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Career Office Services 
The Career Office of the New York College Educational Group operates in the frame of the  NYC support and 
services offered to its students and graduates. 
The Career Office supports students and graduates during their studies and after their graduation by: 
  
• Personal Advising on Job Related Issues & Career Management 
All students and graduates have access to multiple up-to-date resources and recruitment and selection 
specialists, who guide them in getting familiar with the current trends in the job market and assist them in 
achieving their professional goals. 
  
• CV, Cover Letter Writing & Interview Skills Guidance 
The Career Office provides personal and group seminars on how to create a winning CV and a Cover Letter. 
The appropriate CV constitutes the passport to the first interview for any candidate. Moreover, in order to 
be successful in an interview, the student must have extensive practical experience and be very much 
aware of interview techniques. As such, we deliver workshops and practical tips which assist students in 
developing their interview skills. 
  
• Work Related Seminars 
During the academic year the Career Office organizes special seminars for students and graduates. 
Specialists from various professional fields are present at these sessions in order to provide related 
information through their extensive experience. Students have the chance to raise questions and anxieties 
and get straight answers, guidance and support. 
  
• Annual Career Fair 
The most important event organized by the Career Office is the Annual Career Fair. Prestigious companies 
from Greece and Europe are represented at the Career Fair, aiming at interviewing NYC students & 
graduates and exploring employment opportunities. Statistics show that the majority of the students 
participating in the Career Fair actually get employed by the companies which interviewed them. 
  
• Links with Well Known Companies 
Networking is a sine qua non tool for any professional. The Career Office, in addition to the Career Fair, 
encourages and helps students to communicate with companies, organizations and freelance professionals, 
making use of an extensive network of links which we have developed either through direct (strategic 
partnerships) or indirect (employment of other NYC graduates) co-operations 

 

New York College Athens 

38 Amalias Ave., Syntagma, 105 58, TEL.: (0030) 210 3225961, FAX: (0030) 210 3233337 

E-MAIL: careeroffice@nyc.gr 

 

New York College Thessaloniki 

6 Katsimidi Str., Efklidis Area, 546 39, TEL.: (0030) 2310 889879, FAX: (0030) 2310 835211 

E-MAIL: careeroffice@nyc.gr 
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Tips for New Yorkers: 
  

Be open-minded about your subject choices. ALL fields of study and classes enhance your skills that will be valuable for your future 

career. 

  

Take advantage and “use” people in NYC who are willing to help you find fulfillment in your academics, hobbies, friendships and 

career!  

 

Achieving high grades is NOT what matters most! Employers are looking for experiences, volunteer positions, internships, part 

time work and hobbies!  

  

How to build a successful career 
The world has become so competitive and that’s why you need to do your best to secure your success.  
 

1. Set goals and prioritize  

Make a list of your daily priorities and plan your day. Set short-term and long-term goals. 

 

2. Stay focused 

Try to block out all distractions so that you have the time to focus on your tasks. You need to be present mentally and 

physically when at work. 

 

3. Broaden your skills 

Update often your knowledge and skills. Improve frequently your know-hows!  Go to seminars, workshops, conferences,  

read articles and books! 

 

4. Socialize 

Be open, meet new people, participate in social and corporate events. You will surely learn something new from every 

new person you meet … 

 

5. Know your “pros and cons” 

Be aware of your strengths and weaknesses. If you think you deserve a better position or promotion, go for it. 

 

6. Accept challenge 

Through challenge you will attain areas of your personality you have never knew before. Step away from your comfort 

zone and explore new things. Avoid settling in a routine and play it safe all the time. 'If you always do what you've always 

done, you'll only get what you've already got' 

 

7. Communicate 

Learn to communicate efficiently. Listen to what others have to say and focus on how to give and receive valuable 

feedback. Don’t forget to ask for help when you need it. 

 

8. Do not gossip and judge 

Avoid office gossip and work for the benefit of the company. 

