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1. Academic, Applied and Practicing Anthropologists

	
	Place of Employment
	Core Activities
	Who Judges Results

	Academic Anthropologists
	Academically-employed.
	Research; grant-writing; publication; teaching. Topics forming the core of one’s work are often, although not always, centered on the traditional academic pursuits of ethnography and theory.
	Inside the academy, evaluations are done by peers, tenure committees, and review boards. Outside the academy, evaluations are done by peer reviewers (for publications or grants) and members of professional bodies.

	Applied Anthropologists
	Academically-employed in most cases; operates as a temporary consultant outside the university, at times and in situations of his/her own choosing. The University is used as a base of operations and a refuge.
	Similar to the above, but with the addition of activities performed on behalf of outside constituencies. These include training, consulting, advocacy, research, etc.
	Results are ultimately judged by one’s peers inside the academy. The assessments of outside constituents, although important in many case, do not usually adversely affect one’s career or job security.

	Practicing Anthropologists
	Self-employed in many cases; employees of agencies and corporations in others
	Activities are widely varied, and change according to the assignment. They include research, management, evaluation, training, consulting, advocacy, etc.
	Employers and clients judge results, usually according to their own standards. The results of evaluation have direct consequences for future jobs or assignments.


2. The World of Practice and the World of the Academy

	
	Academy
	Practice

	Structure
	Highly structured
	Diverse structures

	
	Uniform across institutions
	Variety across organizations

	
	Simple
	Complex 

	
	Limited numbers of stakeholders
	Wide range of stakeholders

	
	
	

	Workstyles
	Autonomous
	Team-based networks

	
	Freedom of action
	Less flexibility

	
	Isolation
	Connectedness

	
	Timetables keyed to academic calendar; within these, time horizons are long
	Timetables keyed to clients and externalities; time pressures are often intense.

	
	Lone-wolf experts
	One specialist among many

	
	Expertise is usually unquestioned
	Expertise is continually challenged

	
	Uniqueness
	Complementarity

	
	Dissent and criticism are valued
	Compromise and integration are valued

	
	
	

	Rewards and Constraints
	Slow advancement
	Potential for rapid advancement

	
	Secure
	Little security

	
	Judgment by peers
	Judgment by bosses and clients

	
	Early achievements secure reputation
	Need for continual high performance

	
	Reputation based on knowledge
	Reputation based on results

	
	Rank and reputation of one’s institution counts externally; your academic rank within the hierarchy determines your prestige internally
	Size and importance of the organization counts externally; access to power within organizations determines your prestige internally

	
	
	

	Activities
	Consistent interests over time
	Changing interests over time

	
	Consistency in tasks
	Changeability of tasks

	
	Problems are defined from within the discipline
	Problems are defined by clients

	
	Criticism and theory-testing are important; often done in adversarial ways
	Results and smooth outcomes are important; teamwork is stressed

	
	Reality is to be dissected into ever-smaller components, to see how it works
	Reality is to be simplified to make it manageable

	
	The search for knowledge is timeless, value-free and above the needs of the moment
	Work must be responsive to the needs of clients

	
	All knowledge is valuable and useful
	Knowledge and its uses are prioritized


3. Some Examples of Skill Categories

	Technical Skills
	Functional Skills
	Self-Management Skills

	programming in C++

speaking Swahili

processing a Federal Form I-27

piloting an aircraft

operating a short-wave radio

using a software package

designing a social survey

outlining kinship structures

diagnosing schistosomiasis


	writing a job description

negotiating a business deal

supervising another person

planning a project

running a meeting

preparing a presentation

writing a report

drafting a budget 

writing a proposal
	managing time

managing priorities

communicating effectively

accepting disappointment

managing conflict

making decisions

flexibility

tolerance

cooperativeness


4. Competencies for Anthropological Practice

	Competency
	What This Does
	Abilities or Skills

Required
	Some Typical

Applications

	Finding Out Things
	Uncovering salient facts within a specific context; asking the right questions and being able to understand the answers
	Research design; interview techniques; literature and database search techniques.
	Survey design; rapid assessment; literature review; interviewing; needs analysis

	Analyzing and Learning Things
	Figuring out what the facts mean within the context; figuring out what results and outcomes teach us
	Statistics; content analysis; comparative research techniques; writing; tabular and graphic presentation techniques.
	Data analysis; summaries; presentations; reports.

