:

U 2A:M =H $ :EK>:=R DGHP :;HNM MABL MHIB<
U 2A:M ;B:L>L FB@AM $ A:O> ;;HNM MABL MHIB< #HP FB@AM $ <HF;:M MA>L> ;B:L>L

Questions to determine methodology

U 2A>K> FB@AM $ ?BG= NL>?NE K>EB:;E> BG?HKF:MBHG :;HNM MABL MHIB< HK :<:=>FB< K>L>:K<A
?H<NL HG EB;KtKEAGB<:E L<B>GMB?B< :G= @HO>KGF>GM:E K>LHNK<>L $M BL ?BG> B? RHN K> (
PA>K> RHN LAHNE= EHHD RHNK BGLMKN<MHK LAHNE= ;> :;E> MH A>El RHN =>M>KFBG> LHF> |E:<
JIKHIKB:M>

U 2 BEE $ G>>= MH I>K?HKF IKBF:KR K>L>:K<A L><HG=:KR K>L>:K<A HK ;HMA

)>QMRHNPBEE O>MHE>0O>EHIreseach question R MABHBGRHNLAHNE:O> @>G>HBE>H?RHNKIHIB<
:G= LHF> @>G>K:E B=>:L H? PA>K> RHN FB@AM ?BG= MABL BG?HKF:MBHG

Research Questions

->>:K<AIN>LMBHBG>K:PHRAVAZLBL?HIRHNKHC>EMA>LBRL>: K<AIN>LMBHGEGHMNHNM
?:<ML ;NM :K> :;HNM HIBGBHGL B=>:L HK <HG<>KGL

Which of these is a research question?

2AMBL). \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 Mt
K>E:M>= ?B>E=L

IA> ?HKF>KG ;> :GLP>K>3NB<DER=>:LBER. \L N=@>RIL :;HNM :BEEBHGIMMA>
E:MM>K K>JNBK>L =>M:BE>= :G:ERLBL H? FNEMBIE> LHNK<>L :G= <HGLB=>K:MBHGL H? Q:KBHNL HiI|
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*G<>RHN A:0> =>0>EHI|>= RHNK K>L>:K<A JN>LMBHG L RHN :K> K>:=R MH ;>@BG L>:K<ABG@ ?HK :GLl

Where do | look?

$GMA>LM <>GMNRR @>G>K: BERMBHABGM>KAMP> A:O>: IN>LMBHEK M><AGBL€B>GMBE@B<
<i=>FB<K>L>:K<R> <:GLMBEEKVEVNABGM>KMBINPA>KP> OBLBMG@>2 > PBEEBBL<NLI?>P=B?2>K>GM
IE:<>L PA>K> RHN <:G I>K?HKF K>L>:K<A BG<EN=BG@ "HH@ES=RHRENGBAEKL BMR EB;K:KR P>;LBM>

GooglandGoogle Scholar

[A> =>?7:NBEML> K<BMHKHLMMN=>GMGAE> "HH@QE*HH@E:G;> | @K>IW:KMBS@?HK O:KB>MR
H?K>L> K<AHN<:GNL>'HH@BAIBGE>PLKMB<ESE HMAHHINE:KLHNK<EN<AL F:@:SBGKMB<ESE
;EH@HLMUHN<:GNL>HH@B%HBL<HM¥RPHK=EM>KG:MBBEFLG=K>E>O:BM?>LLBHG:BKH?BIG=
GHG IKH?BMBG>LG=HIQ:GBS:MBAGSIFHLNBFIHKM: GI¥B GI#>F>F;>K;HNMNLBG @H@ EBIMA: M>: K<A
K>LNEMEHIQ :GBS3R IHINE:KBMEFHMR :<<NK:<RNKMA>K<:NL>"HH@ENLMHFB&>IK<A>LNENE=

HG NLYK L>:K<ABLMHKRK<ASBEK?HKF>R =B?2>K>GMIESHKHG=B2>K>GIHPL>KER IKHOBEEB@AMER
=B?>K>GM K>LNEML

IHK F:GR M><AGB<{:E8>GMB@B<_<AHE:KKHRIIB<IHH@EPBEEHNKHOB=3<>LLMHMAXIKHIKB:M>G=
G><>LL:HRRI>H?LHNK<>G= BG?HKF:MBHB@ExAHE:KAHP>0O>K>.K<ASHGER:=>FB<:G= L<B>GMB?B<
CHNKG:HHDLI:M>GMIG= @HO>KGF>@E>@:#H<NF>GMRABLF>:GLMAK>LNEMIEE FHK>M><AGB<:E
:G= L<AHE:KER MA>K>?HKK>IIKHIKB:M2HKEN<AH?MAK>L>. KKRHNPBEE >QI><M>MH>K?HKH :
LMN=>EFWN @ AHH@ Ex<AHE:®PBEEAHP:<:=>FB<:G= M><AGBK:H.NEMA:MH>LGHWM>:G MA:RHNPBEE
A:0><<>LIMHMMAZNEE MSINF>GMIGR HAMABHNK<MA:NM>.K HG'HH@Ex=AHE:KK>?KHFE:M:;:L>L
IN;EBLA>KIKEB;K:KBPAB<A>:GLMA:MA>KR>H?M>SABGERP:EEIHK:LLPHK= IKHM><HGE:GR <:L>L
MABL F>:GL RHN PBEE A:0> MH MNKG MH : NGBO>KLBMR HK HMA>K EB;K:KR ?HK :<<>LL

University Libraries

'B;KIKRKSLHNKEN<AL =:M:;:L>L I>>KK>0B>PEHNKG:H=;HHDLK>@>G>K: FRRLM>M?HK<<NK:M& =
FHKSM><AGBBRE&HKF:MBHEH@B>:K<AB@ AB>EBEEBHGE FBEEBHHGEK>LNE®E: "HH@Ex=AHE:K
L>:K<A:R RB>BA>GIKANG=K>HEMAHNL:G¥K>LNEMNM EB;K:HR:K<RBE®>G>K:EERG HGER<HNIE>
MAHNL:GANG=K>HK-0>GHS>GILK>LNEAMN-:R MABGBLGP>P>K>LNEME MABGE>LGMIA:N>:G
EBFBMBB&ILLB;BEBRHBAAKKHC><MAZ INB<ESLP>KIK>R>L?>P>K>SLNEMIGL ?>P>KIMBH@HRHNK
IKHC><M ;NM GH MABL =H>L GHM F>.G NLBG@ MA> EB;K:KR EBFBML MA> IHLLB;BEBMB>L ?HK : IKHC>

