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Books available for use within the Career Development Centre

You are welcome to come and use any of these books without having to make an appointment.  Our office hours are 10:00 to 4:30, Monday to Friday and we are open all year including throughout the summer.

The staff in the centre will be present to answer any questions you may have at the time or schedule an appointment if the Centre is very busy and you have questions that need more time.  Overall, even to drop by with your resume you don’t need to set an appointment unless we are very busy and are routinely making appointments to ensure everyone is served.

We are located in Room 302 in the Student Centre and can be reached by phoning 496-8743 or emailing career.services@smu.ca.
Resumes, CVs, Cover Letter (For General Use) and Letters of Intent (for Grad School)

The Complete Resume Job Search Book for College Students (Adams Media Corporation) by Bob Adams and Laura Morin (1999) has more than forty résumés with corresponding cover letters. It gives tips on how to write résumés and cover letters that “stand out from your competition.” There is advice on how to network, mistakes to avoid when job hunting, what to do before an interview, how to do interviews and what to do after an interview. The authors have also included “an online appendix full of great resources for helping you find a job on the World Wide Web.” 
E-Résumés: A guide to successful online job hunting (Barron’s) by Pat Crisctio (2005) provides valuable information about how to use and create electronic résumés. This edition informs you about current strategies in job searching and career opportunities via the Web. You will learn about web sites “that accept e-résumés and offer jobs online and how to use e-portfolios to assist you in finding a job. Advice is given on how to network on the internet.

Sharon Graham’s (2007) book, Best Canadian Resumes (Sentor Media Inc.) covers information on how to develop résumés from beginning to end. Some of what you will learn includes how to identify your job searching goals, and become aware of what you have to offer employers. There are sample résumés ranging from “Entry-Level and Student” to “Senior-Level and Executive.” In addition to this, there are examples of cover letters and appendices with valuable information.

How To Prepare Your Curriculum Vitae, Revised Edition (The McGraw –Hill Companies, Inc.) by L. Jackson and C.K. Geckeis (2003) provides comprehensive information on how to write a Curriculum Vitae (CV). It gives you an excellent description of what information is presented in this document. You will learn how a CV differs from a Résumé. The book is well laid out with easy to use worksheets to facilitate the process of developing your CV. Sample Curricula Vitae are presented, and the authors have also included sample correspondence for applications and for the job searching. Chapters have been developed to give tips on creating the electronic CV and the International CV.
Essays That Will Get You Into Business School by Amy Burnham, Daniel Kaufman& Chris Dowhan (1998) is a compilation of 50 sample essays written by applicants who were admitted to business schools. After each resume the authors have a comment section which identifies the pros and cons of each resume.

Interview Skills

Jeffrey G. Allen (2004) author of The Complete Q&A Job Interview Book (John Wiley & Sons, Inc.) explains what to expect in the interview process.  Allen (2004) has sample answers to interview questions. He gives directions on how you can develop answers for interview questions based on your experience, tips on how to find out how you should dress for the interview and what is acceptable behavior at an interview. The last chapter contains a list of suggested questions that you can ask the interviewer.
In their book Interview for Success: A Success Guide to Increasing Job Interviews, Offers and salaries, Caryl and Ron Krannich (2003, Impact Publications) offer timely tips for the job seeker.  There is a chapter which tests your “interview readiness skills. Information is given on how to organize your job search and how to network for interviews. You will learn how to manage job interviewing stress from the moment you receive the interview offer and how to present yourself in the best possible manner to enable you to get successful results.  Additional Information is given about different types of interviews and what you can expect. At the end of the book there are appendices with samples of “Approach Letters,” Thank you letters for different situations and Career Planning and Job Search Resources.

301 Smart Answers to Tough interview questions by Vicky Oliver (2005, Source Books, Inc.) is a book that caters to the new graduate looking for an entry level job to the experienced professional. It contains advice on how to answer a variety of questions that cover the typical interview questions to the most difficult. The author also examines the five types of questions that an interviewee should ask at an interview.