 

9. Reward yourself often and relax 

You are responsible for your own happiness! Relax and do something different. Even take time off. This will enhance your 

Productivity during working days. 
 





CV / RESUME WRITING  

 

“Simple can be harder than complex: You have to work hard to get your 
thinking clean to make it simple. But it’s worth it in the end because once you 
get there, you can move mountains”. 

     Steve Jobs 

 



Top tips for a successful CV 
 Be brief 
• Keep it to one or two full pages (only academic CVs can be 

longer) 
• Use bullet points to present information concisely 
• Avoid too much context, unnecessary detail or material that will 

attenuate the impact of your most important messages 
Remember the intention 
• Your CV is to get you the interview or meeting, NOT the job 

itself – draw attention to what you have achieved so that the 
employer wants to learn more by meeting you. 

Target your CV 
• Target your CV to each position applied for – it should not be a 

list of everything that you have done. Make changes and stick to 
the point. 

Be evidence based 
• Provide evidence of your contribution  
• Focus on “actions taken” rather than “responsibilities” to 

present your skills 
• Use numbers and percentages to quantify your impact and give 

a sense of scale to your actions 
Be understandable 
• A well laid out CV is inviting to read and easy to scan quickly 
• Use simple language – avoid jargon, acronyms and technical 

details which may not be clearly understood. Unless you have to 
use it make sure you explain what it means.  

• CVs are mainly a record of what you have done, so all tasks and 
activities should be written in past tense 

 



Your questions: 
 • How long should my CV be? 

 No more than two sides. A one side CV is perfectly acceptable if you manage to fit everything  
• Do I always have to include references? 
 Not necessarily unless the employer has s asked for them. If you are running out of space, then you 

could include them on the covering letter or state that you are happy to supply references upon request.  
• Do I have to include all the jobs I have done, because sometimes employers are doubtful when they 

see long gaps in employment history? 
 Some employers are, but if you are a student this is unlikely. In any case you may wish to adopt a skills-

based approach in which you will concentrate on your relevant work experience only. You decide. 
• Should I include my nationality? 
 Generally yes. And certainly if you may not be Greek, you have to state that you have a permit to work 

in Greece. 
• Do I always need a covering letter? 
 Yes! This should be no more than 1 side of A4. Research shows that applicants who included a covering 

letter with their CV were 10% more likely to get a reply.  
• Who do I send it to? 
 60% of CVs are mailed to the wrong person. Applicants who addressed their application to the correct 

named person were 15% more likely to get a letter of acknowledgement and 5% more likely to get an 
interview. Something very important! You must have a name, and that name should be repeated on the 
cover letter. It is often wise to phone or email the organization to clarify the name of the person (with 
correct spelling of their name and title) before you send your CV. 

• What if I don't have any hobbies? 
 It is not hobbies which make your CV good or bad, but the way you present all the various and relevant 

aspects of your achievement and experience.  
• Could you tell me if my CV is okay/ acceptable? 
 You can have your CV checked by the NYC CAREER OFFICE. 
• All I've done is work in bars and restaurants. Employers will not like that are they? 
 Identify key transferable skills such as needing to be tactful when dealing with awkward customers or 

working under pressure, and emphasize these rather than simply saying you have worked in a bar and 
restaurant as a bartender or cashier. Avoid routine tasks - for example, if your job involved washing up 
or shelf filling, don't bother to mention these.  

• Should I include my age? 
 It depends on the job. You don't necessarily need to include your date of birth, but when you apply 

through NYC Career Office usually employers want to know your age. 
• What is the difference between an academic CV an the one I use to try and get a job? 
 One is trying to get you an interview for a job. The other is for obtaining a place on a course or getting 

funding for that place. An academic CV puts less emphasis on work experience, and more on subjects 
studied in your degree, and academic results, whereas the other one emphasizes on your related work 
experience. 

