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Career Center 
Presentation

Presented by: Kirshani Gunaratnam   &  Jessica Roman
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Kirshani Gunaratnam
Career Coach: IT/Engineering 

Jessica Roman 
Career Coach: Applied Science & 
Research and Graduate Students

Todd Dickson
Career Coach: IT/Engineering 
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Agenda:

● Career Center Overview
● Job/ Internship Fair Preparation
● Resume Writing
● Q&A
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Career Center 
Overview
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Act as a guide to encourage career development by:

1. Educating students about themselves, the resources and 
options available to make informed decisions

2. Preparing students for experiential learning 
(internships/volunteer), employment, and further 
education

3. Connecting students to employers and alumni mentors

What does the Career Center do?
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RESOURCES 

HANDSHAKE: 2000+ posts for internships, research, volunteer positions, 
and jobs in all industries 

Career Center Workshops/Presentations, Events 
Schedule a Career Coaching, Resume/Cover Letter Review, or Mock Interview 
appointments

https://www.stonybrook.edu/career-
center/about/vendors
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● CV/Resume/Cover Letter Review
● Mock Interview/PhD Interview
● Salary Negotiation
● Job Offer
● Job/Internship Searching
● On Campus Employment
● Mentoring Programs
● Volunteer/Service Projects
● And more!!!!

Schedule an Appointment with a Career 
Coach for:
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Job/Internship Fair 
Preparation
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Spring 2023 Job and Internship Fairs
 The Career Center will be offering  several in-person job and internship fairs this semester and one virtual as well.

● On/Off Campus Job and Internship Fair - Friday, January 27 | 11 am to 1:30 pm | SAC - Ballroom A 
● IT and Engineering Job and Internship Fair - Friday, February 10, 2023 | 12 pm to 4 pm | SAC - Ballroom A
● Business and Communication Job and Internship Fair - Friday, February 17, 2023 | 1 pm to 4 pm | SAC - Ballroom A
● Healthcare, Research, and Human Services Job and Internship Fair - Friday, March 3, 2023 | 1 pm to 4 pm | SAC - 

Ballroom A
● Virtual All Industry Job and Internship Fair - Wednesday, March 8, 2023 | 2 pm to 5 pm | Virtual on Handshake
● Volunteer Fair here

Job and Internship Fair Preparation Events 
● Prepare for the Job and Internship Fair - Tuesday, February 7, 2023 | 6:30 pm to 8:30 pm | SAC - Ballroom A
● Prepare for the Virtual Job and Internship Fair Drop Ins - Monday, March 6, 2023 | 1 pm to 3 pm | Career Center

http://bit.ly/3XO2faW
http://bit.ly/3kz8LEd
http://bit.ly/3woG2og
http://bit.ly/3H7AhjA
http://bit.ly/3H464SO
http://bit.ly/3H47Cw6
http://bit.ly/3DdwuAa


‘

12

● Business Casual/Professional Dress
● Self-Confidence - First impressions count!
● Coming Prepared
● Knowledge of organization
● Questions
● Sincere Interest
● AND an Updated Resume

WHAT ARE RECRUITERS 
LOOKING FOR?



‘

13

Three Point Strategy to Ace your 
in-person fair

○ Pre-Fair - How do I prepare?
○ In-Fair - How do I engage once there?
○ Post-Fair - The fair is over. Now what?
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● RESEARCH
○ Handshake – identify, select, review the employers attending the fair
○ Make your Top 10 list
○ Look over their LinkedIn, Company  Website, and Google them

● Develop questions/talking points/tailored conversation
● Resume review, finalize, copy/complete LinkedIn & Handshake profiles
● Ensure voicemail is cleared and professional
● Review map of employer tables– plan for lines and different locations

○ will be up by Wednesday or Thursday on Handshake 
● Role-play your elevator pitch for the companies you’re interested in engaging

1. Pre-Fair - How do I prepare?
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2. In-Fair - How do I engage once 
there?

