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What is professionalism?
• Official definition: 

– “The conduct, aims, or qualities that characterize or mark a profession or a professional
person”

• What it means for you:
– Preparation and the logistics of the search
– Salary negotiation & declining an offer
– Professional communications
– Acting the correct way at your job

https://www.merriam-webster.com/dictionary/conduct#h2
https://www.merriam-webster.com/dictionary/profession
https://www.merriam-webster.com/dictionary/professional#h1


Preparation: Application documents
Preparation in the application process is essential. You need a proactive and reactive 
search strategy and a contingency plan for next steps if plan A falls through.

 

SENIOR CADET 
171 Moultrie • Charleston, SC 29409 • cadet@citadel.edu • 843-953-0001 

Education 
The Citadel, Military College of South Carolina May 2019 
Bachelor of Arts: Criminal Justice  Overall GPA: 3.4 
     Minor: Cybersecurity 
  
Experience 
Department of Homeland Security, FEMA - Intern; Washington, DC June 2018 – August 2018 

• Conducted research within the prevention/protection, response, recovery, and mitigation mission areas of FEMA 
• Collected, collated, edited, audited, and analyzed data 
• Conducted queries and generated reports 
• Developed, reviewed, socialized, and evaluated plans, initiatives, regarding the program and its effectiveness  
• Performed general administrative tasks like filing and scheduling meetings 

 
Charleston Police Department - Summer Worker; Charleston, SC May 2017 – August 2017 

• Rotated to various divisions and programs within the Charleston Police Department 
• Learned and observed general law enforcement methods and the procedures of the Charleston Police Department 
• Worked with experienced police officers and other non-sworn employees to further opportunities for a career as a 

sworn police officer 
 
Charleston County Parks and Recreation - Lifeguard; Charleston, SC May 2016 – August 2016 

• Maintained continuous surveillance of people in swimming pool  
• Supervised swimmers to ensure that they are swimming within the safety protocols 
• Proactively identified hazards or potential hazards and take measures to prevent accidents 
• Performed pool chemical checks to ensure safety and hygiene  

 
Leadership Experience and Activities 
The Citadel - Leadership Training August 2015 – Present  

• Focus on and implement the Citadel Honor Code (Honor, Duty and Respect) in all aspects of cadet life 
• Exposed to various trainings, presentations, speakers, and assignments designed to develop leadership qualities 
• Learned time management and self-disciplinary skills through adherence to rules, regulations, and orders designed to 

achieve accountability 
 
Extracurricular Activities 
Citadel Justice Society                                Fall 2016 – Present 

• Join in regularly scheduled guest speakers, field trips and various professional opportunities  
• Partake in academic conferences, fundraising events and community service projects 

Citadel Republican Society                    Fall 2015 – Present 
• Participate in various community projects each year, including Adopt-A-Highway, mentoring, non-partisan poll 

watching and the 9/11 Never Forget project 
• Attend weekly meetings to hear about current events and listen to speakers 

 
Honors 
Dean's List Spring 2017 

• Awarded to students with grade-point average of 3.200 or higher 
 
Relevant Coursework 

Emergency Management Homeland Security Advanced Cybersecurity 
Cyber Investigations US Intelligence Successes & Failures Digital Systems Engineering 
Comparative Counter-Terrorism Computer Security Computer Networks and Internets 

 

   
         

 
 
Dear Ms. Tisdale, 

I am writing to express my interest in an internship with Charleston Public Works for the fall of 2018. Specifically, I am 
most interested in working with the Storm Drainage Project (if an Internship is available in that area).  

Your water and wastewater services “protect public health and the environment, provide fire protection, and support 
our economy.” My time as a student and my work experience has prepared me well to make a significant impact with 
The City of Charleston. Below are a few highlights which may interest you:  

My Qualifications 

• As a manager at Low Country Enterprise Irrigation Co., I have worked in all areas of operation to include 
managing a crew and meeting project specifications and deadlines. 

• In my experience on the maintenance crew with Charleston County Parks and Recreation, I have supported 
multiple time-sensitive maintenance and repairs for the waterpark, which served over 1000 customer daily. 

• As a student of Business Administration at The Citadel, I am learning and exposed to key skills related to sales, 
marketing and business operations.   

I would like to work with an organization like Charleston Public Works in hopes of pursuing a long-term career and to 
gain professional experience in an organization that cares about the local community and economy.  

I have attached my resume for you to review the details of my experience. I hope to show I am well qualified to make an 
impact in your internship program. I will follow up with you to make sure you have received my information. Please feel 
free to contact me with any questions. 

