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Jobs & Careers
The difference between a job and a career 

· A job is the position you hold currently (or will soon; now, your main ‘job’ is to be a student).

· A career is a series of jobs with increasing difficulty, expertise, responsibility, creativity, remuneration. For example, an academic career might involve the following jobs: graduate student, postdoctoral fellow (PDF), assistant professor, associate professor, full professor, department head, dean, ...
A. When and how to prepare for a job hunt

· begin 1-2 years before you feel ready for the next stage (grad school, post-doc, regular employment) which is just about the time you get comfortable in the current stage

· be prepared to think broadly and outside of typical job classifications - this is the hard work
· think about where you want to be in 1, 2, 5, 10, 20 years
· do you prefer:
· working with people or objects?

· variety or routine?

· heading a team or being part of one?

· indoor or outdoor?

· risk?

· public speaking?

· there is nothing wrong with not wanting to have a powerful job - far more important to be happy with what you do than to be bored/stressed out by something you don’t enjoy.

· think about different places to work

· academia: variety, flexibility, relative autonomy but far from complete, $

· industry: less autonomy for project choice, often more $$

· self-employed: small (relatively high risk, high work load), medium, large

· government: relative security, ± autonomy depending on position, ± $$

· I recommend the following book, if you can find it: Wishcraft, how to get what you really want, by Barbara Shier and Anne Gottlieb; Ballantine Books; ISBN 0‑345-34089-2

B. Sources of jobs

· back pages of Science, Nature, Cell, other journals in your field

· internet - see web sites listed on the Biology Club page,
· conferences - word of mouth

· personal contacts - may know of jobs in their dept’s, or can alert you to adverts

· head hunters

· classified ads in newspapers - unlikely

· CAUT Bulletin

C. What to prepare

· contacts in your field—networking is essential for:

· reference letters—it’s not just what you know, but who
· source of new ideas and future collaborations
· go to conferences; attend poster sessions, and every presentation session you can manage and talk to lots of people
· give presentations (talks are better than posters, where you have a choice) at every conference you attend – these are also good for your cv and good practice
· Curriculum vitae (Latin for 'course of life'), often abbreviated as cv
· this is an academic resume, and typically includes sections: address, phone number, email (make sure you have a formal email address for formal use—whimsical names are embarrassing), education, scholarships and awards, publications, presentations, teaching, additional activities

· keep a running file of everything you do, and edit for particular applications

· “have a life”—you’ll be hired for your entire self, not just your professional self:
· applies to intellectual pursuits, extracurricular activities, recreational outlets
· your future colleagues want someone interesting to work with (a person described as “as penetrating as an arrow, and almost as broad” might be brilliant but boring) and a willing colleague
· develop a professional manner 

· you should go to an interview looking as if you are already what you are trying to become—regarding appropriate clothing, accessories, behaviour—this takes practice. Identify role models. 
· join a group like Toastmasters (there are chapters almost everywhere) to hone your presentation skills.
· get used to introducing yourself and have a prepared 1-2 sentence summary of your research interest. Just because you might feel shy does not mean you have to act that way.
D. Strategies for your application package:

Most higher level jobs require a cv, cover letter, and for research-based jobs (maybe others, too) a statement of research interests.
The goal of your application package is to get an interview, not to tell your life story, not to get a job offer.
· have friends/colleagues/mentors read a draft(s) and make suggestions on format, content, scope - if they say you are confusing, believe them, and rewrite until it is right!

· read job advertisements very carefully, and give them exactly what they ask for: organization and number of pages for research interest statement and cv; number of reprints; letters of reference vs names of potential referees; submission date

· use laser printed applications, not ink jet (water soluble ink can smear)
1. Curriculum vitae
· Organize - personal info, education, awards and grants, employment, research (include goals) and publications and presentations, teaching (include goals), administration, additional/community

· Your cv should begin with your name, not with “Curriculum vitae”, and have your name in the header of every page. Staples sometimes fail.
· Don’t pad, it always shows. If you have an accepted or published paper(s), they go in a different section from submitted manuscripts (which are lower status since they mightn’t be accepted). Do not include manuscripts in preparation. Published abstracts should go in the presentation section. Contributed preparations (higher status) should be distinguished from invited ones. Underline your name in multi-author publications or presentations, but do not change the author order.
· Use a simple font, consistent format, don’t crowd

· Always use spell and grammar check

2. Research statement

· Keep it short, preferably no longer than 2 pages, no less than 12 point font, no less than 2.5 cm margins. Have your name in the header of each page
· search committees sometimes have hundreds of applications to read, and brevity is appreciated

