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A Note to Students about Our Services

Welcome to the University of Maryland School of Law! You have now
embarked on a three year challenge that will shape your future career. Itis
important as you move through law school that you remember that you are
becoming part of a profession. Throughout the year we will provide you with
valuable Professional Development programs to give you the tools you need to
succeed. As you become part of this rich profession, you must transform
yourselves from student to professional and conduct every career related
opportunity with that mindset. We are here to help you succeed and look
forward to working with you.

In order to maximize your employment options upon graduation, you
must obtain substantive legal experience while you are a student. To that end,
the Career Development Office (CDO) encourages you to pursue numerous job
and internship opportunities made available through our on-line job database,
interview programs, and résumé collection services.

As you apply for any of the employment or internship opportunities
advertised by our office, please pay cl ose at
hiring criteria and required documentation. It is vitally important that you
respect those hiring requirements established by employers that use our
services. Please be advised that this commitment may prevent us from
sending to prospective employers any applications that are incomplete,
misrepresentative of student credentials, or that do not meet or approach the
hiring criteria established by the employers. As mentioned above, you are
entering a profession and must be sure to read directions carefully and follow
them thoroughly.

The CDO Staff works year-round to establish and maintain
relationships with employers throughout the country. We also organize
numerous events on-campus and off-campus, providing a venue for students
to meet employers and learn about various practice areas and sectors of the
| egal profession. I f you have questions or <co
or about your job search, please speak with one of our counselors. Our office
looks forward to working with you throughout your job search as you prepare
to launch your career in the legal profession.

ABA Policy Regarding Full-Time Students

In accordance with the American Bar Association (ABA) rules of
accreditation, the University of Maryland School of Law does not permit
full-time law students to be employed more than twenty hours per week
during the academic year, nor does the School of Law permit first-year
full-time (Day Division) students to be employed during the academic
year.



CDO Non-Discrimination Employment Policy

The University of Maryland School of Law is committed to a policy
prohibiting discrimination in employment based on gender, sexual
orientation, martial status, race, color, religious creed, national origin,
age or disability. The CDO programs and facilities of the school are
available only to employers whose practices are consistent with this
policy. Any employer who recruits through University of Maryland
School of Law must comply with the Non-Discrimination Policy.

Military Discrimination Notice

Military employment practices discriminate against applicants on the
basis of sexual orientation. The Mil it
Uni versity of Maryl and School of Lawds
policy and Section 6-3(b) of the AALS Bylaws. Military recruiters are
allowed to recruit on campus because federal law, the Solomon
Amendment, requires schools to provide recruitment services to military
recruiters. Failure to comply with the Solomon Amendment exposes the
University of Maryland, Baltimore campus to the potential loss of federal
funds. Therefore, while the Solomon Amendment compels the University
of Maryland School of Law to permit military recruitment on campus, the
School of Law does not support or promote discrimination on the basis of
race, color, ethnic origin, gender, disability, religion, or sexual
orientation.
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Credentials and the Honor Code

Information that you present on your résumé and in your
correspondence to employers should be error-free and must be
completely accurate. The Career Development Office (CDO)
routinely receives requests for verification of information on
student résumeés. The Career Development Office will verify the
information by contacting the Office of Registration & Enrollment
(OR&E).

The University of Maryland School of Law operates under a student
-administered honor code. The Honor Code specifically states:
"that all law students should adhere to the ideals of professional
responsibility in honorably conducting themselves while pursuing
a legal education.” Furthermore, the Honor Code enunciates a list
of specific prohibited conduct, including: "To make any material
misrepresentation on a réesume." (Honor Code Section Il (H)).

Pl ease note that orounding offo
prohibited. Your résumé must indicate the

GPA on your official transcript drawn out to

the one-hundredths place (i.e., 2.98). As

such, if your official GPA is 2.98, rounding up

your GPA to 3.00 is an example of a material
misrepresentation.

The CDO must notify the Honor Board of any discrepancy or
misrepresentation identified by employers or the CDO, and
corroborated by law school officials.

Always ask a CDO counselor if you are uncertain or concerned
about the accuracy of the information on your résume.



Employment Options and Resources

One of the best resources for any job is not a book in
the library, but the people you know. Personal and
professional contacts including your family, friends
past employers and fellow graduates from your law
and undergraduate institutions, are the best source
for finding potential employment. It is vitally
important that you create a network of contacts

and use it throughout your time in law school.

The Career Development Office has many resources to assist you in
your job search. You should learn about these resources and learn how to
conduct a proactive and productive job search. The resources both in print
and on-line, as well as our counselors are here to assist you and educate you
through the process. In the back of this manual you will find a comprehensive
list of many of our resources, but we are continually adding to our library so
we advise you to check back regularly.

Successful job searches most be both self-directed where you identify
employers and contact them to determine if there are positions available, as
well as responding to CDO postings and résumé collections. You cannot be
passive in your search. Many first-year students obtain employment through
a self-directed search, using networking, informational interviews, and
knowledge of the resources we provide.

LAW FIRMS:

Private practice law firms are where many law school graduates begin
their legal careers. However, a very small percentage accept positions in large
firms; the majority seek and locate positions in smaller and mid-sized firms.

Large Firms:

Large firms do their recruiting and hiring predominately through the
Fall Recruitment Program, which focuses on students in their second year
who will work for the firm for the second year summer as a summer associate.



Large firms are generally looking for students in the top of their class and the
programs are very structured. The hiring process is usually completed
between July after the first year and November of the second year of law
school.

Recruiting committees and hiring partners control the selection process.
The competition for these positions is very high and the firms receive
thousands of réesumeés from students throughout the country. You must
possess superior academics and writing skills. Many firms look for students
who are on a journal or moot court board.

The emphasis for these large firms is on summer associate programs,
although some of them do look at third-year students, the numbers are much
smaller. Large firms are often departmentalized into practice groups and
specializations. In large firms, the opportunity for significant client contact
and independent action is much less than in smaller firms and other legal
employers, but the salaries are much higher. This is many times offset by
many more hours worked.

SMALL AND MID-SIZED FIRMS:

This is the sector where most students get started in private practice.
Some small and mid-sized firms do formal recruiting through the CDO, but
most of them do not. Their recruiting plans are based on actual need, not
what is projected for the next five years like large law firms. The majority of
smaller firms hire on a permanent basis from students who have worked for
the firm part-time during law school.

These firms focus more on people who have direct work experience, law
school extra-curricular activities and personal qualities that are a good fit for
the firm. They are usually not as focused on grades and law journal as the
larger firms.

Smaller firms may be boutique practices that focus on a particular area
of the law or general practice firms that offer broader services. Associates and
law clerks are given a great deal of responsibility. Salaries vary drastically in
these firms and some offer creative options that include a salary combined
with a draw on profits.

RESOURCES:
Martindale Hubble 0 www.martindale.com and on LEXIS
Legal Times Directory of Metro D.C. Law Firms

West Legal Directory 6 www.wld.com

NALP Directory of Legal Employers d www.nalpdirectory.com

Yellow Book; : Law Firms




FEDERAL GOVERNMENT:

The federal government is composed of hundreds of agencies,
commissions, departments and boards. Almost all of these hire law students
both for summer and permanent employment. The application procedures
and the hiring criteria vary greatly. Given the wide range of options and
varying hiring criteria it is important to work with a counselor on a federal job
search and review information in the Government Honors and Internship
Handbook .

Government opportunities range from a variety of practice areas
including: antitrust, litigation, first amendment, communications, trade, labor
law, banking, tax, international, immigration, environmental, health law,
policy, technology, intellectual property, patents, housing, civil rights energy
and many others.

Entry-level attorneys are given excellent training and usually assume a
great deal of responsibility. Federal employment offers some flexibility
including alternate work schedules and movement between agencies. Many
times promotions are offered in a steady and incremental manner. Also, entry
level attorneys typically start at a GS-11salary level, but many agencies are
moving to higher pay levels. Some also offer assistance with the repayment of
student loans. Federal employment is secure but depending on federal budget
issues professional layoffs and freezes may occur.

Many of the larger agencies will recruit and hire new lawyers through
their OHonor Programsdé. There is also t
(PMF) program, which is an alternative to the honor programs for policy
making entities. Other than these two types of programs, another form of
entry for permanent employment is by securing a position posted on
www.usajobs.opm.gov for a full-time attorney positions with experience. Most
programs are highly competitive, and academic record and commitment to
public service are evaluation criteria.

RESOURCES:

Government Honors and Internship Handbook 0 www.law.arizona.edu/

career/honorshandbook..cfm, contact CDO for password)

USAJobsfi www. Usajobs.opm.gov
Yellow Books: Federal, Federal Regional, Congressional and
Government Affairs

PMF - www.opm.pmf.gov

STATE AND LOCAL GOVERNMENT:
State and local government agencies are excellent places to work and
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generally hire lawyers and law students. These positions are often not
advertised widely and you should inquire as to availability for summer and
permanent positions by contacting agencies directly. You should do
considerable research and use your networking contacts to identify these and
other jobs. A career as a district attorney or public defender or county
attorney are other avenues of employment in state and local government.
Some public defenders, district attorney and city and county law departments
recruit on campus, so to be effective you should make direct contacts to these
agencies. Some of the area public defenders and prosecutors participate in our
recruitment programs, including surrounding cities such as New York,
Washington, DC, and Philadelphia.

RESOURCES:

Yellow Books: State and Municipal

State and Local Government on the Netd

www.stateandlocalgov.net

National Legal Aid & Defender Association www.nlada.org/jobs

WORKING ON CAPITOL HILL:

Working on the OHiIill éd has excitement and a
However, this is a very difficult market to break into and making connections
hel ps a great deal. Il n this job search, owho

There are three main points of entry for employment: Legislative Aide
(LA), Legislative Director (LD) or legal staff member of a congressional
committee. Political caucuses also hire staff attorneys. If you are interested
in policy analysis you should consider intern and attorney positions with the
Congressional Research Service, a federal agency housed in the Library of
Congress. A number of private lobbying firms and watchdog groups also hire
lawyers and law students.

The key to getting hired in on the oOoHiI I IO
committed and aggressive in the job search. Contacts include representatives
from your home town. Many first-year law students have obtained internships
by directly contacting offices in which they are interested in working. Intern
positions are not typically advertised or obtained through postings.

RESOURCES:
Congressional Yellow Book
Opportunities in Public Affairs i www.brubach.com

Roll Call & www.rollcall.com; www.rcjobs.com

Hill200.com

CDO Handout on Hill websites and print resources




PUBLIC INTEREST:

There are many types of employment in the area of public interest.
These include working for a public policy center, public interest law firm,
membership organization, legal aid society, or direct legal services employer.
Most of the positions either effect policy change or represent underserved
populations including the poor, elderly, children, immigrants and prisoners.
Public interest law organizations look for students and future lawyers who are
committed to their issues and causes. Public interest work in the most well-
known national employers are more competitive than lesser-known or local
organizations. Those who wish to enter the field should cast a wide net within
their area of interest and consider numerous types of job prospects. Many
entry level positions are obtained through post-graduate public interest
fellowships. To discuss fellowships please contact a counselor. The fellowship
process is very specific and targeted and you should meet with a counselor
early in your law school career for employment strategies.

It is important to lay a foundation in the public interest community.
This can be done through developing credentials by taking clinics and other
classes that have a public interest focus. Many of these are taught by
practitioners who have great contacts. You should take part in the Pro Bono
Program and obtain internships through the summer and school-year in
public interest programs. The externship and Asper Fellowship program offer
the option to obtain credit for public interest employment.

Since many of the employers are not able to pay students for summer
work, the Maryland Public Interest Law Program (MPILP) program offers a
variety of grants for students who volunteer year-round. There are also many
bar associations and other groups that provide summer funding and a
comprehensive list can be found on PSLAWNET. The School of Law and the
state of Maryland also offer LRAP (Loan Repayment Assistance Programs)
programs. Contact Teresa Schmiedeler, Director of Pro Bono and Public
Service Initiatives, for more information about those programs.

