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WRITING YOUR RESUME 

WHAT IS THE PURPOSE OF A RESUME? 

Your resume is a powerful marketing tool to land an interview.  It is an important part of your total package, and it 

must be clear, concise, appealing, and informative.  It should reflect your unique experiences, skills, and 

accomplishments.  Your objective is to communicate what makes you stand out as a stellar candidate.   

 

Looking good on paper is often the first step to securing an interview.  It summarizes your skills, education, 

activities, and on-the-job experiences.  It also demonstrates how your qualifications meet the employer’s needs.  

Resumes should be customized or tailored for a specific purpose or job description.  Employers typically view a 

resume for no more than 15 to 30 seconds.  Be sure to take advantage of that time by crafting a resume that is 

clear, concise, and well-organized.    

 

 

 

 

Before You Write 
The secret to creating a resume that is clear, concise, and well-organized starts well before you begin typing.  

Before you start writing, it is important to take an inventory of what you can offer an employer, to know your key 

skills and characteristics, and to identify common resume sections.     

 

PRIORITIZE YOUR SKILLS AND EXPERIENCE 

Identifying your primary career objective will help you decide which skills and experiences to emphasize and 

which ones to omit when creating your resume.  Ideally, each resume you produce will be tailored to fit the 

specific job or educational program for which you are applying.  When precise tailoring is not possible, construct 

your resume so that it is targeted toward your primary career or educational objective.  You can use your cover 

letter to emphasize and expand upon job specific skills.  Think about your primary career objective and write down 

your principal abilities, skills, and experiences desired by employers in this field.    
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Top Skills and Qualities Employers Look For: 

1. Ability to work in teams 

2. Problem-solving skills 

3. Ability to plan, organize, and prioritize  

4. Communication skills (verbal) 

5. Ability to obtain and process information 

 

6. Analytical/quantitative skills 

7. Technical knowledge related to the job 

8. Proficiency with software programs 

9. Communication skills (written) 

10. Ability to sell or influence others 

11. Detail-oriented

 

 

Creating a Resume 

 

GUIDELINES FOR CRAFTING YOUR RESUME 

 Content: Emphasizing accomplishments and results are most likely to increase your appeal as a 

candidate.  Minimize job descriptions and merely listing responsibilities.  What you did to make a 

difference is important to a prospective employer.   

 Style: Use a bullet point format, listing one task or accomplishment per line.  Focused, action-

oriented phrases will make it easier for the reader to review your resume quickly.  Avoid using 

first-person language (i.e. “I,” “My,” “Me).  See the Action Verbs guide for examples.   

 Keywords: You can improve your odds of securing an interview by filling your resume with 

keywords.  See the Action Verbs guide for a list of pharmacy-related keywords.   

 Length: Resumes are not a comprehensive autobiography.  Limit your resume to one page as an 

undergraduate student.  Graduate and professional students should have a resume no longer 

than two pages.  For a more comprehensive academic and professional history, graduate and 

professional students can create a curriculum vitae.  

 Layout: Leave some white space to create an uncluttered, organized look.  Be consistent with 

your use of indentations, capitalization, font, and spacing.  Margins should be no smaller than .6” 

on all sides.   

 Appearance: Choose a standard, easy-to-read font (such as Arial, Calibri, Garamond, Georgia, 

or Times) in a 10-12 point size.  You can use bold, italics, all-capital letters, and underlining to 

add emphasis and help organize your resume.   

 Proofread: Check and double-check to make sure your finished draft contains no mistakes in 

spelling, punctuation, and grammar.  Ask a friend to look it over.  Consider scheduling an 

appointment with Pharmacy Career Services to have your resume reviewed.   

 Paper: When printing your resume be sure to print single-sided.   Use paper clips, instead of 

staples, to attach application documents.    

 Saving Your Resume: Save your resume as either a Word document or a PDF.  Include your 

first and last name in the document title.   

 Updating Your Resume: Be sure to revisit your resume each semester to update your GPA and 

add any additional accomplishments and relevant experiences.   

 

Source: National Association of Colleges and 

Employers (NACE) 2013 Job Outlook Survey  
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ORGANIZING YOUR RESUME: COMMON RESUME SECTIONS 

Resumes often contain a variety of different sections that organize and categorize content.  Resume 

sections and titles may vary from resume to resume depending upon experience and the purpose of the 

document.  There are several sections that almost every resume must have, including contact 

information, education, and work experience.  

 Contact Information: Your contact information appears at the top of your resume.  Include your 

name, address, phone number, and email address.  Do not include personal information such as 

height, weight, race, date of birth, nationality or social security number.    

 Objective: An objective is an optional section that enables the reader to quickly learn about the 

position you are seeking.  You may choose to omit an objective when a cover letter accompanies 

your resume.  Objectives should be no longer than two lines.  Objectives should include your 

immediate career goal and your most relevant skills.    

 Education: This section is often the first section for students and recent college 

graduates.  Information should appear in reverse chronological order (present to past) with your 

most recent education first.  Include the institution, city and state, graduation date, major(s), and 

minor(s), and any honors awarded.  Including your GPA is optional but suggested for students 

whose GPAs are above 3.0.   

 Work Experience: List your work experience in reverse chronological order.  You should include 

the organization’s name, location, position held, dates of employment, and a description of your 

accomplishments.  Focus on areas that relate to the position you are seeking and provide 

evidence of your ability to assume responsibility, follow through, and achieve positive 

outcomes.  If you have held numerous part-time jobs, highlight the most relevant 

experiences.   You can have more than one work experience area using different headers (i.e. 

“Related Work Experience,” “Internships,” “Professional Work Experience”). 

 Activities, Interests & Leadership: Here is your opportunity to show your commitment to your 

major field, leadership positions outside the classroom, and involvement on campus.  This may 

include organizations such as fraternities or sororities, student organizations, club sports, and 

volunteer work.  If these activities include leadership positions and accomplishments, include 

bullets with your responsibilities.    

 Awards & Honors: In this section, you can feature awards, scholarships, achievements, and 

academic distinctions.  Honors can be a category of its own or included as part of the activities or 

education sections.    

 Skills: List skills you have, particularly those related to your career or educational plans.  Some 

“skills” categories might include: technical, computer, language, research, and laboratory.  You 

can also include relevant trainings and certifications in this section.    

 References: Do not list references on your resume.  Prepare a separate list of three professional 

references, including name, title, e-mail, and business phone number of each person who agreed 

to be a reference for you.  Include your name and contact information at the top of your 

page.  Always receive permission from those individuals you are using as references. 
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Bullet Points 
 

BULLET POINT FORMAT 

An interview-landing resume describes your accomplishments and previous experiences and how well 

you completed those experiences.  Well-written bullet points grab the reader’s attention and effectively 

describe your experiences and how you deliver results.  An easy formula for writing accomplishment-

oriented bullets points is:  
  

Action Verb + Subject + Rationale & Result 
  

 Action Verbs: Strive to start all bullet points with an action verb.  Action verbs give your resume 

power and direction.  List all current positions and projects in the present tense and all past 

positions and projects in the past tense.  See the Action Verbs guide for examples.   

 Subject: Focus on what you’ve done.  Keep in mind that the easiest way to add specific details to 

your bullet points is through quantifiers or numbers.  You can also add qualifying details by using 

words like “by,” “through,” or “with.” 

 Rationale & Result: Including information about what outcomes you contributed to as well as 

information about why your project, role, or actions mattered to the employer.  Using words like 

“in order to,” “to,” and “for” can help you incorporate a rationale or result.    

 

SAMPLE BULLET POINTS 

 Entered and filled prescriptions according to appropriate storage and dosage requirements. 

 Explained policies, procedures, and timelines to potential customers.  

 Created weekly flyers displaying the many different events in the Ohio Union. 

 Provided customer service in a fast-paced environment through all aspects of store operations. 

 Assisted at large banquets and special university events, averaging 15 hours per week 

throughout the school year. 
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Example: Healthcare Focused Resume 

JOHN D. BUCKEYE 
123 Anywhere Avenue                  Buckeye.1@osu.edu    
Columbus, OH 43210               (614) 555-7255
 

EDUCATION 
The Ohio State University 
Bachelor of Science in Pharmaceutical Sciences 

Columbus, OH 
May 20XX 

 

PHARMACY EXPERIENCE 
Walgreens 
Pharmacy Technician 

Columbus, OH 
January 20XX – Present  

 Communicate with patients to gather accurate medical and drug histories 

 Perform troubleshooting with clients to resolve insurance coverage issues 

 Enter and fill prescriptions according to appropriate storage and dosage requirements 
 

Charitible Pharmacy of Central Ohio 
Volunteer 

Columbus, OH 
August 20XX – Present  

 Volunteer five hours each week at a non-profit pharmacy serving low-income and uninsured patients 

 Organize, sort, and inventory donated medications and samples 

 
North Highland Park Hospital 
Inpatient Pharmacy Technician 

Sunnyville, OH 
August 20XX – December 20XX 

 Performed IV preparations and dispense medication for a 230 bed hospital 

 Maintained patient medication records and prepared billing information for discharge 

 Assited pharmacist with daily inventory, ordering, and restocking of medication 
 

ADDITIONAL EXPERIENCE 
Kroger 
Cashier 

Dayton, OH 
May 20XX – August 20XX 

 Provided customer service for up to 100 customers daily 

 Restocked shelves and conducted weeking inventory checks 

 Awarded employee of the month for speed and accuracy at the cash register 
 

LEADERSHIP & INVOLVEMENT
Ohio Union Activities Board, Visual and Fine Arts Committee January 20XX – Present  

 Collaborate with a five-person committee to coordinate a free weekly movie series 

GenerationRx September 20XX – Present 
 Conduct monthly outreach presentations on prescription drug abuse and misuse at local elementary and middle schools 

Pharmacy House August 20XX – May 20XX 
 Participated in a two-year residential learning community promoting the pharmacy profession through  

pharmacy site visits, factory tours, and guest speakers 
 

SKILLS & CERTFICATIONS 
Certified Pharmacy Technician (CPhT), Pharmacy Technician Certification Board                     July 20XX 
Language: Fluent in Korean and Mandarin 
Computer: Microsoft Office including advanced knowledge of Excel, Access, and Publisher 
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Example: Research & Industry Focused Resume 

Rebecca Buckeye 
Columbus, OH  I   Buckeye.1@osu.edu   I  linkedin.com/RebeccaBuckeye  I  614-555-0000 

 

EDUCATION 
The Ohio State University                              Columbus, OH 

Bachelor of Science in Pharmaceutical Sciences                                  May 20XX 

Minor in General Business, GPA: 3.20 

 

RELEVANT COURSES 

 Organic Chemistry Series with labs 

 Calculus and Analytic  Geometry III 

 General Physics Series with labs 

 General Chemistry Series with labs 

 

RELEVANT SKILLS 

 Aseptic Technique 

 Media Preparation and 

Uses 

 Microscopy 

 Plasmid Preparation 

 

 Gas Chromatography 

 Staining 

 Gel Electrophoresis 

 Serial Dilution 

 Extraction 

 

 Infrared Spectroscopy 

 Titration 

 QC/QA Regulatory 

 HTML 

 SciFinder 

RELEVANT EXPERIENCE 

The Ohio State University, Department of Microbiology                    Columbus, OH 

Laboratory Assistant                   September 20XX – Present  

 Provide overall organization of workspace equipment to meet experiment requirements 

 Utilize various pieces of laboratory equipment, including spectrometer and microscope 

 Coordinate the duplication of materials to assist student participants complete assignments 

 Maintain the laboratory to meet required university health and safety standards and protocols 

 

St. Anne’s Hospital                            Columbus, OH 

Volunteer                March 20XX – August 20XX 

 Directed patients to various testing and surgery locations and completed discharge orders 

 Transported specimens maintaining research protocol and hospital standards 

 Prepared cultured samples in the microbiology laboratory and observed diagnosis techniques 

 

RESEARCH EXPERIENCE 

Allergen Research Project, Biology             January – May 20XX 

 Studied models of GI tract diseases using the mice to discover how and why disorders are occurring more 

often in adults and children 

 

ADDITIONAL EXPERIENCE 

The Buckeye Banquet Room         Grandview, OH 

Wait Staff                   June 20XX – August 20XX 

 Prepared banquet facilities and table arrangements for 50-400 guests 

 Served meals and responded to guest requests in a professional manner 

 

ACTIVITIES 
Ohio State Spanish Club          January 20XX – Present  

Taught English (ESL) to children at migrant employment site             June 20XX – August 20XX  
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WRITING YOUR CURRICULUM VITAE  
WHAT IS THE PURPOSE OF A CV? 

A curriculum vitae, or CV, outlines your personal background, education, and experience.  

Unlike a resume, a CV provides more comprehensive information and usually exceeds two 

pages in length.  Many health professionals, academics, and other specialized professionals 

prefer CVs because they allow the inclusion of additional details, qualifications, and trainings.  

The goal of a CV is the same as a resume: to present your education, experience, and 

accomplishments in a clear and concise manner.    

 

CURRICULUM VITAE (CV) VS. RESUME 

CATEGORY CURRICULUM VITAE RESUME 
 
CORE IDENTITY 

 
Typically CVs present a scholarly 
identity, but they are also commonly 
used by many health professionals to 
present a professional identity. CVs 
include a summary of your educational 
and academic backgrounds, as well as 
work experience, research, 
publications, presentations, awards, 
honors, and affiliations. 
 

 
Resumes present a professional 
identity.  A resume is a selection of 
your skills, experience, and 
education.   

 
LENGTH 

 
Three to six pages (can be many more 
for senior scholars/researchers).   

 
One to two pages, depending upon 
experience.   
 

 
WHEN EACH IS 
USED 

 
Used primarily when applying for 
academic, education, scientific, 
research, or health professions.  It is 
also applicable when applying for 
fellowships and grants. 
 

 
Resumes are not commonly used to 
apply for job postings and 
internships in the field of pharmacy.  
Submit a CV unless specifically 
asked to submit a resume.   

 
CONTENT 

 
CVs provide a more comprehensive 
view of your professional and academic 
accomplishments.   

 
Resumes include only that which is 
relevant to your qualifications for the 
position: education, employment 
history, experience and skills.   
 

 
FONT  
 

 
11 – 12 point font 

 
10 – 12 point font 

 
MARGINS 
 

 
1” on all sides 

 
0.6” to 1” on all sides 

 
NAME 
 

 
Place at top, centered 

 
Place at top, centered – left or right 
are also acceptable 
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CATEGORY CURRICULUM VITAE RESUME 

 
PERSONAL 
INFORMATION 

 
Address, phone, and email are the only 
personal information listed.  The 
following is never included on a CV in 
the United States: birthdate/age, 
marital status, birthplace, race, or a 
photograph.   

 
Address, phone, and email are the 
only personal information listed.  
The following is never included on a 
resume in the United States: 
birthdate/age, marital status, 
birthplace, race, or a photograph. 
   

 
EDUCATION 

 
Always listed first.  List the degree, 
institution, as well as 
dissertations/thesis title.   

 
List first when education is recent 
and/or pertains specifically to the 
position.  Experience would be listed 
first if you have years of work 
experience that surpasses 
education in relevance. 
 