	Communicating Things
	Telling others what we’ve learned; speaking and writing for different audiences
	Public speaking skills; audiovisual presentation skills; graphic design skills; training design and delivery skills.
	Presentations; reports; articles; briefings; monographs; training programs; advocacy sessions.

	Planning and Designing Things
	Knowing how to get things done within the context; keeping things moving smoothly
	Project and program design; proposal writing; budgeting; design of procedures; policy analysis and formulation.
	Designing specific programs and projects; managing bureaucratic requirements; making policy. 

	Managing Things
	Being able to organize and sustain action toward established goals
	Decision-making; negotiation and conflict resolution; facilitation skills; job design; supervision; delegation; time planning and management.
	Working with other people; assigning roles and responsibilities; troubleshooting and problem-solving;.

	Judging Things
	Measuring accomplishment and assessing what the results mean
	Evaluation and monitoring design and methodologies outcomes; troubleshooting and modification
	Evaluating progress and outcomes; troubleshooting and problem-solving; identifying success and failure.


5. Types of Field Experience for Practitioners

	Volunteer
	As the name implies, this is unpaid. Volunteer assignments are usually individual. Usually takes place during vacation periods, or part-time in evenings and on weekends during school.  Work assignments vary widely, as does the duration of the assignment. Usually not supervised by an academic advisor. Academic credit is usually not given for volunteer assignments. May or may not involve some formal method of evaluation and write-up.

	Field School
	Field schools are usually arranged as academic experiences which take place in the field – i.e., somewhere outside the university, often in a foreign country. Students go as a group, and are accompanied by faculty members. The experience is generally oriented around research, and is often structured as a way to help students acquire and practice research methodologies. The field school is unpaid; indeed, students must pay tuition and other costs in order to attend. Field schools are usually timed to fit with the academic calendar, and will last for 2-8 weeks during the summer, or for an academic term or quarter. Students are closely supervised, evaluated by faculty, and given academic credit for their work. The work is generally well-documented.

	Service

Learning
	Service learning programs are growing in popularity on American campuses. Students receive academic credit for participating in projects and programs run by organizations outside the university, often community non-profits. Assignments vary widely. Students may be assigned individually or in groups. They are generally supervised closely within the organization, and they may also be supervised by people from the university. Assignments are generally unpaid. Students are evaluated, and some documentation of their experience is usually required. Service learning programs are geared, obviously, to the demands of the academic calendar.

	Internship
	“Internship” is a general term denoting a temporary assignment in an organization. Students often arrange these themselves, or through a university unit. Assignments and the duration of assignments vary widely. Academic credit may or may not be given. Internships may be paid or unpaid: if paid, they are unlikely to be highly paid. The degree of supervision of an internship will vary considerably, as will the involvement of academic advisors in the experience. Evaluation may or may not take place, and the amount of actual documentation required may range from none to extensive.

	Practicum
	Practicums are supervised opportunities for students to use the skills they have acquired in the classroom, by applying them to a real-world problem. A practicum may take place outside the university, or, in some cases, it may not be necessary for students to leave the classroom (e.g., for certain types of design or consulting problems). The practicum may consist of one problem or many. Academic credit is generally given, and the involvement of advisors is usually extensive. The practicum experience is generally not paid, but is part of the academic program. Practicums are geared to the academic calendar, and may occur more than once in the course of a program, depending on their duration. Practicums can involve individual students, or students working in groups. Students are evaluated, and documentation tends to be extensive. A project or final product is often the outcome of a practicum.

	Co-op

Assignment
	Co-operative education programs are a feature of a number of American professional schools. These involve alternating time in the classroom with time in the workplace, according to a tightly planned schedule. Work assignments are often paid, and often at relatively high levels. The students are expected to take on assignments in the workplace that are close to what ordinary employees do. They are supervised from within the company or organization, and also evaluated by academic advisors. Assignments vary considerably, but tend to be highly professional in nature. A typical co-op school will usually require its students to undertake more than one co-op placement during the program. The duration of co-op periods varies, but is keyed to the academic calendar.


6. Cross-Cultural Experience

	Characteristics
	Examples

	Having to operate in a new or different frame of reference
	Using another language; learning new technical procedures.

	Working in an unfamiliar environment
	Working away from home

	Working with people of a different background
	Working with senior citizens, children, hospital patients, or people from a different ethnic or cultural group.

	Working with people who have a different value system
	Working across lines of ethnicity, gender, socioeconomic class, or occupation.