• Do I include my "salary expectations" on my CV? 
 You probably should not, unless asked to.  
• When emailing my CV, what format should I send it in? 
 Put your cover letter as the body of your email. PDF is the best as it guarantees that the CV will look the 

same, no matter what reader is used to view the document. It is always a good idea to email it back to 
yourself first to check how it appears! 
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COVER LETTER 

The cover letter should be emailed or submitted to an employer with your resume.  
The purpose is: 

  

• To present your skills  

• To sell yourself for the particular job you are applying  

• To identify your experience and education that is most directly relevant to that job.  

• Pass on your ability to communicate effectively in writing. 

• Show your interest in their organization. 

 

 



COVER LETTER FORMAT 
 Your Present Address  

City, Zip Code  
Date  
Name of Individual  
Job Title of Individual  
Company or Organization Name  
Street Address  
City 
 
 
Dear Mr./Ms./Dr.________________:  
 
The first paragraph should state the position you are seeking, indicate why you are 

writing, and tell how you learned of the position. State your top 2 - 4 selling points/ 
provide proof of your top selling points (education, experience, skills).  

 
The middle paragraphs should present additional information about your experience 

or personal characteristics in some detail. In other words, it contains stories or 
examples from your education, experiences and activities.  

Emphasize what you offer to the employer (not what the employer can do for you), 
related to the position you are seeking. You might provide specific examples of 
demonstrated skills and related experience. Highlight your job related skills, 
specialized training, course work, class projects, and significant accomplishments. 
Indicate resume is attached/ enclosed.  

 
The last paragraph should have a summary statement of your qualifications and 

interest and why you want to work for the particular employer. Include information 
such as your telephone number and email. Always thank the employer for 
consideration of your application.  

 
 
Sincerely,  
Full name typed  
Enclosure: Resume  

 



COVER LETTER SAMPLE 
38 Amalias Av. Syntagma 

Athens, 10558 

November 5, 2015  

  

Mr. Peter Georgiadis,  

General Manager  

……………… Hotel  

15 Michalakopoulou str.  

Athens, 16587 

  

Dear Mr. Georgiadis:  

While researching the hospitality industry in Athens, I learned of the ……………… Hotel.  

I am currently a student at the ……………….. majoring in ……………. I am very interested in 

exploring internship opportunities in international business where my bilingual Greek 

and English skills will be an asset in a full service hotel with an international clientele 

and staff.  

I have experience as a bilingual receptionist assisting clients from Greece n and many 

other countries. I am very comfortable interacting with people and have strong oral 

communication skills. Because of my earlier work experiences and extensive travel to 

Europe and English speaking countries, I am familiar with a wide range of cultures and 

adapt quickly to new environments. As a bilingual receptionist at the ……………….., I  

assumed multiple responsibilities.  

I look forward to talking with you. Please feel free to contact me by the phone number 

or email listed on my resume. Thank you for considering my application.  

 

Sincerely,  

E.P 

  

  



IDENTIFY YOUR STRENGTHS 
• Think carefully about some of the important experiences in your life and how 

you can utilize them to display your strengths. To express the best of yourself 
in life and work, you must identify and control your unique strengths. 

• By using your strengths you will be able to improve interpersonal 
relationships, build your career, increase your job satisfaction, and reduce 
stress in your job.  

 

4 Basic Steps…  

 
1. Accept yourself as having a unique kind of excellence that is always growing 

within you.  

2. Recognize that the elements of your excellence have been demonstrated 
from time to time throughout your life. These elements have most likely 
been demonstrated in experiences you identify as achievements: Good 
Experiences in which you did things well, you enjoyed doing them, and you 
are proud of what you did.  

3. By carefully identifying and studying your Good Experiences, you will find 
the pattern of skills and talents you have repeatedly used to make those 
experiences happen.  

4. Focus on using this pattern of skills and talents or strengths. They are the 
reliable elements of your special excellence. This pattern of strengths 
provides clues to the kinds of career activities that are likely to be part of 
your future achievements regardless of your job titles or job descriptions.  