*O>K:EEB;K: KR LHNK <k FHK>MB @ AWM K HEESO >MMXGRHGx<: G <K>:M>EH@IKP>;LBMS=|HLM
BG?HKF:MBE®@ :K=EPPMA><<NK:<RIKNL>?NEGHPMABG?HKF:MBB{&: KRK>LHNK<BxHGMK:AND>
@>G>K: BEROFAKHNGB & HKIMKNE >LL>G=K>OBLBHEHKIN; EB<:MBHHE>Q:FIE>:<:=>FB<G=L<B>GMB?B<
CHNKGAED> K>OBHRLMBCGE:<>XPA>MA>K>>KK>0OBRH<>ILHKG >=BMHKB:E=X;HMA>:MNK&>EL
HA>HIESPBMAQI>KMBIGHAK>: L NG=>KHGLB=>K: MBHEBLASKIKHHDLELH>:MNK=BMHKB:E=LPAH
=>M>KFB@ANL>?NEGAEt . <<NK:<RI?BG?HKF:MBPGHNKLMABIH>IGH®A>:G MA:MO>KR>KK>0B>P>=
CHNK&MB+HHKHHDBL :<<NK:M&=NL>?NEHMAMBFB:L>LLMBEBLME=F.GR<HFFHGER<>IM>=
?:<MkA:G@HO>KMBFBBMAHKK>L>:K<B=:G:ERLBIO>K:ERAKH<>LPHKIA>IMRI>HIN;EB<:MBIKGINBK>


https://www.google.com
https://scholar.google.com
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MA:EMNEMBIBHIEXK>:=G=<HFF>GMGVAPHKDKHOB=BG®#><A><DIG=;:E:G<>IMA:M>GHM>L>GMK
@>G>K:E BGM>KG>M LHNK<>L

So what are common types of library sources?

U :M:;:L>L =:M:;:L>L :K> LI><B:EBS>= L>:K<A L>KOB<> MA:M IKHOB=> :<<>LL MH LHNK<>L LN<A :L :<:=>
L<B>GMB?B< CHNKG:EL G>PLI:I>KL :G=F.@:SBG>L G >Q:FIE>H?: =:M:;:L> PHNE= ;> <:=>FB< .>:K<
HFIE>M>

U %HNKG:EL CHNKG:EL :K> LI><B:EBS>= IN;EB<:MBHGL ?H<NL>= HG :G H?M>G G:KKHP MHIB< HK ?B:

HFINM>KL HFIHLBMBHG BL K>8iB>P>= CHNKG:E ?H<NL>= HG MA> BGM>KL><MBHG H? <HFINM>K

M><AGHEHI@RHFIHLBMBHG B > PKBMBG@ <E:LLKHHFL GHMA>K >Q:FIE> BL MA> %HNKG:E H? E
BHF>=B<:E .<B>G<>

U HHDL :ELH <:EE>= FHGH@K:IAL ;HHDL @>G>K:EER <HO>K MHIB<L BG FHK> =>IMA MA:G <:G ;> =HC(
‘KMB<E> .HF>MBF>L ;HHDL PBEE <HGM:BG <HGMKB;NMBHGL ?KHF FNEMBIE> :NMAHKL PBMA >:</
L>1:K:M>ER

U 1:KBHNL F>=B: =>I>G=BG@ HG MRHEBIRKRO> :<<>LL MH : K:G@> H? F>=B: BG<EN=BG@ =H<NF>C
OB=>HL :N=BH K><HK=BG@L :G=FHK> .HFZ>KB;KIKBHBB®@ F>=B: MA:M RHN <:G P:M<A =BK><MER
EB;K:KR P>;LBM> PBMAHNM A:OBG@ MH =HPGEH:=:GR ?BE>L

How do | perform a search?

S>> K<BIGHMEBGAKH<>LE>L>:K<AK>INBK>L<D :G=?HKMMP>>GHNK<RHNB=>:.G=:G:ERLBG=
MA> KA>MHKB<:E LBMN:MBHG ?HK RHNK K>L>:K<A

[A> K>L>:K4KH<>LBL ;BMEBDS >R>>Q:F /A> =H<MHWKD>L : ;>LM@N>12HKWAFHLMIIKHIKB:ME>GL
LMK>G@B4HAMA>GCNLMAE>GLAIKHRVMASKHF>MBF>MA2BKENMBHEEMA>LMG= FHLMIIKHIKB:M>
LHF>MBFBM:D>1?>PMKBRBMA>O>K-AB?>K>GIMIBHGRHK2BG=B&&> LMHG2HRHNG=RHNKBMN:MBHG

*G<>RHN-><B=HG @>G>KvEEHIBRHNPBEG>>MH>M>KFBB>RPHKMA:RHN:GNL>MH.>:K<AB?>K>GM
K>LHNK<>L

Exercises

'>ML L:R RHNK>:=:G :KMB<EENMAHP ?HNKQB<:GBFFB@K:GGHEMA>BK>:| KH;HM:M($/ BG
KH;HMB<HFI>MBMBEGSGHPRHNK>BGM>K>B@AAMHIBd?BFFB@K:MEHG/ ( >=N<:MBH&
>FIEHRF>GM ?M>K K>:=BG@ MA> :KMB<E> RHN =><B=> HG LHF> M>KFL

U $EE>@:E :EB>GL

U #BLI:GB<L

U./(

U =N<:MBHG



http://www.wired.com/2014/12/4-mexican-immigrant-kids-cheap-robot-beat-mit/
http://www.wired.com/2014/12/4-mexican-immigrant-kids-cheap-robot-beat-mit/
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U FIEHRF>GM

