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Career Services

Steps Toward Career 
Success
First Year

• Clarify who you are and what you want through 
personal reflection and self assessment

• Meet with your Academic Advisor to come up with 
courses that meet your needs based upon your 
interest and goals

• Obtain a list of majors and minors and determine 
which ones interest you

• Ask professors, counselors, advisors, family and 
friends about their experiences in college and what 
path they took when deciding on a career

• Research majors/careers on the Internet and in the 
Career Services Library

• Get involved with clubs and organizations that 
interest you and match your career goals

• Begin identifying career options for your major
• Gather information from resources/interviews
• Begin building marketable leadership skills
• Seek out career-related work experience

Second Year

• Add skills through activities and work
• Research employment for after graduation
• Establish a job search plan
• Initiate the job search plan
• Fine tune résumés and contact employers
• Prepare for interviews
• Utilize on-campus recruiting services

OCIS/O*Net 

As you embark on your journey of exploring careers, it 
is a good idea to learn about all the different aspects that 
a particular career entails. The Ohio Career Information 
System, Career Onestop and O*Net are comprehensive 
websites that offer information about hundreds of 
occupations and will help you determine the following 
about a particular career:

• Knowledge needed
• Skills and abilities
• Education level
• Common work activities
• Working conditions
• Physical demands
• Advancement opportunities
• Employment and outlook
• Wages

This information will be invaluable as you start to 
discover the different career fields that match up with 
your skills, interests, and values.  Once you identify 
a few different career fields, it may be a good idea to 
conduct informational interviews with people who are 
currently working in that field to see if it truly would be 
a good match for you.  You can obtain the username and 
password that is required for OCIS in the Career Services 
Office.

www.ohcis.intocareers.org 
http://online.onetcenter.org
www.careeronestop.org

Career Services Resources

• DISCOVER career assessment tool
• OCIS (Ohio Career Information 

System)
• Workshops on Career Planning
• The Career Resource Library
• Informational Interviews
• Career Fairs
• Résumé Preparation
• Internship Opportunities
• Résumé Information
• Résumé Writing and Interviewing 

Workshops
• Résumé Critiquing
• Mock Interviews
• On-Campus Interviews
• Job Vacancy Bulletins
• Individual Job Search Counseling

Informational Interviewing

The purpose of informational interviewing 
is to obtain information, not to get 
a job. Skillfully used, informational 
interviewing is one of the most valuable 
sources of occupational information. The 
informational interview communicates 
the firsthand experiences and impressions 
of someone close to the occupation, and 
is directed by your questions.  You can 
discuss what is done on a day-to-day 
basis and relate it to your own interests 
and feelings. Beyond the advantages of 
gaining valuable career information, it is 
also an opportunity for you to network. 
You should regard each interview as 
a business appointment and conduct 
it in a professional manner.  Have 
questions prepared in advance, as more 
information will help you in your career 
decision making.  Always follow up the 
interview with a thank you note.  For 
more information on Informational 
Interviewing, contact a Career Services 
staff member.

444 West Third Street
Dayton, Ohio 45402-1460
(937) 512-2772
Fax (937) 512-2226
Building 10, Room 10312
www.sinclair.edu/services/career
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