RESOURCES:
Serving the Public: A Job Search Guide ( Vol. 18 USA; Vol. 20

International)

PSLAWNETO www.pslawnet.org

Equal Justice Works d www.equaljusticeworks.org

Washington Council of Lawyers Public Service Directory
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JUDICIAL INTERNSHIPS AND CLERKSHIPS

Judicial internships and clerkships are excellent ways to gain
experience in the legal profession. Judicial clerkships are usually one-to two-
year positions in which law school graduates work closely with judges. These
positions are available at all levels from county trial courts to the United
States Supreme Court. The hiring criteria vary by level and, generally, the
higher the court, the more competitive the positions become. Judicial
clerkships are excellent positions because you become familiar with the trial
process and gain valuable hands-on experience early in your career. These
are great positions for students looking to transition into smaller and larger
firms after the clerkship. It also allows the opportunity to take a position
while you await bar exam results.

Appellate and trial courts provide different types of work and you should
research these before you apply. Traditionally, law clerks who work in trial
courts gain significant opportunities to engage in the trial advocacy process
and observe courtroom proceedings; whereas law clerks in appellate courts
spend most of their time researching and writing briefs. Competition for
clerkships, especially at the higher state court and federal level, is very fierce
and you should meet with Director Briana Green in the fall of your second
year to discuss your clerkship strategy.

Judicial internships are an excellent way for first-year students to gain
exposure to the court system in their first summer and many second-year
students also work with judges during the school year. Almost all of the
courts in Maryland and the DC Superior Court, as well as many of the federal
courts take first-year students as judicial interns. We recommend that you
apply for those positions in early in the spring semester. Students seeking
school-year judicial internships with judges should apply at least three
months before they wish to work with the judge.

RESOURCES:
Yellow Book: Judicial
The American Bench

Guide to State Judicial Clerkships Proceduresfi

www.vermontlaw.edu/career; contact CDO for password.

Federal Law Clerk Information Systemod https//
lawclerks.ao.uscourts.gov

NALP State Judicial Clerkship Directoryii www.nalp.org

CORPORATIONS AND BUSINESSES:
Summer positions with corporate in-house legal departments are very
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rare. Most corporations hire experienced attorneys; however, there are
corporate intern positions available if you seek them out. This is particularly
true in the health industry and health-related companies seeking law
students in the Baltimore/Washington, DC area will post positions with the
CDO and recruit on campus.

While corporations and businesses traditionally do not hire new
graduates some of them do hire recent graduates, especially if they have joint
degrees. Most corporations offer good salaries, that are somewhat competitive
with law firms and excellent benefits. Corporations offer several gradations in
the legal staff hierarchy and lawyers can often progress steadily and naturally
through the ranks.

A corporation may hire a student for the summer or school-year and
these corporate intern positions are limited. To find them, you should use the
resources below, ask your professional contacts and check the CDO job
postings.

RESOURCES:

Yellow Book: Corporate

Directory of Corporate Counsel (in Westlaw)

Vault Guide (password required)

Legal Times Directory of In-House Counsel

TRADE ASSOCATIONS:

Trade associations are non-profit, voluntary and cooperative
professional organizations. Organizations can include professional societies,
scientific and technical learned societies and foundations. They can also
include political action committees. Trade and professional associations
employ attorneys, but positions are generally difficult to find and geared more
toward senior attorneys. However, there are intern/law clerk positions
available for students during the summer or school year. Some of the most
popular places students work include the National Association of Securities
Dealers and the Recording Industry Association of America. Many association
attorneys perform lobbying, legislative and regulatory law functions.

RESOURCES:

e Yellow Book: Associations

e The National Trade and Professional Association Directory
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ACADEMIC INSTITUTIONS:

Recent law graduates sometimes find positions in higher education
administration, as well as in teaching. Some areas of employment options
include admissions, financial aid, academic counseling, student affairs, career
development and diversity offices. Other options also include working as
adjunct faculty, writing instructors, and clinical fellows at law schools.
Additionally, graduates may work in law libraries, but a Masters of Library
Science degree is often required or candidates must be working toward the
degree at the time of application.

If you are interested in pursuing this path many will advise you to take
the bar exam and work for a couple years to be sure this is the route you want
to pursue. Alternatively, if you have worked in higher education
administration before, you may have an easier time finding employment
directly out of law school.

RESOURCES:

The American Association of Law Librarians d www.aallnet.org

0 includes placement assistance and a job newsletter.
American Association of LAW Schools d www.aals.org

Chronicle of Higher Education d www.chronicle.com
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Self Assessment and Career Planning

A. Introduction

By entering law school you are not automatically assigned a particular
career. There are a wide variety of positions available to attorneys and it is up
to each student to determine what his or her strong suits are and how they
want to use their law degree. You must be proactive and self-aware
throughout the process. In addition to developing effective job correspondence
and résumés, you also must evaluate what would be the most satisfying and
gratifying career choice. It is very important to find a career choice that is a
good fit for you. You should evaluate your likes and dislikes, what are your
important work-related values and what are the realities of your search. For
example, some employers are focused heavily on grades, some people have
financial and geographic constraints, and these should all be taken into
account when you assess where you fit best in the legal continuum.

The counselors in the Career Development Office are here to assist you
through this process. Please do not hesitate to make an appointment with
someone at any step along the way.

Below is an article that discusses finding satisfaction in your profession
and poses some interesting questions to think through as you move through
the self assessment process.

B. Exercises

Center for
Professional
Development
in the Law

)

Find Satisfaction In the Law: Taking Control over Your Career and Your
Life
Strategies For Self-Assessment
By Mark L. Byers, Ph.D. and Ronald W. Fox, Esquire

"He discovereth deep things out of darkness...." Job 12:22
"Beam me out of here, Scotty!" Star Trek fans will remember this classic
bail out maneuver, invoked whenever Captain Kirk found himself surrounded

by hostiles on a planet incompatible with earth life systems. How many
dissatisfied lawyers have wished for as swift a sky hook? The mythic appeal of
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Star Trek should resonate in your career planning. There are some
similarities, if you come to think of them. The starship Enterprise was often
the sole representative of our civilization's values in the black depths of space
or in interaction with other cultures. It had to carry within itself and rely upon
resources deposited there by its earthly origins and its visits to other planets.
Time and again, the ship and its occupants were forced to evaluate their
technical and spiritual equipment in the face of new challenges. From the
bridge, Captain Kirk would demand an engineering audit: "We canna go no
faster, Captain!" Just as often, he would be compelled to assess the adequacy
of his cultural assumptions: the ambassadors of mother earth were not
always proud of their civilization's values. In these values crises, the ship's
occupants would have to forge for themselves a set of responses and decisions
consistent with their consciences and independent beliefs. To follow the
adventure of the starship Enterprise was to watch a process of ongoing self-
assessment and reinvention involving self-reliance, cultural loyalties and
encounters with the unknown.

In this article we look at self-assessment strategies for navigating a legal
career that follows the coordinates of professional and personal values while
drawing upon the skills and resources of you, the individual lawyer, the
starship Attorney. The cultural assumptions of the legal profession are
continually debated and defined; many codifications exist to serve as a
navigational manual. One such is the MacCrate Report, "Legal Education and
Professional Development - An Educational Continuum” (to order call the ABA
at (312) 988-5522 ). Anyone who has a personal or a professional interest in
legal education and professional development would be well served by reading
it. The heart of the report is the compilation of four fundamental values and
ten fundamental skills of the legal profession. The first value is the obligation
to learn to represent clients competently; the second, the obligation to
promote justice, morality and fairness; the third, the obligation to improve the
profession; the fourth, an obligation to constantly improve one's skills and the
obligation to take positions consistent with one's personal values and
professional goals. If you are prepared to accept and adopt these values, you
must, as a precondition to accepting a position, understand and be aware of
what your personal values and your professional goals are. This is nothing
other than self-assessment - becoming aware of your interests, your values,
your skills - who you are and what you want in a position.

In our last column, Taking Stock, we invited readers to fill out a current
job evaluation checklist. We hope you tried it, because self-assessment is
something you do, not something you read about. One of us wrote in a career
planning manual for lawyers ( Lawyers In Transition: Planning a Life in
the Law , available from the Center for Professional Development in the Law),
that "unless you take responsibility four your own assessment, you run the
danger of drifting into someone else's future. Your epitaph could be like that
on the eighteenth century gravestone: 'Here lies Jones, born a man, died a
grocer." If not an active participant in the process, you will accept jobs based
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on the needs and criteria of others. In effect, you must always begin as your
own career counselor and coach. Eventually, you may wish to resort to those
of us who do that for a living, but you will never relinquish the responsibility
for posing and answering all the important questions. How do you do that?

In Lawyers In Transition we stated, "lIdeally, assessment should
become a process that is done systematically and annually - like strategic
planning in business,"” says that useful guide. "It is an opportunity to evaluate
performance, to review the marketplace, and to guide professional
development strategies for the future....as you proceed through your self-
assessment try to exclude from your mind an obsession with what you
presently perceive to be your opportunities.” More profoundly, self-assessment
is really the construction of a self-portrait, of an autobiography. Like every
biography, it is compiled through interviews, review of significant life decisions
and accomplishments, review of how others have seen and reacted to the
subject, and examinations of the subject's significant ideals. Psychologically
astute biographies also include dissection of deeper motives. This is pretty
much the method we follow when we do career counseling, and it should be
your method too. You are interviewing (or if you like, deposing) yourself, and
to do that you need an interview protocol, a structure for inquiry.

In Career Choice and Satisfaction in the Legal Profession, we say that to
enlarge a client's understanding of why he/she is in the law "it is helpful to
move back and forth between their current, concrete frustrations on the job
and earlier situations, comparing and contrasting them, always looking for
the basic, motivational thread that ties these experiences
together....eventually you will arrive at a mutual understanding of what they
hoped to achieve, consciously or unconsciously, through their choice of law."
To aid the discussion, we ask clients to fill out a Career Choices and Reasons
Chart, listing briefly their major decisions regarding education and choice of
jobs. The most important decisions for young lawyers often involve the choice
of college, college major, law school, summer positions, and subsequent
permanent jobs. For each such choice, the client describes the other
alternatives that were available (or not!), the rationale behind the ultimate
decision, and the retrospective assessment of the success of the decision. Like
Ulysses, you are "a part of everywhere you have been."” Evaluating each step of
your own odyssey enables you to determine, as a colleague of ours puts it,
whether you have "fully drunk the experiences and focused on the strengths
and benefits rather than the costs."”

This chart is set up as a simple matrix. As straight forward as these
decisions may appear, they are no less complex than the seemingly obvious
guestions asked in interviews. Indeed, careful completion of the chart can be
a fine way of preparing for interviews. You can create and complete such a
chart for yourself. You can also conduct a written self interview. It will be
surprising if you don't become very thoughtful after writing answers to the
following questions:
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. When did you first entertain the notion of being a lawyer?
. Who were the people who supported or influenced you to become a
lawyer? What did they see in you? What were their personal
attributes, skills and characteristics that seem to have contributed to
their accomplishment and satisfaction. Were there those who
discouraged you? Why?
How did you choose your college major?
. At the time you applied, what were your reasons for applying to law
school?
. What was your experience your first year of law school?
. What was the evolution of your study methods and your attitude
toward grades (i.e. your analytic strengths and weaknesses and your
attitude toward competition)?
. What courses did you like best, and do they have the slightest bearing
on what you do now? Is this a problem?
If you ever seriously considered dropping out of law school, what was
the turning point that changed your mind?
. What impact did your summer jobs and your first permanent job have
on your self-image and career plans? In addition to interviewing
yourself, you might wish to review your significant accomplishments:
not just the professionally recognizable triumphs that are standard
fare on résumé s, but achievements you know to be privately and
personally significant. "Often the groundwork for a sense of mastery
has been laid well before your formal professional training.....Things
your have done successfully and well at any stage of life are apt to be
windows on your talents and interests.” (Remember the summer you
were fifteen and kept a bunk load of third graders in control for a
rainy week at camp? Do you have potential as a managing partner?)
We often ask clients to write ten achievement stories, describe the
skills essential to their successes, and look for underlying themes and
continuities.

Exercises of this kind can be even more structured, especially

those dealing with an audit of your problem solving and legal skills, e.g.
client counseling, argumentation, negotiation. A good place to find them
Is in self-assessment manuals and career search guide books, the classic
example still being What Color is Your Parachute by Richard Bolle.
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Good books with exercises specifically intended for lawyers are rare.
Deborah Aaron's What You Can Do With a Law Degree and Mark
Byers' Lawyers In Transition both contain good exercises and
thoughtful discussions on linking self-assessment to professional
development.