 
LICENSURE / 
CERTFICATION 
 

 
Always included for pharmacy, 
preferably toward the end of the 
document. 
 

 
Always included for pharmacy, 
preferably toward the end of the 
document. 

 
ROTATIONS 

 
Always include rotations.  Include 
location, dates, and name of preceptor, 
with bullet points to detail duties and 
accomplishments.   
 

 
Due to space restrictions include a 
selection of the most relevant 
rotations.  You may wish to have 
multiple versions of your resume 
targeted by practice area. 
   

 
RESEARCH 
EXPERIENCE 
 

 
List position, lab, location, and dates 
with bullet points to detail duties and 
accomplishments.   

 
List position, lab, location and dates 
with bullet points to detail duties and 
accomplishments.   
 

 
EXPERIENCE 
SECTION 

 
Include professional pharmacy 
experiences including internships and 
technician positions.  Additional work 
experiences may be included in an 
additional work experience section. 

 
Include professional pharmacy 
experiences including internships 
and technician positions.  Additional 
work experiences may be included 
in an additional work experience 
section. 
 

 
TEACHING 
EXPERIENCE 

 
List your title (Lecturer, TA) and course 
title, but no course number.  Do not list 
duties or descriptions unless you have 
designed and/or sole-taught the 
course.   
 

 
List your title and course title, but no 
course number.  Use bullet points to 
list duties and accomplishments.   
 
 

 
PUBLICATIONS 

 
List all publications using the 
appropriate citation style from your field 
of study. 

 
Optional section.  If you list any, 
select the most relevant (with 
appropriate citations).   
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HONORS / AWARDS 
 

 
List vertically with date.   

 
List horizontally or vertically 
depending upon space restrictions. 
 

 
LANGUAGES 

 
List vertically, with proficiency in 
reading, writing, and speaking.   

 
List in separate section or within 
Skills section.  List horizontally or 
vertically depending upon space. 
   

 
SKILLS 

 
Skills sections are not commonly found 
in an academic CVs.  Students 
interested in research-oriented roles 
with pharmaceutical organizations 
should include pertinent skills: 
computer, laboratory, technical, 
statistical databases, etc.   
 

 
List skills pertinent to field: 
computer, laboratory, technical, 
statistical databases, etc. 

 
PROFESSIONAL 
AFFILIATIONS 
 

 
List vertically.  Include leadership roles 
and bullet points to detail duties and 
accomplishments.   
 

 
Include if the affiliations are 
pertinent to the position.   

 
REFERENCES 

 
Use a separate sheet and list vertically 
with name, title, company, address, 
phone, and email.   
 

 
Not listed on resume.  Use a 
separate sheet and submit only 
when requested.   

 
HEADINGS CAN BE 
ADDED BASED 
UPON YOUR 
UNIQUE 
EXPERIENCES AND 
BACKGROUND 

 
Examples of additional headings may 
include: Invited Talks, Conferences, 
Department/University Service, 
Extracurricular Activities, Community 
Involvement, etc.   

 
Headings are generally targeted to a 
specific job in order to highlight that 
you have experience the employer 
seeks.  Examples of additional 
headings may include: Management 
Experience, Leadership Experience, 
Service Activities, etc.   
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Before You Write 

 

WHAT DO I HAVE TO OFFER? 

The secret to creating a CV that is clear, concise, and well-organized starts before you begin typing.  It is 

important to take an inventory what you can offer an employer, know your key skills and characteristics, 

and identify common CV sections.    

 

PRIORITIZE YOUR SKILLS AND EXPERIENCE 

Identifying your primary career objective will help you decide which skills and experiences to emphasize 

and which ones to omit when creating your CV.  Ideally, each CV you produce will be tailored to fit the 

specific job or educational program for which you are applying.  When precise tailoring is not possible, 

construct your CV so that it is targeted towards your primary career or educational objective.  Think about 

your primary career objective and write down your principal abilities, skills, attributes, and experiences 

desired by employers in this field.    

 

Top Skills and Qualities Employers Look For: 

1. Ability to work in teams 

2. Problem-solving skills 

3. Ability to plan, organize, and prioritize 

work 

4. Communication skills (verbal) 

5. Ability to obtain and process information 

6. Analytical/quantitative skills 

7. Technical knowledge related to the 

job 

8. Proficiency with software programs 

9. Communication skills (written) 

10. Ability to sell or influence others

  

 

 

ORGANIZING YOUR CURRICULUM VITAE: COMMON CV SECTIONS 

CVs contain a variety of different sections that organize and categorize content.  CV sections and titles 

will vary from person to person, but most individuals will have between 8-12 sections on their CV.   

 Contact Information: Your contact information appears at the top of your CV.  Include your 

name, address, phone number, and email address.  Do not include personal information such as 

height, weight, race, date of birth, or social security number.    

 Education: Traditionally pharmacy professionals place their education section before their 

professional experience.  Information should appear in reverse chronological order (present to 

past) with your most recent education first.  Include institution, title, and date of graduation, 

major(s), and minor(s), and any honors awarded. 

 Professional Pharmacy Experience: List your work experience in reverse chronological 

order.  You should include the organization’s name, location, position held,  

dates of employment, and bullet-pointed descriptions of your accomplishments.  Focus on areas 

that relate to the position you are seeking and provide evidence of your ability  

to assume responsibility, follow through, and achieve positive outcomes.   

 Rotations (IPPEs & APPEs): Include all completed and pending experiences (if they have been 

scheduled).  For each one include the preceptor’s name and credentials, site of the experiences, 

Source: National Association of Colleges and Employers (NACE) 2013 Job Outlook Survey  
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and dates they were completed.   

 Teaching Experience: List your title (Lecturer, TA) and course title, but no course number.  Do 

not list duties or description unless you have designed and/or sole-taught the course.   

 Research Experience: Highlight any research experience you have by including it on your CV.  

Research experience can be listed similarly to work experience.  Include the organization’s name, 

location, position held, dates of employment, and bullet-pointed descriptions of your 

accomplishments.   

 Publications: List all publications using the appropriate citation style from your field of study. 

 Presentations: List the title, inviting or sponsoring organization, location, and date of each 

presentation.   

 Professional Memberships and Leadership: Here is your opportunity to show your 

commitment to your field and leadership positions outside the classroom.  Many employers and 

residency programs look specifically to this section to document a candidate’s leadership abilities.   

 Service Activities: Including information about unpaid experience related to Pharmacy 

demonstrates your personal commitment to pharmacy and public health.   

 Awards & Honors: In this section, you can feature awards, scholarships, achievements, and 

academic distinctions.  Honors can be a category of its own or included as part of the education 

section.   

 Licensure & Certification: Document the types of licenses and certificates you hold.  Include the 

awarding organization, license number, date of issue, and most recent renewal date.   

 

Writing Bullet Points for CVs  

 

BULLET POINT FORMAT 

An interview-landing CV describes your accomplishments and previous experiences and how well you 

completed those experiences.  Well-written bullet points grab the reader’s attention and effectively 

describe your experiences and how you deliver results.  An easy formula for writing accomplishment-

oriented bullets points is:  
  

Action Verb + Subject + Rationale & Result 
 

 Action Verbs: Strive to start all bullet points with an action verb.  Action verbs give your bullet 

points power and direction.  List all current positions and projects in the present tense and all past 

positions and projects in the past tense.  See the Action Verbs guide for examples.   

 Subject: Focus on what you’ve done.  Keep in mind that the easiest way to add specific details to 

your bullet points is with numbers.  You can also add qualifying details by using words like “by,” 

“through,” or “with.”  Including keywords can improve your odds of securing an interview.  See the 

Action Verbs guide for a list of pharmacy-related keywords.   

 Rationale & Result: Including information about what outcomes you contributed to as well as 

information about why your project, role, or actions mattered to the employer.  Using words like 

“focusing on,” “to,” and “for” can help you incorporate a rationale or result.    
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SAMPLE BULLET POINTS 

 Entered and filled prescriptions according to appropriate storage and dosage requirements. 

 Conducted in-store study with over 100 patients, comparing the effectiveness of web-based tools 

to communicate information about drug therapy and drug interactions.   

 Designed and developed Access database to monitor technician staffing, decreasing staffing 

costs by 12%. 

 
 

 
 

 
 

 
 

 
 

Curriculum Vitae Samples 
Note: The follow CVs are abbreviated samples and do not represent a comprehensive academic and 

professional record.  Please use these samples as guide for organizing and formatting your CV.   

 

Barbara Buckeye 
123 Main Street 
Columbus, OH 43210 

(614) 555-1234 
Buckeye.1@osu.edu  

 
EDUCATION 

 
The Ohio State University, College of Pharmacy 
Doctor of Pharmacy 

Columbus, OH 
May 20XX 

Bachelor of Science in Biology May 20XX 
 

 
PROFESSIONAL PHARMACY EXPERIENCE 

 
The Ohio State University, University Health Connection  Clinic                     Columbus, OH 
Pharmacy Intern and Administrative Assistant           August 20XX – July 20XX  

 Interacted with healthcare professionals to ensure quality care for patients 

 Participated in dispensing process and counseled patients on medications 

 Collaborated with office manager to schedule appointments and register patients 

 Created monthly newsletters to educate clinic staff and patients on health-related topics 
including vaccinations, headaches, and skin protection 

 
 

ADVANCED PHARMACY PRACTICE EXPERIENCE 
 

The Ohio State University, Wexner Medical Center 
Intensive Care Unit: Scarlet Grey, PharmD 

Columbus, OH 
April 20XX

The Ohio State University, Wexner Medical Center 
Elective Non-Patient Care: Jason Buckeye, RPh 

Columbus, OH 
March 20XX

 
Uptown Pharmacy 
Community Independent: Brenda Buckeye, RPh 

Grove City, OH 
February 20XX 

 Compounded over 150 creams, gels, troches, suppositories, and capsules 

 Helped patients select appropriate compression stockings and support braces 
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 Assessed antibiotic efficacy and safety by calling patients on antibiotic therapy 

 Composed a newsletter on cholesterol medications for patients 

 Designed flyer regarding the link of proton pump inhibitors to magnesium deficiency 
 
Charitable Pharmacy and Pharmaceutical Horizons                         Columbus, OH 
Ambulatory: Jennifer Gray, RPh                          January 20XX

 Counseled over 100 patients on complex medication regimens 

 Performed medication therapy management (MTM) services 

 Recommended appropriate over-the-counter drug options to patients 

 Participated in medication dispensing process by collaborating with staff 

 Designed drug monograph and presented it to Pharmacy and Therapeutics Committee  

 Provided response to a drug information question regarding ChantixTM 
 
The Ohio State Univesity, Rural Pharmacy Rotation 
Ambulatory: Sarah Buckeye, PharmD 

Athens, OH 
December 20XX 

 Collaborated with an interdisciplinary team to provide pharmacologic recommendations 
during dermatology, diabetes, and general practice free clinics 

 Suggested appropriate medication therapy and counseled on proper medication use at 
an endocrinology office 

 Attended Childhood Immunization Program clinic and answered questions on 
vaccinations 

 Reviewed and presented journal club to endocrinology office staff regarding insulin use 

 Created and delivered an hour-long pain management presentation to doctors, medical 
students, and pharmacists 

 
 

INTRODUCTORY PHARMACY PRACTICE EXPERIENCE 
 

Kroger Pharmacy 
Community: Brutus Buckeye, RPh 

Marysville, OH 
October – May 20XX 

 Participated in accurate prescription processing and patient counseling  

 Administered over 20 influenza vaccinations and educated patients on wellness and 
prevention 

 Performed MTM services using the Outcomes program 

 Screened patients for diabetes with point-of-care testing services at wellness screenings 
 
The Ohio State University, Wexner Medical Center               Columbus, OH 
Hospital: Ben Gray, PharmD               April 20XX 

 Rounded with an interdisciplinary team in a large academic hospital 

 Made pharmacological recommendations regarding optimal patient care 

 Solved patient specific dosing and kinetic problems 

 Reviewed patient charts to identify medication-related problems 
 
 

PRESENTATIONS 
 
“Honduras” College of Pharmacy Initiatives: A Local to Global Continuum Symposium. The Ohio 
State University College of Pharmacy, Columbus, OH, September 9, 20XX.   
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PROFESSIONAL AFFILIATIONS & LEADERSHIP 
 

American Pharmacist Association 
Midyear Regional Meeting Promotions Committee Member 

 
June 20XX – Present 

 Collaborate with four committees to plan a professional student pharmacist meeting 

 Participate in creation of a promotional video, to increase student attendance 
American Pharmacist Month Committee Member                                            October 2010 

 Generated ideas to present the changing roles of pharmacists to the public  

 Designed educational fliers on role of pharmacists for OSU undergraduate students 
 
American Cancer Society Relay for Life       February 20XX – May 20XX 
Pharmacy Class of 20XX Team Captain 

 Coordinated the recruitment and fundraising efforts for a 30-person team 

 Planned and implemented a variety of recruitment events including a T-shirt sale, raffle, 
and benefit dinner; raising over $3,000 for the American Cancer Society 

 
 

SERVICE ACTIVITIES 
 
Charitable Pharmacy of Central Ohio 
Volunteer 

Columbus, OH 
June 20XX – August 20XX 

 Volunteered more than 30 hours at a non-profit pharmacy serving the uninsured and 
underinsured  

 Counseled patients on medication regimens and assessed efficacy and safety 

 Sorted and organized donated medications to be dispensed to patients in need 
 
Central Ohio Diabetes Association 
Volunteer 

Columbus, OH 
July 20XX – June 20XX  

 Conducted diabetes screenings using point of care testing and provided basic diabetes 
information 

 Counseled patients on how to manage abnormal glucose levels and on lifestyle changes 
 
 

HONORS & AWARDS 
 
Phi Lamda Sigma: The National Pharmacy Leadership Society                    April 20XX – Present 
Plough Pharmacy Scholarship                        May 20XX    

 

LICENSURE & CERTIFICATIONS 
 
Ohio State Board of Pharmacy, Intern License                 September 20XX – Present  
License Number: 12345678 

 
Delivering Medication Therapy Management Services                 May 20XX – Present  
in the Community Certificate Program 
American Pharmacist Association 
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BRUTUS BUCKEYE 
 

Columbus, OH • 614-555-1234 • buckeye.1@osu.edu • linkedin.com/BrutusBuckeye 

 
EDUCATION 

 
20XX – Present   The Ohio State University, College of Pharmacy 
    Columbus, OH 
    Pharm.D. Candidate 
 
20XX – 20XX   University of Michigan 
    Ann Arbor, MI 
    Bachelor of Science, Chemistry  

 
 
PHARMACY PRACTICE EXPERIENCE 

 
Sept. 20XX – Present   Mount Carmel East Hospital 
    Pharmacy Intern 
    Columbus, OH 
    Preceptor: A. B. Jones, Pharm.D. 

 Interact and effectively communicate with other healthcare 
professionals to minimize error and optimize patient care. 

 Compound sterile IV products according to USP 797. 

 Performed theraputic drug monitoring for vancomycin to 
ensure therapeutic success. 