Identify your good experiences: 

List 10 or more of your good life experiences that come to your mind . It doesn't matter 

when exactly they occurred, but rather what you did to make the good experiences occur. 

These experiences can come from any part of your life: school, jobs, personal relationships 

from your childhood until the today. 

 

Make a list of:  

• 1) Something you did well;   

• 2) Enjoyed doing and   

• 3) Feel proud of 

  

EXAMPLE  Helped a friend plan his Party 

EXAMPLE  Organized a group presentation or activity 

 

• ________________________________ 

• _____________________________ 

• _____________________________ 

• _____________________________ 

• _____________________________ 

• _____________________________ 

• _____________________________ 

• _____________________________ 

• _____________________________ 

• _____________________________ 

• _____________________________ 

• _____________________________ 



LIST OF STRENGTHS 

• Analyzing   • Instructing  • Artistic, Being  • Investigating  

• Budgeting  • Leading  • Calculating • Logical Thinking  

• Clarifying  • Managing • Collaborating  • Mechanical Ability  

• Communicating  • Memorizing • Competing  • Negotiating  

• Compiling   •Operating • Composing  • Organizing  

• Constructing • Performing • Coordinating • Persuading  

• Decision-Making • Physical Ability • Designing  

• Planning • Details, Handling • Problem Solving • Dexterity  

• Promoting • Empathizing • Relationship- Building  

• Encouraging • Researching • Evaluating • Risk-Taking  

• Expressive, Being • Selling • Facts, Using • Serving  

• Following Through • Strategizing • Guiding • Supervising  

• Handcrafting • Teamwork • Imagining • Troubleshooting  

• Innovating • Visualizing  

 



STRENGTHS REALITY TEST 

Select 5 strengths from the list above and give 3 examples  
For each one! 
  

  
STRENGTH: __________________  (X5) 
 
Examples:  
1. ______________ 
2. ______________ 
3. ______________ 
  

  

 

 

 

Remember!  
 

Include your strengths in your resume, LinkedIn and always talk about 

them in your interviews. 

 

When you are looking for employment the best opportunities will be the 

ones where the skills needed to do the job and your own strengths  

MATCH 100%! 

  

















CAREER FAIR 



My recent experience at the Career Fair of New York College left me very 

good impressions. Proper organize of the event, along with the right place 

to be and all this wrapped in kindness and warm smile are the success 

ingredients of the college career office, namely Mrs Avgoula and Arvaniti. 

This has enabled students - prospective candidates to learn about the labor 

market and companies to learn about and choose suitable candidates. 

Charalampos Kottis, Sales Consultant 
 

 

The advantages of Career days were plenty. First of all it is a privilege to be in a place with 24 
plus esteemed companies, that almost all of them want to work with you. At first it was a little 
bit scary I will say that, but the support from the Career office was over encouraging to keep 
going. 
The Career Office helped me a lot and guided me not only to complete my personal task  
(to have an interview with all the companies), but also to create a strong well written resume 
that I can provide to these companies.  
Really there are no words to describe the potentials that an individual will unlock in these two 
days.   
 
Fagogenis Konstantinos, 
NYC Student   



Attend and Succeed in our 
Annual Career Fair  
 
• Research the employers attending and be informed about 
    their organization and the types of positions they’re hiring for. 
  
• Prioritize the employers you want to talk with, arrive early, 
   and come prepared  
  
• Be yourself!—make an exceptional first impression and talk 
   confidently about your strengths and skills, and how you will 
   add value to that organization. 
  
• Briefly describe how your studies, activities, projects, strengths 
   and interests fit the position –make sure you do a lot of  
   practice. 
  
• Bring more general versions of your CV for companies (approx 
   10-15 copies)  
  
• Dress appropriately for an interview and act professionally  
  
• Make sure to follow up with a thank you email. 
 



INFORMATIONAL INTERVIEWING 

 

A great way to get your foot in the door of a company!  