$SMBLBFIHKM:GMA:O>: PB=>K:G@M?D>RPHK=k<:NL>GHMEEM>KFRPBEE>LNBKAVIA::F> BG?HKF:MBHG
>O>EHIBG@BIHMD>RPHK=tG;> :B=>5R : INB<KIHH@HE>:K<A "HH@HBE>:K<A:R K>O>EHK>H?B<B:E
E:G@N: @BBM>KFLKH:=>KIKG: KKHPMEKFIG= <HG<>IMIKK>E:MM>KFIG=<HG<>IMIHN<:G :ELH.>:K<A
?HKIAM>KF LRGHGRA?BGHEMAPKIK=RHNFB@ AN > &>>| BEBG= LRGHGRE:K<RBEEHFHKDHKEE

M>KFL 'HK M><AGB<:E :G= L<B>GMB?B< MHIB<L MAHN@A "HH@E> F:R GHM ;> : EHM H? A>EIl ?HK ?BG

4HN<:GNL> <HNIE=B2>K>GM B : KKHRHNK>:K<ALBGE@NHM:MBH® L: KHNGMPHHKFHK>PHK=L
F>GLMAE> K<AK>LNENBEEHGM: BB HIPHK=HGEBRMA:M><B?BK=>KIK>Q:FIE>;:.L>= HGMA>Q>K<BL>
;HO> : L>:K<ARHKBEE>®BE>GPHNEHGEIRHOBKs LNEMI>KMA>IBHK=LII>:K BGBJIABIQ:<MK=>RBMA
GHPHK=[>MP>>GIA>F L>:K<AHBEE>@BE>GREBMAHMANHM:MBH®LPBHEHE:K<AHK BEE>@BE>GLZ
;NM :ELH :GR LHNK<>L MA:M A:O> MA> PHK= BEE>@:E :G= :EB>G :GRPA>K> BG MA> M>QM



Writing about Research

>M>KFBGBG/# IB&=?BG=B& >0 ISNLHNK 4EHGERA> @ BGGRB@B BN1AK>L> K4KRH<>LEG<>RHN
EH<NEHNK<RHN<MN:EBFRO>SMIK>:=MA>EG==>M>KFB&PNL>?NG=K>E>O:BAM-K>?HIRHNKKMB<NE:K
K>L>:K<A <HGM>QM

Understanding and Documenting the Information

->F>F;>K HNKIPG>MAH(>EBHG:KMHGVAIN:EBMRMAEL><HG=:K&L>:K4AINK<P> NL>/A:M BLMA>
LHNK<#> NL><:G >BMA=K HK=>MK:ZMHHNKIO>K:EE>=B;BEBMK>?HKK>OB>PBEE&<>LLBGE>-
=H<NF>GMBGE@HKF:MBHEBGM>@KNH MAK>L > K4KH<>LL>EHP P> =BL<NLIO:KB>MRMK:M>@!BkL
>P><MBO>ER NG=>KIGEGFRBGIE>GMBG@ LHNK<>L

Skimming

.DBFFBGBIMAKH<>LHXK>:=BA®BR:KMIH? M>@EK=>KKD >3 HO>KOBHPG :NMAMKK@NF>GEE
F:BGB=>:/A>K>K>F:GR=B?>K>GNMAH=-AHKDBFFBGIBRHNPBEA O>MiH>M>KFBGB<RHKDI>LMHK
RHN :G= RHNK [: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 L

Introduction: IKHOB=>L MA> F:BG B=>: MA>LBL :L P>EE :L HO>KOBNMXNZNMESM>QM\

Body: IKHOB=>L <E:BRENK>GML >0OB=>G<> LNIIHKM :G=LH HG MH LNIIHKM MA>LBL
Conclusion: IKHOB=*HGG><MBIBEIR >KHGM>QWMNI@ @>BMEB<:MBHAE IJN>LMBHGE K>OBINAS
F:BG B=>:L

$=>EERAF:BGB=>:IPBEE IK>L>GMB&IABGMKH=N<MBHE:MHBG>M:BEIAH=R :G=K>0B>PB&
MA=HG<ENLBN&MAKGRLHNK<PBEEHGM:B&=BG@K_N;A>=BCG@H QD :GBEBCME=>Q:FIE>L:G=
P>EE PKBMKXEZK:IAL@>G>K:BER<E>:KIHIB<>GM>G+HL >GM>GMA:MHOB+#4AF:BGB=>: L=BL<NLL>=
BAIARK: @K:IA EEHMA>LEI><MPBEEERHN.DBPPABE=>0O>EHIBAG@GLHMAKQ@NF>CBF-F:BGB=>:L

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

->:= MA> BGMKH=N<MBHG MABL <HNE=;>: ?>P :K:@QK: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
: <HNIE>

45
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2A>G>0>K RHN L>>: G>P A>:=BG@ ;> LNK> MH K>:=:M E>:LM MA> ?BKLM ?>P L>GM>G<>L NG=>K
MA> ?BG:E ?>P L>GM>G<>L H? MA> L><MBHG

->:= MA> <HG<ENLBHG

Example Skimming a Book

2A>GP>>G<HNGMMEQMK ?BKMBFBM\ @HHE=>MHDBMAKHN@H>BP> G>>MIM:D> ?NKMA>K
EHHIVBBGINK>L>:K<AG> F>MAH2HEKHBGA@ABILK>?>KKE. MABKLMGM>GA><AGBINPAB<A
>GM:BEL=BA@BGMKH=N<MBPEKLNMGM>G+> <Al:K:@K:IA :G= MAHG<ENLBAEL:IIKH:<A
<:G ;> NL>?NE ?HK M:DBG@ GHM>L :G= <K>:MBG@ LNFF:KB>L H? LHNK<>L

LEB@ARMERBG =>IMAKH:<A <:G =>>|>GRHNKIG=>KLM:G3BB@ANM>QM= A>EIRHNB=>GMB?1R
I:KMB<NE:K L><MBHGL HK >0>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>MAF
?K:F>PHKD ?HK MA> ;HHD
U .<:G MA> GHM>L :M MA> >G= H? <A:IM>KL MH ;>MM>K N@=KKLMSEAMA> :NMAHK
U .<.G MA>BG=>Q MH L>> B? MA> ;HHD <HO>KL MA> BG?HKF:MBHG RHN G>>=

