Career Central™ Advice

Dress for Success: Men

When interviewing, dress for the position you want, not for the job you have.

First impressions count.

Few things have as much impact as the first
impression you make for that anticipated
face-to-face interview. Research shows it only takes
a few seconds to make a lasting impression. That
means no matter how solid your credentials, you
still want to look professional.

Dressing appropriately not only gives you more
confidence and credibility, it surrounds you with a
sense of belonging that can help deflect the minor
slips or stumbles we all can make during that
critical interview or, once hired, in daily routines.

Understand the company culture.

The bottom line is about striking a balance
between what is expected and still being yourself.
After all, you want to be seen as a good fit in the
company and for the potential job position. Avoid
questionable factors that may undermine that
effort. Research the company: You are the product,
so package yourself appropriately. If you find the
company dress code too restrictive, apply for a job
elsewhere. Don’t try to break the code. If you
choose to fight the system, be prepared to lose.

Remember, clothing is non-verbal communication.

Don’t dress to un-impress.

For the interview, avoid frayed, wrinkled, or soiled
clothing. Avoid clothes that are too short, tight,
baggy, boldly colored, or trendy. Even if it'’s “casual
Friday,” you should still look professional; it is
better to be overdressed than underdressed. Limit
the jewelry. No backpacks; it’s briefcases or
portfolios now. Generally, companies frown on
visible tattoos, body piercings, and unusual hair
coloring and styles. Some firms do not encourage
facial hair, so keep it neat and trim if you have it.

Unless you're a character actor or in an environment
that allows more casual and less “power suit”
attire, quirky, over-the-top fashion statements can
be distracting and even put you at a disadvantage
when it comes to being taken seriously.

So, what’s a job seeker to do?
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Guys: Do what suits you best.

-- a solid navy, dark gray, or black suit that FITS.
Get it tailored, if necessary; add a dark blue
pinstriped or conservatively patterned navy
or gray suit later; select a good wool that

breathes;

-- bright white dress shirt; business blue is

also acceptable;

-- tasteful solid, or simple striped or
patterned ties;

-- straight, spread, or button-down
collars; for wide collars, tie a full
Windsor knot, which should finish
with a dimple;

-- leather shoes that complement your
suit; choose a simple black, classic
cap-toe; match with black, calf-length
socks; expand by adding a good
black slip-on that pairs with casual
or dressy attire;

-- match your belts to your shoes; silver
buckles are more reserved.

Clothes should fit the man.

A two-button jacket should be down to
where your closed knuckles fall. The
jacket shoulders should be the same
width as yours. Trousers should touch
the tops of the shoes and break slightly.
Shirts should fit close to the neck with
enough room to fit one or two fingers.
The tip of your tie should fall to your
waist about where your belt is.

Remember, 1) dress for the job you
want, not for the job you may already
have; and 2) dress comfortably. You
want to focus on the interview or the

job without either you or the interviewer
being distracted by what you're wearing.

Look around. If it’s a conservative
environment, dress conservatively.

Remember the saying: “When in Rome....
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Start with business basics when interviewing:

”»

@ anutshelr:

Remember, for most interviews it is
better to follow this standard dress

code and create a good first
impression:

e Clean ironed shirt

* Neatly tied tie; no stains

e Pressed suit or jacket that fits

e Polished dark shoes

« Deodorant / anti-perspirant

* Minimal or no cologne

e Groomed head and facial hair

e Trimmed and clean nails

* Clean breath and teeth

Clothes say a lot about you. And

while they may not make the man,
they certainly make an impression.
Make sure it’s the right one.
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Dress for Success: Women

When interviewing, dress for the position you want, not for the job you have.

Clothing is non-verbal communication.

Clothes say a lot about you: Your values, economic
status, savviness, and more. So when interviewing,
how do you keep your own individual style and
personality while still being seen as a good fit for
the company?

Keep it professional. Avoid frayed, wrinkled, or
soiled clothing. Avoid clothes that are too short,
tight, baggy, boldly colored, revealing, or trendy.
No flashy jewelry. Also, most companies frown on
visible tattoos, body piercings, and unusual hair
coloring and styles.

Back to basics.

Begin with the basics: well-styled, understated
outfits. Nothing provocative or sexy. Start with a
canvas of grays and blacks that look good and fit
well. Classic, conservative skirt suits are always the
safest route. Even if business casual is the
company code, it’s better to be over- rather than
underdressed for the interview. Skirts should be
about knee-length. Wear neutral toned hose for a
well-groomed look even if it's warm outside.

Research the company: Some places are sexist
when it comes to pantsuits at interviews. Otherwise,
these outfits make good wardrobe foundations
and alternatives to the formal suit. Coordinate the
above with a simple white, ivory, or business blue
blouse. Don’t accessorize to excess, only for a
finished look. Keep the focus on your abilities, not
your attire. And whenever possible, buy quality,
versatile fabric like wool. It lasts longer, looks
better, and breathes for comfort.

