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Career Management
• Programs/Resources
▫ Web resources, job board, webinars, programs, career fairs, individual career advising (in-person and
remotely). Visit: go.osu.edu/alumnicareermanagement for more info.
• Career Changes
▫ Launching
▫ Transition
▫ Underemployment
▫ Unemployment
▫ Encore Career
• A Lifelong Process
▫ Assessment
▫ Exploration/Research
▫ Personal Branding
▫ Networking/Job Search
▫ Professional Development

Today’s
Agenda
Reflecting on the past – Setting
goals for the future
Refreshing your resume
Tightening up your LinkedIn
profile
Updating your elevator pitch
Q&A

Professional Reflection: Why we do it
Professional reflections are important for gauging your success over the
last year, and can be critical in helping you successfully move forward in
your career.
Reflection helps us to:
• Refine and adjust our professional efforts
• Identify and learn from mistakes we have made in the past
• Identify winning moments that were successful for us
• Plan and set goals for what comes next

Inventory your “Wins” from last year
• Review your calendar or journal of activities over the last year (if you
don’t keep one of these, social media or email can be used) – use it to
construct a timeline of wins from the year.
• Remember, a win doesn’t have to be a big goal. To identify smaller
wins ask yourself:
•
•
•
•

What did I learn?
What relationships did I form?
What mistakes did I recover from?
What constructive habits did I form/destructive habits did I break?

Create a list from these wins, and keep it for use later on.

Goal Setting: What do
you want this year?
• Define (or redefine) the big goal:
what do you want to achieve this
year?
• Break your big goal down into
smaller, measureable objectives
that can be accomplished on a
weekly or monthly basis
• Set up a system to track your
progress – use a planner, online
calendar, to-do list app, etc.
• Tell your “team” about your goals,
so that they can support you along
the way

Refreshing your Resume
Your resume should include:
1. - Header (name, phone number, email address, LinkedIn URL)
2. - Professional Summary
3. - Professional experiences
4. - Education, including relevant training and certifications
5. - Relevant community or professional association involvement

Additional considerations:
Use a clean, modern format
Stay away from dated fonts (like Times New Roman)
2 page maximum length, minimum 11 point font
No photos, and no references
Limit work history to the last 15 years
For sample resumes, visit our resources at:
https://www.osu.edu/alumni/services/careermanagement/resumes-and-cover-letters.html

Crafting a great Professional Summary:
• 4 – 6 bullet points, or 2-3 laser focused sentences, specific to each job
• Identify your top selling points – what are 3-4 things that define you as a professional and
are unique to you? (Tip: look back on that win list if you need ideas!)
• What critical issues can you identify from the job posting, and how can your skills solve
them?
• Bring out your career highlights and key strengths (years of experience, certifications, etc.)
Avoid putting the following in your professional summary:
• Microsoft Office
• Things that you’re good at, but hate doing (you’ll end up doing them if selected)
• Over-used adjectives or buzzwords (hardworking, motivated, etc.) – use action-oriented
words instead (advocates, interfaces, etc.)

Experienced Professional:
Architectural Project Coordinator with 15+ years of experience. Versatile, bilingual professional with management
experience ranging from small private projects to full scale multi-million dollar high profile corporate construction projects.
Ability to oversee and manage hundreds of individuals while ensuring timely completion of deadlines all while remaining on or
under budget.
New Grad/Young Alumnus:
Engineering graduate with leadership experience and academic training from The Ohio State University. Proven skills in project
management, organization and research with a background in office administration and program coordination. Able to provide
employers with administrative support and professional communication skills.
Career Changer:
Proven IT Specialist with experience in start-ups as well as established operations leveraging expertise in organization,
computer networking, and problem solving to provide exceptional user support and assistance in resolving conflict. Experience
includes managing sensitive materials and providing after-hours support for clients.

Updating your
LinkedIn profile

• Choose your best
(professional) photo
• Take the time to fully
complete your profile
• Customize your LinkedIn URL
• Write a short, but compelling
summary
• Customize your headline

Networking: The Value of LinkedIn
• Spend 15-20 minutes
connections online

per

day

interacting

with

• Invite potential allies to connect offline where possible to
conduct informational interviews
• Share, share, share! Post blogs that you’ve written,
articles you find interesting, etc. – share at least twice
weekly for maximum effectiveness
• Join (and engage in) groups that fit your interests and
career goals

The Elevator Pitch – Your 30-Second
Commercial
The elevator pitch is a clear, brief message that introduces you to
someone. It communicates:
• Who you are
• What you’re looking for
• How you can benefit a company or organization
It should be no longer than 25-30 seconds when spoken, or 80-90 words
when written.

Updating your Elevator
Pitch
Your pitch should include:
1. - An opening “hook” to grab attention and provoke questions
2. – An introduction that tells your name and describes what you
do (with enthusiasm)
3. – What kinds of positions/opportunities you are looking for
4. – The advantages of working with you
5. – A “call for action” – what kind of response do you want after
closing your speech (a business card, referral, etc.)

Additional considerations:
Be clear and honest
Talk about problems you’ve solved or solutions you can offer
Give a concrete example or tell a short anecdote to showcase
your uniqueness
Write it down, and practice in front of a mirror or in front of
others

Questions?

To access our online resources, visit: u.osu.edu/alumnicareermanagement (Coach’s Corner blog & podcast)
go.osu.edu/alumnicareermanagement (office website)

