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DI regat oMes s age

It is my pleasure to welcome you to the Office of Career Development. The Career Center offers services to assist
students in developing meaningtul career goals. Whether they plan for employment or graduate schools, our staff
provides counseling and information that will enable them to prepare for life beyond Claflin University.

We are committed to helping prepare students to make a smooth transition from studying students to working
employees. We provide career education, professional development services, and career related events designed to
assist students and alumni to enter and sustain careers in a global job market.

Even in the best job market, graduates will have to compete for great opportunities. Our objectives in Career
Development is to begin the professional process during students’ freshman year and continue to enhance their
career development with internship and co-op experiences during their sophomore and junior years. By the time
students become seniors, they will have the skill-sets and experience to effectively compete for the top opportuni-
ties in their chosen fields.

Students at Claflin University are some the best and the brightest, representing diverse majors from our School
of Business, School of Education, School of Humanities and Social Sciences and School of Natural Sciences and
Mathematics, as well as our Graduate Studies Program. We also conduct career fairs and information sessions for
companies to engage students on our campus, provide information regarding career opportunities and recruit our
students.

For those students interested in graduate school, the Career Development provides a graduate and professional
school visitation day where interested students travel to several universities touring campuses and reviewing
programs, grants and scholarship opportunities. In addition, we hold our annual Graduate and Professional School
Visitation Day each fall where approximately 70 universities assemble on campus to recruit our students and alum-
ni.

Finally, our staff stands ready to assist students on a one-on-one basis. We invite all students and alumni to register
with the Career Development and fully utilize our programs and services throughout their education process.

Please contact our office any time to talk to one of our staff. We recommend that you make an appointment be-
tween 8:30-4:30; walk-ins are welcomed. We are located in the Office of Career Development in Corson Hall.

Sincerely,

Carolyn R. Snell

Assistant to the Vice President of
Student Development and Services/
Director of Career Development
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Mission:
The mission of Career Development is to:

§ To serve as a resource to the institution on career and workplace issues and employment and emp
workforce data; develop productive relationships with faculty members, administrators, staff, employe
external constituencies; and support institutional outcomes assessment and relevant research endeavors

§ To consider the needs of all constituencies when designing the program and delivering services.
§ To promote awareness within the institution of the array of domestic and global occupations and the ne¢

ture of career development over the lifespan.

Moreover, The mission of Career Development is to assist students and other designated clients in developi
and implementing career, education, and employment pl@osindlC#®8% the Advancement of Standards in Higr

Education)

Vision:

The vision of Career Development is to empower students to discover and pursue a path to a fulfilling care
make their own unique marks on thellvert@iareer Development staff believes in building relationships with st
throughout the career and professional development process. Their expertise, experience, connections, a
available to each student and they are committed to helping students find the answers they need to make

informed career decisions.

Hours of OperationstondayFriday, 8:00 a.a%:00 p.m.

Directory

Ms. Carolyn R. Snell 8035355338
Assistant to the Vice President for Student
Development and Services/

Director of Career Development

Ms. Tonyetta McDaniel 8035355333
Assistant Program Coordinator/

Administrative Assistant

Mr. Lindsey Barnette 8035355003

Academic Student Support Coordinator/
Workforce Specialist

Mr. Douglas Barns 8035355012
Employer Relations
Mr. Jabian Cooper 8035355466

Program Coordinator for Service Learning
and Community Service

Mr. John Guanttlett
Career Pathways Initiative Counselor

8035355335

Diversity Statement

The Office of Career Development at Claflin Univers
strives to educate ourselves and others about the issue:
a pluralistic society. We are committed to reaching beyt
the views of individuals to value a community th
appreciates and | earns fr
differences. Our services and programs will seek to crea
safe environment that affirms the dignity and worth of e
individual regardless of their differences.

The Office of Career Development will set an example
commitment to embracing differences, including tha
differences that are not visually apparent. We will welcc
and serve people regardless of gender, ethnicity, ra
sexual orientation, age, citizenship, religion, socioecono
status and physical and mental abilities. In addition,
encourage employers to maintain a similar standard
commitment to diversity.



CAREER DEVELOPMENT SERVICES

Career Development services help students and alumni (up to one year after graduation) make satisfying ca
We assist individuals who are choosing a college major, making educational plans and developing or changi
focus. Services include the following: Career Cou@seliteyeer counselors are available for both counseling ap
pointments and dinghours. General diopshould last about 15 minutes and are intended for any quick questio
For more idepth discussions, you are encouraged to call ahead to make an appointment.

5 Our career counselors are available for both counseling appointmeits and
n n ) : :
Career Counseli ) hours. General diap should last about 15 minutes and are intended for any q
guestions. For moreapth discussions, you are encouraged to call ahead to make an appointment.

OnlineEmploymentLinks Joinhandshake.com is Claflin
students and employers to connect. Joinhandshake.com has thous

of employers posting jobs and scheduling interviews specifically for Claflin University students and first yeal
al |l y. Joinhandshake.com is part of NACEI i nk, t h
cludes over five million participating employers. Students can-amelydospanternships antridl job postings,
oncampus interviews, and view employers attending career fairs. Students can also search and apply for
careerservicecentral.com.

Part-Time Employment The PafTime Jobs Program helps students oltammft and -on
campus patitme, temporary, seasonal and summer employment wk

at Claflin. All employers post their positions in Joinhandshake.com or careerservicecentral.com. To view an
of these employment opportunities, log into your Joinhandshake.com or careerservicecentral.com account.

Full-Time Employment Prior to graduation (and up to one year after graduation) we offer studer
time job postings;@ampus interviews and career events for networking w

hundreds of companies every semester. Log into your email or online employment links to search for opp
domestic and global companies.

OFFCAMPUS INTERVIEBVENployment postings contains hundreds of current job postings from various er
who are not coming on campus to interview students. This is an excellent way to find national and internatic
portunities from a variety of employers who are interested in Claflin University undergraduate and graduate <

ONCAMPUS INTERVIEBArBe OfCampus Interview service offers students the opportunity to interview on c
with diversified industries. In order to participatemipusninterviews, students must complete their profile (pers
and academic) and upload a résumé in the resume banks (freshman_careerdev@clalfin.edu;
more_careerdev@clalfin.edu; junior_careerdev@clalfin.edu; senior_careerdev@clalfin.edu) Students can
than one r ®sum®, along with any other document (

please refer to the Office of Career Development

EMPLOYER INFORMATION SE8St@NOffice of Career Develop advertises Information Sessions held by
employers looking to recruit Claflin Students through university email and panthersatwork.com. These sessi
on campus throughout the school year and are a great way to network and learn about employers.