You can put together a good interview ensemble
without breaking the bank by setting and sticking
to a realistic budget. Observe and analyze others.
Enlist the input of a sales associate, family
member, or friend to guide and help you work
within your budget. Consider consignment shops
that offer professional and quality attire.

The color of success.

Where corporate palettes are not necessary,
choose garment colors that flatter your features
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more memorable effect.

Let’s makeup.

Use understated makeup to gently enhance
your look, not devour it. Save the raccoon

eyes mascara for after-hours fun. Regarding
perfume, don't set your atomizer on "stun."

Some people are allergic to perfume, so
try a lightly scented bath soap instead.

Nails hammered.

Killer-length, brightly decorated
fingernails may make for great
conversation at parties, but can draw
negative attention during an interview
or in the corporate workplace. Modest
manicures work best.

Baubles, bangles, and beads.

Think conservative and subtle: Jewelry
should complement and enhance for a
polished look. Nor should jewelry be
audible, so avoid bangles that jangle
and distract.

When interviewing, keep it simple;
showcase your sense of style by
reducing clutter. When in doubt,
remember that less is more.

Scarves, handbags, and shoes.

Scarves can customize your basic
wardrobe with a quick dash of color
and texture. Shoes and handbags
should match up and be stylish but
simple. Wear closed toe shoes with flat
or moderate 1 1/2” heels. Choose a
briefcase or portfolio in place of a purse.

Know the company’s culture. After all,
you are joining a group.

Remember the saying, “When in
Rome....”
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and complement your skin tones. If it’s rainy or
dark outside, consider a silk accent scarf or broach
to highlight your face and brighten the day for a

@ anutshelr:

Remember, for an interview it is
better to follow this standard dress

code and create a good first

impression:

» Clean, pressed suit or dress

that fits; tailor if needed.

» Classic or conservative styles

and colors

e Don’t accessorize to excess

e Polished dark shoes

e Minimal perfume and make-up

» Deodorant / anti-perspirant

e Manicured nails

* Avoid trends & underwear lines

* Neat, tidy, comfortable hairdo

Your appearance makes a statement.

Be sure it’s the right one.
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Interviews: Table Manners

Put your fork in your mouth at business lunches, not your foot.

Mind your Peas and Qs.

Job interviews are not limited to company board
rooms or HR offices. In addition to phone
conferences, employers also evaluate prospectives
during business meals. More than just an
opportunity to chat 'n’ chew, these casual settings
enable recruiters to assess a candidate’s social and
communication skills in a non-corporate
environment. How you conduct yourself under
pressure, including your table manners, indicates
how you could potentially represent the company
in a public forum, particularly in jobs where client
interaction and PR are involved.

Don’t make it your last meal.

In business meal interviews, don’t forget that only
the location has changed. All other interview
criteria remain in play. Your appearance, behavior,
processing skills, and ability to communicate
effectively are still being scrutinized. Good social
skills can give you an advantage. If “clothes make
the man,” then behavior defines his character.

Manners are society’s guidelines for establishing
non-offensive behavior within a social context to
keep everyone at ease. Remember, employers seek
to hire a good fit for the “company,” which BTW is
derived from the Latin root for “together.”

Here’s the dish on place settings.

Like any playing field, the dining table has it’s own
set up and rules:

-- bread plates are on the left. Put the butter on
the plate first before buttering your bread;

-- beverage glasses (wine, water) are to your right;
the waiter will remove any you don’t use;

-- use utensils from the outside in: Salad fork, then
dinner fork; soup spoon to teaspoon. When in
doubt, observe others;

-- place napkins on your lap, folded side towards
you; dab your mouth, don’t rub your face. If you
get up, place the napkin to the left of your plate
(to the right when finished eating) or on your
seat. Often wait staff will refold it for you.
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How not to choke at a business meal.

Here are the basics for a business meal interview:

-- check out the restaurant online ahead of time

to familiarize yourself with the menu;

-- wear proper business interview attire

(see: “Dress for Success: Men/Women”)

-- greet or introduce yourself to others at

table; engage in pleasant conversation;

-- TURN OFF YOUR CELLPHONE!

-- don’t order messy meals that risk

dripping, spattering, or dissecting;

-- don’t order the most expensive dish;

-- generally, follow the employer’s/host’s

lead: sitting; placing the napkin on
your lap; and when to begin eating;

-- no alcohol; if pressed, order only one;
-- tear off small pieces of bread to eat;

-- don’t chew with your mouth open,

and swallow before speaking to
avoid bad table manners, choking,
or sharing oral projectiles;

-- Spoon your soup away from you:

6- to 12-0’clock, and tilt your bowl
slightly away from you to finish;

-- don’t reach; ask for things to be

passed. Pass salt and pepper together;

-- remember Mom’s words: sit up, don’t

slurp or burp, and elbows off the table;

-- no finger lickin’ goodness, or pickin’

your teeth at the table — excuse
yourself and go to the bathroom.