U ->:= MA> BGMKH=N<MHKR [:K:@K:IAL ?HK ¥ABL<AGM>IEl RHN ;>MM>K NG=>KLM:G= MA> LMKN<M
:G=:KONF>GML H? MA> ;HHD

Taking Notes

/ - DBG@HMABL <>GMKHFIHG>GNPMAK>L>KIKH<>LI2ABE>RHN.DBRAVA>KMB<BEXE<HKBFIHKM:GM
BG?HKF:MBH&@B GG BB@W ; EB<:MBBIG?HKF:MBN(EB<: MBBEZHKF:MBH®B=>IL>GLHMAKA>MHKB<:E
LBMN:MBHBIAYXHNK<EN<AL BGM>G=N=B>G<sS= <HGM>QM RHN>G<HNGNM=HQBOERHNK>L>:K<A
<HGLB=-BM{HEBARHNKHC>®M:DSHMFEMAN; EB<:MBB{&?HKF: MBHEHM>=><HK=BG/AN;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>

4HNF:R MABGIA:MLAHNBK><HREKHMMABHNK<BEIMAMA: 1AM EB<: MBBEZHKF:MBARS@H:BK>L>:K<A
GHMALIMHA>EIRHNK>F>F; >KBG?HKF: MEHGNB<DER>LIBFIHKM:GMM:BEIHNLAHNBE2KBMHP GMA>
?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 =>I1>G=BG@ HG MA> LHNK<>
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4HNF:R P:GMMHPKBM:HPGMAMA>LBHBGMIG= <E:BFL>Q:<MERMA>RI>:K BGVA:HNK<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 Words

?M>:DBA@AMBFMH.DBEG= M:DX5HM>RHN.AHNEELHNMMAXNMAMKMA>LEL= B=>:IBGMRMHNKPG
PHK=UABL>GLNKMA:RHNVIKNER=>KLMNAEHNK<&= MAXNMAHKHBGMA>K>K>MPHF:.CHK:RL MH
JIKH:<A MABL IKH<>LL LNFF:KR :G= :K:IAK:L>

Summary

.NFF:KB>LK><HG=>GLO=KLBH{=M A KB @ RERK<BRHNKPGEHK=LNFF:KB>?H<NHGVIAF:BGB=>:L
:NMEHGHMHIR:GRH?MAHKB @ BEEHDN: @> :@>;HHDHK  AHNKHOB=HNE> LNFF.:KBS>BG
L>GM>GSsmmaries do not contain the same level of detail as the original saet

ExampleSummary

IA> ?HEEHPBG@ M>QM =>FHGLMK:M>L : LNFF:KR H? :G HKB@BG:E |.LL:@>
Original Text

Y'>:= <G>GM=KBGDBA® RA>CE >KOBBI>LMA:MHGM:BS:=<HKKH=t|><B:EPR>KMAP:M>K
A:LAB@AB=BMREHFFBG>KEGCMMNAMHKKHABL>L:G=?BQMNKsLFHLMHFFHAGKH;E>BIPBMA
JKILLHKKAKHF> [E:MAELL?:N<>NIG=?BQMNRBUE>: 1 HE=>KKHPPAB<AB@ GB?BRHBING ML E>: =
<:G >GM>K BGMH MA&:IBPNBKER AHM P:M>K

Summary

2 M>e<HF>L<KHGM:FBG:NRE>:=PA>E>:4BI>L LHE=S{I>KM:BIRI>H??BQMNESR K: =%65=AHM
P:M>K <:G BG<K>:L> MA> :FHNGM E>:= K>E>:L>=

GOBKHGF>GMHIMM><MBHG<R :LB< BG?HKF:MBHGVE>:-BGKBGDBGA®k>MKB>CHF
AMMIL PPR: @HO @KHNG= FaM=KBGDBG@ P:M>K ;:LB< BG?HKF:MBHG :;HNM E>:= =KBGPBG@ P:M

Paraphrase

.BFBE:KEEK:IAK:L>L :K> K>LM:M>F>BRIHNK<G:M>KB:BGRHNKIPG PHK=L;NMMA=BZ>K>GBLMA:M
:KIAK: L>LM>G¥ k> <EHLBKE>G @AM KB @ BGIRK <Baraphraseshave the samelevel of detail asthe
original. ->F>F;>K MAHN@ARHNHIR?KHRMMAHKB@B®@EGIPHHKVMAKPHK=BG KHPRHNFNLNKHOB=>
JNHM:MBHG F:KDL :KHNG= MAHL> PHK=L

Example: Paraphrase

Original
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Y'>:= <G>GM=KBGDBA® RA>CE_ >KOBBI>LMA:NHGM:BS:=<HKKH=t|><B:EPR>KMAP:M>K
A:LAB@AB=BMREHFFBG>KHGCMMNAMHKKHABL>L:G=?BQMNKsLFHLMHFFHAGKH;E>BIPBMA
JKILLHKKAKHF> [E:MAGLL?:N<>NIG=?BQMNRBUE>: 1 HE=>KKHPPAB<AB@ GB?BRHBINGE ML E>: =
<:G >GM>K BGMH MA&:IPNBKER AHM P:M>K

Paraphrase

2 M>Ie<HF>L<HGM:FBG:MR-E>:=PA>CE>:=BI>LHKE> L HE==k @K:=>EKM:BMRI>H??BQMNK>L
LN<AL MAHUE:M>PBMAAKHF>G=;K:LL :L P>EE AHNW:M>K<B=BR:M>KG=P:M>®BMEHP>K
:FHNGML H? FBG>K:EL <:G F:D> E>:= <HGM:FBG:MBHG LB@GB?B<:GMER PHKL>

->@:K=E>HPA>SMARKNAHHLIMEBK><MERMBNFF:KBSHHK:K:IAK:L>: LHNK<RHNnust =H<NF>GHA>
LHNK€:M>KB:Eailur eto do sois plagiarism :G=<:GE>:=MHEE>@:MB#SI=>FB<HKPHKDIE:<>BLAHG>LMR