Why?  
1. Can help confirm (or not) your interest in an occupation.  
2. Receive “insider” info that could help you get a job.  
3. Develop networking skills and contacts! 
  
Steps on how to do it: 
• Make primary contact 
• Ask for information… NOT a job! 
• Ask for an appointment 
• Do research for the company 
• Prepare your questions 
• Ask “who else should I talk to” from inside the company (search your 

Linkedin network) 
• Always send a thank you letter and keep in touch/follow up 
  
Suggested questions:  
  
■ How did you get into this company/organization? What is your work like?  
■ Can you please describe a typical day in the office? 
■ What typical educational background is required for this job?  
■ What skills, abilities and personal qualities are most important to 

succeed in your work?  
■ What advice would you give to someone still in university, who wants a 

career in a company like yours? 
■ Is training provided?  
■ My strengths include the following: ____, ____, and _______. Do they 

match with any position? I have a CV with me now if you would like to 
see it and keep it. 

     ■ Are there any other people that would be good to talk to within the 
company? May I mention that you referred me to them? 

  
Tips: 
1. Treat it like a real interview – But don’t Ask For A Job! 
2. Let the interviewer know you much appreciate his/her time 
  

 



JOB INTERVIEW 



Interviews may come in many shapes and forms and usually last 

between 20 minutes to an hour long. 

 

Types of interviews: 

• Traditional one-to-one 

• Group (multiple interviewers) 

• Phone 

• Skype 

  

  

 Interviewing is a skill you can learn! 

 Knowing your strengths and articulating them effectively is 
very important  

 Interviewing is a “two way procedure”. You are interviewing 
the employer and the employer is interviewing you to fill a 
position. Remember that “they” have to like you but “you” 
have to like them back too! 

  

What are employers looking for: 

1.  Can you do a good job?  

2.  How will you add value to their company/organization?  

3.  Will you be a good colleague? 

 



What are the top skills 

that employers want? 
Based on a number of surveys on the skills required here is a summary of the skills which were most often considered 

important. 

• VERBAL COMMUNICATION 

Able to express your ideas clearly and confidently in speech 

• TEAMWORK 

Work confidently within a group 

• INITIATIVE/SELF MOTIVATION 

Able to act on initiative, identify opportunities & be proactive in putting forward ideas & solutions 

• DRIVE 

Determination to get things done. Make things happen & constantly looking for better ways of doing things. 

• WRITTEN COMMUNICATION 

Able to express yourself clearly in writing 

• PLANNING & ORGANIZING 

Able to plan activities & carry them through effectively 

• FLEXIBILITY 

Adapt successfully to changing situations & environments 

• TIME MANAGEMENT 

Manage time effectively, prioritizing tasks and able to work to deadlines. 

• NEGOTIATING & PERSUADING 

Able to influence and convince others, to discuss and reach agreement. 

• LEADERSHIP 

Able to motivate and direct others 

• COMPUTING SKILLS 

Word-processing, using databases, spreadsheets, the Internet & email, designing web pages etc. 

• SELF AWARENESS 

Awareness of achievements, abilities, values & weaknesses & what you want out of life. 

• STRESS TOLERANCE 

Maintains effective performance under pressure 

• INDEPENDENCE 

Accepts responsibility for views & actions and able to work under their own direction & initiative. 

• DEVELOPING PROFESSIONALISM 

Pays care & attention to quality in all their work. Supports & empowers others. 

• ACTION PLANNING 

Able to decide what steps are needed to achieve particular goals and then implement these. 

• DECISION-MAKING 

Determines the best course of action. Evaluates options based on logic & fact & presents solutions 

• INTERPERSONAL SENSITIVITY 

Recognizes & respects different perspectives. Open to the ideas & views of others 

• CREATIVITY 

Generates & applies  new ideas & solutions 

 



TIPS: 
Job interviewing never seems to get any easier - even when you have gone on more interviews 

than you can count. You are meeting new people, selling yourself and your skills. Find below 

some job interview tips to help prepare you to interview effectively.  