· grant applications have stringent page limits, so this shows you can present your topic succinctly

· Organize - research objective, background, experimental approach, present research, proposed research, funding potential, teaching

· Use spell and grammar check

3. Cover letters

· Organize - paragraphs should begin with topic sentences: I am applying for...; I am well qualified for...; I am eager to teach...; It is my intention to develop an externally funded research program to study...; copy of cv and names of refs

· Always ask at least four people for reference letters (extras don’t count against you) since some people say yes and don’t/forget to write; check first to make sure they will write a positive letter; check the format for reference letters (email, paper copy, name/contact information only)
· Use spell and grammar check

E. Strategies for your interview
1. The goal of an interview—to get a job offer
· what employers want
· knowledge about and interest in your future colleagues (do your homework using web pages, getting lists of recent publications, reading papers!)

· enthusiasm: listen, interact, make eye contact especially when someone is talking to you

· for academic jobs – depending on the job type:
· interest in teaching, and ideas for offering new courses, preferably something that the department doesn’t offer, that could strengthen their program

· excellence in research; Ability and interest in getting external funding; interest in collaborating with your future colleagues

· preparation and attitude

· get lots of rest - fatigue makes you stupid

· don’t drink alcohol (also makes you stupid), or, accept a drink if offered but don’t drink much of it
· act as if you already are what you want to become (appearance, behaviour)

· in the interview, everything is wonderful - you are prepared to commit yourself entirely to your new department. Don’t quibble about trivial things - save this for negotiating the job offer 

· don’t worry about minor problems (like being a day late for an interview, if there is a good reason like a snowstorm - but then tell them a.s.a.p.) - show that you can cope with the unexpected

· professional quality seminar (maybe also a teaching lecture!) see section on platform presentations
· assume your audience is bright but ignorant 

· cover the background quickly but with enough detail that people don’t feel lost

· avoid the temptation to say ‘everything’ and go over time 
· this is annoying and amateurish 

· prepare extra slides for your question period, if you leave hints of fascinating details you don’t have time to cover in your talk

· become proficient with PowerPoint, which is quickly becoming the most common presentation format

· practise on your colleagues before you go to the interview 

· get comments on pace, quality of slides/overheads, quality of presentation

· graphics slides are very effective; text slides should be simple (max 5 lines)

· know how to use a laser pointer effectively and bring one with you
· don’t wave the thing around, which can trigger headaches and at the least is distracting—be precise and use it only to highlight a particular points

2. Handling a job offer

· an offer is legally binding on the institution but not on you, so don’t be afraid to bargain 
· the institution is trying to sell themselves to their chosen applicant (also in the interview)

· this is your main chance to negotiate for things that really matter to you, but note that negotiations seldom give you everything you ask for. Institutions have constraints of their own.
· what can you ask for? Remember you will have to justify your requests, or you will leave a bad impression on your future colleagues (who have long memories)

· more salary

· more set-up $

· structural renovations to lab and office space

· reduced teaching in first year(s) 

· if possible, avoid teaching first year courses in your first year, a tough combination

· second visit with spouse/family

· help with spousal relocation and job hunt – this is increasingly important as the ‘two body problem’ becomes more common. If it is so for you, ask at the time you’re setting up the interview whether you can schedule meetings with appropriate department(s) on your spouse’s behalf. It is better to be up-front about these issues, rather than blithely proceeding as if all will be well, and then withdrawing later if the issue doesn’t work out smoothly. From having been on the Search Committee side of the process, I know the institution would rather know early on, and won’t think less of you for having a life outside of work.
· generally institutions have relocation and house-buying packages for faculty but not for post-docs, technicians, or students.
· Dr. Jeckyl / Dr. Hyde “If you don’t ask, they won’t offer; if they don’t ever say ‘no’ you haven’t asked for enough.”

· generally it costs at least $250k to hire one tenure track faculty in the sciences for one year (mounting the job search, salary, benefits, startup) - once the institution has offered the position, they are trying to protect their investment

· you don’t have to accept any given job offer, but
· if you accept an offer, do it in good faith - you are committing your future to them as they have to you. 
· if you’re unhappy later on you are not bound to stay, but you are (I think) morally committed to trying to make the situation work, to tell your administration if you are having problems so they can have a chance to help
· remember that transitions are not necessarily entirely smooth, and you could be embarking on a steep learning curve

· if you have multiple job offers, or a job offer while you have interviews pending
· do the institution the favour of telling them when you will be able to make a decision, and stick to it. Once you have an offer, they will usually be flexible (to a point) if you tell them up-front.