 
Jun. 20XX – May 20XX  Walgreens Pharmacy 
    Pharmacy Intern 
    Columbus, OH 
    Preceptor: Z. Buckeye, Pharm.D. 

 Counseled patients on proper medication use and 
recommended appropriate over-the-counter drug options.  

 Administered over 20 influenza vaccinations and educated 
patients on wellness and prevention. 

 Performed MTM services using the Outcomes program. 
 
 

ADVANCED PHARMACY PRACTICE EXPERIENCE 

 
Mar. 20XX   Uptown Pharmacy 
    Community Independent Pharmacy 
    Grove City, OH 
    Preceptor: J. Scarlet, Pharm.D. 
 
 

mailto:buckeye.1@osu.edu
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Feb. 20XX   Kroger Pharmacy 
    Community Pharmacy 
    Worthington, OH 
    Preceptor: D. Llyod, Pharm.D. 

 Participated in accurate prescription processing and patient 
counseling. 

 Performed MTM services using the Outcomes program 

 Screened patients for diabetes with point-of-care testing 
services at wellness screenings. 

 
Jan. 20XX   North Shore University Health System Hospital 
    Inpatient Pharmacy 
    Highland Park, IL 

 Gained knowledge in aseptic technique, inpatient drug 
distribution, automation, clinical pharmacy services, and clinical 
technician services.  

 Conducted patient assessment, medication reconciliation, 
anticoagulation and heart failure medication counseling. 

 

 
INTRODUCTORY PHARMACY PRACTICE EXPERIENCE 

 
March 20XX   The Ohio State University Wexner Medical Center 
    Health-System Pharmacy, Surgical ICU 
    Columbus, OH 
    Preceptor: A. Sylvan, Pharm.D.      
 
Sept. 20XX – May 20XX  CVS Pharmacy 
    Community Pharmacy 
    Upper Arlington, OH 
    Preceptor: D. Bell, RPh 
 
Oct. 20XX – Apr. 20XX  Imperial Garden Community Center 
    Geriatric Experience 
    Columbus, OH 
    Coordinator: F. Dell, PharmD 

 
 
PRESENTATIONS 

 
Sept. 20XX   “Honduras” College of Pharmacy Initiatives: A Local to Global 
Continuum 

Symposium, Ohio State University College of Pharmacy, Columbus, OH. 
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Dec. 20XX   “Proposed Interaction Between Pulsatile High Dose Methylprednisolone 
with  

Rituximab and Warfarin during Treatment of Refractory Chronic
 Lymphocytic Leukemia” (Poster Presentation) ASHP Midyear Clinical
 Meeting & Exhibition, Orlando, FL. 

 
 
LEADERSHIP & INVOLVEMENT 

 
Apr. 20XX – Present   American Pharmacist Association (APhA) 
    GenerationRx Initiative 

 Prepare handouts, presentations, and flyers promoting 
prescription drug abuse education and prevention.   

 Led discussions, acted in skits, and presented information on 
prescription drug abuse to the Ohio State freshman class. 

 
 
PROFESSIONAL MEMBERSHIPS 

 
Aug. 20XX – Present  American Pharmacist Association (APhA) 
Aug. 20XX – Present  Academy of Managed Care Pharmacy (AMCP) 
Aug. 20XX – Present  National Community Pharmacist Association (NCPA) 
 

 
SERVICE & VOLUNTEER EXPERIENCE 

 
Nov. 20XX – Present  Physician’s Care Connection, Columbus, OH 

 Counsel patients on dispensed medications. 

 Interview patients to obtain an up-to-date medication list. 
 
Aug. 20XX – Present   Charitable Pharmacy of Central Ohio, Columbus, OH 

 Volunteer over 50 hours at a non-profit pharmacy serving the 
uninsured and underinsured. 

 Sort, count, and organize donated medications for dispensing.   
 

 
CERTIFICATIONS & LICENSURE 

 
20XX – Present   Ohio State Board of Pharmacy Intern License, No. 12345678 
20XX – Present   APhA Pharmacy-Based Immunization Delivery 
20XX – Present   Cardiopulmonary Resuscitation / BLS 
20XX – Present   HIPAA Certified, The Ohio State University 
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RESUME & CV ACTION VERBS 
Management 
Skills 
Administered  
Analyzed  
Appointed 
Assigned  
Attained  
Authorized 
Chaired  
Contracted  
Consolidated  
Coordinated  
Developed  
Directed  
Evaluated  
Executed  
Improved  
Increased  
Organized  
Oversaw  
Planned  
Prioritized  
Produced  
Recommended  
Reviewed  
Streamlined 
Strengthened  
Supervised  

Clerical or Detail 
Skills 
Approved  
Arranged  
Catalogued  
Classified  
Collected  
Compiled  
Dispatched  
Executed  
Generated  
Implemented  
Inspected  
Monitored  
Operated  
Organized  
Prepared  
Processed  
Purchased  
Recorded  
Retrieved  
Screened  
Specified  
Standardized 
Systematized  
Updated 
Verified 

Communication 
Skills 
Addressed  
Arbitrated  
Authored  
Contacted 
Corresponded  
Developed  
Directed  
Drafted  
Edited  
Formulated  
Influenced  
Interpreted  
Lectured  
Mediated  
Moderated  
Motivated  
Negotiated  
Persuaded  
Promoted  
Publicized  
Reconciled  
Recruited  
Spoke  
Translated  
Wrote  
 

Technical Skills 
Adapted 
Assembled  
Built  
Calculated  
Computed  
Converted 
Conserved 
Designed  
Developed 
Devised  
Engineered  
Fabricated  
Maintained  
Operated  
Overhauled  
Programmed  
Remodeled  
Repaired 
Replaced 
Solved  
Specialized 
Trained  
Upgraded  
 

Teaching Skills 
Adapted  
Assembled 
Advised  
Clarified  
Coached  
Communicated  
Coordinated  
Developed  
Enabled  
Encouraged  
Evaluated  
Explained  
Facilitated  
Guided  
Informed  
Initiated  
Instructed  
Motivated 
Persuaded  
Set goals  
Stimulated  
Trained 

 
Financial Skills 
Administered  
Allocated  
Analyzed  
Appraised 
Audited 
Balanced 
Budgeted 
Calculated 
Computed 
Developed 
Forecasted 
Managed 
Marketed 
Planned 
Projected 
Researched 

 
Creative Skills 
Acted  
Conceptualized  
Created  
Designed  
Developed  
Directed  
Established  
Fashioned  
Founded  
Illustrated  
Instituted  
Integrated  
Introduced  
Invented  
Modeled 
Originated  
Performed  
Planned  
Revitalized 

 
Research Skills 
Clarified  
Collected  
Critiqued  
Diagnosed  
Evaluated  
Examined  
Extracted  
Identified  
Inspected  
Interpreted  
Interviewed  
Investigated  
Organized  
Reviewed  
Summarized  
Surveyed  
Systematized  
 

 
Helping Skills 
Assessed  
Assisted  
Clarified  
Coached  
Counseled  
Demonstrated  
Diagnosed  
Educated  
Encouraged 
Expedited  
Facilitated  
Familiarized  
Guided  
Referred  
Rehabilitated  
Represented  
Simplified 
Supported 
Volunteered 

 

 

Adapted from Boston College: 
http://www.bc.edu/offices/careers/skills/resumes/verbs.html  

 

http://www.bc.edu/offices/careers/skills/resumes/verbs.html
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Pharmacy Keywords
  
A 
Accreditation 
Administration 
Adverse drug 
reaction 
Alternative medicine 
Ambulatory care 
Aseptic technique 
  
B 
Benchmarking 
Biotechnology 
Budget allocation 
  
C 
Case management 
Certification 
Change 
management 
Clinical decision 
making 
Clinical research 
Clinical services 
Clinical studies 
Community 
outreach 
Community practice 
Compounding 
Computer systems 
Continuity of care 
Continuous quality 
improvement 
Contract 
administration 
Contract negotiation 
Controlled 
substances 
Curriculum 
development 
Customer 
satisfaction 
Customer service 
  
D 
Data collection 
Data management 
program 
Dispensing devices 
Distribution 
Documentation 
Drug administration 
Drug distribution 

Drug distribution 
system 
Drug evaluation 
Drug information 
Drug interactions 
Drug metabolism 
Drug therapy 
monitoring 
Drug usage 
evaluation 
  
E 
Economics 
Educational 
programming 
Equipment 
Errors 
Ethics 
  
F 
Financial 
management 
Formulary 
Formulation 
Fundraising 
  
G 
Geriatrics 
Grant administration 
Guidelines 
  
H 
Health maintenance 
organization 
Health-care system 
Health promotion 
Home health care 
Hospice care 
  
I 
Immunization 
Immunology 
Improving health 
outcomes 
Incompatibilities 
Industry relations 
Infectious diseases 
Information systems 
Injections 
Inpatient care 
Instructional media 
Internal medicine 

Interventions 
Intravenous therapy 
Inventory control 
Investigational drug 
  
J 
JCAHO 
Just-in-time-
inventory 
  
L 
Labeling 
Leadership 
development 
Leadership training 
Legislation 
Long-term care 
  
M 
Mail order services 
Managed care 
Manufacturing 
Marketing 
Market research 
Materials 
management 
Media relations 
Medication errors 
Medication use 
evaluation 
Meeting planning 
  
N 
Needs assessment 
Non-profit 
Nuclear pharmacy 
Nursing home 
Nutrition 
Nutrition support 
 
 O 
Office management 
Operating budget 
Order processing 
Outcomes research 
Over-the-counter-
drugs 
 
P 
Pain management 
Patient care 
Patient counseling 

Patient information 
Peer review 
Performance 
appraisal 
Pharmaceutical 
care 
Pharmaceutics 
Pharmacodynamics 
Pharmacoeconomics 
Pharmacogenetics 
Pharmacogenomics 
Pharmacognosy 
Pharmacokinetics 
Pharmacology 
Pharmacopeial 
standards 
Pharmacotherapy 
Pharmacy practice 
Poison control 
Policy and 
procedures 
Policy development 
Practice 
management 
Prescribing 
Prescription benefit 
management 
Prescriptions 
Pricing 
Primary care 
Procurement 
Product 
development 
Product selection 
Professional 
competence 
Project 
management 
Project planning 
Protocols 
Psychiatric 
pharmacy 
Public affairs 
Public health 
Public policy 
development 
  
Q 
Quality assurance 
Quality control 
Quality 
improvement 

Quality of care 
Quality of life 
 
R 
Records 
management 
Reengineering 
Research and 
development 
Reimbursement 
Resource 
management 
Regulatory affairs 
Retail sales 
Risk management 
  
S 
Scheduling 
Service delivery 
Specialty 
Speaker’s bureau 
Staffing 
Standards 
Strategic planning 
Sterile products 
Substance abuse 
  
T 
Team leadership 
Technical support 
Therapeutic efficacy 
Therapeutic 
equivalency 
Therapeutic 
substitution 
Third-party payer 
  
U 
Unit does 
Utilization review 
  
V 
Vaccines 
Vendor relations 
Volunteer 
recruitment 
Volunteer training 
  
W 

Wellness program

 
 

 Adapted from The Pharmacy Professional’s 

Guide to Resumes, CVs, & Interviewing 
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COVER LETTERS AND CORRESPONDENCE 
Your letters and e-mail messages to employers create their first impression of your communication skills, 

interest, and knowledge about the organization and field.  Make every effort to tailor each letter or e-mail 

to show the connection between your qualifications and the employer’s requirements.  While this takes 

more time, targeted letters are far more effective in helping candidates land interviews.   

 

Always include a Cover Letter  
It is always a good idea to include a cover letter when you are applying for a position, even when it is not 

required or requested.  Many job or internship applications only request a resume or CV.  However, a 

well-written cover letter serves to introduce your resume and gives you the opportunity to direct your 

reader’s attention to specific areas of your background. 

 

COVER LETTER TIPS 

 Target your cover letter to match each particular organization and position being sought.   

 Match your skills to the skills the employer is seeking and provide concrete examples.   

 Address your letter to a specific individual, whenever possible.  When a name is not available, 

use “Hiring Manager” or “Internship Coordinator” in lieu of “To Whom It May Concern” or 

“Sir/Madam.” 

 If someone has referred you to this position (e.g. an alumni contact, family friend, or parent), 

mention this at the beginning of the letter.  

 Your cover letter will most likely be sent via e-mail (as an attachment, or as the message itself), 

or it may be uploaded as part of an online application along with other supportive materials.  In 

some rare cases, a hard-copy printed version is requested to be sent via the postal service.  

 

GOALS OF A COVER LETTER 

 Introduce yourself, your major, degree anticipated, and how you learned of the opportunity.   

 Express your interest and enthusiasm in a position and the organization. 

 Demonstrate your experiences through specific, related examples and “matching” your 

experiences with the position requirements whenever possible. 

 Convince the employer that you possess the skills and abilities they are looking for in an 

employee and that they should invite you to interview. 

 

USING E-MAIL TO SUBMIT COVER LETTERS AND RESUMES 
For e-mail submission of resumes and cover letters, you have two choices: 

 Write a brief e-mail message stating that you are attaching a cover letter and resume for the 

employer’s consideration.  Be sure to mention the title of the job or internship, or type of position 

you are seeking, as reference for the employer. 

 Use your cover letter as the body of your e-mail message, and attach your resume.  Please note 

that e-mail format does not require you to include your mailing address, the date, or the 

recipient’s mailing address.   
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Cover Letter Template 
Use a one-page standard business letter format with margins ranging from 3/4” to 1” on all sides, and a 
basic font in 10-12 point size.   
 
Your Street Address 
City, ST, Zip Code 
 
Date 
 
Contact’s Name 
Contact’s Title 
Organization Name 
Street Address 
City, ST, Zip Code 
 
Dear Mr., Ms., or Dr. (person’s last name only):  
 
Opening Paragraph 

 State the position you are pursuing and how you learned about it.  If you were referred by an 
employee or an alumnus/a, mention this as well.  If you are not aware of a specific position, state 
your area of interest.   

 Briefly introduce yourself by stating your major and degree anticipated.   

 Tell the employer briefly (one or two sentences) why you are interested in the position with their 
organization.  Avoid generic reasons that are taken directly from the organization’s website. 

 Include a transition statement that highlights the relevant skills and experiences you will write 
about during the middle paragraph(s). 

 
Middle Paragraph(s) 

 In this section of your letter, explain the relevant skills you have developed and knowledge you 
have gained through your past work, volunteer, leadership experiences, and classes.  Highlight 
those that would be of most interest to the organization and would enable you to contribute to the 
organization.   

 Show a “match” between your background and the main requirements of the position by using 
examples.  Include how a particular skill or experience will help you meet specific requirements of 
the position.   

 If you are writing a general letter of inquiry, explain why you are interested in learning more about 
that career field.   

 If you are writing a letter of intent also include information as to how this position, internship, or 
residency program will compliment and contribute to your long term goals or plans.   

 
Last Paragraph 

 State that you have included (or attached) your resume and would welcome an interview to 
further discuss this opportunity.   

