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Presentation Request Form

Thank you for your interest in a presentation from the Office of Career Services.  We are happy to provide your students with information to meet their needs.  Please fill out the presentation request form and submit to careerservices@utica.edu with a minimum of ten business days’ advanced notice.  Career Services will process and confirm your request within two business days of receipt.
	Name:


	Class Prefix/Title (ex. UCC 101-First Year Seminar):

	Class Location (hall/room #):

Smart Classroom (yes/no):

	Class Days and Time (start/end):



	Number of Students:

	Date Requested (please provide an alternate):


	Topic Requested (check all that apply):

□   Overview of Services
     A broad overview of the office’s services, resources, and events. 

□   Major and Career Exploration
FOCUS assessment software and other resources/databases will be utilized to guide students in their exploration, matching goals, values, interests, and skills with possible majors and career fields.  
□   Job and Internship Searches

 A comprehensive overview of the office’s job and internship databases will be presented.  Local and regional recruiting events, networking, and additional resources will be presented.   
□   Résumé Development
The building blocks of constructing a résumé will be covered.  Special emphasis will be placed on the importance of creating professional content, using an easily scanned and aesthetically attractive format, and the importance of creating a tailored marketing tool, highlighting experiences and accomplishments.
□   Cover Letter/Thank You Letter Development
The mechanics of proper professional correspondence content and etiquette will be addressed.  The importance of concise, tailored communication will be emphasized, and the ability to effectively complement résumés with letters will be discussed. 
□   Interview Preparation
The interview process will be explored, with students learning what to do before, during, and after an interview.  Everything from common interview questions, responding to “illegal” questions, and proper interview attire will be covered. Confidence is key to a successful interview!
□   Graduate School Preparation
Resources identifying schools specializing in specific areas will be presented.  Entrance exam study guides, practice tests, and scholarships for exam preparation will be covered.  A comprehensive graduate school guide to assist with decision-making and timelines will also be provided.
□   Credential Files
Procedures for opening and maintaining a credential file will be covered.  Credential files are especially helpful to those who need letters of reference, copies of certifications/licenses, and transcripts sent to employers or graduate schools. 
□   Other ___________________________________________
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