	Working in a situation where two different value systems intersect
	Working in a relief agency, community outreach organization, social service agency, police force, etc.

	Working in a situation of scarce resources
	Working for a non-profit group, charity organization, student group, etc.

	Working in situations of ambiguity and/or uncertainty
	Working for a political cause or campaign.

	Needing to be flexible in what you do

	Working with community groups or on highly charged issues.

	Needing to learn in an uncertain environment, or under pressure
	Research projects in unfamiliar areas; emergency response teams.


7. Skills That Graduate Students Acquire

	What You Did As a Graduate Student
	What Skills You Acquired As You Did These Things

	Coursework
	Self-management skills, digesting and interpreting large quantities of unfamiliar material; presenting this material concisely in written and oral form; dealing with challenge and criticism; defending opinions and conclusions in a professional and graceful manner.

	Field Work
	Entering a new situation and crafting a positive role within it. Absorbing a large amount of new material very quickly. Applying research and problem-solving skills to specific projects and achieving positive results. Working in teams with diverse others to create outcomes which go beyond individual abilities. Dealing with ambiguity and uncertainty, coupled with pressure to perform.

	A Dissertation or Project
	Managerial skills, including defining a goal, setting interim objectives, developing a timetable, organizing resources, organizing information, presenting complex material succinctly, dealing with stress and overload.

	Some Teaching
	Organizing material; ordering concepts; presentation skills and methods; motivating learners; assessing the performance of others; applying rewards and sanctions. Working to a tight schedule. Dealing with questions and complaints. 

	Other
	Proposal-writing for grants or scholarships. Presentation of material and ideas in professional conferences. Writing articles for publication. 


8. Self-Management Skills Developed in Graduate School

	Self-Management
	self-motivation

self-discipline

initiative

creativity

focus
	meticulousness

stamina

independence

a sense of humor.
	grace under pressure

focusing for a long time on a single thing

working under deadlines

thinking on your feet


9. Practitioner Competencies Developed in Graduate School

	Competency
	Skills You Acquired in Graduate School

	Finding Out Things
	survey techniques

interview techniques

participant observation strategies

data recording techniques

dealing with uncertainty, ambiguity, and the unknown.

	Analyzing and Learning Things
	quantitative data analysis

qualitative data analysis

performing under time pressure

linking and synthesizing data from diverse sources, discovering patterns and order

making sense of complexity

translating data from one cultural frame into information in another cultural frame

	Communicating Things
	communication with diverse individuals and across diverse cultures

tailoring messages and styles to different cultural requirements

report-writing for diverse audiences

oral and written presentations

interpersonal skills, e.g., persuasion, tact, and knowing when to shut up

negotiation skills

advising skills

making complex information accessible and understandable

	Planning and Designing Things
	identifying problems, issues and opportunities

deciding on relevant and appropriate goals and objectives

devising culturally appropriate methods and strategies for implementation

identifying and marshalling needed resources

dealing with the priorities and issues of diverse groups

	Managing Things
	managing time: yours and others’

budget preparation and monitoring

supervision of personnel

delegation

teamwork 

operating under pressure

operating without supervision

troubleshooting and problem-solving

demonstrating leadership and management

collaborating

coordinating

motivating others to perform

	Judging Things
	learning quickly

making judgments from different cultural perspectives

synthesizing information 

evaluation methods


10. Presenting Student Capabilities: Skills Used in Teaching

	Activity
	Skills Used
	Summarizing These On A Resume

	Teaching
	· Training/presentation/communication skills

· Facilitated small groups.

· Tutored/counseled individuals.

· Designed and wrote instructional materials.

· Evaluated written and verbal performance.

· Researched and selected materials.

· Coordinated and administered small courses.
	“I evaluated and selected course materials, organized lesson plans and tutorials, and wrote and presented lectures to groups of 10 – 15 undergraduates. I organized and facilitated discussion groups for students, and advised and tutored individuals. I prepared hourly and final examinations, set essay questions, and graded all exams. I did this for two undergraduate sections of Introductory Anthropology, and one third-year section of Applied Anthropology.”


Adapted from: Newhouse 1993: 62

11. A sample resume

	Rachel Allworthy

1280 Middle Street

Anytown, Ohio 43760

Tel: (410) 555-6678

email: rachela@isp.com
Specialties: I am a trained anthropologist practitioner, with skill in a wide range of research techniques, experience in applying social knowledge to everyday problems, and an interest in working with others in private or non-profit organizations to promote improvement in peoples’ lives.