Overall Job Search Guides

Arlene S. Hirsh (2005) in her book Job Search and Career Checklists: 101 Proven Time-Saving covers important information that will help you to make decisions about the job or career you decide to choose. The book is divided into five sections:  Key Skills in Career Planning and Decision-Making, Résumés and Cover Letters, Job Hunting Techniques, The Interview and Career Development Across the life Span. The book is well organized and the checklists provided make reading quicker and easier to understand. Throughout the book there are templates for you to do simple exercises.
Daniel J. Ryan’s (2004) book, Job Search Handbook for People with Disabilities covers a range of helpful topics that can be used by all students. In addition to job searching techniques and strategies covered by books on this subject, there are some very helpful additions. The book shows a list of disabilities and the perceived impact they may have in the work place, a later chapter discusses workplace accommodations.  Tips are given on how to become more assertive. Students will learn more about how to manage their job search; templates are provided in the book that can be easily incorporated into anyone’s job searching routine.  Information is provided about the mentorship process.

Get Wired You’re Hired! (2008), Mark Swartz ‘s  book  is a  resource that can help students to navigate the Internet more effectively when looking for job. The first part of the book looks at different aspects of the job search and the second section gives a list of Canadian websites that students can use to search for employment.

Networking

The Savvy Networker: Building your job Net for Success by Ron and Caryl Krannich (2001) covers key networking skills that any job seeker can develop. There are graphics in the book that will help you to understand the networking process more easily. You will become aware of the myths and realities of networking and learn how to make connections, build relationships and nurture networks. According to the authors these skills will not only help you to find jobs, but will assist you to advance in your career. The book contains samples of telephone dialogues, approach and thank you letters, tips on conducting informational interviews, names of key associations for networking and online networking sites. 
For the individual who wants to find out more networking, Darcy Rezac’s Work The Pond ! is a book to read.  The book can be used by professionals and students. The author gives practical advice that can be easily implemented into your networking experiences.  

Career Information

The Vault Editors (2006) have compiled The Vault College Career Bible, a resource with information on a various careers. This book is useful for current university students and recent graduates. There is coverage about on-campus recruiting, résumés, cover letters, networking and workplace diversity. For more information the Vault has provided their website address throughout the text.
The Canadian Summer Job Directory (2008) created by Sentor Media INC. provides Information about potential employers and government programs. All provinces including the North West Territories are included.  There is a comprehensive list of jobs. For each job and employer listed, contact information is given. Information is given about the employer or a description of the program, types of positions, specific information about a particular job and how to apply.  Advice is given on how to prepare résumés and cover letters and the interviewing process.  Volunteer opportunities are also identified. 
Cynthia Robbins-Roth (2006), editor of Alternative Careers in Science: Leaving the Ivory Tower compiled stories from contributors who are scientists, worked in the scientific field, then switched to different career paths. These experiences enable students in the sciences to become aware of the options available to people with science degrees.
The Canadian Hidden Job Market Directory (2008) published by Sentor Media Inc. presents very useful information to individuals seeking employment. Students will find out about the best ways to find jobs not advertised. More than 2, 500 places that can be explored are named.  Individuals will learn about recruiters, trade directories, careers resources, associations and networking. For ease of reference indexes are included at the back of the book.

Graduate School Guides

Guide to Professional Programs In Canada by Sentor Media Inc. (2008) provides students who are considering or are in the process of applying to professional post-secondary education institutions a deeper understanding of what is required. For each professional area there is a data sheet, that can be quickly read, which outlines the universities in Canada that offer the program and a comment section. Universities are individually listed with their admission criteria.
Graduate School Guide, 1970 to 2001 has an extensive listing of Graduate schools in the United States of America.  Students are given information on: who to contact, addresses (email included), tuition, degrees offered and other relevant information.

Other Assistance

Po Bronson (2002), the author of What Should I do with My Life? Has written a timeless book filled with the experiences of fifty-five people who learned more about themselves by being honest with themselves. The stories show how people have been able to transform their lives. 

There are other resources on all these subjects either referred to through website listings or summaries on our website (www.smu.ca/career) and we welcome you to browse through that as well.