Annotated Bibliographies*

GGHM:MB;EBH@K:IAB>L <HFFHA.M>BGIAK>L > K4KH<>LIGGHM:M;BsEBH@K:IAB>:QIEHK:MBEKR
G:MNK>XMA>EPKBMH@ :GBSA>BIAHN @QSMLHNK<HNM MHIB&=A>EPKBM=M>KFBG:BK><MBHG
?HRMASBKL>:K<A&I>G=BG@GVIA<:=>FB<=BL<BIEBNKIHL>:G=BGLMKNKMRAKK>G#MAELMREHGM>GM
:G=>0>BIAG:F> H?GGHM:MBHGO : KRABL=H<NF>@W ;:LB<HO>KOBEHIE>:L<HG?BKFM:BHPRHNK
:GGHM:M>= ;B;EBH@K:IAR PBMA RHNK BGLMKN<MHK

Purposes of an annotated bibliography

For you: NKBG®&AK>L>:K<G=PKBMBE&KEE>LIMA>GGHM:MB:EBH@K:IAREIIRHNMAK>L>: K<ABR>|
MK:<BMA=A:G@BK@>0: G4 HNK<#LRHN>O>EHRHNB=>:L$NELHA\>EIIRHNL:O>MBFR ?H<NLBGB®
> <ANMAMKLL>GMB:E:LPAB<A>EIRHNF:D> <HGG><MBH@E>>CHNK<>IG=BM:GA>ERHN>@BMA>
IKH<>LL H? <HFIHLBG@ RHNK IKHC><M

For others: NKBG®AK>L>K4KH<>LLGGHM:MBEBH@K:IAELEA>EILAHPRHNRGLMKNMMHREHNK>
<HGLNEMBG@>G>K:MB&H@E>O:GMNK<xG= FHK>BFIHKM:GMERRHNNG=>KLMNAEB@GB?BHG<>
:G=K>E:MBHGEMR>>BHNKHNK<3A>G RHN.>>DLLBLM:GHHRHNEB;K:KB:GGHM:MB:EBH@K:IAB>L
‘ELFA>EIMAEB;K:KBE&ENBRHNMHP:KMA>LMO:BE:;EEHNK<3BG:EEREGHM:MB;EBH@K:IAB>EIRHNK
PKBMBG@ <HGLNEM:GM MNMHK PHKDB¥B#&RER AIGKBGIA>@K: MBBG: LEBEMHARKINK PKBMBG@

What is an annotation?

">G>K:EER :GGHM:MBH®B=>LNFF:KRHMAB:CHIB=>:IBG LHNK<N<AL MABHNKLNMASLBH@NF>GM
:G=F:CHK.NIIHKMBE&®:BEG >O:EN:MBHBIAB=>:L.G=IHBGNBIGWAEHNK<%=: L>GLH?AHPMAEHNK<>
<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 @BG=&EM H? MA> LHNK<> :G=PA:M BL MA> @>G>K:E INKIHL> H? MA> LHNK<:
U 2AH BL MA> :NMAHK :G= PA:M :K> ABL A>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 AH
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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? MANK>GM HK :G:ERLBL :K> :KMB<NE:KER I>KLN:LBO> PA:M I:KML :K> GHM :G= PAR

U 2A:M MRI>L H? KA>SMHKB<:E :lI>:EL >MAHL |:MAHEHL BAB®NMAHK NL> BG MA> =>0O>EHIF>GM =>IEHR
:G= LNIIHKM H? MA>BK B=>:L

U #HP BL MABL LHNK<> NL>?NE HK GHM NL>?NE MH RHNK IKHC><M #HP =H>@BIA>GMITRHN :=0:G<>
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

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<
LMRE> IK>?>KK>= ;R RHNK BGLMKN<MHK

[A> L><HG= |:KM H? >O>KR >GMKR BL :G :GGHM:MBHG HK =>L<KBIMBHG H? MA> LHNK<> GGHM:
E>G@MA =>I1>G=BG@ HG MA> INKIHL>L H? MA> :GGHMO/:=K ERIRBH G KHNRMBHG PBEE <HGM:BG
LHF> BG?HKF:MBHG :;HNM MAxKSHABGIMB:EL :NVPAHBEBIAR= ;R : ;KB>? LNFF:KR H? MA> LHNK<>
M:DBG@ BGMH <HGLB=>K:MBHG MAXLNGB>KBGEWAG+HMA> MA>LBL LM:M>F>GM LL>LLF>GML H?
LHNK<> <:G :II>:K :GRPA>K> ;NM BM BL <HFFHGER ?>:MNK>=:M MA> >G=H? MA> :GGHM:MBHG HC
RHN ?HNG= MBNEKSGM HK :G:ERLBL I>KLN:LBO> PA>MA>K MABL LHNK<> BL MHNRERNVELRHN :G=P
BG<EN=>:GR K>E>0:GM EBGDL MH HMA>K LHNK<>L

Sample, AR style:
/B>G G=IN / [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@BP:G>Lt<AHE:KIB>G5=IN ?H<NHG :BP:G>LxHEE>@N=>GMB @ GB?B<kKB3MH(
H?MAXKMB<BEI>KMBGMEMO . <HGM>@EHULNANMAHKDGHPE>=@4&: FHLMBL<NLLBHG
MA¥=B@ BIBEB=-BB<HKK>kBARB?BAMABLLN$M><AGHEH@8<E L : K>LNEM>EBL<NLL
PA:MMA>R:EBMAMAK=BF>GLBHGMA=B @BNWBOB=><>LL NL>G=DGHPE>=@5= LDBEEL
 JABLK><H@ GEBZ:M_>0>KHIVAXKINK<BIGR ;B;EBH@K:IAR>MHN<ARIHG :<<>LL
=H>LGHM>:G NL>GHKH>BW>:G DGHPE>=@k DBERE:?><MBONER-B@BM3<AGHEH@B]
S><HG=MA>RQIE:BEBA:MGR <HNGMKBAS. :G=/:BP:GBG<EN===|>G=NIHG>=N<:MBHG
. EEE>O>EHHF;:MMA=B@BNMDBB=> |A> BLLNBLMA:MA>KEK>=>?B<B>GEBMABEN<:MBHG|E
LRLM>ARAB<A HF>MBFHAHKIMHK>BG?HKs=BOB=3K>:=BBQJE:<>' / B>GG=IN <E:BF
AHP>0O>KIA:M=N<:MBH&:HEM>QMEMAFHLMHLLB;BEBMRHF;:MBG@\=B @B¥BOB=> 1
[ B>@5=IN <E:BAMA:¥FH@K:IABS=LH<BH ><HGHRBXQ@KHNG= GH.B@GB?BGCGEN>8&>
:<<NK:M>ER=B<MBEBNM>ML>" PAB<AHGMK:PBMAE:BFHHMAKINK<bN<AL & BKME>R
#HP>0>K@>G=>B= F:.CHK=B=II>:K MH\:0>:G BG?EN>B&<HFINM>KL>/ B>GG=!N GHM>
?HKQ:FIE> MA:RFF:EX MN=>GMIG=2#4>0OHMHK*?H<NL><HFINMMBFBG<:=>FB< K>E:M>
PHKD *O>K:EMAZBKIAME H?MAKMB<EA: N>:DL=HPGVIA=B?>K>GBF>GLBH&EMA=B@BM|E
=BOB=> BL MA> FHLM NL>?NE ?HK FR IKHC><M