  

REMEMBER: Proper preparation helps alleviate some of the stress involved in job interviews. 

 

Practice 

Practice answering interview questions and practice your responses to the typical job interview 

questions Think of examples you can use to describe your skills. Providing evidence of your 

successes is a great way to promote yourself. 

Research and Show what you know 

"What do you know about our company?” Know the interviewer's name and position and use 

it during the interview. Try to relate what you know about the company when answering 

questions. 

Be On Time 

Be on time for the interview. On time means five to ten minutes early. If need be, take some 

time to drive to the office ahead of time so you know exactly where you are going and how 

long it will take to get there. 

Stay Calm 

During the job interview try to be relaxed and as calm as possible. Take a moment to regroup. Maintain eye 

contact with the interviewer. Listen to the entire question before you answer and pay close attention.  

Follow Up 

Always follow-up with a thank you note restating your interest in the position. If you interview with multiple 

people send each one a thank you note. 

Good Luck!! 

 

 

During the Interview:  
• Be friendly, smile, maintain good eye contact  
• Use a firm (but not crushing) handshake  
• It’s okay (and natural) to be nervous  
• Be positive and emphasize on your strengths  
• Show enthusiasm and interest  
• Listen carefully and ask for clarification if necessary. Keep your answers short 
    and to the point  
• Pause and think before answering  
• Never say anything negative about anyone  

 

http://jobsearch.about.com/library/weekly/aa082398.htm


How to present your skills 

well 

 
• How you present your skills during a job interview is as 

important as having the skills. 
 
• Be polite and honest – Your people skills are being 

judged the second you enter the room. It is important to 
have a balance between confident and polite, and the 
best way to do this is to be honest. You never want to 
give the impression you’ve done something you really 
didn’t, or you already know something that you don’t. 
Having integrity is important not just as an employee but 
as a person. 

  
• Dress appropriately – Make sure all clothing is clean. 

Don’t overdress or appear too casual. 
  
• Ask follow-up questions – Having researched the 

company, you should have a list of questions to ask. 
Avoid asking about salary or what your hours would be, 
and focus on what you can do for them.  

 

https://www.ldsjobs.org/ers/ct/articles/successful-interview-techniques?lang=eng


Common interview 

questions 

▫ Tell me a little bit about yourself 
▫ How you choose your university degree? 
▫ Why do you want to work for our organization? 
▫ Why do you want to work in the job you have applied for? 
▫ What qualities are important to work in the role you are applying for? 
▫ What evidence can you give to show you possess these qualities? 
▫ Tell me a time you have demonstrated teamwork/communication. 
▫ Tell me about a time when you have had to cope with pressure 
▫ Tell me about a challenge you have faced. How did you conduct the challenge? What 

were the advantages and disadvantages of your method? The steps you took? The 
results? 

▫ Describe a time when you had to deal with a difficult customer/client? 
▫ Can you mention a time when you have used your leadership skills? 
▫ When have you set yourself a goal? What challenges did you face? 
▫ Describe when you had to motivate others? 
▫ What do you think is important when communicating with people? 
▫ What skills do you have to offer to a team? 
▫ What is your greatest strength? 
▫ Why shouldn't we hire you? 
▫ Where do you see yourself in 5 years time? 
▫ How do you spend your free time / what do you do for fun?  
▫ What is the last book you have read? (!) 
▫ If you could be a superhero, what would you want your superpowers to be? (!) 
▫ Do you have any questions for us? 

 
YOUR TURN! 
• What is a typical day like for the person in this position? 
• What results do you expect to get from the person in this position? 
• What opportunities exist for advancement and growth? 
• What are the next steps in the job application/hiring process? 
  

PREPARE YOURSELF! Arrange an appointment with our career advisors. 
 



Interview Report Form 

If you have been to an interview and would like 
to give feedback on your experiences please 
email your feedback to careeroffice@nyc.gr   
You don't have to add your name or personal 
details. 
 