More precise tools for self-assessment include a variety of self-
administered vocational interest and personality inventories often used in
career counseling and personnel work. Most require some professional
training to administer and interpret, and for that reason you will find it
necessary to find a service qualified to do the work with you. College and
university placement offices (including many law schools) and professional
career counselors routinely refer to these "tests". As we said in a previous
article, "These inventories are not tools for plumbing the
unconscious...Rather, they are self-administered questionnaires scored by
comparing subjects' responses with those of people in various job categories
or who fit into some classification of personality types. These inventories
describe patterns of interest, motivation and values that affect major life
decisions....Usually, an inventory will organize the subject's prior intuitions,
putting old self-knowledge in a new light."

You may already have heard of the Myers-Briggs Type Indicator
(MBTI) and the Strong Vocational Interest Inventory. The MBTI is based
upon the character typology developed by C.G. Jung, who brought us the
notions of introversion and extroversion. Gently non-judgmental, the
inventory classifies you as one of 16 possible personality types. The results
have rich implications for assessing whether you might function more
naturally in certain legal specialties and organizational settings. A rich body of
research pertaining to lawyers exists for these inventories. The Strong
Vocational Interest Inventory actually compares your interests and values
with those of men and women in over 100 occupations, including law, and
from the pattern of your scores you may well be able to deduce what kinds or
organizations, clients and activities would be most to your liking. Both "tests”
may even clarify whether law, or law alone, is an optimum choice for you.
Usually, what these inventories suggest is that you many have compelling
interests in addition to those related to law which make it difficult to fit
comfortably into one of the usual professional niches.

Reverting to the Star Trek analogy, one could say that your traits and

20



interests are like the crew of the Enterprise: they combine to meet some
challenges more effectively than others, and it is best for them not to work at
cross purposes. Ship, captain and crew can also be used to illustrate the last
step in self assessment. We discover ourselves in conversations with
significant others. Sometimes they are our immediate family, sometimes our
intimate colleagues, sometimes people dead and gone or fictitious people (not
corporations!) who have meant much to us in our reading. Captain Kirk relied
upon those around him to reflect back to him the values and concerns that
kept him a captain and held him to his course. A spouse, a mentor, a
counselor can confirm or correct the initial results of your self assessment.
The value of such conversations might seem obvious to lawyers, for whom a
synonym is "counselor,” but lawyers are by training reluctant to voice
inconclusive notions. As a consequence, they won't share working hypotheses
about themselves, despite the need for good exploratory conversations to
define the goals they find so illusive. The moral? Identify people who don't
hold your doubts against you and who respect your right to uncertainty. Talk
to them before you defend yourself before the bar of bosses and potential
employers who expect the appearance of certitude.

Lawyers, we have suggested, are like male drivers: they hate to ask for
directions. This leads to our final recommendation re self assessment.
Networking, in its early stages, is a part of self-assessment. However, many
lawyers are shy about exploring new professional identities in interviews,
waiting until they can sound absolutely certain about their goals.
Unfortunately, although they may have researched their options, they cannot
avoid getting out and talking to people to confirm their interests and
preferences. As some pundit once said, "no field is plowed by being turned
over in the mind." The last step in self assessment involves identifying options
(not exhaustively), and then setting aside some interviewing solely for the sake
of testing them out. This process leads from using some contacts for
counseling to pursuing others for jobs. Choosing the right contacts for the
right purpose involves discretion and courage. In our future columns we'll
discuss how to move through self-assessment to researching your options,
developing an ideal position statement and starting to network.
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WHAT CAN LAWYERS DO ABOUT IT?
TAKE CONTROL

For many years now, poorly thought out job and career decisions have been epidemic among law-
yers. You must be prepared to assume responsibility for the decision-making on all issues which
vitally concern your career and your life.

EVALUATING MY PRESENT POSITION

Why not begin by evaluating your current or most recent work experience in the light of your ideal
workplace? Print out this page or simply write down the numbers from 1 to 20 on a sheet of paper
and proceed as follows:

Rate the job characteristics below which are important to you on a scale of 0-10 indicating how
much that characteristic is satisfied in your present workplace. Divide the total score by the number
of characteristics you selected to obtain your job satisfaction score. Not surprisingly, a perfect score
isa 10.

_ Provides intellectual stimulation and creativity
___Rewards competition

_ Allows self expression

___Provides adequate Income

___Provides time for family and non career pursuits
___Provides self-respect

_ Provides close colleagues

___Provides diverse responsibilities

___Provides the right legal specialties

BOONOOAWNE

0. Am treated as professional

11.  Provides training and development

12.  Provides opportunity for direct service

13.  Provides work consistent with personal and religious values
14.  Contributes to the public good

15.  Responsive to cultural and ethnic diversity
16.  Provides chance to work independently
17.  Provides right geographical location

18.  Provides managerial opportunities

19.  Provides early client exposure

20.  Provides chance to feel needed

A. My Total Score was
B.Iselected  characteristics.
C. When I divide A. above by B. above, the result, my job satisfaction score, is .

Unhappy with your score? If you scored less than 5.0, you are probably quite dissatisfied with your
work and perhaps the direction of your career. What should you do? First, recognize that when you
accept a position, it combines both satisfying and undesirable features and decide to CHOOSE for
your next position one that scores at least a 7.5. Second, realize that taking control does not mean
rushing to look at the want ads; you need to know yourself better and your priorities before you
repeat past mistakes. As Ralph Waldo Emerson said, "Beware of what you want for surely you will
getit."
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Begin the process of getting to know yourself - learning how important it is to be aware of your goals, your values,
whether they be personal or faith based, and your options. If you haven't already done so, take a look at My Ser-
vices to learn more about my approach to professional development and career planning.

Taken from :http://www.ronaldwfox.com/takecontrolhtm.html
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Job Search Timelines

Job Search Time-Line for 1D/2E Students

August:

e« Concentrate on studies and coursework. Most legal employers do
not recruit first-year (1D/2E) students at this time. 2Es you may opt
to transition into a full-time or part-time law clerk job at this time.
You can discuss this option with a CDO counselor during the
summer and/or check the on-line job postings for available
positions.

September:
« Concentrate on studies and coursework. Most legal employers do
not recruit first-year (1D/2E) students at this time. 2Es attend
career panel programs throughout the Fall.

October:
« End of October/beginning of November: 1D/2E Orientation to the
Career Development Office and Résumé Workshop. The CDO
Manual will be handed out at this program. 2Es meet with a
counselor to discuss employment transitions for the spring (judicial
internships/Asper Fellowships).

« Equal Justice Works Career Conference in Washington, DC. Speak
with representatives from over 200 government and public service
organizations, many of which recruit first year students for summer
internships.

November:
e Review your résumé draft with your CDO counselor. Telephone and
evening appointments are available (410-706-2080, Room 208). Map
out a strategy to study for Final Exams and begin early.

December:
e December 1st: Some large law firms begin accepting résumés for
summer employment. See the NALP First-Year Hiring Index at the
Career Development Office for information on firms that have hired
first year law students. Learn how to apply: meet with a CDO
counselor.

e Beginning December 1st: Finalize your résumé draft IF you are
planning to work with a legal employer over the winter break, or IF
you plan to apply to large law firms for summer
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employment. Discuss drafting cover letters with your CDO
counselor.

e Beginning December 1 st: Review deadlines for summer internships
with state and federal government agencies.

e EndofDecember: Compl et e your r ®s um® dr aft
so already.

December 0 January:

e If you are returning to a hometown out-of-state during winter break,
consider working over the break or meeting with potential employers
for informational interviews to discuss summer employment while
you are at home.

« Evening Division Students: Meet with your CDO counselor to plan
strategy on obtaining legal experience on an evening
schedule. Telephone appointments are available (410-706-2080).

January:

« Research summer opportunities with small and mid-sized law
firms or public interest organizations. Meet with your CDO
counselor to devise job search strategies for reaching these
employers. 2Es this is the first best time to begin your transition
into obtaining legal experience. You are more marketable if you can
commit to a law clerk job from January to August, rather than for
one semester.

« Baltimore/DC Area Public Service Career Fair: Participate in
Interview Program and informational interviews for summer job
opportunities.

e Career Panels: Attend programs throughout the Spring in practice
areas that interest you.

February:
« UM/UB Public Interest Career Fair. Meet representatives from
government and public service organizations that recruit summer/
semester interns.

e« Tour the CDO Resource Library and surf the CDO webpage
www.law.umaryland.edu/career/career.asp

February 6 March :
o Firm Night Program for 1D/2E Students: Attend evening
receptions held at prominent local law firms and meet attorneys from
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the firm. Practice your oOnetworkingé

« Firm Night Orientation: Mandatory attendance for all participating
students. (An evening session will be held for Evening Division
students.)

« Summer Jobs Panel: Students talk about their summer experiences
and how they obtained their summer jobs and internships.
Begin reviewing the jobs database for summer employment postings
and submit résumés and cover letters before you start to study for
final exams.

April (Early):

June:

July:

« 1D/2E Orientation to Fall Recruitment: Preview which employers
will recruit your class next fall and pick up the registration and
summer contact forms necessary to participate.

e Judicial Internship Program: Find out how to apply for judicial
internships/Asper Fellowships for summer and during law school. If
you choose to do an Asper during the Summer, you can get Financial
Aid as long as you take at least six (6) credits. Please review the
summer course offerings and register for at least three more credits if
you want financial aid. Speak with the Financial Aid Office ASAP to
submit the necessary forms before the deadline.

e Begin reviewing the jobs database for summer employment postings
and submit résumé s and cover letters before you start to study for
final exams.

Beginning of May:
« Drop off your completed Fall Recruitment interview cancellation
policy at the CDO.

Note: If you will be studying abroad or living at a new address over the
summer, make arrangements with the CDO to have your Fall
Recruitment materials mailed to you at your summer location.

CDO counselors critique résumés submitted for review in May.
Carefully read the CDOO6s Gui de-lihecat Fal
www.law.umaryland.edu/career/career.asp.

e Research employers participating in the Fall Recruitment Program.

e Research employers participating in the Fall Recruitment Program.
e Bidding deadlines for Fall Recruitment Program

26

s kil

Re


http://www.law.umaryland.edu/career/career.asp

Job Search Time-Line for 2D/3E Students

May:
e Check with Director Briana Green about applying to judicial clerkship
opportunities and any changing application deadlines.

August:
o Early August : Fall Recruitment Program begins.

e« Mock Interviewing Program for students participating in the Fall
Recruitment Program.

« Fall Recruitment Program begins with the Off Campus Regional
Interview Program in various cities and Washington, DC Interviewing
Program at the St. Gregory Hotel, downtown Washington, DC.

« Interviewing Skills Workshop for students participating in the Fall
Recruitment Program.

September:
« Fall Recruitment Program continues with on-campus interviews.

e North Carolina Interview Program and New Hampshire Legal Job
Fair take place in mid-late September. Application deadlines are in
July.

e Application deadline fortheDepar t ment of Justiceds Hono
Summer Law Intern Programs.

e Check application deadlines for government/public service summer
internship programs.

« Meet with a CDO counselor to devise a job search strategy for employers
that are NOT participating in the Fall Recruitment Program but DO
recruit in the fall.

e Judicial Internship and Clerkship Program: Learn how judicial
internships/Asper Fellowships help you gain valuable legal experience
in the courts during summer and academic year. Also learn why you
should consider applying for post-graduate judicial clerkship
opportunities as an entrée to legal employment.
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October:

Fall Recruitment Program/OCI continues.

Equal Justice Works Conference and Career Fair in Washington, DC.
Speak with more than 200 employers from state and federal
government, non-profit and public interest organizations about potential
summer employment.

Job Strategies Program: learn how to conduct a summer job search for
small and mid-sized firms and public service employers that typically do
not participate in the Fall Recruitment Program but recruit during the
remainder of the academic year.

Start your targeted mailings to smaller and mid-sized law firms to find

unadvertised summer job opportunities.

Start monitoring the CDO jobs database for summer job and internship
opportunities (www.law.umaryland.edu/career/career.asp)

December-January:

Meet with a CDO counselor to begin researching summer job
opportunities.

January:

Baltimore/DC Area Public Service Career Fair: Participate in
Interview Program and informational interviews for summer job
opportunities.

Summer Jobs Panel: Hear how other students obtained their summer
jobs and internships.

February:

Jumpstart Your Job Search Program: Get more tips on target
mailings, informational interviews, and other ways to conduct a job
search for unadvertised summer job opportunities with small and mid-
sized firms, and internships with public service employers.