\" K4

V

L
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JABL>LM::EBLA#ASNMAHKBIARANMAHKE= >O:EN:MMA: HNK4NL>?NEGBAG F>KB<:G
<HGM>QM

:; LM;EBLA>SL MAXQNIF>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:
; < = > .I><B?B< LNIIHKMBG@ =>M:BEL
LM:;EBLA>L <HGG><MBHG MH HMA>K LHNK<>L BG ;B;EBH@K:IAR
LM:;;EBLA>L NL>?NEG>LL ?HK LI><B?B< IKHC><M

IABL <HGM>E6MWM>=?KHFE A:G=HN&K>:M>R MA>GM>RHWA>MN=RG=/ >:<ABGKP2 KBMBMGD
FIA:LBL <HEHK :==>=:G= L:FIE> FH=B?B>="MHKFHM

Research Conversations

S>> K<BLHNMG=>KLM:GABG>O:BEBEBRGBHAH@NF>GMI<MLG==>M:BEHNM @BOMHIBFABL
K>JINBKEE:=BGRA:MHMA>KRLO>:EK>:=R.:B=:G= IN;EBLA>;HNM MHIBR > <:G NG=>KLM1BABL MA>
<HGO>KL:MBHGEMAMHIB¥HKFHLNWHIB<G=BLLN>UA>KG;> FNEMBKEH#GO>KL:MBHAI@KHNGB&
LI><B?BHGM>NEMNK=?B>EH1 MN=R>MHKB<&8:GG>M¥KD> <EEMABIA¥|:KEHKHGO>KL:MBHG Z

AHN<HF> E:M>2A>G RHNKKBOMMA>KLO>EHG@®><>=>RHN:G= MASEK>>GC@:@BEG A>M>=
=BL<NLLBHBL<NLLBH®>.M>2HKA>SMHENL> :G=M>REN-Q.<MBPR:MBML;HNMV 4HNEBLM2HK
: PABENGMBHEN><BIMA:RHM:O><:N @ AKAM>GHRMAXK@ NF>GMASBHNNMB&RHNK:K .HF>HG>
:GLP>KIRHNGLP>KABF :GHMAxKF>LMHRHNE>?>GL:GHMAHB @GBFL>E@ :BGRWNV /A> AHNK
@KHAEMRHN-NLM>I:KM G= RHN-H=>]:KMPBMKA=BL<NLLBRMBBEE@HKHREKRI@K>LNKD>

I

$CHMARK=L>?HKRHN:G >?2><MBOXER>KLN: LBOSERVBGCGMEBR<HGO>KL:MBHE-NLNNG=>KLM:G=
:G=<HGLB=KVHMA>KIO>EK>:=R:B=*MA>KPBRHN:R LBFIEK>IEB<:MMA>K=>:L:LDJIN>LMBHHBL
K:BLBLLNMA:W:O>EK>:=R>->GK>LHEOBKHMA>KP BL<IMAPGHPE>=@= BG?HKF:MBHS->MHF:.D>
IKH=N<MBO> :G= I>KLN:LBO> <HGMKB;NMBHGL MH MA> MHIB<

<:=>FB< PKBMBG@NBHKKEL>GMBBEKHNK<XE=RHNB=>:>?><MBCMBR : =>KI<<HK=BQAWK:??:G=
BKD>GLM>BG :NMAHKPMA3HHDTheySay | Say MA2BKEE>F>@BVMAKH<>LBGOHEF>GM>KBG@
<HGO>KL:MBHNBB=>:LZ>MP>>&HNXMARKBM>KX: BHNKHNK<MHK>?E>RMNKKBMBAABGDB G B8Q
"K:??:G= BKD>GLMKB{®BM>FIE:M>LINB<IHH@HB>:K<ARHK/A>R:R $..R M>FIE:M>KBG@ILF:GR
>Q:FIE>L ?HKII® :GBSBGHMIR=>:IBA>E:MBYWBMAKS L> K<RHNKIA>LRINIIHKMBS@B=>G+HIHLBG@
>0B=>G<> :G= MA> <HG<ENLBHG H? RHN@NF=BMA>KL\ :K

4HN :K> EBD>ER :EK>:=R :P:K> H? MA> [YMA>R L:R $ L:RZ ?HKF:M <HFFHG O>KLBHG H? MABL BL
Y*G MA> HG> A:G= 99999999999999 *G MA> HMA>K A:G= 99999999999999 Z

2A>GM:EDBGHRIMK>L>:K<RHNFB @AM BBBMAHGNAMGA:G= ->L>:K<A>K <E:BFLV ZG=MA>G


https://cstw.osu.edu/writing-center/handouts/annotated-bibliography
https://books.google.com/books?id=9zuXtQtNbowC&printsec=frontcover&source=gbs_ge_summary_r&cad=0#v=onepage&q&f=false
https://books.google.com/books?id=9zuXtQtNbowC&printsec=frontcover&source=gbs_ge_summary_r&cad=0#v=onepage&q&f=false
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BGL>KMBIAMMAAKG=$:K@N>V ZK RHNF:R NL-MABHGLMKN<NWHBHEPHHNK<BGHGO>KL: MIBHHE >
BGL>KMBG@ RHNK B=>:L IHK >Q:FIE>