 If you need to explain anything out of the ordinary on your resume, this is the place to do it.   

 You may offer to follow-up by phone with the recruiter in two weeks, if you do not hear from them 
before that time.   

 Finish by thanking the employer for their time and consideration and offer to provide any 
additional information.   

 
Sincerely, 
Your signature (leave four blank spaces for this)  
Your name in print 
 

If you are attaching your cover letter to an e-mail 
message, follow the standard business letter format 
in this example. 
 
If you are sending your cover letter in the body of an 
e-mail message, omit the information to the left and 
begin with the salutation (Dear Mr., Ms. or Dr.). 

For e-mail, you may use a script font or a scanned 
version of your signature.   
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Types of Cover Letters 
LETTERS OF APPLICATION 

Most traditional cover letters are letters of application.  They are limited to one page and written to 

accompany a resume in application to a specific position.  Therefore, each letter of application should be 

unique and tailored to match the position.   

 

LETTERS OF INQUIRY 

If you are applying to an organization, but not a position in particular, you would write a letter of inquiry.  A 

letter of inquiry is a general term for any letter or e-mail used to gather more information about options 

and opportunities.  It may be addressed to anyone who might be able to provide details about a job, 

career field, or organization of interest.  Here are some points to consider: 

 This letter uses the same format as a cover letter. 

 The content of this letter will vary slightly depending upon whom you contact and what you hope 

to learn from the correspondence.  For example, if you wish to speak with alumni working in a 

particular career field to learn more about the nature of the work and the types of options that 

exist within the field, your opening paragraph should make that goal clear.  Always be sure to 

state the purpose of your letter.   

 You should always include examples of your accomplishments and skills within the letter, even if 

you don’t have a specific job description.   

 

LETTERS OF INTENT 

If you are applying for a job or internship, you may be asked to include a “letter of intent” for the position 

along with your application.  A letter of intent is very similar to a letter of application in that it asks you to 

express your interest in the position, describe your relevant skills and experiences, and convince the 

employer that you are an ideal candidate.  Letters of intent differ from more traditional cover letters in that 

they provide applicants the ability to go into greater detail about their academic and professional goals.  

Here are some points to consider: 

 This letter uses the same format as a cover letter. 

 Letters of intent are usually between one and one and one-half pages in length.   

 The content of this letter will vary slightly and allow you to include a more detailed explanation of 

your academic or professional interests in a particular professional area, residency program, or 

internship.   

 

 



 

The Ohio State University College of Pharmacy  Office of Student Affairs 

150 Lloyd M. Parks Hall  500 West 12th Avenue, Columbus, OH 43210  614.292.5001 

24 

Career Services 
pharmacy.osu.edu/careers 

 
 

E-mail Etiquette 
 

There may be occasions when you need to communicate with an employer via e-mail (for example, to 

forward additional information) or to inquire about a position in which you are interested.  In these 

instances, it is important to remember that this communication must always be businesslike and 

professional.   

 

E-MAIL BEST PRACTICES 

 Be sure to include a meaningful subject line; this helps clarify what your message is about and 

may also help the recipient prioritize reading your email.  

 Compose a clear and concise message.  Be sure to identify who you are and why you are 

contacting the employer.   

 Be sure to open your email with a greeting like Dear Dr. Jones, or Ms. Smith: 

 Take time to compose and proofread your e-mail, ensuring that there are no errors in spelling or 

grammar.  Do not use “emoticons,” “txt lingo,” or “CAPITAL LETTERS”.   

 Save your documents as PDFs to preserve the formatting.   

 Include your name in the document title so it is easier for employers to keep track you of your 

files.   

 Double-check that you have attached all required documents before sending. 

 End the e-mail with an appropriate professional closing, such as “Sincerely,”. 
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INTERVIEWING SUCCESS 
 

Don’t underestimate the importance of an interview.  It is the single most important part of an employer’s 

selection process.  But there’s no need to get butterflies or sweaty palms if you’re prepared to effectively 

package and present your skills and abilities, work and volunteer experiences, academic 

accomplishments, and career interests.   

 

 Interview Goals and Objectives 
 

The purpose of an interview is to determine whether you are right for the job and whether the job is right 

for you.  The job interview is a two-way exchange of information between you and a prospective 

employer.  Equally important, the interview also provides an opportunity to ask pivotal questions about the 

organization and the position.  This will help you decide if there is a good match between your 

qualifications, career goals, and the position for which you are interviewing.   

 

YOUR INTERVIEW GOALS 

 Demonstrate how your experience, knowledge, and capabilities match the qualities and skills the 

organization is seeking.   

 Convince the interviewer of your enthusiasm for their company, that you will “fit in,” and that you 

will contribute to the needs of the organization and the position.   

 Gather information that will help you decide whether you can be successful in the position and 

whether the company will give you the opportunity for growth and development. 

 

EMPLOYER’S INTERVIEW GOALS 

The employer wants to find out: 

 Can you do the job? (Skills needed to do the job) 

 Can you handle the work? (Transferrable skills: manage, communicate, coordinate, etc.) 

 Does your personality fit the job and the team? (honest, open-minded, flexible, tolerant, etc.) 

 Do you really want to work there? 
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IMPORTANT EVALUATION CRITERIA 

 Appearance: Dress appropriately for the interview. 

 Greeting/Introduction: Stand to greet your interviewer with a handshake, using their name.  

Also, make good eye contact with the interviewer, smile, and be professional. 

 Body Language: During the interview, be aware of your eye contact, subtle use of hands while 

speaking, good posture, etc. 

 Attitude: Your attitude toward work and working with others is crucial in the hiring process.  Be 

sure to convey an attitude that is enthusiastic, sincere, and genuine. 

 Responses to the Interview Questions: Do your research and practice, practice, practice!  

Know your goals and be able to express them to the interviewer. 

 Oral Communication: Speak clearly and concisely.  Try to think out your response before 

jumping to answer a question. 

 Preparation: Prepare questions for your interviewer and research the position and company.   

 

Interview Settings 
 

PHONE & VIRTUAL INTERVIEWS 

Many employers conduct initial screening interviews or interviews with long-distance candidates, via 

telephone or video conferencing software such as Skype.  While these are more efficient and cost-

effective methods of interviewing, they come with an additional set of challenges compared to in-person 

interviews.   

 

Tips for Phone Interviews 

 Avoid Distractions: Conduct the interview in a quiet place, where you will be free from 

distractions and interruptions.  Be sure to turn off the ringer on all phones. Don’t drive during the 

interview or engage in any other activities.   

 Use a Landline: Try to use a landline whenever possible to ensure a higher quality call.  If you 

must use a cell phone, make sure the battery is charged and you have a strong signal.   

 Ignore Call Waiting: Do not answer any other phone calls during your interview. 

 Prepare Notes: One advantage to the phone interview is that you can refer to notes.  Write down 

key points or examples of success stories you wish to share during the interview.  Keep your 

resume, cover letter, and the job posting nearby for reference.   

 Give Focused & Concise Responses: Since you are unable to pick up on the interviewer’s 

nonverbal cues it is more difficult to know how you are coming across.  End your sentences with 

definitive stopping points to avoid confusing the interviewer.   

 Ask for Time: During phone interviews it is important to communicate your need for more time 

when answering a tough question.  Failing to do so may create an awkward silence.   

 Dress Professionally and Smile: It may be difficult to convey professionalism and enthusiasm 

over the phone.  To help you get into a professional frame of mind, wear professional attire and 

sit at a desk or table.  To convey enthusiasm, smile throughout the interview.   
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Tips for Video Conference Interviews 

 Test Out Your Computer Equipment: Make sure your software is properly installed and that 

your webcam and microphone work a few days before your interview.  Do a couple test runs with 

family and friends so you can get feedback about how you come across. 

 Sign on Early: Sign on 15- 20 minutes ahead of time to be sure you are available when the 

interviewer calls to reach you. 

 Remember, They Can See You: This means you should dress and groom yourself as you would 

for an in-person interview.   

 Prepare Your Backdrop: Set up your webcam so it faces a professional-looking background.  

Rearrange things if necessary or choose a location where there is only a wall behind you.   

 Speak Slowly and Clearly: Be sure to speak slowly and clearly since you may have to deal with 

technical interference or noises.  

 Look into the Camera: Remember to look at the camera rather than your screen.  Although this 

may feel awkward at first, it will help ensure that you are making good eye contact.     

 Don’t Forget to Smile! 

 

ON-SITE INTERVIEWS 

The on-site visit may be your first contact with the prospective employer, or it may be the final step in the 

process.  The on-site interview gives you a chance to tour the facility, interact with staff at all levels, learn 

more about the organization’s products and services, and experience the work environment and its 

employees.   

 

An initial on-site interview will generally last 45 minutes to one hour, but depending on the position and 

the company, it may last several hours.  It is not uncommon for follow-up interviews for entry-level jobs to 

last an entire day.  An important point to keep in mind is scheduling.  Do not schedule more than two 

initial interviews in one day.  When you receive an invitation to a follow-up interview, try to clear your 

schedule for the entire day so that you do not have to cut short your opportunity to present your 

qualifications and obtain a job offer.  On-site interviews may include multiple interviews, meals, a tour, 

and require you to give a presentation.   
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Common Interview Types 
 

TRADITIONAL 

The traditional interview is what most people think of as an “interview.”  It is directed by the interviewer 

who typically speaks about 25% of the time and the interviewee speaks 75% of the time.  A traditional 

interview relies upon a question and answer session and has a structured format with a formal 

introduction and a closing.   

 

NON-DIRECTIVE 

This is a very unstructured interview style.  It is more like a conversation than an interview.  The 

interviewer may do all of the talking or very little.  The best way to handle this type of interview is to make 

opportunities to talk about your skills and how they fit the position and to ask questions.  Prepare for this 

type of interview by having five to ten points you want to make about your skills and how you can 

contribute to the company.   

 

BEHAVIORAL 

Research has indicated that the interview is not always the most effective means of selection, more and 

more companies are using this method.  Behavioral interviews assume that past performance is a  

 

predictor of future behavior.  Therefore, questions are targeted to measure your potential in several 

critical areas, such as leadership, problem-solving, and decision-making, by asking you to reference 

specific examples of your past performance in each of the designated areas.   

 

Behavioral interview questions usually start with the following prompts “Tell me about a time when,” 

“Describe a situation when,” or “Give me an example of.”  The following is an example of a behavioral 

question, “describe a time when other members of work team disagreed with your ideas.  What did you 

do?”  Strong responses to behavioral interview questions use the STAR technique: 

   

 
  S - Situation - Describe the problem, decision, project, etc. 

  T - Task - What were the major tasks involved? 

  A - Action - What did you do? 

  R - Result - What were the outcomes of your actions?  
 

 

Responses to these types of questions are difficult to create on the spot and should be prepared ahead of 

time.  Think about various situations from work, classes, or student organizations and use the STAR 

technique to identify key pieces of information.  A list of sample behavioral questions can be found at the 

end of this guide.  
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Preparing for the Interview 
 

The interview is your chance to really shine.  Interviewing is a skill; strong interview skills are the result of 

practice.  Careful preparation and knowing what to expect are critical to conveying a polished image.   

 

BEFORE THE INTERVIEW 

Know Yourself 

The best preparation is to know yourself: your skills and abilities, your talents and your values.  Begin by 

taking time to assess yourself. 

 Think of 5-7 skills or qualities that describe you.  You may be asked, “What three words would 

you use to describe yourself?”  If you are, then you have a set of five from which to choose.   

 Look at the job description and the requirements of the job.  What skills do you have that directly 

match the position?  If they are looking for someone with teamwork or leadership skills and you 

have developed those skills, emphasize those skills in the interview.   

 Take some time to think about your past.  How did you develop the skills you have?  What did 

you do in college that made you who you are today?  Did you learn teamwork from a student  

organization?  Did you learn problem solving through jobs you’ve held or group projects? 

 

 Finally, look over your resume and see if it adequately includes words and descriptions that will  

convey your skills to an employer.  Write outlines for your answers to anticipated questions, and 

then rehearse them out loud for practice.   

 
Know the Employer 

Before each interview, take time to research the company.  Researching the company or institution shows 

genuine interest in the career or educational opportunity, and it allows you to gain valuable information as 

well. By learning about the company or institution, you are able to see if it is a place where you would like 

to find employment.  Also, this time spent will help generate questions to ask the employer during the 

interview process.  You should know the answers to the following questions for each company with which 

you interview: 

 What is the company’s culture, values, and history? 

 What are the services, products, and programs this organization provides? 

 Who are their competitors?  

 What size is the company? 

 Where are they located? 

 Is it expanding or downsizing? 

 What kind of training programs does it use?  

 What new things are happening? 

 What is the recent history of the company? 
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During the Interview 

 

You have done your research on yourself, the company, the industry, and how to interview, now you need 

to focus on the delivery of the information during the interview. 

 

 Shake your interviewers hand at the beginning and end of the interview.   

 Stress the positive points about yourself confidently and honestly. 

 Be concise and specific when representing yourself.   

 Monitor your non-verbal communication (eye contact, voice projection, posture, nervous habits). 

 Convey enthusiasm about the position.   

 If you get stuck on a question, it is okay to pause.  Often, you can say, “That’s a very good 

question; let me take a minute to think about that.”  Although a short pause is okay, try to avoid a 

lengthy one.   

 Avoid speaking negatively about yourself or others. 

 Know and use the interviewer’s name. 

 Politely ask for clarification if you do not understand a question. 

 Raise questions at the appropriate time.  Coming prepared with 3 – 6 questions to ask the 

interviewer shows interest in the position.  A list of sample questions to ask can be found at the  

end of this guide.   

 

 Before you leave, know the next step after the interview by asking, “What are the next steps in 

the process and when should I be hearing back from you?” 

 Be sure to thank the interviewer for their time and consideration. 

 
 

Following the Interview  
 

Always send a thank you letter within 24-hours following an interview.  It is a 

professional courtesy and demonstrates your consideration, enthusiasm, and 

appreciation for the opportunity to interview.  A brief, to-the-point letter can be the 

difference between getting the job or not.  Check the letter carefully for grammar and 

spelling, and make sure you have the interviewer’s name and title correct.  Thank 

you letters are commonly sent via e-mail and can also be hand written.   

 

Be sure to include the following elements in your thank you letter: 

 Thank the interviewer for their time and interest in meeting with you and explaining the position.   

 Emphasize the skills, strengths, and ability you can bring to the position; interest in the position.   
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Sample Thank You Letter 

 
William A. Buckeye 

 

Dear Ms. Gray: 
 

Thank you for giving me the opportunity to meet with you to discuss the pharmaceutical sales position.  I 
enjoyed speaking with you and learning more about WM Pharmaceuticals, the Formulations department, 
and the position.   
 

My enthusiasm for the position and interest in working for WM Pharmaceuticals has been greatly 
strengthened as a result of our interview.  As I mentioned, my interests in the pharmaceutical industry 
began long before my academic program.  I hope that my skills, experience, and enthusiasm reflect what 
you seek in a candidate.  I am certain that my strong work ethic will support your staff and customers 
alike.  I am confident that my academic background and work experience provide a good fit with the 
requirements of this position.   
 