UM/UB Public Interest Career Fair. Speak with representatives from

state and federal government, non-profit and public interest
organizations about potential summer employment.
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March-April:

June:

July:

Nuts & Bolts of Fellowships: Learn how about a range of post-
graduate fellowship (employment) opportunities that can launch your
career in public service. Schedule an appointment with Director Teresa
Schmiedeler or Director Briana Green to discuss strategies on applying
for fellowships in your areas of interest.

Early April: 2D/3E Orientation to Fall Recruitment: Learn which
employers will be recruiting your class next fall. Pick up the registration
materials and summer contact form necessary to participate.

Beginning of May: Drop off your completed Fall Recruitment/summer
contact form if you are going out of the country and upload a
résumé to Symplicity for review. If you will be studying abroad or
living at a new address over the summer, make arrangements with the
CDO to have your Fall Recruitment materials mailed to you at your
summer location.

You must also turn in a signed interview cancellation policy in
order to participate in the Fall Recruitment Program.

CDO counselors critique résumé s submitted for review in May.

Evening Division Students: Meet with CDO counselors about
alternatives for obtaining legal experience as a law student, before you
graduate. Evening office hours and telephone counseling appointments
are available.

Set up an office or telephone appointment with Briana Green, Director
of Judicial Clerkships and Public Interest Programs, to prepare for the
judicial clerkship application process.

Reviewed résumé s are mailed to students with their Fall Recruitment
registration packets .
Research employers participating in the Fall Recruitment Program and

prepare to submit your registration materials to the CDO by the early
August deadline.
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*Tips for 2D/3E students:

e Check your school e-mail accounts regularly and watch the CDO bulletin
board for job announcements.

e Consider public interest opportunities and volunteer internships with
government agencies to gain legal experience throughout the year.

« Watch for Bench Matters , the e-mail newsletter about judicial internship
and clerkship opportunities.

« Meet with CDO counselors on an ongoing basis to assess your job search.

« Evening Division Students: Obtaining legal experience during law school
is critical to your job search success. Work with a counselor to devise your
job search plans.

Job Search Time-Line for 3D/4E Students

May:
« Make an office or telephone appointment with Director Briana Green to
prepare for judicial clerkship applications and applying for post-
graduate fellowship opportunities.

August:
o Early August : Deadline to register for the Fall Recruitment Program.
Send or drop off all registration materials to the CDO.

« Mock Interviewing Program for students participating in the Fall
Recruitment Program.

« Fall Recruitment Program begins with Off-Campus Regional
Interview Programs and the Washington, DC Interviewing Program
at the St. Gregory Hotel, downtown Washington, DC.

« Interviewing Skills Workshop for students participating in the Fall
Recruitment Pr ogr amo scarBmub intermiense, MD on

September:
o Fall Recruitment Program continues with on-campus interviews

e Meet with a CDO counselor to devise a job search strategy for
employers that are NOT participating in the Fall Recruitment Program
but DO recruit during the fall.

e Application deadline fortheDepar t ment of Justicedbs Hono
Check application deadlines for other government Honor Programs and
entry level attorney recruitment.
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e Judicial Clerkship Program: Learn why you should consider applying
for state post-graduate judicial clerkships as entrées to legal
employment after graduation. This program will take place in the spring
semester of your second-year of school.

« Early deadline for Maryland February Bar Exam 0 see the State Board
of Law Examiner s wwwwsourts.stdteonnd.ud)e €Cheeckl s (
application deadlines and requirements for bar examinations in other
jurisdictions at the National Conference o
(www.ncbex.org).

October:
« Fall Recruitment Program continues on-campus.

« Equal Justice Works Conference and Career Fair in Washington, DC.
Speak with more than 200 employers from state and federal
government, non-profit and public interest organizations about potential
post-graduate employment.

November:

« Job Strategies Program: learn how to conduct a job search for entry
level employment with small and mid-sized firms and public service
employers that typically do not participate in the Fall Recruitment
Program but recruit during the remainder of the academic year.

December:
« Late application deadline for Maryland FEBRUARY Bar Exam -- see
the State Board of Law Examinersd website
(www.courts.state.md.us).

January:
o Early application deadline for Maryland JULY Bar Exam -- see the
State Board of Law Examinersd website for
(www.courts.state.md.us). Check application deadlines and
requirements for bar examinations in other jurisdictions at the National
Conference of Board Examinersd website (ww

« Meet with a counselor to review your job search strategy and begin your
targeted mailings to smaller law firms for entry level job opportunities.

o Pick up your Graduation Kit containing information about graduation
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requirements and activities, the Graduate
Employment Survey, and resources for jobseekers.

February:

« Jumpstart Your Job Search Program: Get more tips on target
mailings, informational interviews, and other ways to conduct a job
search for unadvertised entry level job opportunities with small and
mid-sized firms, and public service employers

« UM/UB Public Interest Career Fair. Speak with representatives from
state and federal government, non-profit and public interest
organizations about potential post-graduate employment.

March:

e Nuts & Bolts of Fellowships: Learn how about a range of post-
graduate fellowship (employment) opportunities that can launch your
career in public service. Schedule an appointment with Director
Teresa Schmiedeler or Director Briana Green to discuss strategies on
applying for fellowships in your areas of interest.

April:

e State Board of Law EXx alearmiowdodWrierao gr a m:

Passing Bar Essay, ask examiners about the examination process.

« Beginning of May: Return your completed Graduate Employment
Survey to the CDO. Jobseekers: Sign up for the CDO Résumé Bank
and receive job announcements via e-mail.

o Late application deadline for Maryland JULY Bar Exam -- see the
State Board of Law Examinersdé website
(www.courts.state.md.us).

June
e Good luck studying for the bar exam!

« CDO Barbecue Study Break for graduates. Get a free bite to eat while
advancing your job search by meeting representatives from legal
placement agencies.

July:
e Bar exam.
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« Continue monitoring the CDO jobs database for entry level attorney
opportunities.

Tips for 3D/4E students

« Meet with CDO counselors throughout the year to assess your job search.

e Plan to pursue a range of entry level job opportunities, including post-
graduate judicial clerkships and fellowships.

e Check your school e-mail accounts regularly and watch the CDO bulletin
board for job announcements.

« Watch for Bench Matters , the e-mail newsletter about judicial internship
and clerkship opportunities.

e After Graduation: Stay in touch with the CDO and continue to monitor
your student e-mail accounts for ongoing job and judicial clerkship
announcements.

Watch for these programs during the academic year:

e Professional Development Programming

e Job Search Skills Programs

e Attorney and alumni career panels 0 learn about legal practice and
network with panelist.

« UM Washington, DC alumni reception (March) -- networking event.

e« ABA Annual & Mid-Year meetings (August and February) & free to attend,
great networking forums for job-seekers.
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CDO Services for Students

A. Career Counseling

The Career Development Office (CDO) provides students with one-on-
one career counseling with the members of our staff. This counseling includes
job search strategy, review of résumé s and job search correspondence, mock
interviews and reference selection. The counselors can also provide students
with an avenue to discuss job offers and make sound decisions throughout
the process. You should get to know the staff in our office and see a counselor
throughout the different stages of your job search process.

B. Skills Workshops and Programs

The CDO offers a variety of different types of programs ranging from job
search skills to professional development and specific practice area
information panels. These workshops and presentations are advertised in the
CDO Update, on our bulletin boards on the first and second floors and on
easels in the main lobby. You will also receive e-mails about specific events
and see announcements on the Symplicity homepage.

The CDO also co-sponsors many programs with student groups
throughout the year. These programs often include bringing in outside
speakers and focusing on specific topics including professional development,
judicial clerkships, government practice and private sector practice. We also
host programs on a variety of areas of the law including antitrust,
international law, and public interest.

C. Interview Programs

The Mock Interview Program is held every August and enables
students to gain valuable interviewing advice from practicing attorneys prior
to the Fall Recruitment Program. We bring alumni and attorneys from
Washington, DC and Baltimore, MD law firms to the law school to conduct
mock interviews and give feedback to students. This program is usually held
in mid-late August.

The Fall Recruitment Program provides students with an opportunity
to interview with employers both at the law school and throughout the nation
at our regional interview programs. We also conduct interviews in mid-August
in Washington, DC. These employers are predominately looking for second-
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year students to fill their summer associate programs and ultimately to make
permanent offers of employment to students who participate in the summer
program. Some of these employers will also be looking for third-year students
for permanent associate positions. While the majority of the employers in the
program are larger law firms, there are also many government agencies, public
defenders and prosecutorial offices that participate. It is important to
carefully check through all of the programs to see which employers will be
participating in the Fall Recruitment Program.

The Fall Recruitment Program is very structured and organized and it is
essential that you follow the process as described below to be successful in
the program.

1. Students obtain a password from the CDO to access to our 2
Symplicity sites, which are our web-based recruiting systems for
on-campus interview programs (UMD Symplicity) and regional |
interview programs (NLSC Symplicity).

2. In mid to late July, students upload their résumé s, cover letters,
writing samples and transcripts into Symplicity and bid (apply) for
employers in which they are interested.

3. Employers review student application materials and select those
students they wish to interview.

4. Employers contact the CDO with the names of the selected inter-
viewees. The CDO, through email and Symplicity notify students
that they have been selected by the employers.

5. Students who are notified choose a convenient time for an inter-
view on the employerds interviewing sch

Most of the employers that participate in this program are very credential-
driven and weigh academic excellence as the primary criteria for granting
interviews, as well as journal and skills boards. Employers also look at
previous work experience in addition to grades.

In additiontothe Fa | | Recruitment Programds interyv
Collection and Direct Contact opportunities are available to students.
Résumé Collections: The Career Development Office also collects résumés
through Symplicity similarly to the way that was described above. However,
these employers do not always come to campus and contact students directly
for interviews outside of the above process. Many of these employers are
located outside of the Washington, DC/Baltimore area.

Direct Contacts: These are employers who have requested that their
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positions be posted as a job posting in conjunction with the Fall Recruitment
Program. You will find these employer posting in Symplicity in the Jobs
section.

Regional Interview Programs

These programs provide students with an opportunity to apply and
interview with employers in geographic areas outside of the Washington, DC/
Baltimore area. We also try to target many employers who are unable to
conduct interviews through our on-campus program. Students participating
in these programs are responsible for their own travel, accommodations and
other personal expenses associated with the program. These programs fall
under the same interview cancellation policy as the rest of Fall Recruitment
and résumé s submitted for these programs are an agreement that should you
be selected for an interview, you will attend the program.

National Law School Consortium Programs: Our law school has
recruited seven other top ranked public law schools to form the National Law
School Consortium (NLSC). We host a separate NLSC Symplicity site as a
group and the process for application for this program is identical to the Fall
Recruitment Program, but through a separate log in and password. For 2008
we will host NLSC programs in Philadelphia, New York, Chicago and other
cities to be announced later in the spring semester.

North Carolina Interview Program and New Hampshire Legal Job
Fair: These programs are similar to the above mentioned programs and you
will apply in the same fashion. These programs provide students who are
interested in Charlotte and Raleigh, NC as well as New England States with an
opportunity for employment interviews in those cities.

Equal Justice Works Career Fair and Conference

This is an annual event sponsored by Equal Justice Works
(www.equaljusticeworks.org). The Career fair is the largest public interest
career fair of its kind and traditionally over two hundred public interest and
government employers attend and interview students. It is usually held in mid
-to late-October in the Washington, DC metro area. The Career Development
Office will send information to students about the registration and interview
application process. Second-and third-year students are eligible to apply for
open positions at organizations and first year students are invited to attend
the conference programming and participate in the table talk portion of the
fair.

Greater Washington, DC/Baltimore Public Service Career Fair
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Hosted by six area law schools and the Federal Bar Association, The
Annual Greater Washington, DC/Baltimore Public Service Career Fair
typically occurs on the last Friday in January and takes place at the George
Mason University School of Law in Fairfax, VA. It offers law students an
opportunity to learn about participating organizations and agencies and
possible summer and post-graduate positions available at their offices. The
fair allows students to develop their job search strategies and interviewing
skills, and gives employers the chance to meet talented students seeking
public service careers. Past fairs have attracted more than 100 employers and
400+ students and graduates. Students will receive information from the
Career Development Office about the career fair and registration. It is open to
first-, second- and third- year students for both formal interviews and table
talk.