*G MABIGA:G=->L>:K<A>K <E:BFLV *GMABIMAAKG=->L>:K<A>K ‘K@N>LV NBE=BG@
HG ->L>:K<A>K 3 :G= ->L>:K<A$KHGM>G=V

2A:MBIFHLWBFIHKM:BM>F>F;>K;HNMBGM>@KHAHR S:E@<B=RHNKP G =>:BIMA:RHNFNLNKHOB=E>:K
:MMKB;NMEB$G: IBGIANM>QMMKB; NMBEIBMG ERHNMBM: MBHNBAE L H; HNMKHO B=B@&® MKXER = HNM
LHNK¥M>KB:6=BMHKB@BBE>MBF>MAMRL=>L <KB;>E BGMKH=NBG®IE:BGBG@LHF>MBFBNL
=>L<KB;>=:L L:G=PB<ABG@ : INHM:MBHG HK B=>: HK >Q:FIE>

<<HK=BO@BEL>:K<A>K YBG?HKF: MBHG<NIRRM2KHREHNK<>Z IA:MBL6>QIE:G:MBHG
CNLMB?B<:MBHG HK HMA>K >QIEB<:MBHG HG MA> JNHM>= F:M>KB:E8



Data Commentary

‘M: HFF>GM:KR

+ KNH?MAK>L>: K4KH<>LBG<EN+DBG@>GLH"MABG?HKF:MBH&®BG2HIRHNKL>G2 >LI><B:ERRK
HMA>KM: <HFF>GM:KRRMAKH<>LH?>QIE:BGBG@<HGM>QMN: ERSB®: M BAREL ><MBPEBEEBL<NLL

PA:M =:M: BL BG<EN=BG@?EKFSNBARI>L :G= PAR <HFF>GM:KR BL BFIHKM:GM ?HK NG=>KLM:G=BG@ =
2A:M BL :M:

2 KBEII@>=:M:<:G;> =>?BG>kE :GRBG?HKF:MEHG >K: M HE E><MAKHNBBANBHRH; L>KO:MBHEK
>Q:FIE> BGRHNKE:LLRHNFB @ AML>KOBG=BOB=REVMANKERVIK:B @&¥ ORA:BK*;L>KO:MBHGMA>L>
<M>@HKBALBKHFIKBLHGDBGH?>=:M: EM>KG:MBGHERB @AM LNKAHPO:KRBEED>HIX:K;HGG=
GBMKH@>SMAZ KHPMRAE: GMHHNMKN<MNK>E>:LNK>F>GMRE: GMHHKEIK>L>GEWMABR G 2=: M:

What are the Types of Data?

HMAH?MA>;HO> L<>G:KBBIGOHERAX®>G>K:MBRGM: BG?HKF:MBHSMH;L>KO:;EHKF>:LNK:;E>
IA>SGHF>GBAIAPHKE$GVIAE<>G:KBHO>PA>K>?2><MI<:K;HGG=GBMKH®>GLH<B:MPBMK:GML\
KHHMAKN<MMNMIPHNE=HGLBHR®F>:L NK>F>GMLH<B:MPBMIMAKHHMHK>Q:FIE> MAE>G @GHPKHHML
IKH=N<>R >:<AIE:GMHKMASNF;>KHILAHHMK\G<ABGEHPF:<AKHHK>MPB2>K>GMMH2IN:GMBM:MBO>
=:M: ,N:GMBM:MBRBINLN:EER?BGA=GNF>KBBE ?HKF:MBb & >K: MiHEE><MAKHN@ANK>F>GML
<HG=N<M>= ;R ANF:GL HK F>=B:M>= MAKHN@A =>0B<>L <HFINM>KL FB<KHL<HI>L L<:E>L >M<

EM>KG:MBOAHRG ?HKF:MBHEE><BSYAPBKEQ:FIE>XMA:MHIE>BG @BOXZKHM:O>=B?>K>@MBK
M>QMNIRHIG;> =>L<KB;>6= @KHNI3R <:M>@HKRRBIMP> NLN:EEFEEN:EBM:MBR>N:EBM:MBO#:
BL H;L>KO:;E> HK F>:LNK:;E> BG?HKF:MBHG MA:M BL GHM MRIB<:EER GNF>KB<:E BG G:MNK>
2 KBMBG@ :EBPBG@ :;;HNM :M: 2A:M <:G P> =H PBMA BM :G= PA:M LAHNE= P> =H PBMA BM

2ABEMA=BLMBG<MBAS>GIA>IMPHARI>H?=:M:<:G;> O:EN:;ESBMBFIHKM: GMK><H@ GBBMA>KE>
GHM:K=G=?:LNHNG=:KB=IMP>>BIAKMPHN:EBM:MBD=@ F>GMH?M*5> ;;HNMN:GMBM:MBD>G=
IJN:GMBM:MBO> CN=@F>GML <:G ;> NL>= MH F:GBINE:M> JN:EBM:MBO> =:M:
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Y EEIN:GMBM:MB@BL;:L>= NIHGIN:EBM:MB8R=@F>Gi@= :EEIN:EBM:MBOR<:G ;> =>L<KB;>6=
F:GBINE:M>= GNF>KBE<AHBRNI PPPH<B:EK>L>K<AF>MAH=L G>M D; =:M:MRI> IAl

2A:M =H>MABE>.G $MF>:GL MA:IRA>GP> <HEE>3WIGMBM:MBO>HNK=>:LNK>F>GM> ;:L>= HGHNK
JN:EBM:MBO=>@ F>GMNMPA:MBLBFIHKM:GMNEN:;EBG?HKF:MBH& .LNK>H BGMAKHHM):FIE>;;HO>
MAE:GNMKHHEA»G @HKEHFIE>QBMRIHM>GMBENK>MA:M>BELHF>MABGRMAHPMAKE .GM.L ;>>G
?27><M>=R MA®:KB:;E>k:K;HGG= GBMKH@>®>EFAKHN @AQIHLNK#HHMA*K B>GMBNMB&=B:PL BFBE:K
IA>GHF>GMAKHNRB<MA>R O>@:BG>0)I>KEN=@F>GNLA:K>=BL<BIEB®&RPE>=@GHEH @RIDAH_
<HF>MEQI><MA:MA>KBEE : K>E:MBHGRABY>>EGHHEAG @A <HFIE>QBMIR MA>LO:KB:;E>IABL
>Q:FIE>=>FHGLMK:MAIRA:MBIBFIHKM:GND:EN:;EMIF>:LNKBI=>M>KFB@= K>L>:K<A=KN>LMBHSM
:ELH ;R <NEMNK:E O:EN>L :G=;>EB>?7L PBMABG MBLMB{EBSK<ARCEE [ I0MAK<EEKMNK>