-- when done, place fork and knife at a

10—4-0’clock position on your plate,
tines down and blade towards you.

Give thanks.

As with any other interview, be sure to
send a thank you (see: “Interview: Thank
You”). It’s polite, reinforces your interest in the job,
and puts your name in front of the employer.
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Business meal interviews simply
take place in a different venue. Basic

interview rules still apply:

* Wear proper interview attire

* Don’t be late

» Turn off your mobile device

- Greet everyone and engage

in polite conversation

e Follow the host’s lead

* Avoid body noises, alcohol,

and smoking

* Let the employer/host pay

* Send a thank you

Remember, it's not about the food.

It's about how you fit, so focus on
creating a good impression.
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Interviews: Thank You

“No one who achieves success does so without the help of others.” — Alfred North Whitehead

Gratitude is the best attitude for success.

If you think the interview process ends with the
handshake at the end of the meeting, think again!
Despite your good credentials, possibly even a
great interview, a follow up thank you (or lack
thereof) can still make or break the deal.

Why? Because the primary purpose of a thank you
is to: 1) show your enthusiasm and interest in the
position; and 2) acknowledge the interviewer’s
time. The first keeps you in the forefront for
consideration. The second shows you have good
manners and character traits.

Until hired, your goal is to continue to differentiate
yourself from the other candidates. A thank you is
another opportunity to make a good impression.

Sign it. Seal it. Send it.

Be prompt. Send a thank you within 24, max 48,
hours of the interview. Employers notice because
promptness demonstrates enthusiasm, interest, and
attention to detail — all desirable qualities in a
potential employee. A late thank you won’t have
the same impact, but is still better than none; you
never know whose path you’ll cross again.

Keep it brief. Don’t rehash the interview, and no
witty repartee. Be respectful, confirm your interest,
remind the recruiter of your qualifications, sum up
what you gained from the meeting, and thank the
interviewer for taking time out of their schedule.

PROOF! Check spelling and grammar just as you
did for your cover letter and résumé. Get the
names and titles right: Is it “Smith” or “Smyth,”
“Rodriguez” or “Rodrigues”? Call or check the
company Web site if youre unsure. Keep the
format easy to read, the paragraphs short and to
the point. Overall it should look professional, be
clear, and sound sincere.

Remember, a thank you is the most valuable
personal expression you can give.

Thank the Academy

Thank everyone who helped in the interview

process: The contact who gave you the lead or
©2012 College Central Network, Inc. All rights reserved.

introduction; the assistant who took extra steps on
your behalf; each and every interviewer you met
with. Multiple thank yous may seem like a lot of
work, but it’s a small price to pay for a JOB!!

Address each note individually. Similar language
in each is fine; use your judgment. Thank
those who conducted a phone interview:
He/she took the time; so should you.

And send a thank you even if you've accepted
another position; it’s only courteous.

Type it? Write it? On a nutshell;

There are two schools of thought:
Interview thank yous are a form of
business, not personal, communication.
Therefore, one school believes it should
be typed, not handwritten. The other
school believes the latter provides a
more personal expression. Both are
effective. The solution: It depends on
the company and situation, and may be
a judgment call.

A thank you note is a MUST, and may

well be the last impression you give:

* Send within 24 to 48 hours

following the interview

e Use quality stationery that

matches your cover letter and
résumé, a formal printed
Email? Snail Mail? thank you note, or a well-

Again, two schools of thought. feqparsened

Email is faster and more convenient; a
faster response/receipt can keep you
ahead of the competition. Email can be
perfectly acceptable for technology
companies or casual environments.
However, quality stationery matching
your cover letter and résumé is more
formal and demonstrates extra effort.

e Use black or blue ink only; no

pencil or other colored ink

* Include your full contact info

» Keep it short, simple, and

sincere

Don’t fax your thank you. It lacks both
professional polish and a personal
touch. Plus, it looks blurry, especially if
the recipient’s toner is running out.

* PROOF for names, spelling,

and grammar

* No gifts; a well written thank

In the end, use judgment; tailor your
note to the recipient. Or ask your career
counselor. Regardless of the medium,
take time to craft an effective reply. In
an age of speed and technology, an
old-fashion thank you is never obsolete.

you note is enough

Athank you note validates you as a

thoughtful and serious candidate.
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Young Job Candidates Find Too-Casual Tone of Textspeak Turns Off Hiring Managers
By Sarah E. Needleman

After interviewing a college student in June, Tory Johnson thought she had found the qualified and enthusiastic intern she
craved for her small recruiting firm. Then she received the candidate's thank-you note, laced with words like "hiya" and "thanx,"
along with three exclamation points and a smiley-face emoticon.

"That email just ruined it for me," says Ms. Johnson, president of New York-based Women For Hire Inc. "This looks like a text
message."