University of Maryland School of Law/University of Baltimore School of
Law Public Interest Career Fair

The program is hosted by both schools and takes place in Baltimore in
early March. Public interest organizations are available to talk to students
about open summer and school year internships and collect résumé s from
students. It is open to all students at UM and UB.

D. Job Postings

Symplicity is our job postings database. Students and Alumni have
access to the postings in the Jobs section of Symplicity. You can also view
postings and customize O0search agentsdé to aut
and specify your criteria. Students will receive a welcome email along with a
password and log in information after December 1st. To access Symplicity
click on the link on the CDO website. If you are having trouble logging in or
have password problems, please contact Recruitment Coordinator Terri Goode
at careerdv@law.umaryland.edu or 410-706-2080. For more information on
the Symplicity job postings go to the back of the manual.

Binders are also kept with Alumni Newsletters from other law schools
as well as other information that lists postings. We advise that you check our
library as well as view the postings on Symplicity.

E. Asper Fellowship Program

The University of Maryland School of Law Asper Fellowship Program
offers opportunities for law students to obtain credit for supervised law-related
work with state and federal judges and with attorneys employed by
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governmental and not-for-profit organizations. These fellowships, named in
memory of the late Professor Lewis D. Asper, are intended to expose students
to the practical workings of the legal system and to help students develop
insights into the process of judicial decision making or the skills and values
required for the practice of law. Through this exposure, students should have
the opportunity to enhance their legal writing skills. The Program is open to
all students after their first year of law school.

M. Teresa Schmiedeler is the Asper Administrator responsible for the
overall operation of the Program. Under the revised Policy Statement, each
student must obtain approval for his or her Asper Fellowship. Students may
not earn credit for an Asper unless a full-time faculty supervisor approves the
student's placement and is satisfied that the student's experience meets the
objectives of the Program. To be considered, an Asper Faculty Approval form
must be submitted at least one week before the first day of the semester in
which the student wishes to undertake the Asper Fellowship. Students
interested in doing an Asper Fellowship are advised to contact Teresa
Schmiedeler before submitting the faculty approval form and registering for
the class.

A student may undertake only one (1) Asper during law school. Students earn
three (3) credits during one semester on a credit/no credit basis. Students are
required to devote 140 hours during the semester to their Asper placement (10
hrs./wk per semester or 20 hrs./wk during the summer session, or on a
schedule mutually acceptable to both the student and the Asper placement).
Before the Asper placement begins, the student shall submit to the faculty
supervisor a brief statement of the student's educational goals for the Asper
placement. Students will meet with their faculty supervisor at least three
times per semester and they are also required to submit monthly written
reports (3-5 pages) to the faculty supervisor outlining work performed by the
student.

Furthermore, students participating in the Asper Program in the fall
and spring semesters are required to attend at least six (6) of the classroom
sessions conducted by the Asper Administrator. Classroom sessions would
include presentations by practicing attorneys and judges, generally selected
from among the Asper field supervisors, followed by discussion of the
presentation and its relationship to the students' field experiences. Students
participating in the Asper Program in the summer semester are required to
participate in on-line discussions (approximately six on-line discussions total)
conducted by the Asper Administrator. Summer Asper Fellows will be provided
with Reading materials to supplement the on-line discussions.

At the conclusion of the semester, each student will be required to submit to
both the Asper Administrator and their faculty supervisor a reflective paper (5-
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8 pages in length) evaluating the Asper experience and its contribution to the
student's legal education. These reviews will be used by the Administrator as
part of the evaluation of the field placement.

If you are interested in finding an Asper placement, please contact either
Teresa Schmiedeler at tschmiedeler@law.umaryland.edu, or LaShea Blake at
Iblake@law.umaryland.edu.
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F. Reciprocity Policy

1. Reciprocity will be granted to ABA-accredited law schools outside the state
of Maryland on a one-to-one basis. Therefore, we will allow one non-Maryland
third-year student or graduate to use our office for every Maryland third-year
student or graduate who uses the Career Services Office of the requesting law
school.

2. Requests for reciprocity services must be made by a Career Services official
of the requesting law school. Requests may also be faxed or sent via e-mail.
Please provide the dates the student/graduate plans to visit. Additionally,
please provide your student/graduate with copies of our written response. The
individual must wait for a copy of our written response before contacting this
office. If reciprocity is granted, the individual must bring a copy of the
letter when visiting and check in with the Reciprocity Coordinator upon
arrival.

Reciprocity privileges will be granted for 1 month and may be renewed
twice during an academic year.

Reciprocity is granted from the date the Career Development Office
responds to the letter of introduction sent by the requesting law school.
Reciprocity is not available during the period of July 31 through
December 1. During this period, use of the Career Development Office is
reserved for students and graduates of the University of Maryland School of
Law.

Reciprocity includes access to the Career Development Resource Library
and access to current job posting binders. If reciprocity has been granted
by this law school, the individual may not request reciprocity from or
use the services of the University of Baltimore School of Law Career
Services Office during the period of reciprocity.

6. When responding to notices found in Career Development, individuals are
required to state in cover letters to employers that job listings were obtained
through a reciprocal agreement with the individual's law school and the
University of Maryland School of Law.

7. The following services are not available as reciprocity privileges: on-
campus interviews, réesumé referrals, access to blind postings, or counseling
services.

8. Career Development may deny privileges to any individual who misuses its
facilities or services, or to any law school surpassing a reasonable number of
reciprocity requests within any academic year.
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Application Materials

A. Résumé Writing, Examples and Editing Tips

Creating a professional résumé is the initial step in the job search
process. There is not a single correct résumé form. There is, however, an
expectation and preference within the
résumé should include certain information, and that the information is
presented in a uniform order. Within this general structure, a résumé can be
personalized to highlight particular qualities and convey an individualized
summary of experience. Typically résumés should be one page. Two page
résumés are acceptable in some cases where a student has significant past
experience and accomplishments relevant to the positions sought. Three page
résumes are not acceptable. If you think your experience warrants a two page
réesumé , please see a counselor for clarification and advice.

Regardless of the particular format and style, a résumé has certain
essential characteristics that will positively influence any résumé reviewer. To
create an effective résumé, keep in mind the guidelines outlined below:

AUDIENCE:

Keep your audience in mind. Who are the people who will be reviewing
this document (such as lawyers, public advocates, corporate executives, etc.)?

OA r®sum® is a promotional pi ece. I
al beit true, picture of you. ltds supp

get you through the door, where Yy uytel |
Walton, Kimm, Guerilla Tactics For Getting the Legal Job of Your Dreaifise BarBri Group, Chicago, IL
E1 9 yQotingDebra Fink, Case Western Reserve Law School.)

RESUME STYLE:

Design a well-organized, uncluttered, easy-to-read résumé. Choose the
réesumé style and format that works best for you and that you would feel
comfortable presenting to these individuals. Examples of acceptable layouts
are included in this Manual.

Print the résumé on good quality paper--professional traditional
stationary (plain, laid, or linen weave paper, of very pale gray, ivory, or white
color). Avoid darker gray or tan paper and paper that has any speckles or
flecks in it. Often an employer will make a copy of your résumé for a
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colleague to review and these papers copy poorly. Cover letters, thank you
letters, reference lists and envelopes should match your résumé.

Use indentations, boldface type, underlining, and upper- and lower-case
lettering interchangeably to create a clean crisp format that is easy to read.
Use italics for magna cum laude , and for publications (i.e., Maryland Law
Review, The Business Lawyer , or the titles of your own publications such as a
senior thesis, law review note, and article). When you are using these tools, be
sure to be consistent throughout the document.

RESUME FORMAT AND SUBSTANCE:

Many résumé formats exist, but only two are generally accepted in the
legal profession. They include a reverse chronological (historical) format and a
functional (qualitative) format. Examples of these are available at the end of
the résumé section.

In creating a reverse chronological résumé, which is the most

commonly used format keep the below tips in mind.

e Itis the preferred résumé style

« Content arranged in reverse chronological order

e« Most effectively used by those who have established or are establishing
credentials within a particular field, or whose credentials show career
growth and direction within one particular employment environment

e Should not merely detail history of employment and education

e Narrative statements should emphasize skills and accomplishments

« Devote more space to recent positions

o Fully describe positions most supportive of your career decision, i.e., legal
work or legally related work

e Avoid excessive repetition in detail and substance

If you plan to use the functional résumé format, keep the following
tips in mind.

« Emphasize abilities over work history by organizing information according
to skill possessed, results accomplished, contributions made, or functions
successfully performed.

e Best used by a person changing careers who possess little or no experience
supportive of their present goals, have time gaps or inconsistencies in work
experience, have been out of the labor market for a considerable length of
time

e Selection functions describing job related abilities

e List functions in order of importance and relevance to career direction

e Maintain emphasis toward accomplishments and achievement while
illustrating specific abilities
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Create a document that conveys a sense of who you are as a person and as a
potential lawyer. Use concise, strong, active, descriptive language. (Do
not use narrative form.)

Résumé action verbs:

Administered Authored Completed Coordinated
Demonstrated Drafted Facilitated Implemented
Investigated Marketed Negotiated Presided

Remember, a résumé is also an example of your writing capabilities.
Consult books on résumé writing to assist you in choosing the best
verbiage. A list of action verbs are provided in Appendix A.

IMPORTANT: Your résumé is always a work in progress.

e Read the materials in the CDO resource library on résumé writing
to improve the effectiveness of your résumé.
e« Have a CDO Counselor review your résumé.
e Be open to criticism, suggestions, and advice.
e Dondt be defensive about the | ayout and
« Remember your résumé presents you to employers and it is
important to tailor the content to the perceptions of others, rather
than to your own subjective tastes.

All information printed on you résumé must be verifiable. See Honor Code
information in the beginning of the manual.

RESUME CATEGORIES
A comprehensive résumé includes the following components:

IDENTIFICATION: Name, address, and home telephone number(s).

Optional: fax number and e-mail address.

This section includes all information necessary for a prospective employer to
contact you. Generally, t heofrfamewidm a rp®s wnn
that is different from that used throughout the résumé. Otherwise, the style

and format of the identifying information is a matter of taste, provided it is

clear, easy to read and visually and spatially balanced.

You should include your current local address. However, you should include

your oOPermanent Addressdé (when it i's fput side
and only if, you want to convey to a prospective employer that you have ties to

your permanent address area and are interested in returning to it.
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EDUCATION: Expected degree and other earned degrees. This section
includes expected and earned degrees, and must be presented in reverse
chronological order (from most recent to oldest position). You should also
consider including grade point average (GPA), class rank, as well as other
education-related experiences.

Degrees: It is appropriate to write out Juris Doctor, Master of Arts, Master of
Science, Bachelor of Science, Bachelor of Arts, etc., or to abbreviate J.D.,
M.A., M.S., B.S., B.A., respectively. Be sure to use a consistent format
throughout the résumé. Include all important academic honors, awards,
extracurricular activities and community service. Leadership activities related
to school should be grouped under each respective school listing.

Please note you are enrolled in a J.D. degree program and J.D. is the
abbreviation for Juris Doctor. It is NEVER correct to refer to your
degree as a Juris Doctorate or a Jurist Doctorate.

Example: University of Maryland School of Law, Baltimore, MD
J.D. anticipated, May 2005 or J.D. Candidate, May 2005
GPA: 3.01 Class Rank: Top 25%
The Business Lawyer
Moot Court Executive Board Member
Awards: American Jurisprudence Book Award for
Contracts
Activities: Environmental Law Society

Reporting Cumulative Grade Point Average (GPA) on a Résumé:

GPA information is provided by the Office of Registration and
Enrollment (OR&E) at the School of Law. On your résumé, you can represent
your GPA numerically or as a letter grade, or both. However, if you report the
GPA numerically, you must use the exact information reflected on your official
transcript, carried out to the second decimal point (see example). See Section
I: Honor Code.

You will receive your grades from the Office of Registration and
Enrollment . Questions regarding grades may be directed to OR&E (Suite 208,
410-706-2045, http://www.law.umaryland.edu/ore.asp). Note that the OR&E
at the law school is not the source for ordering transcripts, nor does the
computer-generated grade report you can obtain via the Student User Friendly
System (SURFS) substitute for an official or unofficial transcript. See the
example at the end of this section; e.g. Appendix B. Official transcripts may be
ordered online from the OR&E via the SURFS webpage.sweb.umaryland.edu).
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To Determine Your Letter Grade GPA:
Consult the chart listed below. If you have any additional questions contact
the Office of Registration and Enrollment.

