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The Blackfeet Native American Career & Technical Education Program (BNACTEP) 
at Blackfeet Community College (BCC) helps students and community members 
succeed in achieving their future endeavors. The program strives to eliminate 
barriers that students face while focusing on one of three degree programs: Tribal 
Legal Studies, Hydrology, and Records Information Management. 

The Career Center on the BCC campus is also a part of the BNACTEP Program. 
The Career Center welcomes students, alumni, and community members to come 
in and receive valuable knowledge and skills as it pertains to relevant employment 
experiences. The resources that are offered in the Career Center are:
• Access to computers
• Internet
• Printing
• Help filling out job applications
• Help filling out Scholarships
• Career/job search
• Montana Career Info Systems (MCIS)
• Workshops that focus on resume writing, cover letters, interviewing, and soft 

skills are also available on the BNACTEP website

In this booklet, we will be teaching you how to properly create a resume and cover 
letter.  We will also go over tips to Ace your next job interview. 

Visit the BCC website for more information!
https://bfcc.edu/bnactep/

Blackfeet community college
 Employment Resource Manual

The Career Center at Blackfeet Community 
College frequently utilizes the services on 
the MCIS website.  The Montana Career 
Information System is part of the Montana 
Department of Labor and Industry's 
Workforce Services Division.  It works in 
partnership with the U.S. Department of 
Labor's Bureau of Labor Statistics, and 

Montana Career Information System 
(MCIS)
BCC Employment Resource Manual

Employment & Training Administration to develop labor market information about 
Montana and the United States that businesses, educators, government agencies, 
researchers, students and others find useful.  Their website also has Montana's 
Career Resources which provides career development tools and information for 
everyone from elementary school students to Montana seniors.  The Career Center 
strongly encourages students and community members to set up an MCIS account 
to use the Interest Profiler, Reality Check, Career Cluster Inventory and any other 
assessments they may be interested in.  We also encourage students and community 
members to explore a variety of careers based on these assessments. 

For more information please visit their website at

https://portal.mtcis.intocareers.org/about-us/
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This exercise helps you identify which job qualities you value most. Rank the items 
below from 1 to 12 with 1 being most important and 12 the least important. Once 
you begin exploring job possibilities, focus only on jobs that meet your highest 
ranked values. 

_____  Good salary

_____  Good benefits (health insurance, retirement, etc.)

_____  Job security 

_____  Work hours that meet your needs 

_____  Satisfactory location

_____  Compatible co-workers, supervisors, customers

_____  Opportunity to learn and develop skills

_____  Challenging and satisfying work

_____  Good working conditions/environment 

_____  Like/believe in what the organization does

_____  Chance for promotion/advancement 

_____  Prestige and respect 

List the top six “job values” you consider very important to have in your job. 

Top Six Job Values 

1: ________________________________________________________________
2: ________________________________________________________________
3: ________________________________________________________________
4: ________________________________________________________________
5: ________________________________________________________________
6: ________________________________________________________________

Out of these six job values listed above, explain for at least three why you feel you 
cannot manage without them. 

I cannot be without these job values because: 
1: ________________________________________________________________
2: ________________________________________________________________
3: ________________________________________________________________

Your job values may appear in other small ways within your life but have the most 
significance in your career. Spending time evaluating their importance can lead to 
self-understanding and fulfilling work.

Job Values Inventory
BCC Employment Resource Manual

Job Values Inventory Summary 
BCC Employment Resource Manual

Adapted from the California Career Planning Guide 2003–2005 Adapted from the California Career Planning Guide 2003–2005
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Give yourself 2 points for each of the following habits you have.

1. I take advantage of my learning style. I know the strategies that help me to 
learn best, and I use them.

2. I have a monthly calendar to help me keep track of my activities and 
responsibilities.

3. I have a weekly calendar to help me keep track of my activities and 
responsibilities.

4. Every morning, I write down a list of the things I have to do.

5. Any time I feel that there are too many things I have to do, I take a few 
minutes to sit down and organize myself.

6. When I first get to work, I take a few minutes to figure out the things I have to 
do that day.

7. I have all of my phone numbers in one place.

8. I have stacks of papers, which represent things I have to do.

9. I use self-stick notepapers to remind me of the things I have to do.

10. I use the calculator on my phone, so I can do math faster.

11. I am not afraid to ask people for information that I need.

12. I choose to do my work at times when I'm most alert.

13. I schedule the tasks I don't like to do between the tasks that I like, so that I 
work faster on the things I don't like to do in order to get to the tasks I enjoy 
doing.

14. I do two tasks at the same time when one of them requires waiting.

15. I make a budget to manage my money. I know how much money to put in the 
bank and what bills to pay off immediately after getting paid.

16. I know my environmental preferences and make sure I work under those 
conditions whenever possible.

17. I get enough sleep and exercise and eat good food. I am in good health.

18. I often review my future goals and obligations.

TOTAL POINTS, PART ONE: ______

Managing Time Effectively: 
How Well Do I Save Time?
BCC Employment Resource Manual

Managing Time Effectively: 
How Well Do I Save Time?
BCC Employment Resource Manual
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Give yourself 2 points for each of the following habits you have.

1. I am often sleepy at work. I'm more of a night owl than a morning person.

2. I get to work and get busy. I don't have time to think of my daily obligations 
or to plan ahead.

3. I like to do just one thing at a time. When the laundry is going, I take a rest.

4. I spend at least 3 hours a day on electronic media not related to work.

5. When I have a personal or professional problem, it occupies my mind. I can 
spend hours worrying about something.

6. I'm not the most organized person in the world. My drawers are a disaster 
area, and it seems that I spend a lot of time hunting around for things.

7. I don't use a calendar to schedule my time.

8. (If you smoke or drink coffee) I usually spend a good five minutes relaxing 
with my cigarette or cup of coffee every time I get a chance.

9. I often take personal calls at work.

10. When someone wants to meet with me, I often agree, only to find out later 
that I am busy at that time. Then I have to call up and reschedule. I just can't 
keep it all in my head.

TOTAL POINTS, PART TWO: _____

FINAL SCORE:

Part One Points:_____

Part Two Points:_____  

(Subtract Part Two from Part One) Total: _____

What your final score means: 

• If you score between 30 and 36, you are excellent at managing your time. Feel 
free to offer suggestions to others!

• If you score between 22 and 28, you are like most people. Look at the 
suggestions in Part One tvo improve your time management skills.

• If you score below 20 you really need to focus on improving your time 
management skills. You seem to waste a lot of time. Chances are that you are 
not as organized as you could be. Being disorganized can really work against 
you on a job and in many other situations.

Baltimore Pipeline Project Job Readiness Program Manual, written by Karen 
Harvey, Professional Training Systems, Inc. and Sarah Griffen for the Annie E. Casey 
Foundation, 2005. 

Part Two: Do I Throw Time Away? 
BCC Employment Resource Manual

Part Two: Do I Throw Time Away? 
BCC Employment Resource Manual
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How to write a resume that is informative, attractive, and easy to read:

Please review this information thoroughly and prepare your resume draft before 
bringing your resume to be reviewed by a career counselor. Look at resume 
samples, even those in other fields. Start with a blank Word document – NEVER 
use a template!
 
The resume should be a brief but informative summary of your education, 
employment or volunteer experience, and any specialized skills. The layout should 
be attractive and easy to read or scan. It should generate the kinds of questions 
you want to answer during an interview.

Resume Formats
Chronological: The most accepted format, it lists education history and work 
experience in reverse chronological order, i.e., with the most recent items 
first. This format is best for most candidates, especially those entering the job 
market or changing jobs within a career field. Career Services recommends the 
chronological format, since it is more straightforward.
 
Functional: This format organizes your experience into skill areas, regardless 
of the specific job in which the skill was demonstrated. Employment history is 
then briefly summarized in reverse chronological order. Functional resumes 
are occasionally helpful for candidates with complex work histories or for those 
who are changing careers or re-entering the job market. Most employers regard 

Most Frequently Asked Questions:

1) How long should my resume be?
 Most recent graduates should confine their resumes to one page. If your resume 
goes to a second page, make sure your margins are not too wide (no more than 1” 
left and right and as little as 1/2 ” top and bottom). If the headings are on the left, 
stack the words (e.g. “TEACHING” with “EXPERIENCE” under it, rather than next 
to it). If your resume runs over a little bit, don’t worry 
– A counselor will be able to help you reduce it to one page without losing anything 
important

2) What should I include?

• Name: Start with your NAME (we suggest upper case bold for name only), and 
complete contact information (address, phone, and email address).

• Certifications: List professional certifications or licenses with dates received.

• Education: Summarize your education in reverse order, starting with your last 
degree or the one you are working on now. Include school name, city, state, 
degree, major, date degree was - or will be - conferred, and honors. Include GPA 
only if 3.0 or higher.

•  Length
• Content
• Sections

• Appearance
• Objective
• Features

• Typing
• Paper
• Scanning

• Internet
• Critiques
• Curriculum Vitae

Resume Writing 
BCC Employment Resource Manual

Resume Writing 
BCC Employment Resource Manual
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• Courses: To tailor your resume to a specific job, you may include a list of 
“relevant courses.” This also fills space if you have little experience.