/ KHXWUA



Internship postings are made available to students through university email and panthers
work.com (Graduway). Consult the Office of Career Development for dates and times of |
events. In addition, Career Development offers resume and personal statement classes f
dents. Othejob learning complements classroom learning and takes place through internships. Through an ir
students can implement their classroom knowledge in the workplace and gain valuable experience. Students
campus, off campus and internationally.

Internships

Cooperative Education & Cooperative Education Program provides opportunities for student:
alternate semesters of academic study with semesters ofpaid, career
related, engagegirning experiences. A basic goal of this exjesieimiglprogram is to help bridge the gap be-

t ween academic study and i ts apgplexparienteiisanonitoraed byphe o f
staff to ensure learning.

Graduate Student Services The Office of Career Development provides an array of service
Claflin graduate students. In addition to assisting with career |

ning and decistoraking, the Center also provides guidance for internship and job searching, professional de
seminars and a library of resource materials.

Workshops Workshops are held throughout the year both at the Center and around campus. So
shop topics include résumé writing, interviewing skills, networking and a wide varie
search topics. Dates and times for workshops will be posted on our website.

Career and Graduate School Fairs The Office of Career Development host a series of spe
events throughout the academic year. These events br

employers to campus to meet students, discuss employn
opportunities, arrange for interviews or conduct preliminary screening of candidates, and provide a more
touch to the job search process. Career Fairs offer students at all stages of their career development a uniq
to get firdtand knowledge of employment trends and specific job openings. Students at all levels of their ed
perience are invited and encouraged to attend.

ADDITIONAL SERVICES AND CILASSES

§ How to Work a Graduate and Professional

§ Resume Writing and Review School Visitation

§ Cover Letter Development § Scholarships, Internships and Cooperative
§ How to Work A Career Fair Education Information

8 Job Search 8 Community Service

8 Company Research Strategies 8 Skype Interviews

§ Dress for Success § LinkedIn Profile Development

§ Professional Business Etiquette § Telephone Etiquette

8 Salary Negotiations/Research



CAREER DEVELOPMENT ELIGIBILITY

ELIGIBILITY CRITERIA FOR USE OF THE CAREER CENTER WITH REGARD TO ALL TYF
EMPLOYMENT

Types of Employment Opportunities for Claflin Students Include:
8 Summer Employment

8 Internships

8 Coops

8 Permanent/Parime Employment

8

Oncampus employment

International Students
The Office of Career Development provides services to international students consistent with U.S. immigrat

Alumni

Claflin University Al umni may use a-tampus inten@®as iede-r
termined on an individual basis, by such factors as company requirements, company requests, and availabl
open schedules.

EEOC Compliance
Career Development professionals will maintain EEOC compliance and follow affirmative action principles in
vices activities in a manner that includes the following:

8 Referring all interested students for employment opportunities without regard to race, color, na
origin, religion, age, gender, sexual orientation, or disability, and providing reasonable accomrr
upon request;

8 Notifying employing organizations of any selection procedures that appear to have an adverse
based upon the studentds race, color, nat:i

8 Assisting recruiters in accessing certain groups on campus to provide a more inclusive applica

8 Informing all students about employment opportunities, with particular emphasis on those emp
opportunities in occupational areas where certain groups of students are underrepresented; an

8 Developing awareness of, and sensitivity to, cultural differences and the diversity of students, ¢
ing responsive services.

[ KU
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ON-CAMPUS RECRUITING

Oncampus interviews enable students and alumni that are registered for Career Development to interview \
tional, and global employers for career opportunities and internships.

Policies | Procedures

Employers expect a full interview schedule with candidates that are punctual and dressed professionally w
Claflin University. To ensure that employers expectations are fully met, if not exceeded, policies have bee
regarding submitting your resume, cancellation of appointments and being present at interview appointments

There are four policies that you should understand and must comply with in order tcQanicysaRecr @mg.
If you have any questions or need to clarification on these policies, please contact the Career-&&8ier at (803

Resume Submission Policy

8 Submitting your resume to a company is viewed as an expressed commitment on your part to interview \
pany if you are selected.(i.esgdeet interviews)

8 Once you are selected, you are expected to sign up for a time.

8 Students must also set an appointment with a career counselor immediately for mock interviews. Mo
should be conducted a least one week prior to the actual interview. Failure to do so will result in immedi
terviewing privileges.

Interview Cancellation Policy

You must personally contact Career Development at least three (3) business days BEFORE the schedule
cancel you interview. Failure to comply with the interview cancellation policy will result in immediate loss ¢
privileges and resume referrals.

Interview N&how Policy

Failure to show up for an interview will result in immediate loss of interviewing privileges and resume referral
termined amount of time. To requestaiement of privileges, you must contact the Director of the Career Devel
at csnell@claflin.edu.

Mock Interview Policy

Mock interview events, in which employers volunteer their time to interview and provide students with constn
back, are considered anampus interview schedule; thereforesaatiours interviewing policies and procedures ap
ply. The success of theampus recruiting program depends on everyone doing their part to showcase Claflin
as a source of bright enthusiastic and reliable candidates!

PLEASE NOTE:

1. You must have a resume on file in order to particEateumsaercruiting.

2. All resumes must be uploaded into the resume banks

3. Contact a career center counselor for the procedures to create upload your resume.



STUDENT OBLIGATIONS

Students have certain obligations in the recruitment process, as listed below.

1. Provide accurate information about your academic work and records, including courses taken, gra
positions held, and duties perform&ou can, however, refuse to provide an employer with specific inforr
about any job offers you may have received from other employers. You do not have to name the orgal
have made you offers, nor do you have to prov
those organizations. Instead, you can give broad responses to such questions, naming typek of éngpho
interviewed with empl dand offeringisalary tramges ratirec than rspecific gloll
amoun8di The salary offers | h-a&\be) kr @ aenigee d Hawd dlee
interest to research salaries and to let employers know that you have done so.