Interview Report Form 
• Job or course you were interviewed for:  
• Employer or Company: 
• How long did the interview last? 
• How many interviewers were there? 
• What questions were you asked? 
• Any tips for future candidates or other comments?  
• Were you made an offer?  

Yes/ No/ Don't know yet 
• If so did you accept it? 

Yes/ No 

 

mailto:careeroffice@nyc.gr
http://www.kent.ac.uk/ces/contact/ivreport.html


FOLLOW UP LETTERS 

Follow-Up & Thank-You letters 
Following an interview (within 2 working days) write the interviewer a letter expressing appreciation 
and thanks for the interview.  If you interviewed with more than one person, you may send one letter 
to the person who appears to be “most in charge” of hiring and say you appreciated meeting with “you 
and your staff.” 
 
The purpose of this letter is to: 
Show appreciation for the employer's interest in you. 
Review or remind the employer about your qualifications for the position. If you thought of something 

you forgot to mention in the interview, mention it in your follow-up / thank-you letter. 
Demonstrate that you have good manners and know to write a thank-you letter. 
  
Sample: 
Your address 
Date 
  
Interviewer name 
Address 
 
Dear Mr Papadopoulos, 
Thank you for taking the time to speak with me yesterday about the staff writer position within your 
company. It was a pleasure meeting with you, and I truly enjoyed learning more about the role and the 
company. 
After our conversation, I am confident that my skills and experiences are a great match for this 
opportunity.  
I am very enthusiastic about the possibility of joining your team and would greatly appreciate a follow 
up as you move forward with the hiring process. If you need any further information, please do not 
hesitate to contact me by email or phone.  
Thanks again, and I hope to hear from you in the near future. 
 
Best regards,  
P.K 
  
 



COPING WITH REJECTION  

“When one door closes, another opens; but we often look so long and so 
regretfully upon the closed door that we do not see the one  

which has opened for us”. 
 

Alexander Graham Bell 



Bear in mind that job hunting involves a lot of rejection!  You might lose your 

confidence and feel down but there are some strategies which will help you to 

regain control and help you feel happier and more confident. 

 Stay positive! Job hunting is a series of NO’s followed by one final 
YES! 

 Make your CV, cover letter and interview skills top quality 

 Set yourself goals and develop an action plan 

 Try to be flexible about job type and location 

 Develop further your skills e.g. languages, driving, computing 

 Do voluntary work to build your CV! 

 You have lots of free time. Take up a new hobby! 

 Develop a support network of friends and family. 

 Eat healthy, exercise often and sleep more! 

It's an excellent chance to re-evaluate what you really want out of life! 

 

Coping with change 

Our world isn't still. We're continuously challenged by uncertainty and new 

things that come up. So when we are faced with a major change in our life which 

is outside our control such as unemployment or under-employment after 

university, we all tend to have negative feelings and go through a number of 

stages in order to reach….ACCEPTANCE! 

 

• Anger. When change happens that we can't control we are often angry and 
feel a sense of injustice. 

• Denial. Next we may enter a stage of denial. We stick our heads in the sand 
and ignore the problem, hoping it will go away. 

• Experimentation. When we finally accept that the situation is here to stay, 
we explore new approaches, try to do things differently, find better ways of 
doing things. 

• Acceptance. Finally we feel more in control and ready to grip the change 



Watch your thoughts; they 

become words.  

Watch your words; they 

become actions.  

Watch your actions; they 

become habits.  

Watch your habits; they 

become character.  

Watch your character; it 

becomes your destiny. 

 

Lao Tse 

 



NEWYORKERS GO 
VOLUNTEERING! 

• make a difference to your local community 
• increase your social and relationship skills 
• find  a sense of purpose   
• increase your self- confidence  
• gain experience 
• make informed career choices 
• have fun 
• meet new people and make new friends  
  

GET INVOLVED! 