• Honors/Awards/Activities: Use one or more categories as appropriate, 
highlighting achievements such as scholarships, Dean’s List, leadership roles in 
clubs, campus/community organizations, sports or other Accomplishments.

• Research: If applicable, you may include special projects or research, 
highlighting significant relevant classroom learning experiences such as research 
projects, independent study, special presentations, major papers.

• Experience: Your experience, regardless of how you acquired it (full-time 
or part-time jobs, internships, community or college service) is usually of 
chief interest to the reader. For each position, include: Job Title (followed 
by dates of employment), Employer, City, State. Emphasize (put first) either 
employers or job titles, but be consistent! Describe responsibilities, duties, and 
accomplishments, preferably using list format with bullets.

• Skills: Of great interest to employers! Indicate computer hardware and software 
knowledge, fluency in foreign languages, or other technical skills. If you have 
several of each, use separate categories.

• Interests: List interests only if you are really knowledgeable about something or 
very good at it.

• Affiliations: List professional or volunteer affiliations/memberships (if 

applicable). Include any offices held.

3) How do I name the sections?
 The headings on your resume function like headlines in the newspaper. They can 
show the reader where certain information is located, give a summary of content, 
and catch the reader’s interest. If you glance at a resume with a section heading 
Honors and Awards, you will reasonably assume this candidate has received honors 
and awards and that may motivate you to read this resume. Since almost every 
employer wants people with computer skills, some may scan a pile of resumes for 
those with Computer Skills in bold headline type.
 
The exact heading you choose is important and allows you to tailor your resume 
and place the most important experiences first. If you have worked in your 
field, name the field in your heading (e.g., Social Work Experience, or Marketing 
Experience). Work in related fields can be headed Related Experience. If the work is 
not related to your objective but you want to include it, call it Other Experience or 
use the name of the field. 
 
Fieldwork, Volunteer Activities, Summer Employment, or Internships are other 
possible headings. If you include only some of your jobs, you can call it Selected 
Experience. Select and order the major categories so that the most relevant 
information is placed early on the resume (top 2/3 of the first page).

Resume Writing 
BCC Employment Resource Manual

Resume Writing 
BCC Employment Resource Manual
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4) How do I make my resume look professional?

• Include no personal information: age, health, marital status, height, weight, 
religion.

• Never use the first person "I.” Do not use full sentences. Eliminate all 
unnecessary words (a, the).

• Never lie or exaggerate.

• Add to the eye appeal of your resume by varying the typeface for emphasis: 
bold, underline, italic, UPPER CASE, etc. 

• (Use italics for emphasis only - perhaps your job title - never for the entire 
resume.) Use an attractive legible typeface such as Times or Arial, not an old-
fashioned font such as Courier.

• Use "bullets" (•,  , *, −) for listing items under a heading description, such as 
experience.

• Proofread carefully. Grammatical, content, and typographical errors may 
eliminate you immediately from consideration for an interview. Ask others to 
proofread the resume as well.

• The successful resume is one that results in interviews. Does yours present you 
as an accomplished person? Is it easy to read, pleasing to the eye, devoid of all 
errors, current, honest?

5) Do I need an objective?
Most recent graduates don’t need one. Include an objective only if it is very specific, 
unique, or necessary to clarify your job target. The objective is already clear with 
certifications (e.g., teachers) or majors (e.g., nursing). Some candidates may want to 
tailor the job objective for a specific job application. Be sure your objective addresses 
what you can do for the employer, not what the employer can do for you. 

Most employers do not care that you want a “challenging” position or one that 
“provides career growth.” They do care about additional skills or experience 
beyond the basic qualifications. Remember that your job target will be addressed 
very specifically in your cover letter. Candidates with several years of professional 
experience and skills related to the job may prefer to use a Summary or Profile in 
place of an objective.

"Clarify your job target"

Resume Writing 
BCC Employment Resource Manual

Resume Writing 
BCC Employment Resource Manual



18 19

6) What is the most important feature of a successful resume?
Most applicants for a particular job often have similar degrees and work histories. 
People who get interviews are perhaps those who convey on their resumes that 
they have personally done many of the things that need to be done, and have 
demonstrated the needed skills. Claiming that you have a skill is not as convincing 
as demonstrating how you have used the skill. Here are some pointers:

• Use action verbs to describe your duties and accomplishments, depicting 
yourself as someone who gets the job done: one who "created . . . published . . . 
solved" – not one who merely "participated in" or was "responsible for." Avoid 
using “assisted” – say what you did. Vary the vocabulary. (See the list of action 
verbs on page 6 of this guide.) For present jobs, use present tense verbs and for 
past jobs, use past tense.

• Emphasize skills and experience related to the job you want and to the 
employer’s needs.

• When describing your experience, use detailed descriptions that give the reader 
a picture of you as an individual (“Adapted lesson on dinosaurs to learning styles 
of autistic children”) rather than vague descriptions that make you sound like 
everyone else (“Followed the curriculum of cooperating teacher”).

• Avoid self-serving and subjective descriptions. Do include occupation-
specific words related to the job, especially if the resume will be scanned for an 
electronic resume bank.

Resume Writing 
BCC Employment Resource Manual

• Quantify accomplishments by citing numbers, dollars, percentages, etc., where 
appropriate.

• Put the most related and impressive accomplishments first within each job 
description.

7) Can you type this for me?
ABSOLUTELY NOT. We believe that you should do your own resume on a word 
processing program so that you can make frequent updates and tailor them to 
specific jobs. We do not advocate having anyone else do it for you, and you should 
not waste your money on a “professional” resume typing service. Also, avoid using 
a resume template – they usually look awful and limit the ways you can lay out 
your resume. Using a standard word processing program will give you the greatest 
flexibility and usefulness.
 
8) What color paper should I use?
Using a laser or printer of similar quality, print your resume on 8.5" x 11" heavy 
(22-25lb) white, light gray or ivory paper with some cotton content. Purchase extra 
paper for cover letters and thank you letters and don’t forget matching envelopes. 
Avoid very heavy papers that jam in the printer and marbleized papers that don’t 
look clear when photocopied. Plain paper is more professional than paper with cute 
borders. 
 

Resume Writing 
BCC Employment Resource Manual
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9) What if my resume is scanned by a computer?
An increasing number of employers now scan resumes into their databases so they 
can search for candidates with the right skills and experience. For resumes that 
may be scanned by computers, do not use hollow bullets, columns, italics, borders, 
shading or underlining. Use standard fonts, plain white paper, and laser printers. 
Be sure to use keywords related to the field. To maximize “hits” (i.e., matches of 
your resume to job vacancies) in cases where the employer scans all resumes, we 
suggest that you describe your experience in very concrete, rather than vague, 
terms; be concise; use more than one page if needed; use terms and acronyms 
specific to your field (but spell out acronyms too); be specific with software and 
programs.

10) How do I use the Internet to send out my resume?
Most job searches today will include applying for a job online.

• Prepare your resume using a word processing program (we suggest Microsoft 
Word). Send an email with the cover letter and  resume as separate attachments. 
Employers may also provide special instructions on their sites for sending your 
resume in response to an ad.

• Another method used by some organizations is an online application, which 
may be called a “resume,” but bears little resemblance to the professional resume 
we have described, and will not substitute for a professional resume for other 
uses. These are generally “read” by computers to s elect candidates based on 

Resume Writing 
BCC Employment Resource Manual

their ‘key words’, so their appearance is not important. You will probably have 
to cut and paste all needed information each time you respond to one of these 
applications.

• There are also resume databases on the Internet where you can upload your 
resume for employers to review.

11) Got a minute to look over my resume?
After you complete your resume according to guidelines in this Resume Guide, you 
may make an appointment with a counselor for a review, OR you may email it to us 
as a Word attachment to Career Services.

Resume Writing 
BCC Employment Resource Manual

"Describe your experience in very 
concrete, rather than vague, terms"
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12) What’s the difference between a resume and a curriculum vitae?
A curriculum vitae (often called a ‘CV’) is a special type of resume traditionally 
used within the academic community, and sometimes in the medical and legal 
communities. It is useful not only for a job search but also for tenure review, grant 
applications, fellowships, or consulting. Academic hiring is frequently a long 
process done by a committee. Thus, the CV may be reviewed by many individuals.
 
The CV need not be confined to one page, like the typical business resume, nor 
does it have to be any longer than necessary to highlight your strengths and 
achievements. It generally includes degrees, teaching and research experience, 
publications, presentations, and related activities. When applying for positions 
outside of academia, a resume will represent you better than a CV. The details 
of your teaching and research will probably be of less interest to the reader. 
Converting your CV to a resume will usually require major revisions.
 
Like your resume, your CV is a work in progress. Instead of merely keeping your 
CV current, you should delete items that no longer relate to your objective, create 
new categories to show your achievements, and reorganize sections to emphasize 
strengths related to the job you seek.