2. Interview genuinelylhat means interviewing only with employers you are sincerely interested in workin
whose eligibility requirements vy o wwaskngboththéirRime c
and monéy and prevents sincerely interested candidates from using those interview slots. Each
determines its hiring needs and requirements (major, degree, graduation date and citizenship). Those
are advertised to students. Students must meet all of the requirements set by the company in order to su
and cover letters. Students not meeting all of the requirements, who feel that they are qualified, are er
submit their resumes to the respective career counselor so that he/she may place that student on the sta

3. Adhere to scheduleg\ppear for all interviews, on campus and elsewhere, unless unforeseeable events pr
from doing so. And, i f you candt make the inte
your assigned counselor. Please refer to the Interview Cancellation Policy for further clarification.

4. Do not keep employers hangi@@mmunicate your acceptance or refusal of a job offer to employers as pi
as possible, so they can notify other candidates that they are still being considered or that position is filles

5. Accept a job offer in good faitWhen you accept an offer, you should have every intention of honorin
commitment. Accepting an offer only as a precautionary measure is misleading to the employer and
opportunities for others who are genuinely interested in that employer. Reneging on an acceptance is |
unprofessional, and reflects poorly on the reputation of Claflin University.

6. Claim fair reimbursemerit.an employer has agreed to reimburse you for expenses you incur in its rect
process, your request should be only for reasonable and legitimate expenses.

7. Obtain the career information you need to make an informed choice about yourtfufuse. up t o vy
the information about career opportunities, organizations, and any other information that might infl
decisions about an employing organization.
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ucceed.

Engaging in dialogue that leads to productive outcomes and point s of connec-

Communication tion by effectively articulating one’s Self to individuals within and outside of
one’s industry or area of expertise.
. Developing authentic and mutually beneficial relationships by valuing everyone
Collaboration and taking responsibility for one’s role within a team.

Leadership

Being able to recognize, respect, develop, and capitalize on the unique strengths
of individuals from all backgrounds and being an active member in a group that
achieves a shared vision.

Adaptability

Taking the initiative to further enhance one’s skill set and being creative with
ways of thinking or approaches that allow for actions, reflections, failure, and
resilience in ever-changing world.

Analytical Skills

Seizing the opportunity for organizational improvement that prompts critical
thinking and problem solving by obtaining, processing, and synthesizing infor-
mation.

Technology

Employing current and emerging software and tools to solve general and
industry specific challenges.

Self-Awareness

Understanding ones strengths, limitations, emotions, and biases in a variety of
situations and articulating how one’s interests, skills, and values align with
educational and professional goals.

Integrity & Ethics

Making choices and consistently acting in a manner that displays integrity
(following internal principles, morals, and values) and ethics (following external
laws, rules, and norms) in personal and professional settings.

Brand

Demonstrating the continual development of a positive impression or image in
every facet of life while seeking feedback from others to ensure congruence be-
tween one’s intended and perceived reputation.




ON-CAMPUS STUDENT EMPLOYMENT

PHILOSOPHY OF-OAMPUS STUDENT EMPLOYMENT

As an educational institution, Claflin University intends that students who work on campus should be learming whils
preparation for a career when they complete their degree. This assumes that all students are capable of mature a
behavior as staff members of the institution and are held to the same standards of behavior as Claflin Bei@ersity empl
the work place is a learning environment, supervisors and other office staff members are considered eduaators; ar
mentor, support and encourage student staff members personally as well as professionally. The time a student sper
environment at Claflin University is in preparation for a life of professionalism, integrity and, hopefutiyigohentéirgent to
er community. Interaction between student staff members and supervisors and other staff members shouldirgflect this

STUDENT EMPLOYEE RESPONSIBILITIES:
8 Compliance with all policies and regulations regasstundywork

8 Completion of all required Financial Aid forms with accurate information by the required deadline and to furr
mation requested by Financial Aid or Career Development in a timely and efficient manner.

8 Ssubmit completed time sheets in accordance with the time sheet submission guide.
8 Informing Financial Aid of any changes in present academic or financial status.

8 Immediately complete and return all required employment forms to Financial Aid and Human Resources prior
of work.

§ Furnish accurate and updated information/documents as requested by a supervisor, Human Resources, or Pa
§ Courteous and professional behavior to all members of the university family and to any visitors on campus.

§ Act in a professional and responsible manner in dealing with confidential university records and other infor
comes to the student by virtue of his/her work. Breaches of confidentiality and other acts of dishonesty are |t
dismissal from employment.

§ Student employees are expected to arrange a satisfactory work schedule with his/her supervisor and abide by
es to your work schedule must be discussed in advance with the supervisor. If permission to be absent is denie
must report to work. It is expected that permission will be withheld only for justifiable reasons. Leaving a mes
pervisor is not to be construed as permission to be absent. Also, excessive socializing on the job is to be avoid

STUDENT RIGHTS:
§ Written job description
§ Clearly defined job expectations

§ A safe and positive work environment

PHILOSOPHY OF-OANMPUS STUDENT EMPLOYMENT

As an educational institution, Claflin University intends that students who work on campus should be ldaimprgpvhile on
aration for a career when they complete their degree. This assumes that all students are capable of matiraiand respc
as staff members of the institution and are held to the same standards of behavior as Claflin employees.c@ecause the
learning environment, supervisors and other office staff members are considered educators; and as such adn ment
encourage student staff members personally as well as professionally.

The time a student spends in any work environment at Claflin is in preparation for a life of professiohal@fallyntegrity
commitment to serving the larger community. Interaction between student staff members and supervisors and other
should reflect this understanding.



INTERNSHIP/CO-OP EXPERIENCE

The internship/op experience is vital to preparing our students for leadership, management and other pr
careers. | t -tbeff oddos tirmv al magb | ddpdxmeence can setvehas ani integrating
mechanism in which theories and concepts learned in the classroom can be applied in the global workplace
Career Development is well positioned to ensure that every student has the opportunity to participate in .
coop assignment. In addition, we are positioned to offer internsippsatisdlected companies across the country
The success of our program depends primarily upon the partnership efforts between Claflin University and
partners.

Cooperative Education is an educational strategy that prowakanaedetiombination of college study anc
alternating periods of "h@misexperience in a work setting related to the student's major and/or career goals
achieved by involving students in approved and structured learning experiences in the world of work.
ACooperative Education" because it is dependent

agencies in collaborating to form a unique and practical total educational program. Content to "earn whil
students find it a fascinating experience in "total" professional growth. Upon graduation, they enter the jol
invaluable work experience. A Cooperative Education "job" may consist of one or more assignments, mear
may gain work experience in his/her chosen field of student for one semester ("one assignment") or more.