If there is any additional information you need, please do not hesitate to contact me.  I look forward to 
hearing from you.  Thank you again for the interview and for your consideration.   
 

Sincerely, 
William A. Buckeye 
 

 

Interview Questions: Examples & Tips 
 

Below is a list of frequently ask job interview questions, along with tips for answering them.  For additional 

practice, consider scheduling a mock interview with Pharmacy Career Services.   

 

1. Tell me about yourself. 

Use this as an opportunity to clarify your abilities and experiences in relation to what the employer is 

looking for.  You will seldom have a better opportunity that this to sell yourself to the employer.  Your 

answer should be no longer than two minutes and trace your interest in the field, relevant 

experiences, and what you are looking forward to in a future career. 

 

2. Why do you think you would like to work for our company? 

This questions tests whether you have done your homework on the company.  This question is your 

opportunity to hit the ball out of the park, thanks to the in-depth research you should do before any 

interview.  Best sources for researching your target company: annual reports, corporate newsletters, 

contacts you know at the company, and articles about the company.  Aside from being 

knowledgeable, employers are also looking for you to show enthusiasm about the company and the 

work you would be doing.   

 

3. What jobs have you held and/or why did you leave your last job? 

As you report your employment history, give a summary description of each job… but keep it brief.  If 

there were any problems, do not give an answer that reflects badly on the previous employer.  

Prepare yourself ahead of time to be able to answer about leaving past jobs in a calm, comfortable 

way without sounding tense or complaining.   
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4. We have many qualified applicants.  Why do you think should hire you for this position? 

One of the best approaches here is to convey that you are not in a position to evaluate the other 

candidates, but that you can answer well about yourself.  Summarize why you believe that your 

background, experience, and interest in the job equip you to handle the work well.  It is important to 

say “believe,” because you will actually not know until you do the job how well you can do it.  But if 

you can be convincing enough about your belief in yourself, you might get hired.  

 

5. What are your weaknesses and what are your strengths? 

Smile at this one… and be ready with a mental list made up for yourself about what you do best.  Try 

to give three strengths and provide an example of how you use those strengths or how they will help 

you in the position.  In describing your weaknesses, state them as possible strengths, such as “one of 

my weaknesses is that I find it difficult to delegate responsibility, so I tend to spend more time doing 

the job myself than sharing the load.”  You can also state a weakness and provide an explanation of 

how you are working to improve this area of your work.   

 

6. What would you do if…? 

This type of question presents a hypothetical 

situation that tests your knowledge of the job and 

ability to handle a difficult situation.  Your attitude in 

dealing with the question is often more important 

than the actual solution you propose.  It is better to 

cushion your statements with answers like “one of 

the things I might consider would be…” Thus, you 

are not committed to one single solution in the event 

that your answer is not what the employer wants to 

hear.   

 

7. Are you willing to go where the company sends you? 

Be honest when answering this question.  If you are not willing to move at some point in the future, a 

company may not give you consideration for a position.  You have to decide now as to whether the 

job or your location is more important to you in the event that the company needs you to move.  Once 

hired, you can negotiate terms.   

 

8. What are your salary requirements? 

Most people are not really prepared to negotiate a salary.  If the stated salary is not already openly 

quoted, the company still has a range in mind.  You can ask, “Can you discuss you salary range with 

me?”  You can then compare this to what you think you are worth.  Try to find out salary information 

before the interview so that you will be ready to negotiate.  Until you receive a job offer, it’s best not to  

 

bring up the subject; wait for the interviewer to bring up the issue.   

 

9. Do you have any questions about the company or position? 

Do your homework on the company.  This is another chance to demonstrate your interest and 

investment in this job and this company.  Prepare 3 – 6 questions ahead of time that demonstrate 

your interest and curiosity about the company.  Asking the employer questions is an important 



 

The Ohio State University College of Pharmacy  Office of Student Affairs 

150 Lloyd M. Parks Hall  500 West 12th Avenue, Columbus, OH 43210  614.292.5001 

33 

Career Services 
pharmacy.osu.edu/careers 

 
opportunity for you to learn more about whether this position is a good fit for you.   

 

10. In what ways do you think you can contribute to our company/organization/department? 

This question provides a great opportunity for you to sell yourself.  Highlight relevant skills, 

experiences, and accomplishments.   

 

11. Where do you see yourself in 5 years? 

The interviewer is assessing motivation and commitment to the company and position.  It’s important 

to have career vision that is consistent with the job.  If this position does nothing to facilitate your long 

term goals, the interviewer may doubt your commitment or appropriateness for the position.  

However, while it’s important to have a long-term career path in mind, make sure that you convey 

eagerness and commitment to the position.   

 

12. What will your former supervisor or coworkers say about you? 

Focus on strengths.  You may note a weakness but frame in in positive terms.  Convey a balance of 

confidence, humility, and your desires to grow as a professional.   

 

13. If I asked the people you know well to describe you, which two words would they use? 

This question is much like the previous question.  Do not merely state the two words which describe 

you, include an explanation or an example that backs up why those words would be selected.   

 

14. Give me an example of a: 

a. Time you took initiative. 

b. Mistake you made and what you learned from it. 

c. Situation where you had to resolve a conflict.   

d. Time when you led a group.   

 

These are behavioral questions.  Behavioral interview questions usually start with the following 

prompts “Tell me about a time when,” “Describe a situation when,” or “Give me an example of.”  

Strong responses to behavioral interview questions use the STAR technique.  Responses to these 

types of questions are difficult to create on the spot and should be prepared ahead of time.  Think 

about various situations from work, classes, rotations, or student organizations and use the STAR 

technique to identify key pieces of information. 

  

 S - Situation - Describe the problem, decision, project, etc. 

 T - Task - What were the major tasks involved? 

 A - Action - What did you do? 

 R - Result - What were the outcomes of your actions?  What did you learn? 

 

15. If you could be a box of cereal, what would you be and why? 

Off-the-wall questions like this one are meant to catch you off guard.  They provide a window into 

your personality, values, and how you cope with odd situations.  Don’t stress, there is usually not one 

right answer to questions like these.  Be yourself and be sure to provide an explanation of your 

choice.    
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Common Interview Questions 
 

Reviewing commonly asked interview questions and the position description can help you identify and 

select relevant skills, values, and experiences that you may need during an interview.  Focus your 

preparation on identifying how your skills, values, and experiences will enable you to be successful in the 

position.   

 

TRADITIONAL INTERVIEW QUESTIONS 

 Tell me about yourself. 

 What are your career objectives?  What factors did you consider when making those objectives? 

 Why did you choose to go into pharmacy/pharmaceutical industry? 

 Why are you interested in pharmacy/specific area of pharmacy? 

 What is your most significant accomplishment to date? 

 What do you feel are your strengths and how do they relate to the position? 

 Why are you the best candidate for this position? / Why should I hire you? 

 What weakness would you want to improve?  How would you go about improving it? 

 What was your least favorite class/rotation? Why? 

 

BEHAVIORAL INTERVIEW QUESTIONS 

 Give an example of a time when you had to make a difficult decision. 

 Describe a situation when you had to defend a position or decision. 

 Describe a time when other members of work team disagreed with your ideas.  What did you do? 

 Give an example of when you had to arrive at compromise or guide others to a compromise.   

 Give an example of a time when you were assigned to a complex project.  Specifically, what 

steps did you take to prepare for and finish the project?  What would you have done differently? 

 Describe a situation in which you had to adjust quickly to changes over which you had no control.  

What was the impact of the change on you? 

 Describe a particularly stressful time you faced.  How did you manage stress during this period? 

 Have you ever disagreed with a rule or procedure?  What did you do? 

 Give an example where you pushed yourself to do more than the minimum? 

 Describe a situation where you had to do a number of things at the same time.  How did you 

handle it?  What were the results? 

 Give an example of an important goal which you set in the past.  How did you reach it? 

 Give an example of time when you had to work with someone who was difficult to get along with.  

Why was this person difficult?  How did you handle the situation? 

 

JOBS IN ACADEMIA 

 What are your research and/or teaching interests? 

 Describe your previous research/teaching experience. 

 What is your personal philosophy towards teaching/research/service? 

 What are some characteristics of successful faculty members and researchers that you admire? 
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PHARMACY RESIDENCIES 

 What areas of pharmacy most interest you? 

 Where do you see yourself after a pharmacy practice residency?  What is your ideal position in 

five years in all barriers were removed? 

 What is your definition of pharmaceutical care? 

 What was your favorite/least favorite rotation? 

 What is your experience with research?  What are your thoughts about completing a research 

project during your residency? 

 Describe the most significant contribution you made to a patient’s care this past year.   

 If I were to ask your preceptors to describe you, what words would they use? 

 Describe or discuss the most recent medical journal article you have read recently.   

 

QUESTIONS TO ASK EMPLOYERS 

 Where does the position fit within the organization? 

 Who are the primary people with whom I would be working? 

 What are some examples of the best results produced by people in this job? 

 What are the opportunities for growth? 

 What areas need the immediate attention of the person you hire? 

 What skills are most valuable in this job? 

 What are your plans for new products or services? 

 How would you define your organization's management philosophy? 

 Would you please describe what a typical day might look like? 

 What kind of training would I receive? 

 How much input will I have in requesting certain assignments or projects? 

 What activities could I engage in now that might help me on the job if I'm hired? 

 How is one evaluated both formally and informally?  

 What is the retention rate for people who have been in this position after 1 year? After 2 years? 

 Why do you like working here? 

 What types of support services are available for families? 

 How important a role does teamwork play in your company? 

 What opportunities for advancement exist in your company? 

 What makes people want to stay here? 

 How open are managers/supervisors to different viewpoints? 

 Does your company offer a mentoring program? 

 What role does diversity play at this company? 

 What are the next steps in the interview process? 
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JOB SEARCH AND NETWORKING STRATEGIES 

Identifying & Researching Employers 
The competitive advantage in the job market goes to candidates who do their homework.  You’ll be ahead 

in identifying career fields that meet your needs, targeting potential companies, and succeeding during 

the interview.   

 

WHAT YOU NEED TO KNOW 

Employer research will help you: 

 Decide if you are interested in working for a particular company or organization. 

 Find out about different career paths available if you are hired. 

 Prepare for an interview. 

 

The more you know about employers in the field of pharmacy, the stronger and more focused your job 

search.  Here is the type of information you should look for: 

 The Basics: Products services, organizational culture, operating divisions and subsidiaries, 

location of offices and facilities, international operations, major competitors, training and 

development programs, and typical career paths. 

 Performance and Personnel: Size and number of employees, accomplishments, sales, financial 

performance, research and development activities, employee diversity, and hiring and promotion 

policies.   

 Philosophy and Culture: Mission statement, goals and objectives, traditional values, beliefs, 

views and operating styles that characterize the organization, and the impact of private or family 

ownership on possible advancement potential. 

 Plans for the Future: Expansion and restructuring plans, new projects, projected financial 

growth, new market adventures, and downsizing activities.  

 

 

 

WHERE TO FIND INFORMATION 

With a bit of resourcefulness you can find considerable information about many industries, employers, 

and career opportunities.  The Internet offers the most convenient way to visit company sites and explore 

hundreds of industries and professions.   
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Tips on Researching Public and Private Companies 

 Consult directories, such as Hoover’s Handbook of American Business, Hoover’s Handbook of 

Emerging Companies, and The Almanac of American Employers.   

 Find an employer’s annual reports and news releases online. 

 Contact the local Chamber of Commerce for information, particularly if the company you’re 

interested in is small or privately owned.   

 Search periodical indexes for articles in newspapers, business publications, and professional 

journals. 

 Talk to company representatives at career fairs, information sessions, and professional 

association meetings.   

 

Researching Companies 

 Hoover’s Online Business Network contains company and salary information.   

 Career Resource Center at www.careers.org 

 Yahoo! Finance Company & Fund Index at www.finance.yahoo.com  

 The Riley Guide www.rileyguide.com  

 

Researching Occupations & Careers 

 Occupational Outlook Handbook / Bureau of Labor Statistics (career and salary information by 

occupation) www.bls.gov/oco  

 Princeton Review (Career profiles) www.princetonreview.com/careers.aspx  

 Vault (Career profiles) www.vault.com  

 Health Careers www.explorehealthcareers.org   

 AACP (Pharmacy Career Information) 

http://www.aacp.org/resources/student/pharmacyforyou/pharmacycareerinfo/Pages/default.aspx   

 Pfizer Guide to Careers in Pharmacy http://www.pharmacy.ohio-

state.edu/academics/introduction-to-pharmacy/materials/PfizerPharmacyCareerGuide.pdf  

 

 

 

 

 

 
 

http://www.finance.yahoo.com/
http://www.rileyguide.com/
http://www.bls.gov/oco
http://www.princetonreview.com/careers.aspx
http://www.vault.com/
http://www.explorehealthcareers.org/
http://www.aacp.org/resources/student/pharmacyforyou/pharmacycareerinfo/Pages/default.aspx
http://www.pharmacy.ohio-state.edu/academics/introduction-to-pharmacy/materials/PfizerPharmacyCareerGuide.pdf
http://www.pharmacy.ohio-state.edu/academics/introduction-to-pharmacy/materials/PfizerPharmacyCareerGuide.pdf
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Job Search Methods 

There are many ways of looking for a job and each method has pros and cons.  Presented below are 

some of the most popular techniques.  Successful job seekers rely on a variety of job search techniques.   

Adapted from: http://studentaffairs.psu.edu/career/pdf/CG/CG_Job_Search_Methods.pdf 

  

 

STRATEGY / TOOL 

 

BENEFITS 

 

CHALLENGES 

 

TIPS 

 

CAREER FAIRS 
Attend career fairs sponsored by 
College of Pharmacy Career 
Services and offices across 
campus.   

 
Opportunity to meet with a 

number of recruiters in 
person in one location; Build 

networking contacts. 

 
Not all fields or areas of 

specialization are equally 
represented; Students with very 
specific career goals may benefit 

from more specific events. 

 
Plan ahead and research 

companies attending; 
Follow up to learn about 

opportunities in your area 
of interest. 

 
ON-CAMPUS 
INTERVIEWING 
Some employers will come to 
campus to conduct first round 
interviews for summer internships 
and full-time positions.  

 
Primary way employers 

specifically seeking Ohio 
State graduates hire 

students. 

 
On-campus interviewing is 

expensive for employers and may 
not be used by all employers. 

Look for career services 
email to inform you about 
upcoming opportunities. 

 
Buckeye Careers Network 
Update your personal & academic 
information, upload a resume, 
search for jobs and internships, 
find details on information 
sessions, workshops, etc. 

 
Access a wide variety of job 
and internships posted by 
employers looking to hire 

Ohio State students. 

 
Not all fields and areas of student 

are equally represented. 

 
Check job postings 

regularly as they come in 
on a daily/weekly basis. 

 
NETWORKING 
Talk to everyone you know to 
develop a list of contacts; Ask for 
information on jobs/companies and 
circulate your resume. 

 
One of the top job search 

strategies to identify potential 
job opportunities and learn 

more about a position, 
company, or industry. 