Resume Writing 
BCC Employment Resource Manual

Some Action Verbs 
BCC Employment Resource Manual

Begin each description of your activities and accomplishments using an action 
verb. There are many other “occupation-specific” verbs not mentioned here, but 
this list should help you vary your vocabulary. Remember that present jobs will use 
the present tense. Past jobs use past tense.

accelerated
accomplished
achieved
adapted
administered
advanced
advised
aided
allocated
amplified
analyzed
answered
approved
arbitrated
arranged
assessed
assisted
assumed
augmented
authored

automated
awarded
began
broadened
built
calculated
cataloged
chaired
classified
coached
compiled
completed
computed
conceived
conceptualized
condensed
conducted
constructed
consulted
contained

contracted
contrived
controlled
cooperated
coordinated
counseled
created
cut
decreased
delegated
demonstrated
designed
determined
developed
devised
devoted
diagrammed
directed
displayed
distributed

drafted
edited
effected
eliminated
employed
established
estimated
evaluated
examined
exhibited
expanded
expedited
explored
extended
fabricated
facilitated
focused
formulated
fortified
founded
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Skills Identification 
BCC Employment Resource Manual

Some Action Verbs 
BCC Employment Resource Manual

By checking what areas of skills you possess, you’ll be able to identify strengths to 
reference when completing your resume. 

generated
guided
handled
harmonized
headed
identified
implemented
improved
improvised
incorporated
increased
influenced
informed
initiated
innovated
installed
instituted
instructed
interpreted
interviewed
introduced
investigated
involved
launched

Communication Skills 
Reading and following directions 
Putting things in alphabetical order
Comparing or cross-checking two lists
Filling out forms 
Writing letters and memos correctly
Reading and understanding policies and memos 
Writing reports 
Speaking to people you don’t know
Speaking English and another language 
Taking notes while someone speaks
Finding information (getting what you need to know out of a dictionary, 
online website, the library, etc.)  
Using a map 
Reading bus, train, and plane schedules 
Explaining things to other people
Knowing when to ask for help or more explanation

 

led
lectured
listed
maintained
managed
mediated
modified
monitored
motivated
negotiated
observed
operated
ordered
organized
oriented
originated
overhauled
participated
performed
planned
pinpointed
prepared
presented
preserved

presided
processed
produced
programmed
projected
promoted
proposed
proved
provided
published
received
recommended
recorded
recruited
rectified
reduced
re-established
referred
regulated
reinforced
reorganized
represented
researched
reshaped

restored
restructured
revamped
reviewed
revised
scheduled
structured
studied
substituted
suggested
supervised
supported
systematized
taught
trained
trimmed
tutored
unified
used
utilized
volunteered
widened
worked
wrote
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Skills Identification 
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Skills Identification 
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By checking what areas of skills you possess, you’ll be able to identify strengths to 
reference when completing your resume. 

By checking what areas of skills you possess, you’ll be able to identify strengths to 
reference when completing your resume. 

Number Skills 

Doing arithmetic correctly 
Using percentages and decimals
Using a calculator 
Rounding off numbers 
Typing/keyboarding 
Calculating hours worked, money owed, etc. 
Estimating costs and/or time needed to complete a job 
Using a database program on a computer 

Technical Skills 

Making, fixing, and repairing things 
Operating machinery 
Installing things 
Building things 
Gardening, landscaping, and farming 

Business Skills 

Operating a computer 
Using a business telephone 
Filing, sorting and classifying information
Balancing checkbooks 
Working with budgets 
Setting up and closing out a cash register 

People Skills 

Caring for children responsibly 
Caring for the sick and elderly 
Showing warmth and caring 
Calming people down 
Helping people complete a task
Teaching someone how to do something
Knowing how to get along with different people/personalities 
Leading groups or activities
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Skills Identification 
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By checking what areas of skills you possess, you’ll be able to identify strengths to 
reference when completing your resume. 

Management and Self-Management Skills 

Being patient with others 
Keeping a cheerful attitude 
Getting interested/excited about the task at hand 
Offering to help when it’s needed 
Knowing how to take direction 
Motivating yourself to do what needs to get done 
Helping motivate others to get the job done 
Prioritizing tasks so that the larger goal is met on time 
Following the rules 
Presenting a neat and professional image 
Checking your own work 
Working hard without complaining 
Using courtesy when dealing with others 
Seeking help when needed 
Being eager to learn 
Speaking up for yourself 
Solving problems in a cooperative way 

 

Skills Identification 
BCC Employment Resource Manual

By checking what areas of skills you possess, you’ll be able to identify strengths to 
reference when completing your resume. 

Creative/Artistic

Artistic 
 Drawing 
 Expressing
Performing 
Presenting artistic ideas
Dancing, body movement
Visualizing shapes
Designing 
Model making 
Making handicrafts
Writing poetry
Illustrating, sketching
Doing photography
Mechanical drawing

 Adapted from the California Career Planning Guide 2003–2005
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References 
BCC Employment Resource Manual

It is no longer necessary to state on the bottom of one’s resume that “References are 
available upon request” since it is understood that employers will ask for references 
if they are interested in you, whether or not you state this. Use the limited space on 
your resume to provide essential information. Job seekers should, however, prepare 
a typed list of references like the one below

Phone / Email References: 
Many employers want to be able to check your references by phone and, 
increasingly these days, by email. Ask three or four people who know your work 
– professors, supervisors, officials, coaches, advisors, etc. Include their full name, 
their title, organization, address, phone numbers, and email addresses. Always get 
permission from these individuals before putting them on the list and prepare 
them for potential calls from employers. (Send them a thank-you letter for being 
a reference, update them on how your job search is progressing, and enclose a 
resume.)
 
Written References:
In addition to asking for permission to list someone as a professional reference, you 
may ask for a written recommendation letter from the individual. 
 
When you are asked for references, you can use the list and/or any letters you 
believe are relevant. Offer them at an interview or - IF references are requested in 
the job posting - you may include them with your resume. This is what we mean by 
References furnished upon request.   As mentioned, including this phrase on your 
resume is not necessary and, since space is at a premium, you can use that space for 
something much more informative.

Your Name
Street Address

City, State Zip Code
Phone Number
Email Address

REFERENCES:

References 
BCC Employment Resource Manual

Dr. John Jones, Professor
Vaughn College
Flushing, NY 11369
Bus. Tel. (516) 877-0000
Email: John.Jones@Vaughn.edu
 
Mr. Robert Lehman, Branch Manager
Nickel Savings Bank
1234 Steward Avenue
Franklin Circle, NY 11000
Bus. Tel. (516) 222-0987; 
Fax (516) 222-1987
Email: lehmanrobert@nickelbank.org

 Ms. Frances Storm, Principal
Tip Top Day School
77 Jericho Turnpike
Jericho, NY 11555
Bus. Tel. (516) 555-1999; 
Home Tel. (631) 999-1043
Email: fstorm@mailbox.net
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The Cover Letter
BCC Employment Resource Manual

A cover letter is really a form of business letter. Each resume you mail, email, 
or fax must be accompanied by a well-written cover letter. When responding to 
posted vacancies, each cover letter should show how your background meets the 
employer's needs (as stated in their job description), as well as why you want to 
work for that organization, in that position, or with that situation. When sending 
a resume to an organization for which you have not seen posted vacancies, write a 
letter of inquiry, in which you ask about current or potential vacancies, state why 
you are interested, and what makes you a good candidate.

The Letter Should
• Ensure that your resume gets to the right person in the organization.

• Make clear the position for which you are applying.

• State how you found out about the organization or the vacancy.

• (If appropriate) mention the name of the person who suggested you send the 
resume.

• Emphasize specific skills you have which are required for this particular job.

• Say why you are interested in this job and/or want to work for this organization.

• Demonstrate your writing abilities, attention to detail, and research.

• Include relevant motivation (why you have chosen this field), attitudes (how 
you view your long-term goals), or personal traits (your unique qualities) - all of 
which don't belong on a resume.

Cover Letter DOs

• Use the same font, format, and paper as your resume.
• Limit a cover letter to one page.
• Personalize each cover letter to the specific position.
• Check for typos, proper grammar and accuracy.
• Use spell check first, but do not rely on it to catch all errors.
• Have an ICC career advisor review it before you send it.
• Use “standard business letter” format even if it is an email.
• When emailing, also attach a PDF version of your cover letter.
• Standard salutations are: Dear Mr. Smith, or Dear Ms. Grey. If no specific name, 

use: Dear Hiring Manager, Dear Graphics Department Hiring Team, or Dear 
Recruiter.

 
Cover Letter DON’Ts

• Don’t try to say everything in your cover letter.
• Don’t repeat or summarize your resume.
• Don’t use a generic, “one size fits all” cover letter.
• Don’t write long, wordy letters.
• Don’t overuse adjectives, especially subjective ones. (example: You are the best X 

company in the world. I am the most hardworking student intern you will ever 
meet.)