Hiring managers like Ms. Johnson say an increasing number of job hunters are just too casual when it comes to
communicating about career opportunities in cyberspace and on mobile devices. Thank yous on paper aren't necessary, but
some applicants are writing emails that contain shorthand language and decorative symbols, while others are sending hasty
and poorly thought-out messages to and from mobile devices. Job hunters are also using social-networking sites like Facebook
and MySpace to try to befriend less-than-willing interviewers.

These incidents typically involve college students and recent graduates, and recruiters say such faux pas can be instant
candidacy killers because they hint at immaturity and questionable judgment.

The trend may reflect a cultural divide between younger and older workers, says David Holtzman, author of "Privacy Lost: How
Technology Is Endangering Your Privacy." "It's driven by the communication technology that each generation has grown up
with," he adds. Workers in their 20s and younger are accustomed to online and cellphone messaging, and the abbreviated
lingua franca that makes for quick exchanges, he says. "It's just natural for them. They don't realize that it's perceived to be
disrespectful.”

Travis Hawk, a May graduate of Drake University, says he prefers sending text messages to making phone calls and almost fell
victim to his text-lingo behavior in emails to recruiters during his recent job search. "I had to focus on not doing it," says the
23-year-old, who just got an entry-level sales position at Principal Financial Services Group. Now an intern at the Des Moines,
Iowa, firm, he says his penchant for using abbreviations such as "r" for "are" is sometimes hard to manage. "Occasionally, on
accident, I throw one in an email at work," he admits.

Other job hunters, however, don't see any need for restraint. Consider, for example, that smiley faces, hearts and other icons
appear in about one of every 10 thank-you emails sent to hiring managers at KPMG LLP, says Blane Ruschak, the New York
accounting firm's national director of university relations and recruiting.

But KPMG's staffing specialists, who hire about 2,700 college graduates and 2,300 interns annually, aren't amused. "We don't
feel emoticons have a place in any formal communications,” says Mr. Ruschak. "It's not professional." And seeing them makes
KPMG's hiring managers wonder whether that sort of unprofessional communication will follow the applicant to the workplace.
Graduates who commit the offense may lose out on a job if "there are other candidates similar to them that didn't," he adds.
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On-the-Fly Mentality

Some job hunters are earning the rebuke of recruiters by taking thank yous to another extreme -- by sending them hastily
from their mobile phones. The move suggests an on-the-fly mentality, as if the applicants haven't taken time to think about
why they want the job or why they are saying thanks, says Wendi Friedman Tush, president of Lexicomm Group, a boutique

communications firm in New York. "It always says 'From my Blackberry,' " she says. Candidates "should sit down at their

computer in a thoughtful way and do it, not while they're on their way somewhere," she says.

Executive recruiter Hal Reiter recently received such a thank you from a chief financial officer candidate sent by BlackBerry just
minutes after the interview. "You don't even have time to digest the meeting and you're getting a thank-you note," says Mr.
Reiter, chairman and chief executive of Herbert Mines Associates, a New York-based search firm.

This year, hiring manager Cathy Chin received a thank you on her cellphone from a candidate for an entry-level job at ReThink

Rewards Inc., a marketing firm based in Toronto. While she says her cell number is on her business card, which she gave to the

candidate, all prior correspondence had been through her office phone and email. "It's infringing a bit on your personal space,”
she says, adding that the candidate wasn't hired partly for this reason.

Interviewer as 'Friend’

And a candidate for an assistant account-executive job recently sent a "friend" invite to Ms. Friedman Tush on her personal
Facebook page following an interview. Her company doesn't have a page on the social-networking site. "I'm not his friend. I'm
not even his employer. I was somebody who interviewed him," she says. "They are called social-networking sites for a reason.”

Job hunters may be more inclined to use their cellphones and text lingo when thanking interviewers because the medium is
gaining acceptance in a growing number of workplaces. "I definitely text my managers if I am running late," says Jennifer
Nedeau, 23, a project manager at New Media Strategies Inc., a marketing firm in Arlington, Va. "I know I'm not bothering them
with a phone call, but they're still getting the message.”

Are there ever exceptions to sending a thank you through a mobile phone or social-networking site? Perhaps if someone is
applying to a company that sells or relies heavily on the technology, say hiring managers. But Ms. Johnson points out that it
may be less effective than email since recruiters can't forward these types of messages to colleagues as easily.

The younger set sees the world of interview and workplace language evolving. Chris Brubaker, a junior at Iowa State University,
predicts that "textspeak” will soon become accepted in the workplace. "Text messages are much more short and to the point,"
says the 20-year-old. "General communication is becoming more electronic.”

Indeed, employers themselves are blurring the lines to some extent by using mobile and Web technology for recruiting,
including posting job ads on social-networking sites like MySpace. Ms. Chin's firm has a Facebook page that lists information
about job openings and its work environment. For this reason, Ms. Chin says she doesn't mind getting thank-you messages
through the site's email system. The effort can even help a candidate stand out. "It puts a face to the name because it shows
your profile picture," she explains.