You are not required to indicate the 4.33 grade scale with your numeric GPA
but if you do choose to report the grading scale you must use 4.33 NOT 4.0.
(GPA 3.84/4.33 or just 3.84). It is extremely important that you represent
your GPA accurately on your resume and other documents you may submit to
employers. Any error in reporting your grades will be perceived negatively by
employers. Moreover, any inaccuracy regarding your grades may be construed
as a misrepresentation of your credentials, which may result in an Honor
Code violation.

GPA Range Letter Grade
4.17-4.33 A+
3.84-4.16 A
3.50-3.83 A-
3.17-3.49 B+
2.84-3.16

2.50-2.83

2,177 2.49 C+
1.847 2.16 C
1.507 1.83 C-
1.17 - 1.49 D+
0.8471 1.16 D
0.5071 0.83 D-
Below 0.50 F

Reporting Class Rank on a Résumé:

Class rank information is provided and verified by the School of Law's Office of
Registration and Enrollment. Class rank may be represented by displaying the
numeric ratio of your rank with the number of students in your class (ex.
17/282). Or you may use the rank percentile (ex. Top 6%). Or you may use
both: 17/282 (Top 6%).

Be sure that the rank percentile is calculated correctly and is rounded up or

down to the nearest whole percentage (see the formula below). Additionally,
record on your résume the exact percentage as calculated, as opposed to the
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nearest "grade cut-off' point (ex. 17/282 should be recorded as Top 6%, not
top 5% nor top 10%). As a

reminder, please note, as is the case with GPA reporting, errors in reporting
your class rank may be perceived as a material misrepresentation of your
credentials.

Example:
Calculating Rank Percentile:
Student X is number 17 of 282 students in the class (17/282).
17 divided by 282 = .06028
Move the decimal point to the hundredth place (two spaces right) =
6.028
Round 6.02 to 6, or 6% (< .5, round down; >.5 round up).

Reporting Grades as a Transfer Student:

Use the o0Sample R®sum® for Transfer Student s
update your résumé and represent your transfer status. Notice that you can

put your most recent cumulative GPA from your previous law school on your

réesumeé but it must be listed under that law school, not under the University

of Maryland School of Law.

You can also list under your previous law school any honors you earned while
attending that school. Note that if you were successful in petitioning to join a

l aw journal and were oofficiallyod6 selected,
you were oOinvitedo or 0selecteddé6 to partici
résume). The same follows regarding Moot Court. However, you CANNOT

simply list the law journal or Moot Court on your résumé because it implies
that you were actually involved in those activities at your previous law school.

EXPERIENCE: Include all professional work experience, including paid,
volunteer, part-time, and full-time experience. Also includes legal clinics,
internships and clerkships.

In reverse chronological order, describe full-time work, part-time work,
internships, clinical or volunteer experience. The EXPERIENCE category
communi cates a sense of an applicantds skill
Job descriptions should be concise and written in short phrases beginning

with strong, clear, action verbs.

Describe past experience using past tense verbs, and current experience using
present tense verbs. Describe the level of responsibility and, if applicable, the
extent of experience with specialty areas of law, legal writing and research. If
relevant or significant, include specific awards.

46



It is unnecessary to include job descriptions for all jobs, such as those for
which the responsibilities are likely to be clearly understood from the title. Do
include, however, a job description where your responsibilities differed from
the norm. Also, include job descriptions for senior-level jobs, and for all jobs
related to specific positions for which you are applying.

Sample Experience Descriptions:

Federal Government:
Analyzed Environmental Agency Impact Statements. Prepared reports used
for formulating interrogatories. Analyzed and developed areas for expert
testimony. Conducted related legal research, including an investigation of
agency grievance procedures.

Private Law Firm:
Researched and drafted legal memoranda and briefs, with emphasis on
contracts, torts, real estate and insurance law. Drafted pleadings and
motions. Interviewed clients and handled inquiries.

Prepared legal memoranda and researched substantive legal issues in
international trade, trade regulation, patent, trademark, and copyright law.
Drafted legal documents for use in litigation. Assisted in preparation for
litigation before federal courts. Monitored congressional and federal
agency actions affecting client's interests.

Public Interest Organization:
Represented clients in all phases of civil and criminal litigation.
Concentrated on issues related to the elderly including social security,
medi cai d/ medi care, workers® compensation an:ct

Clinic:
Assisted prosecutor in criminal and regulatory offenses including
arraignments, status hearings and probation. Represented the State in
trials, deposition proceedings and plea bargaining.

Military Experience:
Managed claims resulting from personal injury and property damage.
Provided legal assistance to military service personnel on a wide range of
personal matters.

PROFESSIONAL LICENSES AND CERTIFICATIONS

Certified Public Accountants, Licensed Real Estate Brokers, Medical Doctors,
Architects and other professional licenses and certifications should be
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identified in this area. You must include the year of licensure or certification,
as well as the states in which you are licensed.

NON-LEGAL PUBLICATIONS
Publications should be listed in reverse chronological order based on the

publication date. Citations of such articles, books, etc., should be in proper
Blue Book form.

GENERAL TIPS FOR PREPARING RESUMES

Preparation Suggestions:

1. DO NOT include the following information on a legal réesumé:

a. career objective or summary of qualifications;

b. the word "I";

c. employer street addresses and telephone numbers as part
of job description; or

d. marital status, age, height, weight, national origin, health,

or any other data on which is it unlawful to determine
employment hiring decisions.
Do not use binders, folders, or paper longer than 8 %2 " x 11".
Be concise and succinct. Edit unnecessary words.
PROOFREAD, PROOFREAD AND PROOFREAD AGAIN! Carefully
review the résumé, checking spelling and grammar (punctuation,
format, appropriate verb tenses, sentence structure). Do not rely
solely on the oO0spell checké feature.
5. Have your résumé critiqued by a counselor. Be open to advice
and constructive criticism.

PON

Printing Suggestions:

Because your résumé will need to be updated regularly, it is not
advisable to spend a lot of money on résumé printing. Laser printers
produce excellent quality résumés. Type-setting is unnecessary and
expensive. Copy services such as Kinko's, Office Depot, and Staples are
inexpensive resources for résumé photocopying.

Résumés and cover letters should not be photocopied on law school

copiers. The copies are generally not sufficiently clear and do not appear
professional.
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It is important that you start your bullets and descriptions off with key
action verbs that highlight your tasks. Below is a sampling of action verbs to
get you started.

OACTI ON VERBSO

DECISION-
MAKING MANAGEMENT CHANGE
approve execute modify
require approve upgrade
decide direct Create
test change stimulate
accept organize improve
authorize meet compare
terminate establish design
manage make assist
activate evaluate establish
solve evaluate

plan

adjudicate

analyze
SUPERVISION ADMINISTRATION
foster purchase
train requisition
supervise assign
interview discharge
exercise display
delegate administer
encourage supply
counsel procure
assess secure
develop justify
employ engage

critique process
demonstrate

TRANSFERABLE LEGAL SKILLS:

ACTIVITY AUDITING
negotiate review
cooperate analyze
represent report
coordinate conclude
publicize change
strengthen render
guide anticipate
consider
compare
assemble

COMMUNICATION

write

interpret

inform

interview

promote

maintain

testify

employ

appraise

recruit

screen

report

market

It is important that you convey to employers the skills you have to do
the job. These skills do not always need to be obtained through another legal
Think about your past experiences and what skills you learned
from them. Many skills are universal and can be applied to the legal
profession. For example, working as a waitress can teach you the ability to
multi-task, handle difficult clients and provide excellent customer service.

experience.
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These are all qualities employers look for in a candidate. It may be helpful to
fill in the boxes below when you are trying to write your résumé and draft your
cover letters.

p—_n

SKILLS RELATED TO JOB EXAMPLES OF SKILLS
COMPETENCE: USED:

Analytical Thinking/Logic
Research
Writing/drafting
Communication
Decision-making

Problem solving

Time management
Supervising/Management
Independent work/thinking
Teamwork

Attention to detail
Multi-tasking

Negotiation

Strategizing

| """

The above box focused on skills related to job competences and the ability to
complete the required skills to succeed at the job. However the mechanical
skills to complete the job is not all that is required. You must also possess
personality traits that allow you to complete the job. On the next page is
another box with skills related to personality. Completing this box will be
helpful when you write your résumé and prepare for an interview.
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SKILLS RELATED TO EXAMPLES WHERE YOU HAVE
PERSONALITY: USED THESE TRAITS:

Creativity
Persuasiveness
Resourcefulness
Adaptability
Reliability
Responsible
Trustworthy
Self-motivated
Patience

Conscientiousness
Composed under pressure
Diligence

Self-disciplined

Fair

Versatility

RESUME EDITING TIPS:

As you gain more experience you will find it increasingly difficult to get
it all on one page. However, making the font tiny and the margins small is not
the best way to make it all fit. In fact it makes it hard on the reader and they
are less inclined to spend time reading your résumé . In this section we will
provide some valuable editing tricks and tips to help you make it all fit and
still have an excellent and readable document.

o Prioritized Eliminate or shorten less relevant jobs or experiences. The
most recent, most relevant experience, should have the most space.

e Re-organized Try to present the information in a different manner. Use
bullets instead of narrative paragraphs, put headings in the middle instead of
on the side.

« Use word processing editing tricksd Microsoft Word has many fonts,
spacing and other functions that can be used to fit the same information in
less space (beyond just smaller margins and fonts).
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Appearance of your résumés is important, so you should use editing tips to
enhance the appearance and look of your résumeé . It is very important that
your réesumé flow and that all of the material is in a consistent format. Below
are a few editing tricks to help you.

o Creating a separation line between your contact information and Education
section helps with the formatting but instead of just inserting an auto shape
l ine go to OFor mat o, t hen oOoOBordersdé an
select the type of border you would like. In the preview section make sure you
choose the option to underlining only the paragraph and not the whole page
and then click OK.

e Shrink the space between entries on your résumé by changing the font size
to 5 point on the lines without text.

Use tabs and the ruler at the top of the document to line up information on
both the left and right margins.
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EXAMPLE OF A STUDENT RESUME USING REVERSE CHRONOLOGICAL ORDER:

JOANNA H. PARK
777 Elm Street 1 Lawdrlelll, TMD h2p2a2 X2 013 @Gua

EDUCATION

UNIVERSITY OF MARYLAND SCHOOL OF LAW , Baltimore, MD
Juris Doctor Candidate, May 2007

e Maryland Public Interest Law Program, Treasurer

e Maryland Law Reviewylember

UNIVERSITY OF PENNSYLVANIA , Philadelphia, PA
Bachelor of Arts, English, May 2004
e Senior Honors Thesi s: The Use of Adventur

EXPERIENCE

UNIVERSITY OF MARYLAND SCHOOL OF LAW CLINICAL OFFICE , Baltimore, MD
Student Attorney Spring 2005
e Represented clients with HIV/AIDS in a variety of health and family law matters.

e Drafted pleadings on a variety of criminal matters.

e Attended adjudicatory hearings at the Juvenile Justice Center in Baltimore City.

CIRCUIT COURT FOR MONTGOMERY COUNTY , Rockville, MD

Judicial Intern, The Honorable William Myth June 2005 - August 2005

e Assigned to Civil docket including complex civil litigation , class actions and mass tort cases.

e Researched substantive and procedural legal issues and observed court proceedings.

e Drafted judicial orders and memoranda in a workers compensation appeal and a post conviction
petition.

GAITHERSBURG COMMUNITY POOL , Gaithersburg, MD

Swimming Instructor Summers 2000 - 2003
e Taught swimming lessons to a variety of elementary aged children.

e Assisted swim team coach with coordination of practices and meets.

e Ensured the safety of swimmers.