• Don’t exaggerate your skills or experience.
• Don’t focus on what you want, but on what you bring to the employer

The Cover Letter 
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The best cover letter is one that results from thorough research and is tailored 
very specifically to the organization. If you can send the same letter content to two 
employers, it is probably not a great letter. Your letter should show that you know 
about that particular organization and are interested in working for them.

Sending dozens or hundreds of unsolicited resumes with the same cover letter 
usually nets a very poor response. Instead, target your inquiries to a carefully 
chosen, select group of employers that you have thoroughly researched and 
identified as those who might need your skills, education, and background.
 

The Internet: It is not unreasonable for any employer to assume that you have at 
least visited their website! Try the name of the school or organization (or its initials) 
followed by .edu, .org, or .com. Use a search engine (Yahoo, Google, AltaVista, 
About, etc.) to locate a company’s website. Find industry profiles on such sites as 
www.associatedpress.com, www.wetfeet.com, or www.hoovers.com to keep you 
informed about your field and specific organizations. 
 
Periodicals: Use library research to locate any recent articles about the 
organization. You should be aware of any recent mergers, acquisitions, leadership 
changes, advances in the industry, or problems. 
 
Information Interviews: Identify people who can give you information about the 
organization before you call, write or visit. These people can be considered part of 
your “network” and they may lead you to additional contacts.
 
Request Information: Call for brochures, newsletters, reports.
 
Visit: If it’s a store or service operation, visit them in person. Find out what people 
think about the organization. See what people who work there are like.

References 
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Your name: at bottom of letter only
Your Address
City, State, ZIP Code
Phone and Email address
Date
 
Mr./Ms./Dr. First and Last Name
Title
Employer Organization
Street Address
City, State, ZIP Code
 
Dear Mr. Last Name: (Do not include their first name in the salutation. If you have 
tried and you cannot find out a specific name, use a title, such as Director of..., or 
Recruiter. Never send your resume to "whom it may concern” or to “Dear Sir or 
Madam.")
 
First paragraph: Note the name of the position you are applying for and tell when 
and where you heard about it. If you don't know of a specific opening, ask if there 
are any available openings as a __________, or if there are any entry-level positions 
available in the area of ___________. Summarize the primary accomplishments 
that qualify you for the position such as: your degree, major, years of related 
experience. Note somewhere in the letter that you have enclosed a resume. Don’t 
start too many sentences with the word “I.”

 
Middle paragraph(s): State why you are interested in the position and/or their 
organization. Explain how your academic and/or experiential background qualifies 
you for the position/organization. Point out any related experience or special 
training. Show how your skills fit the job description or how they relate to the 
organization's needs, based on your research. Do not just repeat or summarize what 
is in your resume.
 
Concluding paragraph: Express your appreciation for their consideration and 
request the opportunity to meet. Provide specific information about how you may 
be reached. (Be sure your voicemail greeting sounds professional.) You may state 
that you will contact the person in a week to ten days to discuss the possibility of an 
interview. (In either case, follow up to confirm receipt of your correspondence - as 
well as to promote yourself for the job.)
 
Sincerely,
Your Signature
Your First and Last Name  ← goes here only, unless you use personal letterhead 
with your pre-printed name at the top of the page.)
 
Enclosure

Cover Letter Format 
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Content

• Good cover letters are brief and to the point. (For example, a phrase such 
as “I would like to take this opportunity to inform you that . . .” does not say 
anything.)

• Make it clear that the letter is addressed to a specific person at a specific place 
for a specific job. Do not use generic “one-size-fits-all” ideas such as, “I can 
make a valuable contribution to your organization.” What specific contributions? 
How are these important to this organization? Show how your skills meet the 
requirements of this employer (as learned from your research, or from the job 
descriptions, or from an information interview).

• Be sure to say why you want to work for that organization and be sure you say 
why you feel qualified to perform the functions of that job. (Make sure you 
change any named organization or job title from a previous cover letter.)

• You should not put “My name is ___” in your letter.

• Do not start every sentence with the word “I.” (Instead of “I received my 
Bachelor of Avionics degree in May. . .” – say “In May, I received . . .”)

• The letter should sound like you, not like you have lifted the verbiage from a 
cover letter manual. The tone should be professional without sounding overly 
formal. Imagine what you would say when asked about what you do, rather than 
what you think “sounds good.”

• Relate your specific experience to the job, but do not restate each item from your 

resume.

• Use industry “jargon” sparingly, especially when changing fields. Many initial 
screeners won’t be able to interpret obscure-sounding statements. Your aim is to 
get this letter past the initial contact – directly to the person who will be making 
hiring decisions.

• Read your letter aloud. Does each sentence make sense? Do all the sentences 
in a paragraph share related ideas? (Most paragraphs should be more than one 
sentence.)

Format

Use standard business format:

• All text is usually left-justified for this type of letter.

• Do not indent the first sentence in a paragraph (all text aligned with left 
margin).

• Use single space within paragraphs and double space between sections and 
paragraphs.

• Put your address and phone on top with the date immediately below.

• Put the name, title of the person to whom you are writing. Under that, put the 
organization name, then the street address followed by the City, State, and Zip.

• Write “Dear LAST name” followed by a colon (never a comma for a business 

Cover Letter Format 
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letter).

• If there is no possible way to identify the individual, address the letter “Dear 
Recruiter” (or Manager, Director, or whatever seems most appropriate.)

Grammar

• Apostrophes indicate possession, contraction, or pluralized letters and numbers. 
It’s easy to confuse it's (it is) with its (possessive of it). Generally, when nouns 
are possessive, the placement of the apostrophe indicates whether or not the 
noun is also plural. (Student’s indicates that something belongs to one student, 
while students’ indicates something belongs to more than one student.)

• A verb must “agree with” its subject: Marie supervises, not Marie supervise. He 
does, but they do. These rules apply even when subject and verb are separated 
by other words and phrases. Pronouns must agree with the nouns to which they 
refer: “A student must type their own resume” does not make sense because only 
one student is represented by their in this case. The correct sentence would be, 
“A student must type his or her own resume.”

• Are any of your sentences overly long or overly short? Some short sentences 
can be combined with other sentences that have related ideas. Some, but not all, 
overly-long sentences are “run-on,” which means that two independent clauses 
(a group of words containing a subject and predicate that can stand alone as a 
sentence) are fused together.

 

Incorrect “Run-on sentences” 

The sentences were too short I combined them. 

The sentences were too short however I combined them.

Grammatically Correct Sentences

The sentences were too short. I combined them.

The sentences were too short; I combined them.

The sentences were too short and I combined them.

Because the sentences were too short, I combined them.

The sentences were too short; however I combined them.

Proofreading

• Does your computer screen have green squiggles under words that may indicate 
grammatical errors? (Sometimes the squiggles are indicating spacing errors.)

• Are there red squiggles under any words which may indicate spelling errors? 
Remember that ‘spell check’ will not catch every error. As long as the letters 
make up a real English word, it is okay with ‘spell-check.’ This does not mean it 
will be okay with the reader! We see letters that contain grate ideas. Such writers 
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may not get two far with there poor writing skills. (Note that my computer spell 
check totally misses the three outstanding spelling errors in the last two sentences.)

• Proofread. Does each sentence have a clear message? Is this exactly the message you 
want to convey? Are the related ideas grouped together? Proofread again. Ask a 
friend to proofread it too.

 

Cover Letter Critique

A counselor at Career Services will review one of your cover letters AFTER you:

• Follow the guidelines on these pages.

• Research the position (perhaps on O*Netcenter.org) to know the skills that you 
should write about.

• Research the organization (via internet and/or information interviews) to know 
very specifically how you and your specific experience and skills will contribute.

• Address the letter to a real person, with a title, if this information is available.

Make an appointment with the Blackfeet Community College Career Center 
Staff.

Want to ace your next interview and land that open job you’ve been 
seeking? Here are 20 tips to help you prepare.

1. Research the industry and company.
An interviewer may ask how you perceive his company's position in its industry, 
who the firm's competitors are, what its competitive advantages are, and how it 
should best go forward. For this reason, avoid trying to thoroughly research a 
dozen different industries. Focus your job search on just a few industries instead.

2. Clarify your "selling points" and the reasons you want the job.
Prepare to go into every interview with three to five key selling points in mind, 
such as what makes you the best candidate for the position. Have an example of 
each selling point prepared ("I have good communication skills. For example, I 
persuaded an entire group to ..."). And be prepared to tell the interviewer why you 
want that job – including what interests you about it, what rewards it offers that 
you find valuable, and what abilities it requires that you possess. If an interviewer 
doesn't think you're really, really interested in the job, he or she won't give you an 
offer – no matter how good you are!

3. Anticipate the interviewer's concerns and reservations.
There are always more candidates for positions than there are openings. So 
interviewers look for ways to screen people out. Put yourself in their shoes and ask 
yourself why they might not want to hire you (“I don't have this,” “I'm not that,” 
etc.). Then prepare your defense: “I know you may be thinking that I might not be 
the best fit for this position because [their reservation]. But you should know that 
[reason the interviewer shouldn't be overly concerned]."