Still, Ms. Chin says there's no excuse for using shorthand in messages to recruiters. "A thank-you note -- even if it's on
Facebook or email -- should be written like a proper letter," she says. "If I'm going to give you a job, do I really want you
communicating to our clients in this fashion? No."
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Online ID-1ocy

Don’t jeopardize your job search or career by tripping over your own digital footprint.

What'’s in YOUR profile? -- mass requests for job leads while still at your
current place of employment; your boss or

The Internet is a wonderful thing: Just about company rep may come across them;

anything and anyone can be found online
nowadays. -- petty comments and dirty laundry;

-- failed drug test results and illegal behavior;
And that can work for OR against a job seeker. & &

-- intimate details and sexual content;
The fact is the majority of recruiters and employers
now use the Internet as a means to validate
candidate qualifications and to form a more -- company info, whether good, bad, sensitive,
comprehensive picture of job seekers before they or confidential.
hire. And why is that important?

-- discriminatory and defamatory comments;

Clean up and update your Web profiles.
Because a significant percentage of candidates are  Monitor what your friends have posted.

@ anutshelr:

canned before they are even interviewed. And be wary of conducting job searches
while at work; it’s on your employer’s Don’t sabotage your own chances for
Don’t be an online twit. time and dime. career success:

The popularity of social networking sites, such as Avoid digital dirt.
Facebook, LinkedIn, and Twitter, has enabled
millions to freely share -- and others to freely view  Use common sense and judgment.

* Employers use social

networking sites to screen

-- personal and professional data on a public Don’t post anything you wouldn’t want candidates

forum. This means anyone, including potential an employer to see. Use the Internet to

employers, can both learn of your humanitarian your favor: Create a profile or. Web site o (e e Conily o e
grant to digitize medical records in third world that showcases your accomplishments

countries -- as well as view you revealing too much  and skills, as well as enhances your and forwarded to anyone else
skin during Spring Break. Opinions formed and character and reputation. Highlighting

conclusions drawn, however inaccurate, can your hobbies or interests here can work = Company computers and their
jeopardize your being hired or even get you fired. to your advantage. Include a link to it in contents belong to and can be

your résumé or job search documents. viewed by your employer

Blogs show up in search engines, Tweets can be

Googled, and that “friend” may actually be a Review and proof all online content for

recruiter on reconnaissance patrol. Online gaming inconsistencies, errors, spelling, and B
rooms, dating profiles, virtual forums, even postings  poor grammar. And don’t lie. Remember, company online policies

by your buddies are open to scrutiny by potential employers want people who fit in and

employers. (Ever hear of “guilt by association”?) bring value to the company, so build a - Use security settings to make

professional reputation and use tasteful
URLs and online IDs.

. . your profile selectively visible
Take it offline.

Here’s an incomplete list of what NOT to post: Google your name to see what others * Texting thank you’s is not
might be seeing. Use your middle name
or initial to avoid misidentification. And
-- negative comments about past/present/future make sure your résumé and other job
employers, jobs, co-workers, and clients; search data and keywords are current
and relevant. With so many candidates
in the market, you only have one chance

to make a good impression.

. . . . considered professional
-- inappropriate or questionable photos and videos;

» Consider everything you post
online to be "out there"

-- drinking habits, partying preferences, and
unethical practices like bragging that you lied in
a job interview (yes, people do post that!);

-- crude humor, offensive language and imagery; Be smart and discreet. Don’t become
the poster child for online idiocy.

forever—even if deleted

When in doubt, leave it out.

©2012 College Central Network, Inc. All rights reserved.
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Future leaders beware: Facebook never forgets

By Maureen O'Connor and Jacob Savage
Special to the Los Angeles Times

July 20, 2008

Imagine if the current crop of public figures had grown up during the Facebook era. We might have
photos of John McCain in Florida slurping body shots off his stripper girlfriend. Barack Obama rolling a
joint on a beach in Hawaii. George W. Bush passed out at a Yale frat party, 40-ounce beer bottles duct-
taped to his hands. Hillary Rodham Clinton at a Wellesley peace rally, locking lips with her husband'’s
future Secretary of Labor, Robert Reich.

It's one thing to hear that your elected representative had a wild time in college. It's entirely different to
have pictorial proof. Would you still vote for someone after viewing a photograph of him passed out in
his own vomit?

This isn't just a thought experiment. The next generation of political leaders is coming of age right now
—and it's unlikely that any one of them will escape digital documentation of their college-era foibles.

Witness, for instance, the 2006 pictures sent to Wonkette.com of presidential nephew Pierce Bush, in
which it's hard to tell what he's holding tighter: the sorority girls or his Bud Light. Or 18-year-old
Antonio Villaraigosa Jr. — son of theLos Angeles mayor — bragging last summer on a Princeton Facebook
discussion board about late-night boozing on a Southern California beach: "We had Bacardi, Bailey's

Irish Cream and several Coronas. ... It was great until it got broken up by the po'...