#HP IN:GMBM:MBOBL@>G>K:BSOHEQREBM: MBOG=Q@ F>GMLM>BG?EN>GR>E: IQ>KBL<BIEBGGR
<NEMNBCEN>G=LM:G=:K4G==BMBHBERLBIIN:GMBM: MBOELHBGOHEBSM>KIK>MGABQEE:G:MBHG
BG?EN>GRRA:MMABGM>KIK:BEUSK=RGHPLHNMMAMHIBRA:MLASP:GMMHN @ @PBMIMABG?HKF:MBHG
:G= ?HK PAHF LA> BL IK>L>GMBG@ MA> BG?HKF:MBHG

IHK>Q:FIE> MAK>L>: K<ARMN=RBW® ?><Mi?<:K;HGG= GBMKHEGIE:GNKHHWB @ AMIFIHL> |:I>K

?HK L<B>GMBPBK@VAN=B>G2HKABR><PHNE:> HMAKKL>.K<ABGM>K>B@E=GM<HEH@BVABL
:I>K MAK>L>: K<AHNE2ZH<NHGVIA=:M::G=K>LNEMLA:LBSBG@PO:KRBE&ED>HX:K;HGG=GBMKH@>G
=B?2>K>GNBEREN>E= S MKHHESG @18A LMKN<MNKANL> H?A>KN=B>G<HMA>KHEH@ BO#LUNKIHL>
<HFFNGB<:MBGE&>LNENAK>L>:K<ASH>LGG>>MEQIE:BMARB@GB?BHCASKBG=BEAIAL: F>

P:R LASPHNEB??HEKQ:FIE> LASP:L >QIE:BGBRGEK>LNEMMAIN;EBJA> L:F> LMN=RKBMN#B>.K BG
+HINE:K<B>G<PHNEG&>>MHEQIE:BBARBM:MM>KA: MK;HGG= GBMKH@BZSK>GBEREN>(EES MHHM
E>G @A LMKN<MMEK>L>: K<ABBR@ARHKQ:FIE> ARIHMA>LRB:MO>KNH2LRGMA>EBMKH@>G ;:L>=
?>KMBEB&S#®KB<NEMNGNMLN<AL <:KKHMHNB<>=N<I4ABEBSHIK=>GLBNIRMAZKHRB>E= <HGO>GMBHG.:E
?:KFBG®=B>G<HKG :N=B>GBGM>K>BE&MN_M:BG:EKFBGKEB @ AB?>K>GBERI>KIMABLE IK>L>GM:MBHG
HMAK>L>:K<#B?2>K>GWNRRMAB<B>GMBREBB: GK>: =BO@\B<B>GMBNB<EHO>K BEAR: F> K>L>:K<B=

=:M: /A> =BZ>K>GEBRAANKIHLPHIRAB<MAPKBVMBBGM>KIK>MBS @::G=AHPLASFNLM>IK>L>GM
PA:MBLMBLLN®BOMA=HGO>GMBHEGIQI><M: MBHBIA® >GKIPL<B>GMBEKMNBB<B>KLNHINE:KG>PL
<HO>K:@> H? L<B>GMB?B< K>L>:K<A

#HP +>KLN:LB¥BZ :M: $GM>KIK>MIGRHE: <M EMAMHNE> <HGO>GBA8AM:MILI>:D ?HBML>BPABL
BLK:K>EBR2>O>KHLLB;E*G> BG=BOB\HHDBGI®A=:M:F:D>L =B?2>K>GNMGLH BMA:GGHMA>EMAHN@A
MAKHN@KAN:LBHG==BL<NLLBEM:G<HF>MHDK>PA:MMA=:MF>:GL $GVIA2B>H2-GC@BG>>KIBBXEE

'L F:GRHMA®KB>GMEZBM><AGBRBEE=k<>IM:G<H?RHNE=>:L.G=BGM>KIK>M:MBHGE GHMGERG
RHNKI><AGBX$BEBMRX<HFB EBMWNA:>LMGLP>KIKLHENMBHGXGRHNKBEBNWRi>KLN: =+ HF>HG>
>ELMA:RHNRGM>KIK>MAUBEECBLMA>LMGLP>H. HENMBHGN<AM><AGBRHBMBGE&<HFFNGB<:MBHG
><HF>L OBVPER HGHMGERG=>KLM:GFBRABRIRHNDGHP> @PKBMBG&DIE:G:MBHRHNK>LNHEML
RHNNG=>KLMRZ=MB¥>.:GL ;NMELHMK:GLFBMMRGIGHPE>=I@HMA>KIGMEBEHPE>=B)>A:K>=NGMBE
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RHM:0>>?2><MBO=ERFNGB<:MPA:MRHNDGHRMMEGHMABKMAPAHLA: K>MAE:F> BGM>KIK>MNMBEAS
?:<ML HK =:M: PA:M RHN DQWR><EER <HNGM :L [DGHPBSt@&K\ 12



Using and Documenting Sources

*ABH.M:M3®GBO>KLBEWRKB>A:L <K>:M>MA>BIRG+K>LL HHIZhoosing& Using Souces PBMAQ<>EE>GM
BG?HKF:MBAHGAK>L>:K4RH<>LL A><DHNM:IM>K ?HIBG?HKF:MBB&D:EN:MBE@K<*E= A:IM>K
:G= AlIM>K HG NLBG@ :G=<BMBG@ LHNK<>L

JHM> L PBMMABIK>LL HHRHNPBEG>>MKEB<4DG>:<ABG=BOBiN&VBH® <A:IM>KIK>:=MA>GMBK>MR
H? : <A:IM>K
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https://osu.pb.unizin.org/choosingsources/chapter/thinking-about-sources/
https://osu.pb.unizin.org/choosingsources/chapter/ethical-use-and-citing-sources/
https://osu.pb.unizin.org/choosingsources/chapter/citation/
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