EDUCATION

BA (Social Sciences) Local College 1994

MA (Applied Anthropology) State College, 2001

Master’s Thesis: “Rapid Assessment Techniques and their Application to Community Planning”

WORK EXPERIENCE

Office Manager: (2000 – present) I am the Office Manager for Community Initiatives, Inc., a local non-profit group in the Anytown area. The group does community outreach and planning in collaboration with citizen groups. My duties include handling correspondence, dealing with the public, facilitating community meetings, writing proposals and preparing reports and analyses for our funders.

Survey Manager: (1999-2000) I was the Survey Coordinator for Dr. Overbeck’s project on community initiatives in Middleboro, OH, funded by the Ford Foundation. I helped Dr. Overbeck write the initial grant, designed the survey, and supervised a team of five student volunteers who collected data. I managed the project budget of $25,000, supervised the analysis and presentation of data (see below), and helped write the final report.

Research Assistant: (1998-99) While at State College, I worked as Research Assistant to Professor Howard Smith in the Anthropology Department. I collected data on the scope and content of methods courses in forty-seven different anthropology departments, analyzed these data, and presented them in a series of graphs and tables. Parts of this presentation were used in a published article (see below).

Teaching Assistant: (1998-99) I was also a Teaching Assistant in the Anthropology Department. I taught one undergraduate section of Introduction to Anthropology, and team-taught a course in Applied Anthropology with Professor Hiram Jones. I also helped design and teach the graduate Seminar in Professional Practice with Dr. Harry Overbeck.

Evaluator: (1996-97) Department of Social Services, Winslow, AZ. I worked as part of a team to evaluate the impact of social service programs on Native American women and children in a two-state region, under a Bureau of Indian Affairs grant. I designed evaluation instruments, trained local enumerators in their use, and tabulated the results.

Peace Corps Volunteer: (1994-96) I was a Peace Corps Volunteer in the eastern region of Burkina Faso, working in a program of environmental health education. I taught village women how to diagnose and treat guinea worm infestations, and how to teach others to avoid getting the disease. I was also responsible for producing a series of instructional materials in French which were used by other Volunteers.

OTHER EXPERIENCE

Study Abroad Student: In the summer before my Junior year in High School, I went to Spain for a six-week language immersion program. I stayed with a Spanish host family.

Camp Counselor: In high school, I was Senior Counselor every year at Hoo-Chee-Goo-Chee, a summer camp run by the Anytown Chamber of Commerce for Junior High students. In my last year, I supervised five other counselors. My duties included planning activities, supervising children, leading field trips, and problem-solving.

School-to-School Program: In the summer after I graduated from college, I participated in a School-to-School program with a high school in the Ivory Coast. I worked with twenty other young Americans and fifteen Ivoirian college students to help build a community center for a small village. This experience convinced me to join the Peace Corps.

HONORS AND AWARDS

State Scholarship 1998-2000
Rotary Good Citizen Award 1996

PUBLICATIONS and PRESENTATIONS

Smith, Howard & Rachel Allworthy 1998, “Who’s Teaching What? A Look at Methods Courses in Anthropology Programs,” Practicing Anthropology, 17, 3: 42-48.

Overbeck, Winston and Rachel Allworthy 1999, Citizen Action in Middleboro: An Interim Report to the City Council (mimeo).

“What Navajo Women Want,” presentation to the 86th annual meeting, Society for Applied Anthropology, Tucson, AZ, 1999.

LANGUAGES

French: FSI 3+


Mossi (Burkina Faso) FSI 3

Navajo: Conversational

Spanish: Fair (untested)

COMPUTER SKILLS

WordPerfect



Word

PowerPoint



Harvard Graphics

SPSS



Excel

RESEARCH COMPETENCIES

Survey Design & Administration
Interviewing

Ethnographic Analysis

Statistical Modeling


12. A Typical Job Ad

	
Viva Voce Limited is a leading communications and public opinion firm . We are seeking recent graduates and experienced professionals for multiple levels of Usability Specialist positions. 


Using quantitative and qualitative field techniques, Viva Voce assists companies and non-profit organizations in better understanding the lived experience of their constituents. We seek to provide the insight that customer-led organizations need to stay connected and responsive to the people whose interests they serve.


Qualified candidates should possess expertise in applying anthropological, sociological, psychological or human factors analytical methods to identify consumer latent needs, user cognitive models and styles of use. 