PURPOSEThe Office of Career Development offers an opportunity for students to participate in internshi
enable them to grow and graduate well prepared to assume leadership roles in the public and private sect
feature of the program is the Internsbypli@achures. The purpose of the brochures are to provide helpful infor
relating to critical areas of concern (i.e., responsibilities of the student and the corporations during arfid upon
the internship). The information contained in the brochures are designed to help facilitate successful comn
internship/emp experience. Each potential interostt@ent is responsible for becoming thoroughly familiar witt
contents presented. To obtain a copy of the inteopshipfdture and other useful information, you may visit
Office of Career Development.

OBJECTIVES

8 Encourage students to consider careers directly (or closely) related to their field of study
8 Provide students with valuable work experience
8 Aid the institution in achieving its mission.

ELIGIBILITY
To be eligible for an Internship, a student must:

8 Be enrolled at Claflin University
8 Have a 2.8 cumulative grade point average

PREINTERNSHIP PRMIERES:
8 Submit Resume to the Resume Banks
8 Apply for the internship
8 Schedule a time to meet with your counselor/advisor and make sure the appropriate forms have been ¢
8 Pay your student fees early duringlegisteation period and clear up any university related matters.



POST INTERNSHIP PEDGORES:
After you have successfully completed the internship, the following suggestions are recommended:

8

§
§
§

§

If you have been assigned a personal office or work area, be sure to remove pictures, posters or ot
items from the walls or other areas.

Pack all personal belongings securely in a box and take them with you when you depart.
Do not take any company items unless those items have been explicitly approved.

Clean the office or work area thoroughly. Make certain to thank all organizational staff who assisted a
you during the internship.

Make certain that you have your final report is drafted so that you can get credit.

STUDENT INTERN RESPONSIBILITIES:

w

w w W W w w w w w

Ability and willingness to accept responsibility

A reasonable degree of basic knowledge of subject matter (degree area)

Enthusiasm for assigned duties

A cooperative attitude toward suggestions for personal and professional improvement
Motivation to improve quality and quantity of work

Loyalty to the organization

Regular and prompt attention to administrativectaie gotesponsibilities

Prompt daily attendance

Wear professional business attire at all times (unless otherwise specified by your supervisor or other
al leaders)

Work toward the best final evaluation possible




COMMUNITY SERVICE—FINDING YOUR CAUSE

OFind a cause that you are passi on

On Monday, May 2, 2011, my heart briefly stoppedvbestnggest brother, Bernard, was shot and killed by tt
t ownos plewas shetiméca in the chest and once in thie dnawl. worked the late shift aivraland
stopped by the town hall which housed the police office to pay for a broken tail light ticket for hisl daughte
wasnodét there to know all the details but he was
taken.

| soon found a community service that | could remember my brother by on hathailgréseigly a hospice
volunteer to assist families terthinally ill family members with a smooth transition from lifdytdadeyhand |
were not given that opportunity with Beknguigt. who would give you the shirt off his back and who unconditio
loved his fellow brothers and sisters. He was also Gott feasireyidenced by the thousands of mourners wh
attended his home going services.

It is important that one find a cause and make the corimaetiare so many things that we can volunteer our tir
but it must be meaningful and wortHvalditeonish you to find your pasaiben you are providing service to benefit
others; you are making payment for life oft eadhe of the greatest rewards when you are helping others in var
ways.The local food bank, youth center, church, hospital, nursing homes, political parties and causes, speci
halfway house, house for battered women, meals on wheels, boys and girls club, Salvatiton Humartigbitat
etc., are always seeking volunteers for service.

We are born with a number of talents, skills, and special gifts and we can use them to make someone el
better. Some of us are born with the gift to dance, sing, speak, drawsagdeattthat you begin to work with
individuals who are not able to pay for dance or music lessons to fulfill thelthgoals ijusifenot any excuse for
volunteering service to those in need.

College students want to graduate from college and become gainfully employed for career success. Comn
can assist you with your cavegplication for a dream job begins with knowledge, ability and education but con
service can spell the difference between first and second place in an employvinent aorgegiloyer looks at a
resume that includes community service, it is an indication to the employer that the applicant wants to make
society and that is what employers are seeking in néanfminesity service usually originate from the urge to he
other people, a smart employee can accomplish two missions simGlbameousty.service can be the key to
upward mobility, no matter where you are standing on the career ladder.

In closing, community service is giving yourself and what you have without expectation, reward, or recogni
giving of yourself, is the best way to build an account in the uniVnsaljoandive comes back to you tésold.
you give of yoursgdu open your mind and heart to the joy of unconditi¥oal fiomework in what may appear to
be an unworthy situatibherefore, | urge you to take an inventory of your skills and experience and find a we
those skills in community projects or organizations to which you belong.

Article written by Margaret A. Bailey, HBCU Career



COMMUNITY SERVICE EXPERIENCE

The Program for Service Learning and Community Service continues to focus on providing opportunities 1
contribute positively to the community as well as benefit from educational enrichment by partnering wi
sixtyfive (65) active agencies in Orangeburg, SC watogalked foundations and charities in partnership w
student life programs, the Freshman College, the Athletic Department, the Alice Carson Tisdale Honors
faculty and staff. The program is committed to ensuring that students gain knowledge through their service e
they understand the value of giving back to society, so that they will choose to volunteer habitually du
concern.

Freshman Students
As a component of the freshman orientation course, all freshman leveled students will be required to perforn

20 hours per semester of service learning and/ or community service activity at a community agency of prefe
Read and complete all forms given from thdesgnimgecoordinator and freshman orientation instructor

Abide by all rules and guidelines specified by the university and community agencies

Submit all time logs and digital records

Complete an evaluation at the end of the service learning activity

Complete a reflection assignment on experiences throughout the service learning activity

Sophomore Students

As a component of the sophomore, Second Year Experience course, all sophomore leveled students will
perform the following:

40 hours, in the assigned semester, of service learning and/ or community service activity at a commun
preference (Fall Semester: Last names beginnidigSpitimgSemester: Last names beginning)with K

Read and complete all forms given from théesgnimgecoordinator and freshman orientation instructor

Abide by all rules and guidelines specified by the university and community agencies

Submit all time logs and digital records

Complete an evaluation at the end of the service learning activity




HELPFUL TIPS FOR MAKING YOUR INTERNSHIP/CO-OP

AN EXPERIENCE YOU WILL REMEMBER

Keep in contact with your counselor and the director of career development. Call one of these individuals at
once a month to provide updates.