 
It takes more time and effort to 

build your network; requires skills 
in organizing contacts and 

following through on 
recommendations received. 

 
Join student organizations 
relevant to your interests; 

Subscribe to relevant 
networking groups on 

LinkedIn. 

 

TARGETED SEARCH 
Identify the types of organizations 
you would like to work for, develop 
a targeted list, and research them. 

 
Allows you to be proactive 
and take charge of your 

search, instead of waiting for 
companies to post positions. 

 
Takes investment of time to 

research and tailor your 
resume/cover letter to 

organization and the position. 

Use resources such as 
Career Services, 

Chamber of Commerce, 
and employer directories. 

 
INTERNET 
Scan job openings on various job 
search and employer websites. 

 
May help you identify types of 

positions available. 

 
Overwhelming number of sites 

and positions to sift through; May 
not receive responses. 

 
Use the websites 

recommended in this 
handout to guide your job 

search. 
 

PROFESSIONAL 
ASSOCIATIONS 
Research professional 
associations related to your career 
interests, as most provide a 
“career opportunities” section on 
their website. 

 
A source of networking 
information and career 

opportunities; Build contacts 
with individuals who share 
your professional interests. 

 
Entry level positions may be 

limited; May need to belong to 
association to access job 

postings. 

 
Ask faculty to suggest 

professional associations 
to research 

 

EMPLOYEMENT AGENCIES 
Inquire whether these agencies 
offer experiences in your career 
areas. 

 
Helpful in identifying local 

businesses and employment 
opportunities. 

 
May have fees associated with the 

employment services. 

 
Research each agency 

before signing any 
contacts; Talk to others 

who have used 
employment agencies. 

 

http://studentaffairs.psu.edu/career/pdf/CG/CG_Job_Search_Methods.pdf
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Opportunity Search Strategies 

 

STRATEGIES DONE 

 

NEED TO DO 

 
 

NOTES 

Resume or CV Review 

Meet with Pharmacy Career Services and 
make the suggested changes/corrections to 
your document. 
 

   

Events & Opportunities Newsletter  

Carefully read the weekly emails with job & 
event updates, and follow up on opportunities. 
 

   

Buckeye Careers Network 

Find positions on the campus-wide career 
posting system and submit your resume. 
https://careers-osu-
csm.symplicity.com/students/  
 

   

Career Fairs 

Attend a Pharmacy or OSU event to network: 
http://pharmacy.osu.edu/current-
students/career-fairs  or 
http://careers.osu.edu/students/career-fairs/  
 

   

Cover Letter or Letter Of Interest 

Bring a position posting and have your letter 
reviewed by Pharmacy Career Services. 
 

   

Portfolium & LinkedIn 

Use a digital portfolio network or LinkedIn to 
showcase your work and connect with others. 
https://portfolium.com/ & 
https://www.linkedin.com/  
 

   

Mock Interview or InterviewStream 

Complete a mock interview with a career 
advisor or use the virtual interviewing tool. 
http://pharmacy.osu.edu/current-
students/interviewstream  
 

   

Student Organizations/Associations 

Check out the job boards and network within 
the student & professional groups: 
http://pharmacy.osu.edu/current-
students/student-organizations  
 

   

Reaching Out  

Simply ask your local hospitals, pharmacies, & 
units about available opportunities! 
 

   

Additional Internet Job Search Sites 

RxCareer Center: 
http://www.rxcareercenter.com/  
PharmacyWeek: 
http://www.pharmacyweek.com/  
OhioMeansInternships: 
http://ohiomeansinternships.com/  
Indeed: http://www.indeed.com  

   

https://careers-osu-csm.symplicity.com/students/
https://careers-osu-csm.symplicity.com/students/
http://pharmacy.osu.edu/current-students/career-fairs
http://pharmacy.osu.edu/current-students/career-fairs
http://careers.osu.edu/students/career-fairs/
https://portfolium.com/
https://www.linkedin.com/
http://pharmacy.osu.edu/current-students/interviewstream
http://pharmacy.osu.edu/current-students/interviewstream
http://pharmacy.osu.edu/current-students/student-organizations
http://pharmacy.osu.edu/current-students/student-organizations
http://www.rxcareercenter.com/
http://www.pharmacyweek.com/
http://ohiomeansinternships.com/
http://www.indeed.com/
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Job Searching on the Internet 
The internet has fast become a professional necessity.  Not only can the ability to conduct an online job 

search put you in touch with thousands of career opportunities, it can showcase to employers your 

adaptability to change, capability to learn new tools of the trade, and initiative to keep your technology 

skills current.  Although the Internet is a powerful tool to add to your job search arsenal, don’t neglect 

traditional strategies such as networking, company research, a winning resume, and thorough interview 

preparation.   

 

PRINCIPLES OF INTERNET JOB SEARCHING 

Remember, the Internet is only one of many tools available to conduct a job search.  Don’t put all your 

faith in conducting a job search by only using this strategy.  Technology is no substitute for strategy.  The 

best kind of job search is highly selective and focused, and Internet job searching is no exception.  More 

is not always better (Internet listing are a lot like classified ads - not the best place to put your energy and 

likely to overwhelm you with the sheer quantity of information).  There is no substitute for personal, direct 

contact.  The Internet can help you find contacts, but you have to take it from there.   

 

DIRECTORIES 

Online directories can help you focus your search on a specific area.  These websites have been 

categorized by topic, making it easier for you to concentrate on looking at certain fields, industries, or 

positions.  Many pharmacy professional organizations keep directories that will be helpful to you during 

your job or residency search.   

 

Residency Programs 

 ASHP Residency Directory http://www.ashp.org/menu/Accreditation/ResidencyDirectory.aspx   

 AACP Clinical Residency Directory http://www.accp.com/resandfel/   

 

Pharmacy Schools 

 AACP Institutional Members 

http://www.aacp.org/resources/student/pharmacyforyou/admissions/Pages/PSAR.aspx  

 PharmCAS Pharmacy Program Information 

http://www.pharmcas.org/collegesschools/thedirectory.htm   

 

Hospital Directories 

 Health Grades http://www.healthgrades.com/hospital-directory   

 American Hospital Directory http://www.ahd.com/   

 

Pharmacy Directories 

 Pharmacy Benefit Management Companies http://www.pbmi.com/pbmdir.asp  

 

http://www.ashp.org/menu/Accreditation/ResidencyDirectory.aspx
http://www.accp.com/resandfel/
http://www.aacp.org/resources/student/pharmacyforyou/admissions/Pages/PSAR.aspx
http://www.pharmcas.org/collegesschools/thedirectory.htm
http://www.healthgrades.com/hospital-directory
http://www.ahd.com/
http://www.pbmi.com/pbmdir.asp
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JOB BOARDS 

Job boards are employment websites that allow employers to post positions and their requirements.  Job 

boards allow job seekers to upload resumes and apply to positions.  Thousands of job boards exist with 

new ones being created every day.  Focus on using job boards sponsored by professional organizations 

or specifically targeting the field of pharmacy.  

 ACCP http://www.accp.com/careers/index.aspx  

 ASHP http://www.careerpharm.com/  

 OSHP http://pharmhs.oh.associationcareernetwork.com/  

 Pharmaceutical Research & Manufactures of America http://www.phrma.org/about/careers    

 APHA http://www.healthecareers.com/apha  

 OPA http://associationdatabase.com/aws/OPA/pt/sp/careers  

 RxCareer Center http://www.rxcareercenter.com/   

 PharmacyWeek http://www.pharmacyweek.com/  

 

JOB AGGREGATES 

Job aggregates work like a Google search.  Just like a typical search engine, these sites compile jobs that 

match specific keywords, skill, or location requirements.  The main reason to use an aggregator is to save 

time by searching multiple websites at once.   

 Indeed www.indeed.com  

 SimplyHired www.simplyhired.com    

 CareerJet www.careerjet.com  

 

BUCKEYE CAREERS NETWORK 

The Buckeye Careers Network is Ohio State’s university wide-online resource to connect currently 

enrolled student with employers for jobs, internships, co-ops, and career opportunities.   Buckeye Careers 

Network gives students and alumni the power to apply for positions directly, arrange interviews on 

campus, and network through company information sessions.  For more information about this please 

visit www.pharmacy.osu.edu/careerservices. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.accp.com/careers/index.aspx
http://www.careerpharm.com/
http://pharmhs.oh.associationcareernetwork.com/
http://www.phrma.org/about/careers
http://www.healthecareers.com/apha
http://associationdatabase.com/aws/OPA/pt/sp/careers
http://www.rxcareercenter.com/
http://www.pharmacyweek.com/
http://www.indeed.com/
http://www.simplyhired.com/
http://www.careerjet.com/
http://www.pharmacy.osu.edu/careerservices
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ACADEMIC JOB SEARCH 
Conducting a successful academic job search requires you to be knowledgeable about common practices 

within higher education and to devote a significant amount of time and energy towards networking, 

creating application materials, and furthering your own scholarship.  This handout provides a list of 

recommended sources for current graduate students and postdocs seeking to enter academia.  Your 

faculty advisor is one of your greatest resources for successfully conducting an academic job search.  

Meeting regularly with your faculty advisor to discuss your career direction and goals can be beneficial.   

 

Learning About the Academic Job Search 

 

ELECTRONIC RESOURCES 

 Articles from the Chronicle of Higher Education Careers section: www.chronicle.com/jobs  

 The UC-Berkeley Career Center website: http://career.berkeley.edu/PhDs/PhDs.stm  

 The UC-San Diego Career Center website: http://career.ucsd.edu/phd-and-masters-

students/careers-in-academia/index.html  

 The Academic Scientists' Toolkit: http://career.ucsd.edu/phd-and-masters-students/careers-in-

academia/index.html  

 My Individual Development Plan (IDP) Science Careers: http://myidp.sciencecareers.org/  

 

PRINT RESOURCES 

 The Academic Job Search Handbook by Mary Morris Heiberger and Julia Miller Vick. 1996. 
University of Pennsylvania Press. 

 Getting an Academic Job: Strategies for Success by Jennie Jacobs Kronenfeld and Marcia 
Lynn Whicker. 1997. Sage Publications. 

 The Curriculum Vitae Handbook: Using Your CV to Present and Promote Your Academic 
Career by Rebecca Anthony and Gerald Roe. 1994. Rudi Publishing. 

 Tomorrow's Professor: Preparing for Academic Careers in Science and Engineering, 
Richard M. Reis. 1997. IEEE Press. 

 A Ph.D. is Not Enough!: A Guide to Survival in Science, Peter J. Feibelman. 1994. Addison-
Wesley. 

 

Where to Look for Academic Jobs 

 

SCHOLARLY ASSOCIATIONS 

Conferences 

Newsletters 

Job Listings 

Job Placement Services 

 
NATIONAL AND LOCAL PUBLICATIONS AND WEBSITES 

The Chronicle of Higher Education 

AcademicCareers.com 

Academic360.com 

HigherEdJobs.com 

- Black Issues in Higher Education  

- Science Magazine  

- American Association of Colleges of Pharmacy  

- U.S. News 

 

http://www.chronicle.com/jobs
http://career.berkeley.edu/PhDs/PhDs.stm
http://career.ucsd.edu/phd-and-masters-students/careers-in-academia/index.html
http://career.ucsd.edu/phd-and-masters-students/careers-in-academia/index.html
http://career.ucsd.edu/phd-and-masters-students/careers-in-academia/index.html
http://career.ucsd.edu/phd-and-masters-students/careers-in-academia/index.html
http://myidp.sciencecareers.org/
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Materials Most Often Solicited by Search Committees 
 

These six items are by far the most common application materials.  Others – such as 

dissertation abstract, writing samples, additional teaching materials, and transcripts – may be 

requested by some institutions as well. 

 Curriculum Vitae 

 Letter of Application/Cover letter 

 Description of Future Research 

Plans/Interests 

 Statement of Teaching Philosophy  

 Letters of Reference 

 List of References 
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NETWORKING GUIDE 
WHAT IS NETWORKING? 

Networking is the systematic process of developing and cultivating a pool of professional contacts.  

Networking is not just telling a few friends, relatives, or faculty members, “I’m looking for a job, so let me 

know if you hear of anything.”  Rather, it is a strategic approach to building professional relationships 

through which you can share and learn information about career opportunities, important industry trends, 

and practice methods.  Networking is a refined skill, learned through experience that takes time and 

effort.  Effective networking can help you enormously in your career search.   

 

 

 

WHO NEEDS TO NETWORK? 

Everyone. Even if you think you will get a job through another job search strategy, you still need to build a 

network.  First, it will help educate you on the career you are seeking and can provide valuable feedback 

on your resume and interviewing strategy.  Second, it expands your pool of opportunities by revealing 

options that you may not have known existed.     

 

BENEFITS OF NETWORKING 

Networking is a valuable job search strategy that provides a variety of benefits.  The people within your 

network can help you in the following ways: 

 Educate you on a career, company, and/or industry:  It is important to understand industry 

trends, the competitive landscape, language used within the industry, and current events.  In 

addition, you need to understand what positions exist within a company that would be of interest.   

 Prepare you for your job search: Those who work within the industry you are pursuing serve as 

great resources for feedback on your resume, interview tips, and guidance on your strategy.   

 Build a list of potential companies and contacts: You should use every contact as an 

opportunity to learn the name of another company that may be of interest to you and to gain the 

name of at least one additional contact with whom you could speak. 

 Guide you to open positions: Frequently, positions are open inside a company before they are 

posted on a website.  By knowing a few “insiders,” you can learn about opportunities early and 

potentially be recommended for a position.   
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HOW NETWORKING WORKS 

Building your network takes significant time: it takes time to find people who can assist you with your 

specific career path and it takes time to build a relationship.  When building a network, the key to 

remember is that you are creating and nurturing a relationship.  You cannot just start asking for a job.  If 

you ask immediately, you will get no response since others won’t recommend you for a position if they 

don’t know anything about you.  But people, especially alumni, have a natural tendency to want to help, 

guide, and assist others.  So your best strategy is to use a two-phased approach:  

 

1. Seek advice, information, and assistance: You will build trust and gain support of others during 

this phase, which is necessary before asking to help you find a job.   

2.  

3. Hone in on specific job opportunities: Once you have built a relationship with someone, you 

can then contact them with more specific questions regarding job opportunities.   

 

 

 

Your Networking Pitch 
The term “elevator speech” reflects the idea that it should be possible to deliver a summary of a person, 

product, or organization in the time span of an elevator ride.  Effective elevator speeches should be able 

to describe and sell an idea in 30 seconds or less.  Today, an elevator speech can be any kind of short 

speech that sells an idea, promotes your business, or markets you as an individual.  In networking and 

professional settings, an elevator speech or pitch is as essential as a business card.  You need to be able 

to say who you are, what you do, what you are interested in doing, and how you can be a resource to 

your listeners.  If you don’t have an elevator speech, people won’t know what you really do. 

 

KNOW YOUR AUDIENCE 

Before you can convince anyone of your proposition you need to know exactly what it is.  You need to 

define precisely what you are offering, what problems you can solve, and what benefits you bring to a 

prospective contact or employers.  Answer the following questions: 

 What are your key strengths? 