Our Usability Specialists participate on cross-functional, cross-cultural product development teams to insure early inclusion of user needs and goals in the product development process. 


Senior Usability Specialists lead the planning, development, execution and analysis of usability research studies. They monitor trends, provide recommendations to development teams, and manage multiple project priorities and deadlines. 


The pay is very competitive for private sector work and the projects are interesting. Recent studies have included women’s attitudes about the outdoors and how listeners classify and categorize music. Future projects may include work on adolescent health and sexuality, the dynamics of building design and construction decision-making, and family vacation choices.


The position will require self-motivation, creativity, ability to work in a team environment, and exceptional oral and written communication skills. 


We offer a dynamic, progressive team environment and a competitive compensation and benefits package.



13. Linking Skills to Job Requirements

	Needed Background and Skills
	Rachel’s Experience and Skills

	Anthropological, sociological, psychological or human factors analytical methods
	Outline MA courses in applied anthropology if necessary; list specific research skills.

	Qualitative and quantitative field techniques
	Research skills; survey management work; Native American social service project; Peace Corps experience.

	Needs identification, cognitive mapping, process analysis
	Native American social service project; Peace Corps experience.

	Transfer of research results to planning
	Survey management experience, non-profit experience; Native American social service project;

	Design and management of research studies
	Survey management experience; Native American social service project; Research Assistant experience.

	Management of multiple projects
	Working as a Teaching Assistant and a Research Assistant at the same time as finishing a graduate thesis and starting a major survey project.

	Trend analysis
	Project (as Research Assistant) on content of anthropology courses; Native American social service project.

	Recommendations to other groups
	Work with non-profit; presentation of survey results; Native American social survey project.

	Written and oral presentation ability
	Publications and presentations (academic, Peace Corps, non-profit groups, survey, etc)

	Ability to work in teams
	Work for non-profit, survey management, team-teaching, Peace Corps Volunteer work, camp counselor experience, School-to-School experience.

	Personal skills: self-motivation, creativity
	Progressive job history, Peace Corps experience, grant writing experience.


14. Websites for Jobs and Careers

	General
	www.careerbuilder.com
www.carermosaic.com
www.careerpath.com
www.headhunter.com
www.hotjobs.com
	www.joboptions.com
www.monster.com
careers.yahoo.com
www.mainquad.com
www.occ.com

	Specific (for companies, industries, or sectors)
	www.nonprofitjobs.org
www.idealist.org
webfeet.com
	freedgar.com

hoovers.com

essential.org/goodworks (for nonprofits) 

	Anthropology-Specific
	www.harbrace.com/anthr/exchange/career.html
AAA: www.aaanet.org
NAPA: www.aaanet.org/napa/index.htm
ANTHAP network: www.anthap.oakland.edu
SfAA: www.sfaa.net
www.nku.edu/~anthro/careers/html


15. Print Resources

	Jandt, Fred E. and Mary B. Nemnich, Using the Internet and the World-Wide Web in your Job Search
Koons, Adam, Beatrice Hackett and John P. Mason (eds.) 1989, Stalking Employment in the Nation’s Capital: A Guide for Anthropologists, Washington, DC, the Washington Association of Professional Anthropologists.

Sabloff, Paula (ed) 2000, Careers in Anthropology: Profiles of Practitioner Anthropologists, NAPA Bulletin No. 20, Washington, DC, American Anthropological Association. 

Omohundro, John T. 1998, Careers in Anthropology, Mountain View, CA, Mayfield Publishing Co.
	Krannich, Ronald  and Caryl Krannich 1998, Jobs and Careers with Nonprofit Organizations: Profitable Opportunities in the Nonprofit Sector,  Impact Publishers.

Cohen, Lilly and Dennis R. Young, Careers for Dreamers and Doers: A Guide to Management Careers in the Nonprofit Sector (Foundation Center 1989) 

The Jossey-Bass Handbook of Nonprofit Leadership and Management (Jossey-Bass Publishers 1984) edited by Robert D. Herman.

Cameson, B 2000, Great Jobs for Anthropology Majors, VGM Career Horizons, Lincolnwood, IL


16. Other Sources of Job Leads

	Newspapers

Career literature

Directories

Corporate annual reports

Marketing materials

Accounts of professions (books, novels, etc)

Professional meetings

Internships

Newsletters
	Headhunters

Word of mouth

Trade Publications, journals and periodicals 

Public documents 

Employment agencies and agency ads

College placement offices

Professional associations

Job fairs 

Company ads


17. Resources for Further Learning

American Anthropological Association 1982, Getting a Job Outside the Academy, Washington, DC, American Anthropological Association.