Interview Preparation 
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4. Prepare for common interview questions.
Every "how to interview" book has a list of a hundred or more "common interview 
questions." (You might wonder just how long those interviews are if there are that 
many common questions!) So how do you prepare? Pick any list and think about 
which questions you're most likely to encounter, given your age and status (about 
to graduate, looking for a summer internship). Then prepare your answers so you 
won't have to fumble for them during the actual interview.

5. Line up your questions for the interviewer.
Come to the interview with some intelligent questions for the interviewer that 
demonstrate your knowledge of the company as well as your serious intent. 
Interviewers always ask if you have any questions, and no matter what, you 
should have one or two ready. If you say, "No, not really," he or she may conclude 
that you're not all that interested in the job or the company. A good all-purpose 
question is, "If you could design the ideal candidate for this position from the 
ground up, what would he or she be like?"

If you're having a series of interviews with the same company, you can use some of 
your prepared questions with each person you meet (for example, "What do you 
think is the best thing about working here?" and "What kind of person would you 
most like to see fill this position?") Then, try to think of one or two others during 
each interview itself.

6. Practice, practice, practice.
It's one thing to come prepared with a mental answer to a question like, "Why 
should we hire you?" It's another challenge entirely to say it out loud in a confident 

and convincing way. The first time you try it, you'll sound garbled and confused, no 
matter how clear your thoughts are in your own mind! Do it another 10 times, and 
you'll sound a lot smoother and more articulate.

But you shouldn't do your practicing when you're "on stage" with a recruiter; 
rehearse before you go to the interview. The best way to rehearse? Get two friends 
and practice interviewing each other in a "round robin": one person acts as the 
observer and the "interviewee" gets feedback from both the observer and the 
"interviewer." Go for four or five rounds, switching roles as you go. Another idea 
(but definitely second-best) is to tape record your answer and then play it back to 
see where you need to improve. Whatever you do, make sure your practice consists 
of speaking aloud. Rehearsing your answer in your mind won't cut it.

7. Score a success in the first five minutes.
Some studies indicate that interviewers make up their minds about candidates in 
the first five minutes of the interview – and then spend the rest of the interview 
looking for things to confirm that decision! So what can you do in those five 
minutes to get through the gate? Come in with energy and enthusiasm, and express 
your appreciation for the interviewer's time. (Remember: She may be seeing a lot 
of other candidates that day and may be tired from the flight in. So bring in that 
energy!)

Also, start off with a positive comment about the company – something like, 
"I've really been looking forward to this meeting [not "interview"]. I think [the 
company] is doing great work in [a particular field or project], and I'm really 
excited by the prospect of being able to contribute."

Interview Preparation
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8. Get on the same side as the interviewer.
Many interviewers view job interviews as adversarial: Candidates are going to try to 
pry an offer out of the interviewer, and the interviewer's job is to hold onto it. Your 
job is to transform this "tug of war" into a relationship in which you're both on the 
same side. You could say something as simple as, "I'm happy to have the chance to 
learn more about your company and to let you learn more about me, so we can see 
if this is going to be a good match or not. I always think that the worst thing that 
can happen is to be hired into a job that's wrong for you – then nobody's happy!"

9. Be assertive and take responsibility for the interview.
Perhaps out of the effort to be polite, some usually assertive candidates become 
overly passive during job interviews. But politeness doesn't equal passivity. An 
interview is like any other conversation – it’s a dance in which you and a partner 
move together, both responding to the other. Don't make the mistake of just sitting 
there waiting for the interviewer to ask you about that Nobel Prize you won. It's 
your responsibility to make sure he walks away knowing your key selling points.

10. Be ready to handle illegal and inappropriate questions.
Interview questions about your race, age, gender, religion, marital status, and sexual 
orientation are inappropriate and in many areas illegal. Nevertheless, you may 
get one or more of them. If you do, you have a couple of options. You can simply 
answer with a question ("I'm not sure how that's relevant to my application"), or 
you can try to answer "the question behind the question": "I don't know whether I'll 
decide to have children in the near future, but if you're wondering if I'll be leaving 
my job for an extended period of time, I can say that I'm very committed to my 

career and frankly can't imagine giving it up."

11. Make your selling points clear.
If a tree falls in the forest and no one is there to hear it, did it make a sound? More 
important, if you communicate your selling points during a job interview and 
the interviewer doesn't get it, did you score? On this question, the answer is clear: 
No! So don't bury your selling points in long-winded stories. Instead, tell the 
interviewer what your selling point is first, then give the example.

12. Think positive.
No one likes a complainer, so don't dwell on negative experiences during an 
interview. Even if the interviewer asks you point blank, "What courses have you 
liked least?" or "What did you like least about that previous job?" don't answer 
the question. Or more specifically, don't answer it as it's been asked. Instead, say 
something like, "Well, actually I've found something about all of my classes that I've 
liked. For example, although I found [class] to be very tough, I liked the fact that 
[positive point about the class]" or "I liked [a previous job] quite a bit, although 
now I know that I really want to [new job]."

13. Close on a positive note.
If a salesman came to you and demonstrated his product, then thanked you for 
your time and walked out the door, what did he do wrong? He didn't ask you to 
buy it! If you get to the end of an interview and think you'd really like that job, 
ask for it! Tell the interviewer that you'd really, really like the job – that you were 
excited about it before the interview and are even more excited now, and that you're 
convinced you'd like to work there. If there are two equally good candidates at the 
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end of the search – you and someone else – the interviewer will think you're more 
likely to accept the offer, and thus may be more inclined to make an offer to you.

Even better, take what you've learned about yourself from your MyPath career 
assessment and use it to explain why you think this is the job for you: "I've done 
some careful career self-assessment, and I know that I'm most interested in [one or 
two of your most important career interest themes], and – correct me if I'm wrong 
– it seems that this position would allow me to express those interests. I also know 
that I'm most motivated by [two or three of your most important motivators from 
your MyPath assessment], and I have the sense that if I do well, I could get those 
rewards in this position.

Finally, I know that my strongest abilities are [two or three of your strongest 
abilities from your MyPath assessment], and I see those as being the abilities you 
most need for this position." If you follow this tip, you'll be (a) asking for the job, 
(b) explaining why you think it's a good match, (c) displaying your thoughtfulness 
and maturity, and (d) further disarming the tug-of-war dynamic that interviewers 
anticipate. You'll be making the strongest possible "close" – and that's worth a lot!

14. Bring a copy of your resume to every interview.
Have a copy of your resume with you when you go to every interview. If 
the interviewer has misplaced his or her copy, you'll save a lot of time (and 
embarrassment on the interviewer's part) if you can just pull your extra copy out 
and hand it over.

15. Don't worry about sounding "canned".
Some people are concerned that if they rehearse their answers, they'll sound 
"canned" (or overly polished or glib) during the interview. Don't worry. If you're 
well prepared, you'll sound smooth and articulate, not canned. And if you're not so 
well prepared, the anxiety of the situation will eliminate any "canned" quality.

16. Make the most of the "Tell me about yourself " question.
Many interviewers begin interviews with this question. So how should you 
respond? You can go into a story about where you were born, what your parents 
do, how many brothers and sisters and dogs and cats you have, and that's okay. But 
would you rather have the interviewer writing down what kind of dog you have – 
or why the company should hire you?

Consider responding to this question with something like: "Well, obviously I could 
tell you about lots of things, and if I'm missing what you want, please let me know. 
But the three things I think are most important for you to know about me are 
[your selling points]. I can expand on those a little if you'd like." Interviewers will 
always say, "Sure, go ahead." Then you say, "Well, regarding the first point, [give 
your example]. And when I was working for [company], I [example of another 
selling point]." Etc. This strategy enables you to focus the first 10-15 minutes of the 
interview on all of your key selling points. The "Tell me about yourself " question is 
a golden opportunity. Don't miss it!

17. Speak the right body language.
Dress appropriately, make eye contact, give a firm handshake, have good posture, 
speak clearly, and don't wear perfume or cologne! Sometimes interview locations 
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are small rooms that may lack good air circulation. You want the interviewer 
paying attention to your job qualifications -- not passing out because you've come 
in wearing Chanel No. 5 and the candidate before you was doused with Brut, and 
the two have mixed to form a poisonous gas that results in you not getting an offer!

18. Be ready for "behavior-based" interviews".
One of the most common interview styles today is to ask people to describe 
experiences they have had that demonstrate behaviors that the company thinks are 
important for a particular position. You might be asked to talk about a time when 
you made an unpopular decision, displayed a high level of persistence, or made a 
decision under time pressure and with limited information, for example.

• Step 1 is to anticipate the behaviors this hiring manager is likely to be looking 
for. 

• Step 2 is to identify at least one example of when you demonstrated each 
behavior. 

• Step 3 is to prepare a story for each example. Many people recommend using 
SAR (Situation-Action-Result) as a model for the story. 

• Step 4 is to practice telling the story. Also, make sure to review your resume 
before the interview with this kind of format in mind; this can help you to 
remember examples of behaviors you may not have anticipated in advance.