Our generation — high schoolers, college students and recent graduates — immortalizes the interesting
and banal, the innocent and incriminating, all on the Internet. We update our Facebook status as often
as we change our shoes, and upload party photos before the last reveler goes home. Nonparticipation
is impossible: We file our job applications online and arrange first dates via e-mail. The upshot?
America's standards for personal embarrassment, political scandal and appropriate disclosure are sure
to change in the years to come.

The inbox at IvyGate, the Ivy League news-and-gossip blog we edit, fills daily with vicious gossip culled
from forwarded e-mails, MySpace screen shots and candid pictures snapped by students' camera
phones. Our tipsters are most often seeking an outlet for anger — be it righteous or petty — hoping to
subject their targets to the one modern weapon mightier than the pen: a blog post gone viral.
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Tipsters reveal their roommates' drug use, their sorority sisters' eating disorders, their classmates’
laughable academic miscues. Our job is to decide which, if any, of these pieces of information is worth
publishing. When the "mistake" was mutilating a squirrel and the "classmate" was running for student
body president (as was the case last year at Princeton), that was clearly newsworthy.

For every tip we follow up, there are half a dozen we ignore. But we don't delete them, and neither do
our peers. Should the subject ever become famous, you can bet there's incriminating evidence on a
hard drive or server just waiting to explode into the blogosphere.

There are potentially hundreds of images (plenty of them unflattering) of every person between the
ages of 18 and 30 floating around the Internet — including your future congressman, city councilman or
president.

If representative democracy is not to come to a standstill, we will get over it. Our generation —
Generation Facebook — already understands this culture of scandal with far more nuance than our
elders. We barely batted an eye over reports of Obama's admitted drug use or McCain's hasty and
unsavory divorce.

And for all the cruelty involved in spreading online humiliation, we've seen it generate a fair amount of
empathy as well. Last fall, Princeton’s race for president of the undergraduate student government
temporarily derailed when compromising images emerged of the front-runner, a spring-term junior. His
white face completely covered in black paint, Josh Weinstein had been photographed grinning widely
at a Halloween party his freshman year. He posted the pictures on his blog, though later removed them
— but someone had saved copies.

When IvyGate broke the story, our commenters expressed shock, outrage and schadenfreudic glee. But
from the rabble of caps-locked condemnations rose a second and, ultimately, more powerful response:
a desire to hear Weinstein's side. A few days later, hundreds of students stood hushed at a public forum
where a tearful Weinstein traced the logic behind the costume and expressed regret for his misguided
attempt at humor. He eventually won the endorsement of the Black Student Union and went on to beat
his opponent in a landslide. The unsavory images were an issue, but they didn't overtake the election.

The Internet's anonymity, long memory and free-for-all gossip culture may yet prove a poisonous
cocktail. But as our generation grows older and enters public life — thankfully, we have some time — we'll
find ourselves in a political culture that increasingly views these "gotcha" moments in context and with
an eye toward forgiveness. After all, the incriminating photo, the offensive blog post, that drunken 3
a.m. e-mail — it could have been any of us.

O'Connor and Savage are editors at IvyGate.
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Netiquette: Email Basics

An overview of online communication manners and protocol for job seekers.

Plume, pen, or pixel, universal truths apply

We may have exchanged the clay tablet for a
laptop or smart phone, but the purpose of
communication has remained unchanged through
the millenia: To convey information appropriately
and effectively to generate a desired response.
Electronic communication has become as fast as
clicking the Send key. And with that, so are the
chances of making a faux pas you can’t erase.

As a job seeker, consider the employers, advisors,
and professionals with whom you’ll be interacting
online. What kind of impression do you intend to
create? What sort of outcome do you want to
generate? Believe it or not, old fashioned manners,
timeliness, and consideration of others still apply
when it comes to Internet etiquette.

Don’t be a Generation Idiot emailer.

With email, you have to rely on words, spelling,
and grammar, instead of voice and visual body
language, to convey a professional attitude, tone,
and message. What you send WILL create an
impression and perception of who you are, right or
wrong, in the recipient’s mind, factors that could
determine your potential candidacy or termination.
And while email etiquette may vary depending on
company and industry, it’s always best to be safe.

Mind your manners. Above all, always be polite
and respectful. Formality is the flavor unless
otherwise indicated, so use titles and last names.
Personalize the email to address the contact. Avoid
slang and NEVER use offensive language. Reply to
emails promptly and close with a thank you.

Put your college education to work. Use complete
sentences, correct punctuation, and proper
grammar. Choose words wisely to convey your
intended tone and message. Make sure all names
are spelled correctly and that you have the proper
company information. As with any correspondence,
use spellcheck and PROOF, PROOF, PROOF! Typos
make you appear sloppy and less than serious to a
prospective employer. Hey, if you're not willing or
able to pay attention to details now, chances are
you're not going to be any better as an employee.
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Looks matter. Avoid multiple colors and fonts,
and background patterns. Stick to standard
fonts such as Arial, Helvetica, or Times; no
Comic Sans or script. Use plain text, not HTML
that may become garbled on the recipient’s side.