Secure accommodationBlease remember that most students will be responsible for: Establishing their o\
arrangements. In securing accommodations, make sure the place is affordable, clean, safe, and access
transportation. You may also want to consider a place that has free parking available to avoid costly parking

Use accommodations propeter securing accommodations, make sure that you do not damage any items \
residence. Do not participate in any activity that may result in law enforcement involvement.

Behavior off the job during the internshipgeriod.Your behavior tiffie job is very important. Businesses and
corporations look at and evaluate you on this behavior because it is a reflection of your character. Your

reflects upon Claflin University. The places you go and the people with whom you associate are indic:
judgment. For example, even if you call a taxi after having consumed too much alcohol, supervisors and cow
likely to conclude that you have poor judgment and inadequate discipline. These conclusions will be very da
potential future job considerations. Remember to avoid places and people that may reflect negatively on you
judgment.

Complete a planning document at the beginning of the intefDstepmine and set realistic goals. Improve an
clarify your goals by asking:

a. Isthe goal measurable?

b. b. Is the goal achievable?

Determine an action plan to monitor and evaluate your prolyteasuring your effectiveness during the
internship/emp experience is on going. Frequently evaluate whether your personal and professional goals
accomplished.

Develop a plan to track effectivenéssrder for you to complete the internshipiqerience in the most effective
and professional manner, information about progress and effectiveness must be tracked. The information cc
clarify for you and your supervisor exactly what skills, strategies and areas of improvement exist.

Obtain supervisor's inplf.our supervisorb6s feedback can be an
and making decisions about your future efforts. Every few weeks ask your supervisor to assess our progress

Identify improvement areaBecognize the areas of improvement indicated by your supervisor as well a:
determined by your-aefessment.

Develop a plan to address any needed improvenmantanay want to work closely with your supervisor or ot
professionals to develop strategies that will effectively increase your level of performance.

Communicating Effectively In the Workplelse key to communicating effectively is knowing when to use v
medium to get your message across. Many types of media are available to including lettersiplfexe calls
contact, email, and video. Take extreme care when choosing the medium that is most important to yc
message. Communication is the means by which information is shared, activities are coordimatddngmnsl deci
enhanced. It is paramount that communication channels remain open with your internship supervisor and ot
within the organization.




Types of Communication

Oral Communication

Oral communication is the most common medium in business. Oral communication is the most widely usec
fective way of ensuring that a message has been received. This medium allows you to clarify any misunder:
nonverbal clues; provide additional information; and use pauses, accents, and voice tone to stress certain p
for oral communication to be effective, practiced listening skills are essential. Regardless of how well crafte
and delivery of an oral presentation, it cannot achieve its goal if the intended audience does not have effe
skills.

Telephone Etiguette

Most of the keys to successfutdfaee conversations apply to telephone conversations as well. The telephone
portant for sending and receiving business messages. For some message receivers, in fact, the entire imac
pany rests on their experience with you on the telephone. It is important to use telephone equipment and
system effectively. One should always be considerate of callers, plan calls carefully, speak businesslike, av
tag, and use answering machines and voice mail effectively. While on the internship, be sure to learn how t
phone system in your organization. Knowing how to transfer calls efficiently, arrange conference calls, us
phone, set up callbacks, and use other special features of your system will make your job much easier.

Before placing your telephone call, determine its specific purpose and outline its major points. Know what
remarks will be and have in mind any other comments you plan to make. It is often a good idea to do this pl
per. Remember, a telephone call is a message. It is an oral letter, memo, or report. Planning is needed to
successful. Base your planning on the purpose of the message and the audience who will be receiving the
swering the telephone, identify yourself immediately by giving the name of your organizational unit, and your

Nonverbal Communication

Nonverbal Communication is often the most misused and misunderstood form of communication. New el
guently fall victim to misread/misunderstood nonverbal communications. Research suggests that the most e
reduce misunderstanding is to verbally ask for clarification. Too often nonverbal communication goes witho
and is therefore vulnerable to inaccurate assumption and perceptions.

Computer/BMail Etiquette

Because-mail is often written quickly, there is sometimes a tendency to forget the niceties and to allow emot
the content of the message. Always assume the message you send will never be destroyed, but saved per
file. Always remember the following rules when-seaitling e

8 Avoid sarcasm; without nonverbal cues, it may confuse or offend

8 Fillin the subject lirend include only one subject per message

8 Avoid using -akpital letters

8 Avoid mar ki ng every message urgent; i1itdéds | ike <c
8 Dondt clutter the network with a | ot of copied
8 Check your mail often and respond to messages promptly; and

8 Assume that any message you send will be made public

8 Dondt use the company emai |l system for personal
8 Dondt send an email i n anger

[ KH K&



SUIT UP FOR THE OCCASION

Appearance/Attire Good grooming and physical appearance can help you emphasize your st
The clothing and jewelry you wear, and the ways you style your hair reflect your personality. |
business attire will be required for all student interns. Below are suggestions for professional bus

Females

T

T
T

E |

Opt for a conservative, professional look. This includes suits in 1

black, or gray, and solid, light colored shirts in a natural material.
Wear clothing that is-fitehg (tailored), well made, and in good condi
tion. No Splits

Make certain that you are clean argtomefled. Neat and clean hair,
hands, and nails are essential to creating a tidy, professional look
Wear notextured hosiery that is without runs or snags.

Wear closed shoes with heels no more than 2 inches tall that are
ished and in good condition.

Wear nails subtle if polished, clean and not chipped

Do not:

Wear perfume. Many people are allergic to it, and loud or bold frag
es are distracting to anyone.

Wear too much makeup or jewelry. Keep your accessories simple
tasteful. Avoid large bulky earrings, bracelets and/or rings. If ring
worn, wear them on only one finger of each hand.

Wear short skirts, plunging necklingsy@agh, or-fitting clothing.

Carry more baggage than necessary. If you are carrying a brief
leave your purse behind.




SUIT UP FOR THE OCCASION

Males

Do:

1 Choose a traditional charcoal to light gray, or navy wool suit, and a
white, colored dress shirt to create a professional and conservative
look.

1 Wear a tie. Opt for a professional, nice looking tie, perhaps stripes,
paisley, or even a solid color. Avoid wool and cotton ties, and ties wit
loud patterns, cartoon characters or pictures.