19. Send thank-you notes.
Write a thank-you note after every interview. Type each note on paper or send them 

by email, depending on the interviewers' preferences. Customize your notes by 
referring specifically to what you and the interviewer discussed; for example, "I was 
particularly excited about [or interested by, or glad to hear] what you said about ..." 
Handwritten notes might be better if you're thanking a personal contact for helping 
you in your job search, or if the company you're interviewing with is based in 
Europe. Whatever method you choose, notes should be sent within 48 hours of the 
interview.

To write a good thank-you note, you'll need to take time after each interview to 
jot down a few things about what the interviewer said. Also, write down what you 
could have done better in the interview, and make adjustments before you head off 
for your next interview.

20. Don't give up!
If you've had a bad interview for a job that you truly think would be a great fit for 
you (not just something you want badly), don't give up! Write a note, send an email, 
or call the interviewer to let him or her know that you think you did a poor job of 
communicating why you think this job would be a good match. Reiterate what you 
have to offer the company, and say that you'd like an opportunity to contribute. 
Whether this strategy will get you a job offer depends on the company and on you. 
But one thing's for sure: If you don't try, your chances are exactly zero. We've seen 
this approach work on numerous occasions, and we encourage you to give it that 
last shot.
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Tips for Being Assertive 

1. Eye Contact  - Avoid harsh stares. Do not stare at people 100 percent of the 
time.

2. Body Posture - Try to face the person. Stand or sit up tall, but don’t be stiff as 
aboard. 

3. Distance/Physical Contact  - You should not be close enough to be in the 
person’s face. Keep a comfortable distance 

4. Gesture - Use hand gestures to add to what you are saying, but don’t overdo it! 

5. Facial Expressions - Your face should match your emotion and what you are 
saying. Don’t laugh when you are upset and don’t frown when you are happy. A 
relaxed, pleasant face is best when you are happy, a serious face when you are 
upset. 

6. Voice Tone, Inflection, Volume - When you are making an assertive message, 
you want to be heard. Pay attention to the tone and inflection of your voice 
and the volume. Use a volume that is appropriate for inside, face-to-face 
conversation. 

7. Fluency - It is important to get your words out in an efficient manner. If a 
person stammers or rambles on, the listener will become bored. 

8. Timing - When you are expressing negative feelings or making a request of 
someone, this is especially important. Seven days later may be too late. Doing it 

when you are most upset is not the right time either.

9. Listening - An important part of assertiveness. Give the other person a chance 
to respond. 

10. Content  - What a person says is one of the most important aspects of the 
assertive message. 

Interview Preparation
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Employers May Ask You

• Tell me about yourself. (This question gets asked the majority of the time—
expect it.)

• What do you know about our company? 

• Tell me about a time when you were in a leadership position.

• What skills or ideas do you bring to a job that another candidate may not be able 
to offer? 

• Where do you see yourself five years from now? 

• What is your greatest strength and greatest weakness? 

• Why do you want to work here? 

• In which campus activities did you participate and why did you choose them? 

• What motivates you? 

• What job-related skills have you developed? 

• What did you enjoy most about your most recent employment?

• How do you think a former supervisor would describe your work? 

• What are your salary expectations? 

• What questions do you have for me?

Behavioral Interview Questions 

• Give me an example of a time in which you provided a solution to an employer. 

• Tell me about a time when you have persuaded others to adopt your ideas. 

• Describe your experience organizing and planning major projects on a team. 

• How do you organize and plan major projects? 

• Describe your communication style. 

• Tell me about your experience working in diverse work environments.

• Give an example of a goal you reached and tell me how you achieved it. 

• Tell me about a challenge or conflict you’ve faced at work, and how you dealt 
with it.

• Give an example of a time when you worked successfully with a team.

You May Ask Employers

• What types of assignments might I expect in the first six months on the job? 

• What will the first three weeks be like? What training is provided? 

• What products (or services) are in the development stage right now? 

• What are your growth expectations for the next year? 

Sample Interview Questions 
BCC Employment Resource Manual



56 57

Sample Interview Questions 
BCC Employment Resource Manual

• In what ways is a career with your company better than one with your 
competitors? 

• What is the largest single challenge facing your staff (department) right now? 

• Where does this position fit into the organizational structure? 

• How would you describe the management style in this company/department? 

• Where might a person who has been in this position expect to be in five years? 

• What is the next step? When should I expect to hear from you or should I 
contact you?

Basic Guidelines for Dressing for Interviews 

• Select clothing, fragrances, jewelry, hairstyle, etc. that do not detract from your 
professional image. The interviewer's attention should be focused on what you 
say and your skills and talents.

• Make sure your hair is clean and neatly styled. Avoid styles that cover your face 
or that you have to brush back.

• Remove facial and body piercings, other than single ear jewelry, for interviews.

• Visible tattoos should be covered to avoid distraction.

• Make sure that your clothing is clean and neatly pressed.

• Your clothing should fit well and remain in place while sitting and/or walking.

• Choose professional attire that is appropriate for the industry or specific 
company.

• Less is more. Keep your look simple; if possible, learn something about the 
environment and the company’s dress code.

Interview Attire 
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Dressing on a tight budget

• There are a number of organizations that provide clothing to individuals in need 
for job interviews, including:

• Dress For Success at www.dressforsuccess.org

• Dress for Success for Men at https://www.livecareer.com/career/advice/
interview/dress-for-men

• Remember that self-confidence is your primary goal when selecting your 
interview clothing. Choose clothing with multi-use potential

• Get durable, classic, well-made items that can be combined for a “professional” 
or “casual Friday” look.

• Colors like black, dark gray, and navy are standards.

• Purchase matching components. Having options such as wearing a skirt or pants 
with a jacket multiplies possible combinations.

• Use shirts/blouses/sweaters to create a variety of visual effects.

• Consider thrift stores.

Presenting a Positive Image 

• Keep your shoulders back.

• Keep your head erect.

• Avoid folding your arms across your chest.

• Avoid sitting or standing with arms or legs far apart or in what could be 
described as an “open” position.

• Use gestures that enhance your verbal message.

• Nod your head affirmatively at appropriate times—but do not overdo it.

• Project your voice loud enough to be heard by the interviewer.

• Articulate clearly—do not mumble.

• Use pauses for emphasis.

• Watch your pace—avoid talking too fast or too slow. Many people talk fast when 
they are nervous.

• Know yourself and try to regulate your pace accordingly.

Interview Attire  
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Leon County Schools Adult and Community Education. 
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What impressions have you gotten from people over the phone? Was the person 
rude? Can you tell how someone feels over the phone even though you cannot see 
them? What impressions do you get when someone on the phone is rude, uses 
slang, or chews gum? 

Helpful hints: 

• Prepare before calling. On paper write down what you will say and what you 
need to ask. Practice saying it until you feel comfortable. Leave space so you can 
write an answer next to your questions.

• Do not chew gum.

• Call from a quiet place so that you will be able to hear everything. If there is a 
lot of background noise, the person on the other end of the phone will be able to 
hear it too.

• Have a paper and pencil ready so you can write down important information.

• Ask for the person who can truly help you. Don’t waste time giving information 
to the receptionist. Instead, say, “I am interested in the job position you are 
advertising. Can you direct me to the correct person?”

• Introduce yourself to the person, state your reason for calling, and give the name 
of anyone who may have referred you.

• Get the name of the person you finally end up speaking with and write it down. 
Ask for the correct spelling if you are not sure.

• Ask to set up an appointment for an interview.

• Review all the information given to you. Make sure it is correct.

• Be sure to leave your name and telephone number.

• Thank the person for their time, and use their name.

Telephone Etiquette  
BCC Employment Resource Manual
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Using the following scenarios, try your best to work out a solution that best 
solves the problem. 

 Sick Child 
John has two sons, an 8-year old and a 10-year old, whom he is raising on his own. 
He has just started working at Harden’s fast food restaurant. He is already working 
full-time. They have told him that they think he would make a good manager, and 
he is thinking about applying for the training position. Things are going well for 
him after a long time of unemployment and part-time jobs. Wednesday when he 
gets the boys up, the younger one complains he doesn’t feel well, but he seems okay, 
and John sends him on to school. At 11:00 a.m., right before lunchtime, Harden’s 
busiest time of day, John gets a call from the school. His son has thrown up twice 
and has a temperature of 103 degrees. 

A Teacher with an Attitude 
Susan is attending an accounting training program at the community college. She 
likes the other students, and several of her teachers are friendly and supportive. But 
she really has trouble with the accounting teacher. The woman is very cool in her 
manner, makes no allowances for any problems the students might have, “corrects” 
their speech, and expects them to do a great deal of work at home. She also dresses 
very expensively and seems to think very well of herself. Susan is making B’s and 
C’s in the accounting program, but she wishes she better understood some things. 
In addition, every time she goes to class, she gets angry at her teacher’s attitude. 
Even though she is doing what she wants, she is thinking of dropping out of the 
program. 