DON’T USE ALL CAPS; it’s considered
SHOUTING and rude. Likewise, avoid all
lower case; you’ll come across as lazy,
careless, or mumbling. Avoid emoticons
and acronyms; they’re too casual. Plus,
the reader may not know their meaning;
you're emailing, not texting. With critical
emails, send a test version to yourself
to make sure everything displays
properly before emailing the final.

Email for hire.

When sending a job related email, have
a clear Subject heading. Make sure your
name displays properly in the “From”
field; no nicknames. Use an appropriate
email address, not “partyanimal@...” or
“gtpie@...” Like your cover letter, your
email should have an intro, body, and
conclusion. Clearly state who you are

and why you’re applying for the position.

You may cut and paste your résumé into
the body of the email for easy review. If
attaching your résumé or other relevant
files, use Word docs or PDF formats.
Avoid large attachments that increase
download time and may fill the
recipient’s inbox; resample graphics.
Include your contact info. Finally, bcc:
yourself for a record of your job
applications and correspondence.

Use email effectively to represent
yourself as a qualified and serious job
candidate. And once you enter the
workforce, you'll be ready to brush up
on proper business email etiquette.

CollegeCentral.com/bellarmine

Visit the above URL to access our school’s exclusive jobs database and MORE!

Be concise. People are busy, and long emails may
go unread. For ease of reading, keep sentences
short, and paragraphs brief with spaces in
between. Use bullet points, if necessary. Don’t
ramble. Include only relevant information.

@ anutshelr:

You will be judged by how well you
communicate, even in an email, so:

e Think before you write

» Keep it simple, keep it polite

e Proof for spelling, grammar,

punctuation, tone, and content

e Be prompt in replying

» Stick with standard fonts and

formatting; less is more

* Nix emoticons and acronyms

* Respect privacy; don’t forward

personal emails without the

author’s permission

e Consider using a separate job

search email address

For paper or pixel correspondence,
choose your words wisely and PROOF

your text carefully. There’s no Undo
button once you hit Send.
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Netiquette: Business Email Basics

An overview of online communication manners and protocol for employees.

Business emailing 101

Here’s more email etiquette to practice once you're
hired. Remember, business professionals aren’t
always forgiving.

Realize that everything you send on company
premises using business facilities legally belongs
to the employer. Confirm if there’s a company
email policy. Limit personal emails so 1) private
matters don’t risk becoming public or used against
you; 2) network traffic and bandwidth don’t get
bogged down; and 3) you don’t risk personal and
company liability. After all, it’s the company time
and dime —you’re paid to work, not play.

You can’t hide behind email.

Remember, email is a tool that communicates
information to generate a desired response. How
you craft it will effect the outcome.

Be professional. Be polite. Use titles and names;
check their spelling. Include a pleasant opening
and closing. Avoid off-color language. Use upper
and lower case. Personalize where needed; emails
are not necessarily one size fits all. Nix emoticons
and acronyms. PROOFREAD; typos reflect poorly.
Reply to emails and answer all questions promptly.

Be clear. Enter an appropriate topic in the Subject
field. It will make future searches easier and avoids
flagging the email as SPAM. Modify as necessary,
depending on the direction of the exchange.

Sign on. Sign off. Your name should display in the
“From” field; avoid nicknames. Include a brief
signature file with crucial contact info: Name,
company, phone, fax, email. Include the company
disclaimer, if provided; it limits corporate liability.

Don't victimize others. When sending a mass email,
use Bcc: to avoid sharing everyone’s email with
Spammers and the rest of the world.

Don't cry wolf. Avoid overusing the High Priority
setting, otherwise yoU'll lose it’s effectiveness. And
don’t overuse punctuation like “!”

“And your point is..?” Be concise; long emails risk
not being read. Include all necessary information
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short in tone.

Easy on the eyes. Keep sentences and paragraphs
short, with spaces in between; bullet important

Keep the thread, cut the chain. Retain relevant

parts of the thread when replying. Don’t
blindly forward chain letters or promos;
they might be hoaxes or contain viruses.

For your eyes only. Don’t forward emails
intended only for you without getting
permission first from the originator; it’s
unprofessional and undermines trust.

Beware of identity theft. Avoid emailing
confidential credit card numbers,
passwords, or account info.

Don't hit Send when you're upset. Cool
off first, or possibly regret it later. Don’t
criticize third parties; printed emails
could come back to bite you.

See? Cc: keeps people in the loop
publicly, Bcc: privately. Use “Reply All”
in moderation. DON’T Reply All if you're
Bcc:ed! Avoid return receipts (RR).

Attachments. Large attachments increase
download time and may fill up the
recipient’s inbox. Alert the receiver first,
or compress or resample, if possible.
PDFs and Word docs are best.