1 Choose a conservative belt that matches your shoes, either brown o
black.

1 Wear dress socks that match your suit, with little or no pattern. Socks
should be long enough to cover the calf so they don't slip or show
your legs.

1 Make certain that you are clean, shaven,-gnooweltl. Neat ang
clean, hair, hands and fingernails are essential in creating
sional look.

Don't:

1 Wear a short sleeved shirt. No matter what the weather,
wear a traditional, long sleeved dress shirt. Odds are that
have to take off your coat, but why risk it?

1 Wear after shave or cologne. Many people have allergies tg
es, and bold fragrances are distracting to anyone.

1 Wear earrings. Avoid wearing a lot of jewelry. If you are goi
a watch, please choose your dress watch instead of a spor

***Dress for the position you want, not the position you have. |
manage to pull your own appearance together, the interviewer
confidence that you can manage to handle the demands of the




THE ULTIMATE COVER LETTER

The Purpose of a Cover Letter

Many people find it hard to write a compelling c
write it. Understanding the purpose of a cover letter is the first step toward working through those common r¢
Like the resume, cover letters are marketing tools. The difference with a cover letter is that you have a bit mc
tell a story about the fAgreat greatnesso you pos
ferent and better than others. Writing cover letters, although they are tedious, provides the opportunity to do
Acovero the resume, but to expound on the inform
zationbds expressed business need. By extension,

you can apply to the organization, which isam <cr
swers the fAihow to write ito question, is the nex

The Anatomy of a Cover Letter

The cover letter structure or the essential items to be included, also, can be missed or misunderstood easily,
up for failure when it comes to the content. What should be included in a cover letter, at minimum and more
of appearance, is:

1. Contact information for where the letter is going (e.g. company/department name, street address, email ac
phone number)

2. The date of submission

3. Greetings to A SPECIFIC point of contact, enc
Hi ring Manager 0)

4. A point of connection to the opportunity (How did you find out about the role? Who referred you?)

5. A one line summary of your interest

6. A two sentence summary of background, experience and relevant qualifications

7. TWO TO THREE detailed and poignant examples of how you have demonstrated meeting the expressed
role and what preferred skills/qualities you possess (think STARIBARiatiethd@sk/Action/Result or Behav-
ior/Action/Result). No more than two paragraphs sboigntes each. Alternatively, in bullet format you can higr
more examples, but this section should not take up more than one half of a page.

8. A short request for an interview

9. Closing greetings and your contact Information

You should be able to tell a hiring manager or gatekeeper how and why you have what they need explicitly, t
should continue on to review your resume, and that you want to be interviewed in no more than three quarte
Breaking up the content with bullets or information chunks and using subtle design elemeHiscedke seifvallas tie
else is equal.

Things NOT to Have in a Cover Letter
Things that are too general or unsubstantiated:

A Al am a great fit for this position.o Instead
great fit.
A nl possess many skills that would be wuseful fo

useful for particular needs expressed in the job description responsibilities is best.

| KHxEDZ



THE ULTIMATE COVER LETTER

Things that are obvious:

A AMy name iséo

o The reader will know your name because it is on the page already so avoid taking up space with this kind
sary filler content.

A APl ease feel free to contact me if you need mo
0 Rest assured, if the reader does need or want more information, they will contact you, so use this word cot
them a reason to contact you!

Things that are not relevant to the job/job description:

A Il'f team work is a strength you have, but the |
starting,setiot i vat ed, mi ni mal supervision, independent
cus on other strengths that lend to the type of needs that the job description includes.

A Personal examples are much | ess powerful than

o For the cover letter, use the class project where you helped bring the team together with your negotiation ¢
skills versus how you settled an argument as the middle child between your siblings.

Things that are automatic red flags:

A Bad grammar and/or typographical errors

o Proofread the cover | etter! Read it to a frien
o |If you have errors and bad grammar in a cover
letter in 78 point font.

A Listing a companyds name or contact informatio
gether are costly mistakes to avoid.

A Verbatim cover |l etter template phrasing

0 Readers can tell when phrases are lifted from online or Microsoft Word templates. There are all kinds of ne
ations that a reader can make about you as a person from this. Start from somewhere, but use your own wo
as possible.

Put The Ultimate Cover Letter Tool Kit into Practice

So how does one use her own words to put a cover letter with the right information? It certainly varies deper
job, the expressed needs in the job description,

an example of a real job description excerpt and a subsequent cover letter that was developed, actually subil
which an interview was extended follows. The elements that were most germane to the job for the applicant
most aligned to the applicantds experience are i

by the applicant, as well as how the words in the job description are matched in the letter. The letter and job
are stripped of references to a particular organization or role and edited to be used as a template that can be
copied (see previous AThings that are automatic

Finally, whether a cover letter is optional or required, take the opportunity to become a person and not just a
per to the reader. Let your Agreat greatnesso an
ments to distinguish your cover letter from other submissions.

You now have the tools to put together the ultimate cover letter. Happy writing!



GETTING

Linked [T}

Using LinkedIn for Your Job Search: Networking the Correct Way

The job search is not fun. It is not fun for millennials, baby boomers or generations from any part of Seaalphabet. The |
requires consistency, patience and a conti nuouchasey e
requires having a keen 6sense of selfd in order to d

How can you start a sear ch Wdpropablyspehvargdod dekl of tnve askingeotirselyes
what we Owant ed Thisosenterce mighehave shangag oventhe yepr$ and those asking might have als
changed depending on our particular stations in life. College students must ask themselves this importanuaguestion (ov
they need to be annoying to themselves) so that they can begin their job search based on a foundation tadesxcites the
their spirit.

What we also want in our freshman year of college can change dramatically over the course of a few mouiis so it is g
your Awho am | really?06 |ist and see how the things
Since students need to understand who they are (where they are starting from) before they can begin to ih&gine wher
end upthe Myers Briggs assessiestudents is a nice place to Ktarhever too soon to take a good look atkebkat ma

you tickand what makes you tick in your life will probably make you rock on the job).

Using the results of the assessment, students can begin to understand how their personality traits, the@sititbdtidual pref
strengths and weaknesses effect their workplace experience and what options they can explore to make the.most info
Assessments (whether itbés MBTI or a similar tmosthdt | i k

go into workplace satisfaction and how important it is to explore those many moving parts before they findcfiemselves
reer they hate.