The Ex-Wife 
Lou has been working as an aide in a special education program for five months. 
She really likes the work and is considering finishing her college degree so she can 
teach. Then Jane, the teacher she works with, tells her the school has received a 
special grant to work with several more children and hire another aide. Lou feels 
good when Jane asks her to help train the new aide, but when the new aide walks in, 
Lou sees Wanda, the woman her ex-husband has married. How can she train this 
woman? How can she work with her when she has such negative feelings toward 
her? 

Speed-Up 
George has a job cleaning an office building in Lexington with three other people. 
When Tom, one of George’s co-workers, gets hurt and has to be off for two months, 
the cleaning company says they don’t want to replace Tom and have him lose his 
job. So for the next two months (or the time it takes Tom to get well), the company 
wants George and his two remaining fellow co-workers to clean the entire building. 
When all four people worked, they had to move fast to do a good job. They aren’t 
sure they can do it with only three of them, but they don’t want Tom to lose his job. 

Pizza on the Floor 
Sally has worked at the Pizza Palace for three weeks and has just been promoted to 
assistant manager. She feels pretty good until one evening, the cook drops a pizza 
on the floor. He picks it up and heads for the trash can when the manager hollers, 

Problem-Solving at the Workplace 
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“Wait! There’s nothing wrong with that pizza. It landed crust-side down.” When 
Sally realizes that the manager means to serve the dropped pizza, she asks him if 
that isn’t against company policy (she had been reading the policy book). He tells 
her it’s against the written policy, but that the real policy is to make as much money 
as you can, and that if she wants to succeed as a manager, that’s the policy she must 
follow. 

What Stinks? 
Connie worked as a receptionist for a law firm. She was excited when the firm 
moved to new offices. Somehow, she never felt very well after that. She often had 
headaches and felt sick to her stomach. Then, after a week or two, a pesticide 
company was hired and sprayed all the offices, but her office seemed to be sprayed 
particularly heavily. The lawyers’ offices all had windows, but hers didn’t. The next 
three days Connie was so sick she could barely work. The fourth day she stayed 
home. She felt fine when she went in the fifth day, but by 9:30 she was sick again. 
She talked to the office manager about her illness and said she thought it was from 
the pesticides. The office manager said no one else was sick and if she didn’t want to 
stay in the new building, maybe she should consider looking for another job. 

What Does He Want? 
Rita works for a construction firm. She delivers materials to the sites and keeps 
track of what has been received. When her boss asked her to stay late to go over 
some records she didn’t think anything about it, but somehow being alone with 

him in the office felt strange. Nothing actually happened, but his familiar manner 
toward her made her uncomfortable. The next day he was back to his more formal 
self. A few weeks later he asked her to stay again. This time he kept brushing against 
her. She finished as quickly as she could but didn’t say anything to him. The next 
day he was formal again. Then in another few weeks the boss called Rita in and told 
her he was having difficulties on a job in another town and that he needed her to go 
over the records with him. He told her they would leave after work the next day and 
be gone overnight. Rita does not want to go, but she is afraid if she tells her boss 
“no,” she’ll lose her job. 

Coffee, Please 
When the local bank expanded, three people were hired as new tellers. Tom is a 
young man of 22, Marcia is the 50-year-old widow of a local insurance broker, and 
Judy is a 30-year-old single mother. None of them had ever done this kind of work 
before, but they all did well and enjoyed the job. Of the three, only Judy had the 
extra duties of dusting the sitting area every morning and being sure the coffee was 
made. In every other way, the three were treated the same, and Judy didn’t want to 
complain. She wonders why she has this extra work and begins to resent it. 

Problem-Solving at the Workplace 
BCC Employment Resource Manual

From “Getting There: A Curriculum for Moving People Into Employment”, The Center 
for Literacy Studies, The University of Tennessee, Knoxville, 1996. 
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Blackfeet Community College 
Admissions

Mission Statement- 
The purpose of Blackfeet Community 
College is to provide the Blackfeet 
Nation and our “universal community” 
access to quality educational programs 
that prepare students for achievement 
in higher education, meaningful 
employment, basic skills instruction, 
and community education, while 
integrating the Blackfeet culture and 
language.

Anyone who is 18 years of age and 
who can benefit from Blackfeet 
Community College’s educational 

offerings and services can submit 
an application for admissions. New 
students, transfer students, and former 
Blackfeet Community College students 
should meet with the Admissions 
and Financial Aid Personnel in the 
initial phases of enrolling at Blackfeet 
Community College. Everyone is 
welcome without regards to race, color, 
sex, national origin, veteran status, 
disability, high school graduates, and 
those who are 18 years of age or older, 
and/or not obligated to attend public 
school.

Blackfeet Tribal Programs

• Blackfeet Environmental
• Blackfeet Forestry & Fire 

Management

• Blackfeet Tribal Campgrounds
• Blackfeet Tribal Court
• Blackfeet Tribal Personnel 

Department
• Blackfeet Water Resource

Blackfeet Manpower Program

Blackfeet Manpower is known as 
a “Nit-Sit-Tah-Poh-Tahk-Kaaks” 
Working Friends One-Stop Center. 
Its mission is to provide education, 
training, case management, advocacy 
and support services to increase 
employability of those living within or 
near the boundaries of the Blackfeet 
Reservation. 

The organization’s main objectives 
are to increase occupational skill 
attainment, improve the quality of the 
workforce, reduce welfare dependency, 
enhance the productivity of the 
Blackfeet Nation’s economy, and secure 
a degree of self-sufficiency which meets 
each individual’s personal requirement 
for health, well-being and quality of life. 
These services are provided within the 
context of Blackfeet culture and with 
respect for unique Blackfeet needs.
Established in the early 1960’s and 
certified in 2007 as the first Native 
American One Stop Center in the 
United States,  Blackfeet Manpower 
currently serves over 2,200 welfare 
recipients on the Blackfeet Reservation. 
Manpower works to provide 
individuals and families in need 
with resources such as childcare, job 
readiness training, GED courses, 
leadership training, and employment 
opportunities.

Local Employment Opportunities
BCC Employment Resource Manual



68 69

Local Employment Opportunities
BCC Employment Resource Manual

The G.E.D. study program.
The general assistance program.
The Blackfeet Teen Pregnancy/
Parenting Coalition.
Blackfeet Tribal TANF Program- 
Temporary Assistance for Needy 
Families.

Blackfeet Manpower 
P.O. Box 1090 
Browning, MT 59417
Phone: 406.338.3821 EXT: 209
Fax: 406.338.3824

Blackfeet Tribal Employment 
Rights Office- T.E.R.O.

It is the mission of Blackfeet Tribal 
Employment Rights Office to enhance 

the lives of the Blackfeet people 
through employment and training. 
A Tribes authority to enact and enforce 
an Indian employment preference 
law within the exterior boundaries 
of the Reservation is grounded in its 
inherent sovereign powers of self-
government. TERO supports the 
most basic principle of Indian law 
and decisions. TERO is the Equal 
Employment Opportunity Commission 
Representative (EEOC) on the Blackfeet 
Reservation.

TERO requires all businesses, 
contractors, and subcontractors to 
utilize preference in hiring qualified 
TERO certified workers while 
doing business within or near the 
exterior boundaries of the Blackfeet 
Reservation.

TERO ensures that all Native American 
Businesses from the TERO Business 

Registry are given the opportunity to 
bid on any construction project within 
the exterior boundaries of the Blackfeet 
Reservation.

Blackfeet TERO
65 Hospital Road, PO Box 1889
Browning, Montana 59417
406-338-7887 or 406-338-5414
Fax 406-338-7117   
info@btero.com

Blackfeet Law Enforcement 
Services 

Mission:
The Mission of the Blackfeet Law 
Enforcement Service is to enhance the 
quality of life in our community by 
serving and working in partnership 

with the people. To serve in accordance 
with The Constitution of the United 
States and Constitution of the Blackfeet 
Nation to enforce the laws, preserve the 
peace, reduce fear, and provide a sense 
of wellbeing and community pride for 
the people of the Blackfeet Nation and 
those who visit these great lands.

Cut Bank Job Service- 
Department of Labor and 
Industry 

The Montana Department of Labor 
and Industry promotes the well-being 
of Montana's workers, employers, and 
citizens, and upholds their rights and 
responsibilities. We are committed 
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to being responsive to communities 
and businesses at the local level. We 
have a dedicated and professional staff 
who constantly interact with Montana 
citizens from across the state to assist 
them in understanding and applying 
Montana's labor and discrimination 
laws.

MTC Job Corps

The Job Corps program offers 
individuals ages 16 to 24 years old an 
opportunity for free education and 
certified training, while receiving a 
bi-weekly pay, and basic medical and 
dental services. Students in Montana 
can attend residential campuses in 

Montana & Utah. Job Corps is a 
fantastic opportunity to learn essential 
skills that lead to successful careers.

Montana Conservation Corps

“Montana Conservation Corps is a 
nonprofit organization that empowers 
youth and young adults through 
hands-on conservation service 
and education. Our members live, 
learn and serve together, in crews 
of six to eight members, in some of 
our country’s wildest places. They 
complete conservation projects in local 
communities, national forests, state 
and national parks, wildlife refuges and 
federally designated wilderness areas. 