 What adjectives come to mind to describe you? 

 What is it you are trying to “sell” or let others know about you? 

 Why are you interested in the company or industry the person represents? 
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OUTLINE YOUR TALK 

Start an outline of your material using bullet points.  You don’t need to add any details at this stage; 

simply write a few notes to help remind you of what you really want to say.  They don’t need to be 

complete sentences.  Use the following questions to start your outline: 

 Who am I? 

 What do I offer? 

 What relevant experience or skills do I have? 

 What are the main contributions I can make? 

 What should the listener do as a result of hearing this? 

 

FINALIZE YOUR PITCH 

Now that your pitch is outlined, you can finalize it.  The key to doing this is to expand on the notes you 

made by writing out each section in full.  Don't try to pack too much information into your elevator pitch.  

Make it short, informative, and interesting so that a prospective client will want to know more.  Practice 

rehearsing your pitch out loud or with a friend.  Your pitch should be between 30 to 60 seconds. 

 

Online Networking 

Online networking, through websites such as LinkedIn, has become one of the most effective ways to 

build your pool of professional contacts.  They can provide you with access to people who you would not 

otherwise encounter, and they are great venues for sharing information about your professional interest 

and qualifications.   

 

ONLINE NETWORKING TIPS 

 Restrict networking activities to professionally oriented websites, such as LinkedIn, professional 

organizations, and the Ohio State Alumni Association.   

 Remember that employers and potential employers often use these websites (including Facebook 

and Twitter) to investigate candidates.   

 Make sure that the information and pictures posted on your profile are not professionally 

damaging.  Use privacy settings to manage the visibility of your content. 

 Uphold normal standards of networking professionalism by sending thank you notes, using 

professional language and grammar, and following-up on suggestions and referrals.   
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Building Relationships 
In addition to gathering information, the goal of every networking encounter is to leave a lasting positive 

impression.  This will help you to establish and cultivate ongoing relationships with professionals in your 

field. Networking is a continual process.  Staying organized and maintaining contacts are just as 

important if not more important than the initial contact.   

 

STAYING ORGANIZED 

As you begin networking, you will find that staying organized is an essential aspect of cultivating your pool 

of professional contacts.  Be sure to gather as much relevant information as you can about the people 

you meet.  Collect business cards, and write notes about where you met each contact, what you spoke 

about, and the next steps for follow-up.  Keep your business cards organized.  If you are not able to get a 

business card, keep a list of contact that contains all the aforementioned information.  Always store your 

information in an accessible location and in a user-friendly format.  This will make it easier for you to 

review and update key information about your professional contacts on a regular basis.   

 

FOLLOWING UP & MAINTAINING YOUR NETWORK 

For the savvy professional, following up on networking encounters is not an option; it is a necessity.  

Follow up on your networking interactions with a thank you note, and always let people know when and 

how they have been helpful.  This positive feedback will encourage your contacts to do more on your 

behalf.   

 

Once you find a job, stay connected by updating your professional contacts on your progress, attending 

industry events, and sharing relevant articles and announcements whenever appropriate.  Remember, 

networking involves reciprocity.  As you employ your network’s resources, be willing to also act as a 

resource to your own contacts. 
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INFORMATIONAL INTERVIEWS & NETWORKING EVENTS 

Informational Interviews 

An informational interview is a meeting that you initiate with a contact whose job, organization, industry or 

career path interests you.  The goal of this interview is to gather important information about your field of 

interest while establishing and cultivating a professional relationship with your contact.  Informational 

interviewing is one of the most effective networking strategies.  When managed correctly, your 

conversations and follow-up correspondence will make it very easy for your contact to keep you in mind 

when opportunities arise within their organization or in a peer institution.   

 

REQUESTING AN INFORMATION INTERVIEW 

Once you’ve identified a valuable contact in your field, send the person a request for an informational 

interview via email or LinkedIn, ideally in the middle of the week when they will be more likely to notice 

and read it.  Include your request in the body of the message.  Do not attach a resume in your initial 

introductory email.   

The structure of your message should look something like this: 

 First Paragraph: Let them know how you got their name and why you’re contacting them.  Make 

it clear that you are looking for information, not a job.   

 Second Paragraph: Provide some background information about yourself, such as how you 

became interested in their company or industry and any related experience you have.   

 Third Paragraph: Make your request.  Ask for 15 to 20 minutes of their time for a brief 

informational interview.  By asking for only 15 to 20 minutes, it’s more likely that your contact will 

agree to meet with you, it creates the possibility that they will suggest meeting for a longer period 

of time and increases the chances that they will provide you with another referral.  Thank them in 

advance for their consideration and tell them that you will follow up by calling them early the 

following week.  Include your phone number and email address in your signature block in case 

they decide to reach out and contact you first. 

 

Follow-up is a delicate art; you want to take initiative, but you don't want to be too aggressive. As a 

general rule, follow up with your contact by calling them early the following week, as you stated in your 

introductory email. If you don't receive a response within a few days, send a brief email to make sure they 

didn't overlook your initial request. If you still don't hear back from the person, move on. 

 

CONDUCTING AN INFORMATIONAL INTERVIEW 

 Always start off by thanking them for their time, restating the objective of the discussion and the 

time allotment, and briefly reviewing your background.   

 Informational interviews should be casual and conversational.   

 Prepare specific open-ended questions that indicate substantive knowledge of an industry or 

career path.  Focus on topics that cannot be researched online.   

 Be sure to listen carefully and attentively and to take good notes.   

 Always follow up with a thank you note.   
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QUESTIONS TO ASK 

 

About the Individual 

 What would you say is the best path to this career? 

 What attracted you to this industry, your company, and your job? 

 What do you enjoy most about this industry, the company, and your job? 

 What aspects of your career have you found the most and least rewarding and why?  

 What are your educational and career backgrounds?  What would you do differently if you were 

starting over? 

 If you were in the job market tomorrow, what would you do? 

About the Job 

 What are your primary responsibilities?  How do you spend your time? 

 How do you value/measure your results and effectiveness? 

 What is the most challenging part of the job? 

 What qualities/attributes do you look for when hiring a __________?  

 What are the most valuable skills in your job?  Which experiences enabled you to develop these 

skills? 

 How do you keep skills current?  What do you read?  What professional associations do you 

belong to?  What seminars or continuing education do you find useful?   

About the Company 

 What makes your company unique? 

 What would you do differently if you ran this company? 

 What are the common misconceptions about working in this company? 

 What do you see as the biggest competitive challenge for your company?   

About the Industry 

 What have been your biggest surprises in this field? 

 What are the common misconceptions about working in this field? 

 What motivated you to continue working in this industry? 

 What are the vulnerabilities of this industry?  What worries you? 

 What do you expect of people starting out in this field?  What educational and personal qualities 

in candidates attract you?  How do you determine a candidate’s compatibility for the field, 

including education, personality, and cultural considerations? 

Feedback on Your Career Search 

 Are there other positions / career paths to consider based on my background and interests? 

 What strengths and weaknesses do you see in my current background? 

 Is there anything else you think would be helpful as I consider this field? 

 Looking at my resume, what advice would you have for me on next steps if I were interested in 

this industry/company/career? 

 Do you have ideas of other companies or contacts I could reach out to?   
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FOLLOWING THE INTERVIEW 

Always send a thank you letter within 24-hours following an information interview.  It is a professional 

courtesy and demonstrates your consideration, enthusiasm, and appreciation for the opportunity to 

interview. Check the letter carefully for grammar and spelling, and make sure you have the interviewee’s 

name and title correct.  Thank you letters are commonly sent via e-mail, but can also be hand written.   

Be sure to include the following elements in your thank you letter: 

 Thank the interviewer for their time and interest in meeting with you and explaining the position.   

 Emphasize the skills, strengths, and ability you can bring to the position.   

 Express your interest in the position.   

 

Sample Thank You Letter 

William J. Smith 
 

Dear Ms. Gray: 

 

I want to thank you for giving me the opportunity to meet with you to discuss the pharmaceutical 

sales position.  I enjoyed speaking with you and learning more about WM Pharmaceuticals, the 

Formulations department, and the position.   

 

My enthusiasm for the position and interest in working for WM Pharmaceuticals has been greatly 

strengthened as a result of our interview.  As I mentioned, my interests in the pharmaceutical 

industry began long before my academic program.  I hope that my skills, experience, and 

enthusiasm reflect what you seek in a candidate.  I am certain that my strong work ethic will support 

your staff and customers alike.  I am confident that my academic background and work experience 

provide a good fit with the requirements of this position.   

 

If there is any additional information you need, please do not hesitate to contact me.  I look forward 

to hearing from you.  Thank you again for the interview and for your consideration.   

 

Sincerely, 

William J. Smith 

 

 

 

Career Fairs & Networking Events 
Career fairs and social networking events offer excellent opportunities to meet with several professionals 

at one time and in one place.  Because most people who attend these events already have the primary 

intention of networking, it can be much easier to engage in conversations about your professional 

interests and goals.  Keep in mind that networking encounters in these settings are often very brief.  As 

such they require even more effort on your behalf to communicate important information about yourself 

within a short period of time.   
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TIPS FOR CAREER FAIRS & NETWORKING EVENTS 

 Conduct background research on the employers who will be attending. 

 Use your elevator speech to help frame your conversations with new contacts. 

 Use your time wisely, connect with the individuals on your priority list first. 

 If you are apprehensive about approaching a large group of people, try approaching someone 

who is standing alone or in a small group. 

 Bring several business cards; when you take a card from someone, offer your card in return. 

 Dress professionally and conservatively. 

 Write your first and last name and the name of your organization/school clearly on your nametag; 

place it on your upper right shoulder.   

 Make eye contact, speak clearly, and listen intently without interrupting.   
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JOB OFFER NEGOTIATION & EVALUATION 
For most people, discussing salary is a nerve-wracking experience.  However, when managed correctly, it 

can contribute to a positive and more fulfilling professional relationship between you and your future 

employer.  The following tips and guidelines will help you successfully manage the salary negotiation 

process and effectively evaluate job offers.   

WHAT IS SALARY NEGOTIATION? 

Salary negotiation is the process of determining and agreeing on the amount and/or types of 

compensation that an employer will pay an employee in exchange for some form of labor.   Salary 

negotiation is not simply a series of talks designed to increase your pay.  Rather, it is an opportunity for 

the employer and prospective employee to agree upon a complete compensation package that meets 

both parties’ needs.  It is an important part of the interview and hiring process, and should always be 

conducted in good faith.   
 

 

 

Negotiating Principles 
The way you approach salary negotiation has a tremendous impact on its outcome.  The following five 

principles should always guide your negotiations.   

1. Salary is best discussed when the employer has made you an offer. 

2. Salary should be viewed in the context of other employment issues. 

3. Know what you are worth and the current market salary range. 

4. Most offers are negotiable. 

5. It is okay to ask for what you want.  

 

SALARY IS BEST DISCUSSED WHEN THE EMPLOYER HAS MADE AN OFFER 

When an employer makes you an offer, it means that you’ve successfully demonstrated your full worth as 

a prospective employee.  This is the best time to negotiate, as an employer who knows that you are the 

best person for the job is more likely to be flexible on issues of compensation.   

 

What’s more, if the interview process reveals that you have more to offer than originally expected, you 

could end up being considered for a different job with a higher salary range.  Because salary negotiation 

shifts the employer’s focus from your attributes to your requirements, a premature salary discussion may 

prevent the employer from learning that you warrant consideration for another opportunity.   
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SALARY SHOULD BE VIEWED IN THE CONTEXT OF OTHER EMPLOYMENT ISSUES 

Salary is only one piece of a complete compensation package, which can also include health insurance, 

time off, flexible hours, loan forgiveness, and bonuses.  Other factors, like a connection to the 

organization's mission, and professional advancement opportunities can also be considered as forms of 

compensation.   

 

It is best to know about and consider all of the factors before discussing salary.  You may find that the 

rate of pay being offered is more or less appropriate after you’ve considered the other benefits.  For 

example, some candidates decide that flexible hours and upward mobility are more important than salary.   

 

KNOW WHAT YOU ARE WORTH AND THE CURRENT MARKET SALARY RANGE 

Successful negotiation begins with a great deal of background research, as you will need to determine 

the types and amounts of compensation that a person with your level of experience, education, skills, and 

other qualifications can command in your industry and target organization.   

 

Base your salary requirements on information gathered from several sources.  Speak to professionals in 

your field; review the salary ranges for similar positions in similar organizations; know the agency’s 

size/budget; and visit different salary calculator websites to help ensure that your information is accurate.  

Also be sure to consider the relative cost of living in your targeted geographic locations.  The following 

websites will aid you in your research: 

 Salary.com www.salary.com   

 Glassdoor  www.glassdoor.com   

 NACE Salary Calculator http://www.jobsearchintelligence.com/NACE/jobseekers/salary-

calculator.php   

 CareerOneStop www.careeronestop.org   

 CNN Cost of Living Calculator http://money.cnn.com/calculator/pf/cost-of-living/  

 

MOST OFFERS ARE NEGOTIABLE 

Do not assume that an employer’s first offer is the best offer.  As a general rule, employers will negotiate 

within a range, but rarely exceed it unless you are an exceptional candidate.  Most state and federal 

government jobs have rigid, non-negotiable salary scales based on education and experience.  In 

nonprofit and private sectors, the salary is more flexible, but is limited by the importance of the position.   

In general: 

 Entry-level base salaries are usually subject to no more than 10 percent of the original salary 

offered.  Note that many top employers have set, non-negotiable salaries at this level.   

 Mid-level positions typically have a negotiation range of 10 and 20 percent.   

 Higher-level management and executive positions offer the greatest opportunities for negotiation. 

 

IT IS OKAY TO ASK FOR WHAT YOU WANT 

When you accept a position you are agreeing to make a significant investment in an organization.  It is 

realistic and fair to expect that organization to make an equitable investment in you.  As long as you are 

tactful and realistic, it is unlikely that an employer who has a vested interest will withdraw an offer 

because you tried to negotiate a better compensation package.   

 

http://www.salary.com/
http://www.payscale.com/
http://www.jobsearchintelligence.com/NACE/jobseekers/salary-calculator.php
http://www.jobsearchintelligence.com/NACE/jobseekers/salary-calculator.php
http://www.careeronestop.org/
http://money.cnn.com/calculator/pf/cost-of-living/


 

 

The Ohio State University College of Pharmacy  Office of Student Affairs 

150 Lloyd M. Parks Hall  500 West 12th Avenue, Columbus, OH 43210  614.292.5001 

54 

Career Services 
pharmacy.osu.edu/careers 

 
After researching the current market salary range and prior to an offer negotiation have an amount in 

mind.  Decide what you want and what you will accept.  This means knowing three important figures: 

 Your “dream” salary - the most you can ask for without fear of alienating your prospective 

employer. 

 Your bottom line - the lowest figure you will settle for. 

 Your goal - a realistic amount you think you have a good chance of getting. 