No “flaming”. Nothing defamatory,
racist, or offensive. Avoid politics and
religion; they’re potentially controversial.

Check Trash and Junk folders.
Sometimes vital emails end up there.

Jumping ship? Don’t saw off the branch
you're sitting on by using your company

email to job search. Create a new account

with any number of free online providers.

CollegeCentral.com/bellarmine

Visit the above URL to access our school’s exclusive jobs database and MORE!

to avoid misunderstandings and unnecessary back
and forth clarification. Be brief in delivery, but not

@ anutshelr:

Be efficient and effective when

emailing for business:

* Be polite and professional;
respect company time and

facilities

* Don’t compromise others’

privacy; use Bcc:

« Don’t overuse “Cc:,” “Reply
All” and “!”

* PROOFREAD

* Use a proper email signature

* Add new contacts to your
address book for approval by

Spam filters

 Call to follow up on crucial

emails

The Internet is a public forum, so
email wisely. There is no “Un-Send”!
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Etiquette: 'Tis the Season

Don’t jeopardize your job with etiquette faux pas and social gaffes at the holiday office party.

Be there or be square.

The annual company holiday party is coming up.
Do you attend, even if you don’t want to?

Answer: Yes!

Unless there is illness or a prior commitment that
can’t be broken, your attendance is considered
obligatory, not optional. Companies host holiday
events, from modest gatherings to lavish galas, for
many reasons, among them to thank their
employees, to celebrate the season, to emphasize
teamwork, and to boost morale. You demonstrate
your respect and appreciation by showing up.

Because a company event can be a minefield of
manners and social skills, here are things to know
for when you've received the invite.

RSVP. First, be considerate. Reply to the invitation
as soon as possible so the planning committee
can do its job. If your plans change, notify them;
organization and budgets may be involved.

What to wear. Check the invite, ask, or follow your
supervisor’s lead. Is the event black tie/formal,
semi-formal, business formal, cocktail, dressy
casual, or casual? Perhaps a conservative suit, a
classy dress, or casual with a moderately festive
red tie or blouse. No plunging necklines, excessive
bling, or strong cologne. Be professional; show
you have taste.

Guests. If the invitation doesn’t say “and Guest,”
spouse/significant other, or kids, don’t ask. There
may be legitimate reasons why the company has
not included them.

Your ETA. Arrive within 15-30 minutes of the event,
stay for at least 45 minutes to an hour. Otherwise,
it may appear that you don’t care enough. Also,
don’t be the first or last to leave.

Eat, drink, and mingle. The purpose is to interact,
and socialize with your employer and associates
outside of the work realm. Move about, chat,
SMILE. Be pleasant. In general, limit conversations
with any one person or group to five minutes to
avoid monopolizing others’ time and yours.

©2012 College Central Network, Inc. All rights reserved.

Don't gobble ‘til you wobble. Moderation,
people! This is not the time to load up on

hors d’oeuvres and finger food. Same
goes for the alcohol: a two drink max, if
any. This isn’t a keg party. Becoming the
life of the party could result in the death
of your reputation. Hold drinks in your
left hand so your right one isn’t cold
and wet when you shake hands. And
don’t double-dip!

Don't talk shop. This is not the time to
review in-depth details of the latest
project or business transaction. Don’t
gossip, complain, use off-color
language, or ask for a raise. And, steer
away from potentially controversial
topics like politics, religion, and race.
They’re called “holiday” parties to be
festive and all-inclusive.

Nothing naughty. Remember, an office
party is STILL a business event, and
professional behavior is mandatory.
Who knows who might be watching,
not to mention those security cameras.
Be remembered for the right reason.

Say, “Thank you!” Don’t leave without
thanking your employer, host/hostess, or
party organizers. If appropriate, send a
thank you card. You'll never be faulted
for being sincere, polite, and appreciative.

Follow up. Contact people if you agreed
to do so at the party.

If you enjoy yourself and have a great

time, terrific! If not, and you hate being there,
well, grin and bear it. It’ll be over soon for another
year and you will have taken the higher ground.

CollegeCentral.com/bellarmine

Visit the above URL to access our school’s exclusive jobs database and MORE!

Network. Use this opportunity to meet people and
develop new relationships (see Networking: 101).
Strike up conversations with strangers. A holiday
event may be the only time you’ll see the CEO
and upper management. Introduce yourself,
express your appreciation for your job, and
thank them for the invitation. Who knows? It
may lead to greater visibility and a step up.

@ anutshelr:

Remember, office parties — holiday

or not — are still business events, so

mind your manners:

* RSVP in a timely fashion

* Dress appropriately

e Don’t arrive too late; don’t

leave too early or too late

* Be pleasant with small talk

* Network and socialize

* Watch the alcohol; it’s about

the fellowship, not the food

* Avoid anything intimate,

illegal, or idiotic

e Thank appropriate persons

Don’t sink your career by colliding

with an iceberg of ignorance.
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