PROFESSIONAL AFFILIATIONS
e Maryland State Bar Association (MSBA), Student Member
e MSBA Delivery of Legal Services Section, Student Member
e CLE: Nursing Home Negligence and Public Benefits, MICPEL, October 2004
COMMUNITY SERVICE

e Tutor homeless children at local shelter, 2002 to Present
e Holiday Volunteer, Bright Oaks Retirement Community, 1997-2000

0alr )y | 5a5e
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EXAMPLE OF TRANSFER STUDENT RESUME USING REVERSE CHRONOLOGICAL
ORDER:

LINDA T. HOURIGAN
87 Main Street 1 Cof5umiila, hdDr22d52@uima4 ¥ 0

EDUCATION

UNIVERISTY OF MARYLAND SCHOOL OF LAw, Baltimore, MD

J.D. Candidate, May 2007

Transferred from: Syracuse University College of Law, Syracuse, NY
GPA: 3.21; Invited to join Syracuse Law Review
William H. Colby Scholarship Recipient

UNIVERSITY OF MARYLAND , COLLEGE PARK, College Park, MD
B.A., Political Science, May 1993
GPA: 3.5

EXPERIENCE

SYRACUSE UNIVERSITY COLLEGE OF LAwW, CLINICAL LAW PROGRAM, Syracuse, NY

Student Attornefimmigration Clinic, Summer 2004

e Represented persons seeking asylum before U.S. Immigration and Nationalization Service and
administrative law judges.

e Prepared asylum claims involving: extensive client interviews at an INS detention facility, investi-
gating facts on legal issues, writing memoranda, and appearing at asylum interviews before INS
adjudicators.

NATIONAL GEOGRAPHIC, INC., Washington, DC

Government Contracts Administrat@tugust 1997 1 July 2002

e Negotiated contracts, grants and cooperative agreements in conjunction with general counsel.

e Monitored institutional proposal process
involving bilateral donors.

e Worked with general counsel to develop and update subcontracting templates.

e Supervised three administrative staff.

MARYLAND DEPARTMENT OF COMMERCE , Annapolis, MD

Analyst November 1995 - July 1997

e Developed and implemented a contract tracking system to monitor annual statewide allocation of
$275 million in Housing and Urban Development and Department of Labor funds.

e Processed sub-grantee contracts.

SIMPSON CONSULTING, INC., Baltimore, MD

Clerk, August 1993 - October 1995

e Prepared feasibility Studies of local housing markets. Coordinated with local and state housing
agencies to compile reports on bond-financing approval process.

LANGUAGES SKILLS
e Fluent in Spanish
¢ Basic Knowledge of French

and.

and
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EXAMPLE OF A STUDENT RESUME USING FUNCTIONAL FORMAT:

JOANNA H. PARK
777 Elm Street 1 Lawdrlelll, TMD h2p2a2 X2 013 @Gua

EDUCATION

UNIVERSITY OF MARYLAND SCHOOL OF LAW , Baltimore, MD
Juris Doctor Candidate, May 2007

e Maryland Public Interest Law Program, Treasurer

e Maryland Law Reviewylember

UNIVERSITY OF PENNSYLVANIA , Philadelphia, PA
Bachelor of Arts, English, May 2004
e Senior Honors Thesi s: The Use of Adventur

LEGAL EXPERIENCE

UNIVERSITY OF MARYLAND SCHOOL OF LAW CLINICAL OFFICE , Baltimore, MD
Student Attorney Spring 2005
e Represented clients with HIV/AIDS in a variety of health and family law matters.

e Drafted pleadings on a variety of criminal matters.

e Attended adjudicatory hearings at the Juvenile Justice Center in Baltimore City.

CIRCUIT COURT FOR MONTGOMERY COUNTY , Rockville, MD

Judicial Intern, The Honorable William Myth June 2004 - August 2004

e Assigned to Civil docket including complex civil litigation , class actions and mass tort cases.

e Researched substantive and procedural legal issues and observed court proceedings.

e Drafted judicial orders and memoranda in a workers compensation appeal and a post conviction
petition.

UNITED STATES CONGRESS, Washington, DC

Intern for The Honorable John Warner Summer 2002

Tracked legislation and updated the Congressmen Warner on a developments.

COMMUNITY EXPERIENCE

GAITHERSBURG COMMUNITY POOL , Gaithersburg, MD

Swimming Instructor Summers 2002-
2005

e Taught swimming lessons to a variety of elementary aged children

e Assisted swim team coach with coordination of practices and meets.

o Ensured the safety of swimmers was met.

PROFESSIONAL AFFILIATIONS

e Maryland State Bar Association (MSBA), Student Member
e MSBA Delivery of Legal Services Section, Student Member
e CLE: Nursing Home Negligence and Public Benefits, MICPEL, October 2004

0alr )y | 5a5e
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B. Cover Letter and Job Search Correspondence

The cover letter is as critical to the job search process as the résumé. It is the
only professionally accepted tool used to introduce you to potential employers
and to communicate directly with an individual employer. You should always
include a cover letter with a résumé when applying for a position or
responding to an advertisement, even when it is not expressly requested. The
cover letter is the tool that allows you to address qualifications that
specifically match a particular position. A cover letter:

e« Should be typed and, to the extent possible, tailored for a particular
position;

e Should be addressed to an individual rather than to "Dear Hiring Attorney"
or 0To Whom It May Concernbo;

e Should focus upon, and request, a particular outcome such as an
employment interview or an informational interview;

e Should not be sent via facsimile unless the employer specifically asks you
to do so or you can not make an application deadline otherwise.

e Should be error-free. Typographical and grammatical errors are usually
deadly. Run spell-check on your document, but do not rely on it solely, as
it will not detect all errors; proofread carefully and have someone else read
it.

FORMAT

Use standard business format in all correspondence with employers. Be sure
the employer 6s ndihd isiadawdiom, thesdricludes the proper
spelling of all named partners, appropriate placement of commas, and

whet her the title includes an ampersand (&) o
When including OEsq. 6 after an individual 6s 1
use Ms. or Mr . as a prefix. Esquire i s use:

name to indicate that he or she is an attorney.

Salutation

Your letters should be addressed to a specific person. If you cannot find the
name of a recruiter or hiring attorney, call the organization to find out the
name and correct spelling of the person responsible for hiring. Because this is
a business and not a personal letter, always use a colon in the salutation and
never a comma (e.g., Dear Mr. Smith:).

First Paragraph -- The Opening

The opening should be up to three sentences. Begin confidently and state
who you are, why you are writing (the position for which you are applying),
where you heard of the opening, and reference the documents you have
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encl osed. I f someone referred you to
name in the first line of the first paragraph.

Second Paragraph --The Sell

Tell employers what you bring to the job. Focus on why the reader should
talk with you. Possible topics include: prior experience, clinics, internships,
and appropriate school-related activities (journal, moot court). Most
importantly, discuss what you gained from these experiences. You may also
include language abilities and other professional skills, when relevant.
Highlight significant, relevant portions of your résumé, but do not repeat the
content of your résume.

Third Paragraph-The Closing Statements and Salary Information

Ask for a personal interview and indicate your flexibility as to time and place.
If you are applying out of state, tell the employer when you will be in the area
and available for an interview. Thank the employer for his/her time and
consideration.

The closing paragraph is an appropriate place to respond to any requests for
salary requirements/history. If a job advertisement requests that you provide
such information, you should address this issue without stating a dollar
amount or even a range. Providing a salary amount can eliminate you from
consideration if it is too high, or limit your ability to obtain a higher salary if
you obtain the position. Often you do not have enough information to
determine what the position would pay. You should postpone the salary issue
until further into the interview stage. However, to demonstrate that you are
aware of the request and that you are detail-oriented, include a sentence in

your closing paragraph that states somet hi

requirements are negotiable. o

Paper Type
Use the same paper stock for your cover letters and envelopes that you use for

your résumeé paper; use 25% to 100% cotton paper in white, off-white, or very
light gray.

Avoid mass mailings

Avoid the temptation to send out résumés and cover letters to a host of
recipients. Do not use e-mail to send materials to employers unless
requested to do so. Instead, define a targeted group of 10 8 20 employers to
contact and customize your letters to each employer. Above all else, the
content of your message should reflect your reasons for the interest in that
specific employer. Similarly, if you feel you owe a special thank you to several
persons within an organization, take the time to send each an individual
message, not o0ccod6 copy.
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SAMPLE COVER LETTER OUTLINE
(Use the same heading and style as used for your résumé as a letterhead or
just your address, city, state, zip).

Street Address
City, State, Zip
Date

Name

Title

Name of Organization
Street Address

City, State, Zip

Dear Mr./Ms.:

FIRST PARAGRAPH

-(Name) recommended | contact you with respect to (position)

-l am a second-year student at the University of Maryland School of Law and |
am interested in being considered for . . . .

SECOND PARAGRAPH

-My professional experience prior to law school enabled me to gain . . . .
-My course selection in law school demonstrates my interestin . . ..

-I am confident that my experience and education will allow me to
contribute . . . .

-Discuss specific positions/jobs or courses that exposed you to . . . .

THIRD PARAGRAPH

-l am interested in meeting with you to discuss employment possibilities and
am available for an interview (specify city and time).

-1 look forward to hearing from you soon.

-Thank you for your time and consideration.

Sincerely,

Your full name

Enclosure(s)
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E-MAIL ETIQUETTE

oBefore you hit send: -nwmileéffdcéively nes f or
for job search-r el at ed correspondence.

* By Katie Schendel for the National Association for Law Placement), 2002,
Reprinted with permission from the National Association for Law Placement
(NALP)

We all know the importance of first impressions when meeting a potential
employer face-to-face. Equally important are the first impressions we make
when communicating with a potential employer via e-mail [reminder only
communicate with an employer viae -mail in response to a requestto doso] . An
inappropriate e-mail account name or hastily written message will tarnish an
image faster than an employer can press the delete button. As a result, it is
critical that the same professional attention given to establishing first
impressions through regular mail, a face-to-face encounter, or a telephone call
also be given to e-mail correspondence.

E-mail is an appealing means of communication because it is quick,
convenient, and

paperless. But the ease and immediacy of e-mail may also lead to the
mistakes commonly associated with its use d spelling and grammatical errors,
protocol and etiquette gaffes, and potential formatting problems. Remaining
mindful of these frequently occurring errors and developing strategies to avoid
them will help you maximize the use of e-mail and project the professional
image you want.

Use a professional account name

Your e-mail account name should convey a professional image, so save the
ocyberbabed or 0 cy b er maitirkgoyouh &ierdds arsd faindy.
Consider using your law school e-mail account for job search correspondence.

Also do not use an e-mail address that identifies you with any geographic area
other than the one in which you are pursuing a job.

Example: sallystudent@nyualumni.com. This e-
mail address may be perceived as an indicator that
you are not invested in staying in the Baltimore area.

A Baltimore based empl oyer doesnodt

someone who would rather be in New York.
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Include your e-mail address on your résumé, and remember to check this

account frequently. Many employers use e-mail to contact students regarding

the status of their application and to sched:i
miss their messages.

Dondét forget the attachment s!

If you refer to an attached cover letter and résumé in an e-mail, remember to

attach the promised documents. Give each attachment a name that identifies

the author and the type of document. For example, name your résumé

Or ®sum® paul smith.o This wild/ make it easi e
forward your application when necessary. Attach the correct document -- for

instance, the final copy of your writing sample rather than the first draft -0

and be sure to scan all attachments for viruses before sending them. Most

employers recommend that attachments be sent in Microsoft or RTF format.

When e-mailing prospective employers, steer clear of the casual and informal
dialogue you may use then e-mailing friends and family. An e-mail to an
employer needs to be as professional in format, style, and content as a
typewritten letter:

e Print out a copy of your e-mail and proof for spelling, punctuation, and
grammatical errors. This will make errors easier to spot.

e Never use emotions or ALL CAPS to convey tone, and avoid acronyms like

OBTW. 6

e Address the recipient using a professional
Smith. 6 Do not wuse a first name unless the re
e Wait until morning to send the e-mail you have written in the middle of the

night. Messages written at 2:00 a.m. are likely to contain mistakes and

warrant a final review in the morning before being sent.

e Do not send anything via e-mail to a prospective employer that you would

not print on your personal letterhead and send via regular mail.

If you add employers to your e-mail address book, take care to avoid sending

them inappropriate messages, whether through a careless click or a virus.

Be cautious aboute-mai | i ng ot hank youd | etters
The protocol for using e-mail for certain types of correspondence between legal
employers and applicants is still evolving. For example, although e-mailing
thank you letters is acceptable to some employers, some employers still
express a preference for handwritten thank you letters on those occasions
calling for special follow-up.

Most large employers do not expect, or want, a thank you letter e-mailed or
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otherwise, following the initial interview. Nonetheless, if you have a follow-up
interview with those same employers a ot han

What 6s most i mpor t-maitl ed ddhawelall lae hard cop:
messages be well written, error free, courteous, and sent to the appropriate
person and address. Dondét i1 nvest time and en

resumes, and interviews only to be eliminated from consideration because of a
careless follow-up communication.