● Approach with confidence and 

purpose 

● Adjust your Elevator Pitch accordingly 

● Ask intentional questions that reflect 

genuine interest in the company 

you’re looking to work/intern for

● Ask for their business card
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3. Post-Fair - The fair is over. Now 
what?
● Send a Thank You note to the 

recruiters;  connect on LinkedIn as 

appropriate

● Follow-up with the recruiter through 

email or phone call and resubmit your 

resume and cover letter 

● Ask for informational interviews with 

representatives you connected with
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Do

● Always Be Closing/
● Connecting
● Refer!
● Take notes 
● Professional 

Attire/Appearance
● Patience and 

welcoming

Don’t

● Chew gum
● Ask no questions
● Underdress



‘

1818

Resume Writing
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PURPOSE OF RESUME

● It is a MARKETING TOOL- you must know your customer and your product
● Its primary purpose is to get an INTERVIEW- not tell your whole story

A GREAT Resume...
● Sells your strongest skills and accomplishments
● Shows how you’re a match for a position
● Gets you the interview
● Passes through ATS software

Career Center

https://blog.quinncia.io/article/48-10-easy-resume-creation-guidelines
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DO YOUR RESEARCH

● Your job target
● Employer needs
● Your qualifications

https://www.stonybrook.edu/commcms/career-center/undergraduate/majorstocareers.php#view-what
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HOW TO BEGIN?

THINK FIRST – “What have I done?”
• Education/Courses

• Honors and Awards

• Academic Projects

• Activities and Leadership

• Community Service/Volunteer Work

• Internship Experience

• Work Experience

• Skills

• Interests

WRITE NEXT 
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https://www.stonybrook.edu/commcms/career-center/students/job_search_tools.php
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Bullet Writing Formula

Action Quantity System Result

“Assisted with grading 
assignments”

“Assisted with grading 
assignments from 30 

students and kept track 
of all data using Excel”

“Engaged with children 
during free time”

“Engaged with 30 children, 
ages 10-12, during 

read-aloud and other 
recreational activities” 
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Is your writing: Was Now

Concise Assisted in tracking accounts in order to be able to 
answer any customer questions in a timely manner

Tracked several hundred accounts for delivery of 
efficient client service

Action-Oriented The device was designed using programs such as 
AutoCAD

Designed device utilizing AutoCAD

Persuasive Tutored children aged 8-10 years on a weekly basis Tutored six students weekly in preparation for SAT, each 
showing at least a 10% increase in scoring

Targeted (Keywords) Assisted with training and supervising new hires to 
join team

Trained and supervised new employees to develop 
collegial and cooperative teams

Positive Improved data set which was not collecting correct 
information

Improved data to reflect updated and accurate 
information

Flawless Exceeded sales target by 25% within one month, more 
then too other competitors in companies history

Exceeded sales target by 25% within one month, more 
than two other competitors in company history

STAR Increased client base and advised clients on mergers Advised clients on mergers and acquisitions of business 
segments ranging from $500,000 to $1.2M resulting in 
95% customer satisfaction and 9 new client referrals.

First Person I worked on a team of three people to assist seven 
groups in their coordination of their events so that 
you were able to see all events clearly.

Coordinated monthly activities for seven groups using 
Google Calendar

Transferable Attended professional development workshops 
during the course of the academic year 

Attended two workshops on enhancing communication 
for team development and for performance feedback
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Quick Resume Tips: Format & Writing

Format: (Traditional formatting is best)

• One page & single spaced
• Font: Times New Roman, Arial, Calibri, or Helvetica 
• Font size:  10 - 12 (can use increments of .5)
• Margins: .5 - 1.0 inch (equal on all sides) 
• Reviewers look at top left corner of page
• Add job title, full name of organization/course name, location, duration
• Order your sections based on relevance & in reverse chronological order by section

Writing
• All description points should start with an action verb and should be written in active voice
• All descriptions should be written in past or present tense (and even future in some cases)
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Partnership Council 
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www.stonybrook.edu/career 
@SBUCareerCenter

Melville Library

Hours: Monday – Friday 

8:30am - 5:00pm (Fall & Spring)

8:00am - 4:00pm (Summer & Winter)

Career Coaching, Mock Interviews, & Resume Review by 

Handshake Appts

http://www.stonybrook.edu/career
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