Sincerely,  
  
Citadel A. Cadet  
 
Phone: 123-456-7890  
Email: student@citadel.edu 
 




SENIOR CADET

171 Moultrie  Charleston, SC 29409  cadet@citadel.edu • 843-953-0001

Education

The Citadel, Military College of South Carolina	May 2019

Bachelor of Arts: Criminal Justice		Overall GPA: 3.4

     Minor: Cybersecurity

	

Experience

Department of Homeland Security, FEMA - Intern; Washington, DC	June 2018 – August 2018

· Conducted research within the prevention/protection, response, recovery, and mitigation mission areas of FEMA

· Collected, collated, edited, audited, and analyzed data

· Conducted queries and generated reports

· Developed, reviewed, socialized, and evaluated plans, initiatives, regarding the program and its effectiveness 

· Performed general administrative tasks like filing and scheduling meetings



Charleston Police Department - Summer Worker; Charleston, SC	May 2017 – August 2017

· Rotated to various divisions and programs within the Charleston Police Department

· Learned and observed general law enforcement methods and the procedures of the Charleston Police Department

· Worked with experienced police officers and other non-sworn employees to further opportunities for a career as a sworn police officer



Charleston County Parks and Recreation - Lifeguard; Charleston, SC	May 2016 – August 2016

· Maintained continuous surveillance of people in swimming pool 

· Supervised swimmers to ensure that they are swimming within the safety protocols

· Proactively identified hazards or potential hazards and take measures to prevent accidents

· Performed pool chemical checks to ensure safety and hygiene	



Leadership Experience and Activities

The Citadel - Leadership Training	August 2015 – Present 

· Focus on and implement the Citadel Honor Code (Honor, Duty and Respect) in all aspects of cadet life

· Exposed to various trainings, presentations, speakers, and assignments designed to develop leadership qualities

· Learned time management and self-disciplinary skills through adherence to rules, regulations, and orders designed to achieve accountability



Extracurricular Activities

Citadel Justice Society									                       Fall 2016 – Present

· Join in regularly scheduled guest speakers, field trips and various professional opportunities 

· Partake in academic conferences, fundraising events and community service projects

Citadel Republican Society									           Fall 2015 – Present

· Participate in various community projects each year, including Adopt-A-Highway, mentoring, non-partisan poll watching and the 9/11 Never Forget project

· Attend weekly meetings to hear about current events and listen to speakers



Honors

Dean's List	Spring 2017

· Awarded to students with grade-point average of 3.200 or higher



Relevant Coursework

		Emergency Management

		Homeland Security

		Advanced Cybersecurity



		Cyber Investigations

		US Intelligence Successes & Failures

		Digital Systems Engineering



		Comparative Counter-Terrorism

		Computer Security

		Computer Networks and Internets








CITADEL A. CADET

123 Moultrie St.  Charleston, SC 29409  (555)555-5555

student@citadel.edu



Dear Ms. Tisdale,

I am writing to express my interest in an internship with Charleston Public Works for the fall of 2018. Specifically, I am most interested in working with the Storm Drainage Project (if an Internship is available in that area). 

Your water and wastewater services “protect public health and the environment, provide fire protection, and support our economy.” My time as a student and my work experience has prepared me well to make a significant impact with The City of Charleston. Below are a few highlights which may interest you: 

My Qualifications

· As a manager at Low Country Enterprise Irrigation Co., I have worked in all areas of operation to include managing a crew and meeting project specifications and deadlines.

· In my experience on the maintenance crew with Charleston County Parks and Recreation, I have supported multiple time-sensitive maintenance and repairs for the waterpark, which served over 1000 customer daily.

· As a student of Business Administration at The Citadel, I am learning and exposed to key skills related to sales, marketing and business operations.  

I would like to work with an organization like Charleston Public Works in hopes of pursuing a long-term career and to gain professional experience in an organization that cares about the local community and economy. 

I have attached my resume for you to review the details of my experience. I hope to show I am well qualified to make an impact in your internship program. I will follow up with you to make sure you have received my information. Please feel free to contact me with any questions.

Sincerely, 

 

Citadel A. Cadet 



Phone: 123-456-7890 

Email: student@citadel.edu





What is the typical interview process?



Preparation: Social media

• Everything you put online stays out there somewhere in cyberspace so anyone, 
including prospective employers, can see it

• Lock down social media accounts except for the ones you use in a professional way

• Untag yourself from any questionable photos, potentially offensive comments, 
criticisms against current or former employers, etc. which may come back to haunt 
you

• Don't post things that can be interpreted as sexist, racist, lewd, or otherwise offensive 
ANYWHERE or ANYTIME! 

• Keep private conversations private. Do not use wall posts or comments to share 
personal stories, emotions, relationships, etc.