Baba, Marietta L. 1994, “The Fifth Subdiscipline: Anthropological Practice and the Future of Anthropology,” Human Organization, 53, 2: 174-186.

Basalla, Susan and Maggie Debelius 2001, “So What are You Going To Do With That?”: A Guide to Career-Changing for M.A.’s and Ph.D.’s, New York, Farrar, Straus and Giroux.

Bennett, Linda A. 1988, Bridges for Changing Times: Local Practitioner Organizations in American Anthropology, NAPA Bulletin No. 6, Washington, DC, American Anthropological Association.

Bolles, Richard 1978, The Three Boxes of Life, Berkeley, CA, Ten Speed Press.

Bolles, Richard 2001, What Color is Your Parachute?, Berkeley, CA, Ten Speed Press.

Ervin, Alexander M. 2000, Applied Anthropology: Tools and Perspectives for Contemporary Practice, Boston, Allyn and Bacon.

Everett, Melissa 1995, Making a Living While Making a Difference: A Guide to Creating Careers with a Conscience, New York, Bantam Books.

Fiske, Shirley and Erve Chambers 1996, “The Inventions of Practice,” Human Organization, Vol. 55, No. 1, Spring 1996:1-12.

Green, Marianne Ehrlich 1997, Internship Success, Lincolnwood, IL, VGM Career Horizons.

Hefland, David P. 1999, Career Change: Everything You Need to Know to Meet New Challenges and Take Control of Your Career, 2nd Edition, Lincolnwood, IL, VGM Career Horizons.

Hyland, Stanley & Sean Kirkpatrick 1989, Guide to Training Programs in Applied Anthropology, Memphis, TN, Society for Applied Anthropology. 

Koons, Adam, Beatrice Hackett and John P. Mason (eds.) 1989, Stalking Employment in the Nation’s Capital: A Guide for Anthropologists, Washington, DC, the Washington Association of Professional Anthropologists.

Mitchell, Lesli 1996, The Ultimate Grad School Survival Guide, Paterson, NJ, Peterson’s.

Newhouse, Margaret 1993, Outside the Ivory Tower: A Guide for Academics Considering Alternative Careers, Cambridge, MA, Office of Career Services, Harvard University.

Nolan, Riall, Anthropology in Practice, Boulder, Lynne Reinner Publishers (forthcoming June 2002).

Omohundro, John T. 1998, Careers in Anthropology, Mountain View, CA, Mayfield Publishing Co.

Painter, Michael 2000, “Nonacademic Experience and Changing Views of the Discipline,” in Sabloff (ed) 2000: 75-81.

Peters, Robert L. 1992, Getting What You Came For, New York, Farrar, Straus and Giroux.

Price, Laurie J. 2001a, “The Mismatch Between Anthropology Graduate Training and the Work Lives of Graduates,” Practicing Anthropology Vol. 23, No. 1: 55-57.

Price, Laurie J. 2001b, “How Good is Graduate Training in Anthropology?” Anthropology News, May 2001: 5-6.

Sabloff, Paula L. (ed) 2000, Careers in Anthropology: Profiles of Practitioner Anthropologists, Washington, DC, American Anthropological Association.

Schön, Donald 1983, The Reflective Practitioner: How Professionals Think in Action, New York, Basic Books.

Schön, Donald 1987, Educating the Reflective Practitioner: Toward a New Design for Teaching and Learning in the Professions, San Francisco, Jossey-Bass.

Secrist, Jan and Jacqueline Fitzpatrick 2001, What Else Can You Do With a PhD: A Career Guide for Scholars, Thousand Oaks, CA, Sage Publications.

Sweitzer, H. Frederick and Mary A. King 1999, The Successful Internship, Pacific Grove CA, Brooks/Cole Publishing.
Rachel provides a list of progressively responsible work experiences, and gives details of skills used and results achieved where possible and appropriate.





Management and supervisory skills and experience are highlighted.





Research skills are highlighted.





Cross-cultural experiences are highlighted.





Writing skills are highlighted.





Language skills are presented in a professional format.





What the job title is and who the ad is for.





“Dynamic” = able to deal with change;


“Progressive” = able to innovate;


“Team” = able to work with others.





What other qualities they’re looking for.





What the organization does.





What they’re expecting you to do.





What skills you’ll need.
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