So youdve made a deci si on ahrdo vatimetodetiybur hinkddimpndadile s exbpee n
you can let the rest of the world know who you are and what your caréeoplats@ar@.i ng i s a step by
sheeto that wildl help you announce to the world that

Your backaroundtf you take good pictures and can use one that is relevant to who you are, be creative and create a bz
that talks to who you d@e.not use this an opportunity to be too bold othimiguankedIn and not Facebookateyau
accounting student, yoda ¢ashhawesaudeumbei gbhtbwakgr a
drop.

Your picture:You need a smiling,-gelfie head shddo not take the picture from the most recent wedding you attended an
crop out the bridal pabip.not be on a mountain, at a concert, in your new car or with a sigiiidikars ableadme of
the head shots on LinkedIn and remember that recruiters areSedmgihisroject confideBeemindful of backgdsin

Your headline/taglin®@o not say Arecent gGregahaisMhearesyeuar iwitagmakepg ypwstandu
out?What do you want someone to know about you in one €aptemegdur audience and make them want to continue
reading recruiters spend a few seconds on a mediocre profile and several minutes reading through a robustione that +
their attention.

Your SummaryKeeping in mind that personal pronouns are never used (just like your resume), your summary should s
more than a short paragraph) what your major strengths and areas of respdisfildyt aescription should besinter
ing, thou rovokin and one of t he most i mportant fattent.




GETTING LINKEDIN

Your Experience Using the rules of proper resume writing, your profile should consist of a comprehensive, chronologic
grammatically correct outline of your job expBeencelful of tenses, redundancies and information that detractssrom yot
sion. Leave out jobs that do not talk to your current career goals unless they can be used to discuss a igargedlar skill s
ed to account for timBtudents should feel free to includienpafteelance and internship positions as they antdte teecr

get a sense of work ethic, determination and flexibility.

Honors/Awards:Yes.Include them aWe care about your hard work almost as much aslgoevdoyone gets thehow
us what you got!

Education Unless you went to a specialized high school involving an entrance exam or you managed to graduate at t
class your high school does not need to be included on youogatitile, actual name of your degree and any aonors of
academic nature should be included in this AgsB@#nover 3.5 should be included.

RecommendationsThis is an awesome section where people from your educational or professional life can sing your p
theworldtosee.t 6 s fine to 6requestd a recommendation hiut be

enough to put concrete words together AAlice wolk&ked
a real proo as o0 pp dReowrdmendations that are pporlyweriten or granimiaticallynircta®ecbsay jus
much about you as it does aboutthe'wRkerrad car ef ul ly but acceptingmmend do

dation is meaningful for you.

Connections: You want to grow your network as effectively as Iposdihitean to including colleagues, peers, classmates,
professors and industry professiomalsshould be networking with other college students and professionals feam similar i
tries so that you can broaden your job search and add dimension to your networkirigoopgioatoefieevery persan w

asks to connect to you but rather build your personal network of people who you respect, have done busamess with (or
well as any professional committed Dwonotdsdscosragedifdgiumao u
Resource professionals and/or recruiters do not readily accept your connection invite as they are overwtelmed with aj
guests and find a distance is needed in order to remain objective and impatrtial.

Groups: Not a joinerRlow is the time to change #tmith. a minimum of 25 groups and get involved in discussions and shari
postsHi tting Aliked on everythostgi nhgtarecmimamngt i dibgmdn k € f
cledo wildl positi on vy o (Postingaralevantarticlektd shage wjtheyousgoonp oncwitingosio@s n
tion you as an Influencer and recruiters take noticelsd yair voice as effectively as poRabdember your audeand

the wide reach it has.

Following: Follow every company/organization you are inte@stedhat happens in a few egke has been hired,
what internal changes have been madeéhow can infor ma
strong cover letter/letter of intédeganizations take notice of who followssti@mmyour interest in every way you can

Once your profile is robust and each section is filled out completely, you can begin to use the informatistaravhéable to
actual job search/networkBygbeing an active and relevanti waice opinions, shares and commentary will show up on the
6home paged of all your connections. | f an doetonggdue vy
will be contacted (or viewed) by people in the small circle you are tryingThdneakdrttodless webinars avaitable
LinkedIn to walk you through any function you are having difficulty with.

The most important thing to remember is that LinkedIn is notEFacebook.t hi ng you do and say
most professional influericerb i s t o o | can | and you the job of your dr

Get LinkedInGet Networkinget that Great Job!



PUNCTUALITY

Punctuality relays a nonverbal message. A person who is always on time is perceived as beit
nized. A person who is always late transmits a message that he or she is unorganized or that
ment 1 s unimportant. Time is related not

Is very important that you arrive at the place of business at the scheduled time, preferably, ar
ten to fifteen minutes early ahead of the scheduled time.

ESTABLISHING ETHICAL BEHAVIOR

Establishing Ethical Behavior Every human is aware of the difference between right and wrot
hundreds of decisions each-dagny of which appear to be meaningless. However, statistics
that more people choose to lie than to tell the truth; even about the smallest issues. When as
they would lie or fudge numbers if their job was at stake, a large majority of those surveyec
positively.

Ethical behavior is linked directly to your integrity and most companies want to believe tha
what you are suppose to do even when no one is watching. Supervisors have exclaimed tha
much rather have employees tell the truth about their shortcomings, than to lie. Remember, t
ly given freely; even the smallest misrepresentation of the truth can create doubt in the mind
whom you answer. It is not always possible to repair the damage caused by an unethical me:
Your credibility is lost, interpersonal relationships are destroyed, and your career is hampere:

Business people in the 200006s are increas
corporations as well as many smaller companies have now adopted ethics statements or cc
duct for employees. Ethical behavior involves four principles: honesty, integrity, fairness, anc
others. Your decisions should be guided by the principles or values in which character is ro
sure that your behavior is a reflection of your values, take a moment to ask yourself:

Does this behavior reflect the values that | want to portray?

Can this choice stand without defense?

Wi | | I be proud of the choice | 6ve made?
Will others be proud of me if | engaged in this behavior?