 

Managing Employers Requests for Salary Information 
 

DURING THE APPLICATION PROCESS 

Some job announcements will ask you to indicate your salary history and/or requirements in your resume 

and cover letter.  This is a screening tool.  If you list a number that is above what the organization can 

afford, you may be eliminated from the candidate pool.  If your number is too low, the employer may offer 

you a lower salary than what was originally intended.   

 

As a general rule, when salary information is requested in an application, you can: 

 Ignore the request altogether; or 

 Explain that you would be happy to discuss salary once you have more information about what 

the job entails; or 

 Give a salary range (not an exact number) and indicate that your requirements are negotiable 

and flexible.  Only do this if you are indeed willing to negotiate.   

 

Some consider it risky to ignore a request for salary information, because the employer may view your 

application as incomplete and eliminate you from the selection pool.  While this is a legitimate concern, 

know that it is equally risky to discuss salary before you have been made an offer.  Furthermore, if an 

employer is impressed with your resume and cover letter, they will most likely call you in for an interview 

and raise the salary issue at that time.  Ultimately, depending upon your own level of comfort, you will 

have to determine on case by case basis which method carries the least risk and the most potential 

reward.   

 

DURING THE INTERVIEW 

Employers may ask your salary history and/or requirements during the interview.  If possible, avoid this 

discussion until you have been made an offer, or at least until the end stages of the interview process.  

The interview should center on the value you would bring to the employer; salary and other benefits are 

best discussed once you have proven your full worth to the employer.   

 

If You Want to Know the Salary Range Before the Employer Makes an Offer 

Your background research on the organization, the position, and the field of practice should help you 

estimate the salary range with some accuracy.  Also, remember that salary is only one piece of a 

compensation package.  As you move forward with the interview process, you may find that the position 

has more to offer than you originally thought.  A salary that you would have initially ruled out may be more 

attractive once the employer offers you the entire benefits package.   
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If the Employer Insists That You Give Your Salary Requirements or History 

If you have indicated that you would like to postpone the salary discussion in a polite and respectful 

manner, most employers will not push the issue.  However, if the employer insists on knowing your salary 

information, be prepared to have a discussion.   

 

Give the employer a salary range (never given an exact number) that is at the higher end of the position’s 

pay scale.  For example, if the position has a salary range of $60,000-70,000 a year, $70,000 should be 

at the middle or low end of your required salary range.  This helps you to avoid giving a figure that is too 

high or too low.  If you do not know what this specific employer is offering for this specific position, reflect 

on your market research.  Base your requirements on average rates of pay for similar positions in similar 

organizations, keeping in mind the current value of your experience and qualifications.   

 

 

 

Negotiating the Offer 
Congratulations!  Your hard work has paid off and the employer has made you an offer.  However, your 

work is not done yet.  Never accept a job offer right on the spot.  Take time to consider the details 

carefully, get information on the complete compensation package, and make sure that there are no 

unanswered questions. 

 

RESPONDING TO AN OFFER 

Whether an employer makes you an offer via telephone, email, or in person, be sure to: 

 Express your appreciation for the offer. 

 Indicate that you have a few follow-up questions about the jobs (i.e. vacation time, start date, 

position title, etc.) 

 Thank the employer for the information, and ask for time to consider the offer (anywhere between 

a few days and one week is standard).   

 Ask if it is okay to call back if you have additional questions before making a final decision.   
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See the following sample response to an offer: 

“Thank you very much for extending the offer.  Again, this is an excellent opportunity.  Can you 

tell me more about the benefits package (vacation time, health care benefits, the performance 

evaluation process, etc.)?  Great, thank you for clarifying those details.  I would like to take some 

time to think about the offer.  Can I contact you with my decision by [insert a date or time frame]?  

If I have any questions before that time, do you mind if I give you a call?  Thank you again, I look 

forward to speaking with you.” 

 

Before you accept or decline an offer, consider every aspect of the job.  The following questions can help 

you determine if this is the right position for you: 

 Is your interest in the organization still strong? 

 Will you gain new skills or strengthen old skills in this job? 

 Is the position consistent with your short-term and long-term goals? 

 How does this job compare to your ideal job? 

 Who do you report to?  What is that person’s management style?  How much day-to-day 

supervision will you have? 

 How will the position impact your personal life and relationships? 

 Who will you work closely with?  Are they congenial?  Can you spend eight hours or more a day 

with them? 

 Is the salary acceptable? 

 How are the other elements of the benefits package? 

 

Correspondence Regarding Offers 
Although job offers are usually made over the telephone, you may want to follow up with a letter.  Be sure 

to state any conditions you agreed to on the phone (starting or decision date, travel plans, etc.). 

 

ACKNOWLEDGEMENT OF OFFER 

 Acknowledge receipt of offer. 

 Express appreciation regarding offer. 

 Notify company of date you expect to make a decision. 

 Ask for any specific information you may need for your decision. 

 

ACCEPTING THE OFFER 

 Accept the offer. 

 Notify of travel plans and anticipated arrival date, if applicable. 

 Indicate that you look forward to receiving a contract of letter of offer with details. 

 Review the details of the offer, including salary, start date, and any other negotiated items.   

 Express appreciation and pleasure in joining the company.   

 

DECLINING THE OFFER 

 Decline offer politely. 

 Express appreciation for the offer and company’s interest in you.   
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DECIDING TO NEGOTIATE AN OFFER 

If you are satisfied with the complete compensation package and you do not want to negotiate any aspect 

of the position, you can accept the position as offered.  

 

 If you are not satisfied with the complete compensation package you may want to negotiate one or more 

aspects of the position, keep the following principles in mind: 

 Always negotiate in good faith.  You should only go through with negotiating an offer if you are 

seriously considering taking the job.   

 Always negotiate in person or over the telephone.  Tone plays a big role in negotiation and it is 

more difficult to convey in written form. 

 If you are considering other organizations, contact those employers, inform them of your offer, 

and inquire about the status of your application.  If they are interested in you and have some 

flexibility, they may speed up their decision-making process.  However, you may have to make a 

decision before you have complete information on all possible offers. 

 You should only accept an offer if you intend to stick with it.   
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GAINING PHARMACY EXPERIENCE AS AN 

UNDERGRADUATE STUDENT 
Pharmacy colleges encourage or require applicants to have volunteer or paid experience working with 

patients in a pharmacy or health-related setting (i.e. hospitals, nursing homes, clinics).  On-going work or 

volunteer experience in a pharmacy setting may be an important factor in the admissions process.  

Finding work, volunteer, or shadowing experiences can sometimes be a challenging process for students.  

This resource guide will provide you information on best practices for pursuing these opportunities and a 

list of local resources and sites.   

 

In addition to this resource guide you can also meet with an advisor to discuss your interest in pharmacy 

school or finding relevant experience: 

 Pharmacy School Admissions Advising: admissions@pharmacy.ohio-state.edu  

 Job Search Strategies, Document Reviews, Mock Interviews: COP-

CareerServices@osu.edu   

 

Pharmacy Technician Positions 
 

 
 

WHAT IS A PHARMACY TECHNICIAN? 

Pharmacy technicians work under the direct supervision of a licensed pharmacist and perform many 

pharmacy-related functions. Pharmacy technicians must be extremely detail-oriented and accurate 

assisting in the prescription dispensing process.  They also refer any questions regarding prescriptions, 

drug information, or health concerns to a pharmacist.   

 

Working as a pharmacy technician is the most valuable experience students can take part in to learn 

about the profession of pharmacy.  Becoming a pharmacy technician will enable you to interact with 

pharmacists and patients and help you make an educated decision about applying to pharmacy school.   

 

mailto:admissions@pharmacy.ohio-state.edu
mailto:COP-CareerServices@osu.edu
mailto:COP-CareerServices@osu.edu
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WHERE DO STUDENTS WORK? 

A large majority of BSPS students, who work as a pharmacy technicians, are employed in community 

pharmacies.  Community pharmacies typically offer more flexible work schedules to students and provide a 

comprehensive training process.  Community pharmacies currently employing BSPS students include, but are 

not limited to: 

 CVS 

 Giant Eagle 

 Kroger 

 Meijer 

 RiteAide 

 Target 

 Walgreens 

 Walmart 

 

A small number of students also find pharmacy technician positions at local hospitals or clinics.  Students who 

successfully obtain these positions often started as a volunteer.  A list of popular volunteer sites is included on 

page 3 of this guide.   

 

PHARMACY TECHNICIAN QUALIFICATIONS 

To become a pharmacy technician you must meet the following three criteria: 

 be at least 18 years of age 

 obtain a high school diploma or its equivalent  

 successfully complete a certified pharmacy technician training course or pass the Pharmacy Technician 

Certification Board (PTCB) exam 

 

All community pharmacies listed above include a certified training process.  Most students applying to these 

companies choose not to take the PTCB exam.  Students interested in working in an independent, hospital, or 

clinic setting may be required to complete the PTCB exam prior to applying or during the first six-months of 

employment.  To learn more about becoming a licensed pharmacy technician and the PTCB exam visit: 

http://www.ptcb.org/.  

 

APPLYING TO BE A PHARMACY TECHNICIAN 

Applying to be a pharmacy technician can be a worrisome process for some students.  Don’t worry almost all 

students interested in working as a pharmacy technician find employment within two to three months!  The 

following tips will help you get hired as a pharmacy technician: 

 Resume & Cover Letter Review: Before you start job searching consider scheduling an appointment to 

have your resume and cover letter reviewed.  Fine-tuning these materials ahead of time with save you 

time in the long run.     

 Buckeye Careers Network & Weekly Job Blasts: Employers actively seek out BSPS students to hire by 

posting positions in the Buckeye Careers Network, the University’s job posting system.  Be sure to check 

your inbox each week for a list of new job opportunities targeting College of Pharmacy students.   You 

can log-in to your Buckeye Careers account and view a full list of employment opportunities by visiting 

pharmacy.osu.edu/careers.   

 Apply to Multiple Locations: Getting hired as a pharmacy technician can be competitive, especially if 

you are interested in working within walking distance to campus.  Successful students apply to numerous 

positions and are willing to drive 15-20 minutes to get to work.  Plan on applying to at least 5-7 different 

technician positions.   

 

http://www.ptcb.org/
http://www.pharmacy.osu.edu/careers
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 Follow Up After You Apply: Submitting your application online is just one step to obtaining a pharmacy 

technician experience.  Increase your odds of getting an interview by calling or stopping by in-person to 

introduce yourself to the Pharmacy Manager.  For more information about what to include in your 

introduction please see the “Your Networking Pitch” section in the Networking section of this guide. 

 Practice for Your Interview:  Interviews are an important piece of the hiring process.  Consider 

scheduling a mock interview or appointment to begin preparing for your interview.  You can also learn 

more by reading the Interviewing section of this guide. 

 

 

 

 

  Volunteer Opportunities 
Volunteering is a great way to demonstrate your interest and commitment to health care and the profession of 

pharmacy.  Wide varieties of volunteer opportunities exist throughout Columbus, so be sure to research your 

options carefully.  Most hospitals have structured volunteer programs that may require you to apply at the start of 

the academic year or adhere to a regular schedule.  Some clinics may even require students to be licensed 

pharmacy technicians.  Researching volunteer sites ahead of time is a great way to ensure that you have a 

meaningful volunteer experience.   

 

The following websites can help you learn more about local volunteer opportunities: 

 OSU Wexner Medical Center: http://wexnermedical.osu.edu/patient-care/patient-and-visitor-

guide/volunteers  

 Nationwide Children’s Hospital: http://www.nationwidechildrens.org/volunteering  

 Ohio Health Hospitals: https://www.ohiohealth.com/volunteer/  

 Mount Carmel Hospitals: http://www.mountcarmelhealth.com/volunteering  

 Charitable Pharmacy of Central Ohio: http://www.charitablepharmacy.org/SitePages/volunteering.aspx  

 The Generation Rx Initiative: http://www.pharmacy.ohio-state.edu/outreach/generation-rx-initiative  

 Hands On Central Ohio: http://www.volunteercentralohio.org/search   

 

 

 

 
 

http://wexnermedical.osu.edu/patient-care/patient-and-visitor-guide/volunteers
http://wexnermedical.osu.edu/patient-care/patient-and-visitor-guide/volunteers
http://www.nationwidechildrens.org/volunteering
https://www.ohiohealth.com/volunteer/
http://www.mountcarmelhealth.com/volunteering
http://www.charitablepharmacy.org/SitePages/volunteering.aspx
http://www.pharmacy.ohio-state.edu/outreach/generation-rx-initiative
http://www.volunteercentralohio.org/search
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Shadowing Pharmacists 

WHAT IS SHADOWING? 

Shadowing, sometimes called job shadowing, refers to scheduled periods of time to observe a particular 

profession or work setting.  Shadowing pharmacists is another great way for you to learn about the profession of 

pharmacy and strengthen your application to pharmacy schools.  Students should view shadowing as a privilege 

and are expected to demonstrate professionalism, enthusiasm, and respect.   

 

Shadowing in multiple pharmacy settings will also introduce you to the wide variety of career options available to 

pharmacists.  You can learn more about the different practice areas in pharmacy by visiting the College of 

Pharmacy’s Introduction to Pharmacy website: http://www.pharmacy.ohio-state.edu/outreach/introduction-

pharmacy.  

 

SETTING UP YOUR SHADOWING EXPERIENCE 

Obtaining a shadowing opportunity can sometimes be challenging due to the Health Insurance Portability and 

Accountability Act’s (HIPAA) regulations on patient information.  Having a positive, professional attitude and follow 

the tips below will help ensure a positive shadowing experience: 

 Identifying Pharmacists: Begin by identifying several pharmacists you would like to shadow.  You can 

do this by speaking to your community pharmacist, asking family members, faculty, and friends if they 

know any pharmacists, or using LinkedIn to identify pharmacists in your area.   

 Be Open to Shadowing at Multiple Locations: Shadowing opportunities can at times be difficult to 

obtain so persistence pays off.  Successful students reach out to multiple pharmacists and also look for 

opportunities in their hometowns and outside of the immediate campus area.   

 Write a Formal Email: Once you have identified who you would like to shadow, you should write a formal 

email introducing yourself and requesting to shadow.  This email is similar to the email you would write 

when requesting an informational interview.  For more information on what to include in your email see 

the “Informational Interviews” section in the Networking section of this guide. 

 Ask Questions: Shadowing provides an opportunity not only for you to observe a health care setting, but 

also for you to ask questions about profession on pharmacy.  Bring a list of at least 4-6 questions with you 

to make sure your experience is a success.  Sample questions can be found in the “Informational 

Interviews” section in the Networking section of this guide.   

 Dress the Part: When shadowing it is important to dress professionally. You should ask in advance what 

the dress expectations are for the work setting. When in doubt wear professional dress and always wear 

closed toed shoes.   

 Write a Thank You Note: Be sure to thank the pharmacist who took the time to help you learn more 

about the profession.  Send them a brief note that thanks them for their time, expresses your appreciation 

for the opportunity, and shares something valuable you learned or observed.   

 

 

 

http://www.pharmacy.ohio-state.edu/outreach/introduction-pharmacy
http://www.pharmacy.ohio-state.edu/outreach/introduction-pharmacy

