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Be ethical in your job search. 
What does it mean to be ethical?

· Being ethical means to search for the good or right way of doing things.  
· Ethics teaches us that some of our values may go beyond our personal best interests.  Sometimes we may need to put ourselves second for the benefit of another.

Ways to be ethical in your job search.

(
You should be honest when preparing your resume.  Do not make up or overstate/understate any information.



Overstating example:  An example would be your job title.  It should be clear and under inflated.  If your job was pumping gas, don't write "petroleum supply consultant."

Understating example:  Don't mislead the employer by understating what you have accomplished.   Don't downplay your skills.  Let the employer know if you have volunteered, or that you were the head of a special event.

(
References should be people who know you from an employment or other non-family context and who will speak well of you.


Contact each reference early on. 


Request permission to use them as a reference.


Explain what your job search plans are.

Provide the potential reference with examples of qualities you possess and ask if they want a copy of you resume.
· When listing references you should include:  the person's name, title, professional organization, and telephone number.

(
You should provide your references under two circumstances:  (1) the employer requests them, and (2) the references would help advance your job candidacy.

(
All correspondence should look professional.  Your cover letter should be personally addressed.  Unless you have an existing relationship with the addressee, you should address them by their title, i.e. "Mr., Mrs., Dr., etc."

(
Only apply for a job that you are truly interested in working at.  You are wasting the employer's time if you apply for a job in a state where you have no interest in living.

(
Once you have scheduled an interview, it is your obligation to follow through and be there, prepared, and on time.

(
Be early for the interview.  Arrive 10-15 minutes before the interview. Keep in mind the interviewer's time.  All questions for the interviewer should be prepared ahead of time. 
(
Canceling an interview at the last minute is not unethical.  It is better than not showing up at all.  If you must cancel an interview because you are ill or you have a family emergency, call the employer as soon as possible.  

(
It may be unclear how to address your interviewer.  Unless they tell you, ask:  "How would you liked to be addressed?"  

(
Be polite to everyone you meet at the interview, including secretaries and other individuals interviewing for the job.

(
Send a thank you letter for the interview.  

(
Do not ask questions regarding compensation at the initial interview.  However, it is acceptable to respond if the employer raises the subject.  

· All answers given to questions should be honest and straightforward.  Do not lie or give dishonest answers.  

· Be polite when answering questions.
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Quick Tip material can be found at www.quintcareers.com
http://www.campuscareercenter.com/students