What behavior best exemplifies the man or woman | want to be? The following steps shot
if you are asked to engage in unethical behavior:

Ask for a moment to reflect

Ask a colleague if the request sounds unethical

Document the request

Inform the supervisor of your concern

Contact a trusted faculty or staff member at the Career Center

Refuse to jeopardize your integrity or honor

w W w W W

w W w W W W



SPECIAL EVENTS

Fall Career Fest

Claflin University Fall Career Fest was designed to give students the opportunity to explore career opportuni
spective employers, practice professional behavior and confirm application deadlines or interview dates. En
to our campus to recruit students and alumni for employment and internship opportunities. Some Career
signed to connect students to employers in specific areas; however, many employers recruit from across a
variety of careers. Even if students are not ready or ineligible to apply now (freshman and sophomores), the
pare by networking with recruiters and learning about upcoming opportunities and requirements.

Constitution Day

AConstitution Dayo honors the signing of the Con
America is the supreme law of the United States. It is the foundation and source of the legal authority under
ence of the United States of America and the Federal Government of the United States. The document def
branches of government: The legislative branch with bicameral Congress, an executive branch led by the Pr
judicial branch headed by the supreme Court. The Constitution outlines obligations of each office and wha
branch many exercise. It also reserves numer ous
federal system of government. The | egislature au
eral funds for a fiscal year should hold an educational program on the United States Constitution on Septem|
year for the students served by the educational

Sophomore Tassel Ceremony

For sophomore undergraduate students, completion of the Freshman College and declaring a major are sigr
plishments. To celebrate these milestones, Claflin University students, faculty, staff and parents taka part in
Sophomore Tassel Ceremony. A graduation tassels is one of the most popular components of the acade
serves as a final seal given to graduates as they are done with another part of their academics. Turning t
one side to the other seems |ike turning anoeéher
For Sophomores the tassel is use a tool to recognize that student are at a pivotal point in theirthedddmic ca
way mark. With the assistance of career development counselors, students are then eligible to apply for in
ops and graduate school visitations.

Graduate and Professional School Visitation Day

One of the most important aspects of applying to graduate school is selecting the programs that are best
interests and career goals. Claflin Universityos
dents to explore and discuss a variety of graduate school program optiatep#mdchf@imation from school repre-
sentatives. These representatives assist not only with evaluating the programs, but they help find the best
candidateIhe Graduate and Professional School Fair also provides students with a chance to develop value
with important individuals that may help you with the application process in the future.

Images of Success

The Images of Success Program is a program designed to afford undergraduate students the opportunity
professionals who were once students in their shoes. The alumni provided career guidance, encouragems
academic program, advice on important course and field work, and opportunities to make professional con
tion, students are able to build a stronger connection to the institution through interaction with alumni. The
facilitated through workshop sessions.



SPECIAL EVENTS

Community Higher Education Council (CHEC) Career Expo

Community Higher Education Council (CHEC) Career Expo is a collaborative event sponsored by Claflin Un
Carolina State University, and Orangealttuogn Technical College. All three member institutions bring ul
strengths and resources to create a collaboration that offers unparalleled opportunities for more than 3,00(
impact for the nation. The program intends to significantly increase the number who are globally aware, soc
and well equipped for all careers.

Diversity and Inclusion Leadership Summit

Businesses have come to recognize the benefits of having a workplace that encourages diversity and embr
of inclusion. Yet believing in the benefits 1isn¢
place policies and practices, in student engagement and educational methods, and in approaches to comm
and partnerships. Identifying, and overcoming, these biases and barriers often can only happen after attainir
-in from others through effectively communication and practices. The mission of the Diversity and Inclusic
Summit is for executives to speak with Claflin University students about their company and share current h
and job expectations. Thedaeevent featured panel workshops, networking opportunities for university offic
students, as well as resume reviews and mock interviews.

Read Across America

Read Across America is an annual reading motivation and awareness program that calls for every child in tf
community to celebrate reading on March 2, the birthday of beloved children's author Dr. Seuss. On that dz
versity provides children with resources and activities needed to encourage reading 365 days a year. Motiva
read is an important factor in student achievement and creating lifelong successful readers. Research has s
dren who are motivated and spend more time reading do better in school. Claflin University administratior
cials, community leaders, school district personnel, and teachers recognize the role reading plays in their
happily participates in the reading process.

Senior Fairwell Banquet

Each spring, the Office of Career Development in collaboration with the division on Student Development
hosts an annual graduation reception/banquet to recognize and celebrate all undergraduate students who :
during the spring semester. Undergraduates and their families are invited to attend the lavish banquet and
sented from the graduating class to the university along with the president and first lady.



SPECIAL EVENTS OTHER

Men of Color Symposium

Increasing Black male achievement is one of the most pressing challenges confronting schools and sc
throughout the United States and abroad. Current data indicates that Black males ardileethyosydenteast

graduate from high school; enroll in advanced math, science, or foreign language during middle school; enrt
AP classes in high school; graduate from high school; enroll in colleges, or graduate from college. In fact,
males enrolled in kindergarten this school year, based on currently available data, only 3 are projected to
college. The purpose of the Black Male Symposium is to examine, explore, dissect, articulate, and most img
op strategies to ensure that black males are both academically and socially integrated into college to incr
prove retention rates of black men in higher education. The Men of Color Symposium was also designed
inspire participants to set goals, achieve excellence and assume a place among global Gzaderg.in the 21

Evening of Elegance Benefitting Student Scholarship

The University recognizes that the benefits from earning a college degree are immeasurable, but various ¢
stacles have combined to make it exceedingly challenging to attain a college degree without financial assi:
has a strategic plan to retain a diverse student population and aims to produce the next generation of effe
leaders with global perspectives. The university produces students the opportunity to further their education
achieve success in their respective fields. Soregghtnedycent (98%) of Claflin students receive financial as
tance; eightyine percent (89%) qualify for and receive the Pell Grant, and sixty percent (60%) are eligible fc
Carolina State Tuition grant. Unfortunately, ev
from $500 to $5,000. Contributions to the Evening of Elegance Scholarship Dinner helps ensure that studer
met financial need will not have to abort or defer their academic pursuits.

Henry N. Tisdale Visionary Leadershigdeilege Academy

The HNT Visionary Leadershigdtege Academy provides scholars with residential learning to develop thei
perspectives. The Academy is designed to give scholars an accelerated start in college planning while livir
Scholars will enhance critical thinking and reasoning skills as well as participate in comprehensive acaden
testtaking, leadership development, career planning skill seminars led by academic and industry experts. F
Leadership R€ollege Academy provides programs and services for scholars that augment academic oppor
facilitate their efforts to complete high school, earn a college degree, attain meaningful employment or pu
studies. The Academy also assists in producing scholars that are driven by passion, guided by respect ar
results.
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