Preparation: What do you need to do right now?
• Get your game plan together now: Create resume & cover letter and obtain references

• Attend the Career Fair: Employers on campus at your disposal

• Research & apply: Narrow down your top 3-5 geographic locations

• Practice your interview skills

• Develop your contingency plan

• Network and speak with CAA 

• Do not get discouraged

• Remember offers are typically made late fall and early spring



Preparation: Interviews
• Do more than an hour of research and take notes on the following items:

– The history, locations, competitors
– Culture, products, challenges, social impact
– Specifics of the job
– At least 5 STAR examples of your work ethic, leadership, academics, work experience, etc.
– 5-10 intelligent, well-thought-out questions to ask, including, “What are the next steps?”

• Follow up!
– Send an error free email & written note after the interview
– Follow up if it has been two weeks and you haven’t heard back
– Never put all your eggs in one basket (apply and interview for multiple positions)



Professionalism: Salary negotiation

• Know your worth. Use guides like Occupational Outlook Handbook, 
Glassdoor.com, Salary.com and/or Payscale.com to research typical pay

• Entry level salaries are often non negotiable. Some factors which may give you 
negotiating power are: a more demanding career field (like engineering or 
computer science), a competitive GPA, and working internships and experience 
in the career field

• After receiving an offer you don't need to make a decision right away. A simple 
"I need to think it over" is ALWAYS acceptable. If you are pressured to give an 
answer immediately – evaluate WHY they are putting pressure on you. 



Professionalism: Declining an offer

• If you signed a contract  You might already be legally bound to that particular employer, 
and you will need to read through the document in detail (fine print and all!)

• If you made a verbal agreement with the company  You have a little more flexibility to 
back out of the job

• Regardless, let the employer know as quickly as possible

Use these four tips to retract that accepted offer without completely destroying your 
professional reputation:

1. Be certain of your decision

2. Explain your reasoning

3. Be gracious

4. Understand the consequences



Dear Ms. Thompson, 

Thank you so much for offering me the position of Management Trainee with ABC Group. It has been a 
pleasure speaking with you and learning more about your company. 

Unfortunately, after giving a great deal of thought to this opportunity, I have decided that it is in my best 
interest, as well as ABC Group’s, to turn down your  offer. After much deliberation, I have decided to 
accept another position that I believe is a better fit for my abilities, skills, and interests.  

I am so sorry for any inconvenience my decision may cause. I continue to be impressed with ABC Group’s 
training program, and particularly with the great work you have done as manager of the company’s 
campus recruiting program.

Please feel free to contact me with questions you may have regarding my decision. Thank you again for 
your time. 

Sincerely,
Citadel Student 
Email: name@citadel.edu
Phone: (843) 123-4567



Professionalism: Moving on
• Quitting is permanent. Unless you have accepted another job with written job 

offer in hand, we do not recommend you make a move
– A verbal offer is not official  get an offer in writing

• Exceptions exist, of course. If you feel you are in an illegal or unethical situation, 
sometime this is an option to consider

• Learning from challenges and setting goals in your current situation while 
staying with the organization increases your value for your next move 



Communicating like a professional
• Email is an easy way to communicate and is 

becoming more common. When emailing:

1. Avoid acronyms & abbreviations

• Include:

1. A concise subject line

2. Address it to a specific person

3. Write in complete, brief sentences

4. End with a signature line with contact 
information

5. Edit & proofread before hitting “send”



Communicating like a professional

Voicemail is a reflection of your 
business skills – be sure yours is set 
up! When leaving a voicemail for 
other professionals:
1. State your name
2. Say why you are calling
3. Say what you will do next
4. Repeat your number two times, 

slowly & clearly



Verbal versus nonverbal communication

It’s not only what you 
say that is important!



Think about your eye contact, 
proximity, gestures, facial 
expression, silence, dress, 
posture & smell among other 
non verbal communication



At your job:
• 10 ways to be professional:

1. Competence

2. Reliability

3. Honesty

4. Integrity

5. Respect for Others

6. Listen carefully

7. Positivity 

8. Support others

9. Stay work-focused

10. Self-upgrading  stay current on skills & knowledge



Professionalism at work once you have the job
• Be well groomed and appropriately dressed

• Be on time

• Take notes in meetings to stay on task

• Pay attention to cultural norms

• Be helpful, and do more than solely what’s in your job description

• Ask questions

• Utilize breaks to tackle personal items

• Learn to use all forms of communication – written and verbal


	Professionalism
	What is professionalism?
	Preparation: Application documents
	What is the typical interview process?
	Preparation: Social media
	Preparation: What do you need to do right now?
	Preparation: Interviews
	Professionalism: Salary negotiation
	Professionalism: Declining an offer
	Slide Number 10
	Professionalism: Moving on
	Communicating like a professional
	Communicating like a professional
	Verbal versus nonverbal communication
	Slide Number 15
	At your job:
	Professionalism at work once you have the job