Participants receive the experience 
of a lifetime through challenging 
projects and the rigors of camp life, 
coupled with education aimed at 
creating engaged citizens and lifelong 
environmental stewards. All of these 
factors create an ideal situation for 
personal growth that leads to increased 
confidence, communication and 
leadership skills, and the ability to work 
well with people from all walks of life. 

Our mission to inspire young people 
through hands-on conservation service 
to be leaders, stewards of the land, and 
engaged citizens who improve their 
communities, is brought to life through 
our five core program objectives. Our 
goal is that each participant will leave 
MCC with the following:

• An ethic of volunteer service and 
civic responsibility

• Strengthened communication and 
team-building skills

• Enhanced competencies to be 
leaders and contributing team 
members

• Increased knowledge of the natural 
environment

• An enthusiasm for the benefits of 
hard work and quality results”

MUIA – Montana United 
Indian Association

Our Program: Incorporated in 1974, 
the Montana United Indian Association 
(MUIA) services urban and off-
reservation Native Americans in 

Local Employment Opportunities
BCC Employment Resource Manual



72 73

Local Employment Opportunities
BCC Employment Resource Manual

Montana. MUIA operates under section 
166 of the Workforce Innovation 
and Opportunity Act (W.I.O.A.), 
administered by the Dept. of Labor 
and Industry as an Indian and Native 
American Program. 

MUIA is an Indian resource and 
advocacy organization dedicated to 
improving the prosperity and well-
being of Native Americans and their 
families. Since its inception, thousands 
of Native American Montanans have 
benefited from opportunities and 
assistance provided by MUIA. 

Yearly, Montana United Indian 
Association assists more than 200 
people across Montana in obtaining 
and upgrading employment, retraining 
for new careers and obtaining higher 
education degrees. MUIA networks 
with tribal, local, state, educational and 
federal entities to maximize services 

available to off-reservation Indians.

Our Vision: Montana United Indian 
Association’s W.I.O.A. program 
vision is to implement a holistic case 
management approach to promote 
and protect the integrity of the Native 
American Cultures and Families; to 
develop and seek out educational, 
career training, employment, scientific, 
literary, legal opportunities; cultural 
values, beliefs, and ways of our people; 
for the purpose of improving the social 
and economic wellbeing of Montana 
Native American families. 

We Offer: 

• Career Services 

• Training Services 

• Support Services to Participants who 
are actively engaged in our career 
and training services

Glacier National Park Service

Experience Your America by joining 
the National Park Service!

The National Park Service preserves 
the natural and cultural resources 
and values of the National Park 
System for the enjoyment, education, 
and inspiration of this and future 
generations. You can make a difference 
by bringing your unique experience, 
background, and perspective to our 
work.

" We are committed to promoting a 
workforce where the viewpoints and 

talents of every employee are valued, 
welcomed and appreciated." 

- NPS Director, Jon Jarvis 

Opportunities for All
We offer opportunities to work in more 
than 400 national parks and offices—
from Maine to Guam, the Virgin 
Islands to Alaska, and anyplace in 
between. We partner with communities 
across the country to preserve their 
history and create places for outdoor 
fun. 

There are many different ways you can 
become involved. Are you looking for 
a full-time, permanent job? We’ve got 
those. Or maybe you’d prefer to work 
in parks for a few months as a seasonal 
ranger? We’ve got some of those, too. 
(See USAJOBs for listings of both 
permanent and seasonal jobs.) Are 
you a student looking for a meaningful 
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internship or someone with some 
extra time who’d like to volunteer? 
You can find internship and volunteer 
opportunities to suit your needs and 
interests. Come work with us—in an 
"office" like no other. 

Glacier National Park 
Hudson Bay Fee Collection Supervisor
73 Hudson Bay Road Unit 1
Browning, Montana 59417
(406) 732-7703 office

S.O.A.R.

"The Montana Department of 
Transportation (MDT) developed the 
Safe On All Roads (SOAR) program as 
an effort to assist Tribal communities 
with traffic safety education. Safe 

driving messages are targeted at 
members of the population who are at 
higher risk for injury or death. SOAR 
objectives are to 

1. Reduce impaired driving crashes at 
the Blackfeet Nation, by promoting 
a continuous public information and 
educational awareness campaign. 

2. Increase seat belt use awareness in 
the Blackfeet Community, whenever 
possible, through high visibility 
media campaigns, presentations, 
newsletters, info-graphs and social 
media. 

3. Increase child passenger safety in 
community, through an education 
and awareness campaign and 
support of CPS activities and 
opportunities. 

4. Establish a culture of safety among 
the Blackfeet Community, that relies 
on values of collectivism- making 

certain that everyone is safe on the 
road (i.e. properly restrained, non-
impaired) in order to improve the 
level of safety for everyone. 

It seems that the problems cannot be 
blamed solely on ethnicity, but rather 
on lack of safety standards amongst the 
general public. To promote safety the 
program aims to empower individuals 
and groups through awareness 
campaigns to make appropriate traffic 
safety choices.

The SOAR- Blackfeet Initiative 
Coordinator, Eileen Henderson, is 
located at the Blackfeet Tribe Agency 
Office, 640 All Chief ’s Road, Browning, 
Montana. She can be reached Monday- 
Friday 8am-5pm, by phone at (406)338-
7521 ext. 2437, or email: ehenderson@
blackfeetnation.com." 

Siyeh Corporation

Siyeh Corporation manages several 
Tribally owned companies.  It was 
started in 1999 with the hopes of 
creating jobs.  

To date Siyeh Corporation employees 
252 employees in the following 
companies:

• Glacier Peaks Hotel and Casino

• Glacier Family Food

• Starlink Cable

• Oki Communication

• Glacier Lil’ Peaks Casino

• Two Medicine Water Company

• Sleeping Wolf Campground

Local Employment Opportunities
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• Blackfeet Heritage and Art Gallery
Phone: 406-338-5669

Sun Tours

We offer daily interpretive tours 
through Glacier National Park over 
Going-to-the-Sun road.  The tour 
narrative concentrates on Glaciers’ 
natural features and the relevance to 
the Blackfeet Indian Nation, past and 
present.  The focus includes history and 
culture of this fascinating landscape 
the Natives call the “Backbone of the 
World”.

Our guides are residents of the 

reservation, knowledgeable in many 
facets of tribal history, culture, 
and lifestyle.  They have extensive 
information and experience relative 
to Glacier National Park, as well the 
Blackfeet Indian Reservation.  Spiritual 
and philosophical perspectives are 
covered, as well as commonly used 
plants and roots for nutrition and 
medicine.

Town Pump

Enjoy a career with Montana’s most 
progressive, fastest growing, Montana 
owned and operated corporation. 
Town Pump Inc., offers many career 
opportunities around Montana in our 
Convenience Stores, Casinos, Hotels as 

well as in our corporate office in Butte.
We encourage growth within the 
company and offer career opportunities 
that will allow you to grow your career 
professionally and personally.

Whether you are interested in full or 
part-time work, a temporary position 
or growing a career, Town Pump Inc. 
has room for motivated, bright, and 
energetic candidates on our team.

CAREER OPPORTUNITIES 
The large majority of management and 
supervisory positions fill from within 
the company with employees who 
started as entry level positions such as 
store cashier, casino runner or hotel 
room attendant.  Our company has over 
2,300 employees throughout Montana. 
These include over 160 managers and 
over 25 management and supervisory 
positions at our Butte corporate office.  
We are a growing company with many 

opportunities for rewarding and 
enjoyable careers.

EMPLOYEE BENEFITS: 
Vacation Days, Sick Leave, Holiday, 
Health Insurance, Flexible Savings 
Accounts, Payroll Savings Plan 401(K), 
Education Assistance Program, and 
Employee Assistance Program.

U.S. Customs and Border 
Protection

U.S. Customs and Border Protection 
(CBP) is the premier law enforcement 
agency charged with keeping terrorists 
and their weapons out of the U.S., while 
facilitating lawful travel and trade. As 
the world’s first full-service border 
entity, CBP combines customs, trade, 
immigration, agriculture and counter-
terrorism into one activity.
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BORDER PATROL AGENTS
U.S. Border Patrol is focused 24/7 on 
securing our borders and safeguarding 
the American people from terrorism, 
drug smuggling and illegal entry. 
Border Patrol Agents use both time-
honored skills and cutting-edge 
technology to safeguard nearly 7,000 
miles of land border and more than 
2,000 miles of coastal waters. 

CUSTOMS AND BORDER 
PROTECTION OFFICERS CBP 
Officers work in a fast-paced 
environment at more than 300 ports of 
entry throughout the U.S. and overseas. 
They have broad law enforcement 
authority to screen all foreign visitors, 
returning American citizens and 
imported cargo entering the U.S.

AIR AND MARINE AGENTS
CBP Air and Marine Operations 
(AMO) is the nation’s premier aviation 

and maritime law enforcement 
organization responsible for stopping 
terrorist attacks and the unlawful 
movement of people, illegal drugs and 
contraband into the U.S. by land, air 
and sea.
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