When you feel a OoOthank youd is necessalry, h o
will be appropriate? Your primary clue should come from considering how

much of your communication to date with the employer has been by e-mail. If

you are still uncertain about whether an employer is e-friendly, stick to using

hard copy.

Pay attention t o empl oyer 6s preference wh e
materials. Unless they specifically request otherwise, many employers still
prefer to receive application materials via regular mail or fax rather than e-
mail. Receiving an application via e-mail may be inconvenient for an employer
because of the extra steps involved in printing and arranging the various
pieces. In addition, documents sent by e-mail are often more likely to contain
typos and grammatical mistakes than documents sent by regular mail.
Another problem associated with sending application materials via e-mail is
the potential for unintentionally sending viruses or documents that contain
formatting problems. And, many employers still express a fondness for the
feel and weight of a résumé and cover letter printed on bond paper.

On the other hand, when an employer specifies a preference for e-mailed

application materials, avoid résumé formats that look good only when printed

in a font unli kely to be on a recipientds coc
whether the employer is requesting a scannable résumé . If so, be sure to

use scannable and searchable fonts and searchable key words.

Il n conclusioneé

When used properly, e-mail can be an effective and efficient way to submit
application materials and correspond with prospective employers. Before you

hit the O0Osenddé button, t hough, stop and ask
the professional image you want to convey. Like all other impressions, the

one you make through e-mail is lasting: invest the time and energy to make it

positive.

FOLLOW- UP LETTERS

Like e-mai | ed <¢toluadn knot esp lettexsisthoald be written as soon
as possible after the interview. All the same rules apply to the more formal
follow-up letter as apply to the e-mailed thank you note. A follow-up letter not
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only thanks the interviewer, but it reiterates your interest in the position and
mentions any important point that was omitted during the interview.

SAMPLE INTERVIEW FOLLOW-UP LETTER:
(Letterhead from your résumé can also be used)
Your Name
Street Address
City, State Zip Code

Date

Name

Title

Employer Name
Street Address

City, State Zip Code

Dear (Name):

FIRST PARAGRAPH
-It was a pleasure to meet with you last (day) to discuss the summer associate
program. Thank you again for making the time to meet with me regarding the

opening in (department).

SECOND PARAGRAPH

-From our discussion, and the fine reputation of the organization, it appears
that the summer associate program would enable me to fully utilize my
experience in and/or background in and . lwas
particularly impressed with the professionalism of everyone at (firm name).
Please be assured that | remain extremely interested in the possibility of
working with ...

THIRD PARAGRAPH (OPTIONAL)

-While | have been considering other opportunities, | have deferred a decision
until I hear from you. In that regard, your prompt reply would be greatly
appreciated. | look forward to hearing from you soon. Thank you for your time
and hospitality.

Sincerely,

Your Full Name
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C. Networking and Informational Interviewing

As we mentioned in the beginning of the manual networking is one of
your most important job search tools. It is very important to build a network
of professional contacts. The purpose is to build long-term, professional
relationships for use with future career moves and professional development.
Law students have more resources then they realize for networking contacts.

You already do informational interviewing and might not even realize it.

| nf ormati onal interviewing is just a speci
basically what you do once youdve already

Sometimes, the CDO and law school will make these connections for you.

Therefore, when you are speaking about your job search to a practitioner after
a panel discussion, an adjunct faculty member after class, or visiting alumni,
you are engaged in an informational interview. Likewise, when you are
talking to an attorney friend or acquaintance in a social setting to some degree
you are conducting an informational interview.

SO WHO IS IN YOUR NETWORK?

Anyone can be a networking contact you just have to think outside the box.
e Your fellow classmates, upper-class students, undergraduate classmates
o Former employers

o College fraternity, sorority and other affinity group contacts

e People you know from the gym

e Friends and relatives

The Career Development Office also offers a listing of contacts called Friends
of the CDO. These are alumni of the law school who have agreed to talk to
students about jobs, practice areas and trends in the legal profession. You can
find this information in a binder in the CDO resource library.

WHAT IS INFORMATIONAL INTERVIEWING?

Informational Interviewing is a way to build your network. You will want to
contact people you know in the legal profession and ask them if they are
willing to talk with you about their career and how they got into the field. You
want to ask them about any insight they may have in your job search. You do
not want to ask them for a job!
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DOs AND DONG6Ts for | NFORMATI ONAL I NTERVI

DO:

e« Conduct a self-assessment before each interview so you are prepared to
discuss your goals with the person you are meeting

« Make eye contact, dress in business attire

« Be prepared, know about their practice and firm and create a list of
questions

e Follow-up with a thank you note after the meeting

o Keep records so you can follow up later in your job search

DONOS T:

e Ask for a job, only information

e Show up late or not at all

e Forget to send a thank you note

e Stay more than a half an hour in most cases
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D. Employment Interviews

TYPES: Employment interviews take two formsi the screening interview and
the call-back interview. In both cases there may be communication between
just two parties, or there may be several interviewers seeking information from
one employment candidate.

SCREENING INTERVIEWS: Generally, screening interviews are part of a
formal interviewing process, and provide an employer with basic information
concerning the applicant's suitability for a position. Many times employers
use your réesumé to make the first cut, and the screening interview to
eliminate from further consideration those who do not appear to be a good fit
for the employer. Screening interviews usually last 20-30 minutes, and may
be held on-campus, at an employer’'s office, at a hotel, or via phone or video-
conference. Based on predetermined criteria, an interviewer seeks factual
information supporting an individual's candidacy. Relevant background and
indicators of future success are carefully measured and considered.

CALL-BACK INTERVIEWS: The call-back interview is characterized by more
prolonged contact with the prospective employer, and an emphasis on "fit"
rather than evaluation of minimum qualifications. Although most selection
interviews involve one-on-one conversations, you may meet with several
employer representatives, either simultaneously or in a series of individual
meetings. Most call-back interviews take place the prospective employer's
office to allow the applicant an opportunity to see the premises and to develop
a sense of the environment. Depending on the style of the interviewer, call-
back interviews may be comfortable conversations or stressful encounters.

INTERVIEW FALLACIES: Developing an effective interview style requires
applicants to be aware of interview myths and to prepare for them
appropriately. The following are prominent myths:

e The interviewer is prepared for the interview, is knowledgeable about
the organization, and has reviewed the applicant's résumé.

« The interviewer controls the interview. (The interviewer controls only
the format of the interview; the applicant controls the content.)

« Applicants cannot prepare for an interviewil one cannot predict what
the interviewer will ask. (Interviews are predictable; applicants can
anticipate the types of questions most likely to be asked, and should
prepare responses.)

« Knowledge and experience are the factors most critical to a positive
employment decision. (Once applicants are seen to possess "minimum
qualifications," the decision to hire is largely based on personality and
"fit.")

e The only important part of an interview is the first five minutes.
(Failure to impress an interviewer during the first five minutes should
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not cause an applicant to dismiss the interview as unsuccessful. The
remaining 15 or 20 minutes should be used to gain the interviewer's
support.)

An applicant can accurately determine the status of his/her candidacy
by assessing the dynamics of a given interview. (Although it is
important for the applicant to assess/analyze the interview, one
cannot accurately predict the result.)

INTERVIEW PROCESS

Before
1) Prepare. Preparation begins before the face-to-face meeting, and includes

the applicant's recognition of his/her credentials and of the organization.
Applicants should:

Consciously evaluate/assess credentials and be able to articulate these
qualifications/sKills.

Evaluate the position and the organization in terms of personal interests
and career direction.

Know the organization, the position specifications, and the interviewer.
Rehearse answers to predictable questions (especially sensitive
questions or grueling lines of inquiry, including hypothetical situation
questions)

2) Appearance. Professional dress is fundamental; your appearance should

be conservative and suit the nature of the position for which you are
interviewing.

Appear neat, clean, and fresh.

Keep accessories moderate and jewelry tasteful.

Clean and brush hair into an attractive style.
Fingernails should be manicured and hands unsoiled.
Shoes should be polished and clothes should be pressed.

3) Relax. Many people experience stress symptoms before, during, and after

interviews including:

Sweaty hands, headaches and muscle tension, increased heart rate,
anxiousness, sleeplessness, heartburn, irritability, extreme nervousness
resulting in visible shaking, or stomach queasiness.

These physical reactions to stress usually result from self-doubt,
confronting the unknown, and allowing fear of failure or rejection to
take control.

Manage stress by learning to relax, getting enough rest before the
interview, and concentrating on positive thoughts.

Take a walk before the interview to relieve excess energy and stress.

Thoroughly preparing for interviews will substantially reduce stress.
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Knowledge of the organization, interviewer, and position counteracts fear of
the unknown. Have a sense of personal/professional abilities and career
interests to advocate your candidacy with confidence. Become familiar with
the interview location and allow ample travel time to arrive at the interview 10
-15 minutes early.

During
1) Rapport. You must establish good rapport at the onset of the interview.
This creates an atmosphere in which information is exchanged easily and
freely; it facilitates trust; and it promotes and sustains the interviewer's
positive reaction to the applicant's personality and credentials. Establish
rapport by:
e Greeting the interviewer with a firm handshake, a welcoming smile, and
a warm greeting
« Maintaining a friendly, sincere demeanor
e Using a conversational tone
e Exhibiting enthusiasm
e Practicing active listening (an occasional nod or comment)
« Maintaining eye contact (without staring)
e Engaging sparingly in small-talk.

Rapport is easily lost by having a "chip on your shoulder," by incorrectly
addressing the interviewer (use Mr. or Ms.), by not engaging in eye contact, by
communicating disinterest through slouching or fidgeting, and by totally
consuming the conversation.

2) Converse. During the interview conversation, content is a two-way street.

When responding to inquiries, you should:

e Be relevant and brief; refrain from talking excessively

e Answer all questions thoughtfully; pause to organize your thoughts
before responding

e Respond truthfully, consistently, and candidly

e Lead the discussion to points of strength and avoid conversations about
weaknesses and limitations

« Show a direct relationship between applicant skills and employer needs

« Find appropriate moments to interject information (especially if the
interviewer is not allowing you ample opportunity to fully describe your
credentials and value to the firm)

« NEVER participate in a conversation degrading a previous employer

« Respond tactfully yet firmly to offensive questions and report any
offensive/illegal questions to the CDO

e Maintain a serious, friendly, rel axed deme
aroundo

« Keep the interview moving along by maintaining enthusiasm

e Be prepared to answer questions preceded by WHAT, WHY, HOW, TELL
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After
1)

ME, DESCRIBE FOR ME, EXPLAIN, and COMPARE.

Ask questions. Most interviewers allow limited time for applicant
questions, which must be selected carefully to avoid broadcasting a lack
of research or causing the interviewer to doubt the applicant's priorities.
See Questions to Ask Interviewers below.

Listen. Listening and understanding answers to your questions are
critical to your ability to evaluate a potential association with an
organization or firm. Attentive listening allows an applicant to catch
subtle differences, understand hidden meanings, and identify evaded
subject areas. Active listening (nodding and making supportive verbal
comments) maintains an atmosphere in which important information is
easily shared and discussed.

Observe. Observe the interviewer's body language for insight into how
you are being perceived/received. These visual clues must be digested
immediately to constructively change interviewing techniques.

Closing. Typically, at the end of the interview, the interviewer requests
a final remark from the applicant. You should make a positive
statement supporting your credentials and interest in employment with
the organization/firm. If the interviewer does not mention the probable
next step in the hiring process, ask about it.

Record. Write down immediate impressions, notes describing the
organization, the people, the position and its requirements, the
environment, and the time frame in which hiring decisions are to be
made. This information will be invaluable to your evaluation process.
Follow-up. Remember to send a thank you note within 24 hours of the
interview. Thank you notes are not necessary after screening interviews
arranged through the Fall Interview Program, but are essential after call
-back interviews and interviews resulting from a direct write or résumé
collection.

EVALUATING A POSITION: Avoid being excessively influenced by: the halo
effect (allowing one trait to positively offset serious concerns) and stereotyping
(allowing a particular image to control your decision). No one can describe all
characteristics which constitute the right employment opportunity for you.
Consider the following factors when choosing an employer:

Position: potential advancement, challenge/enjoyment, career flexibility,
responsibility level, practice areas, amount of travel, variability of job,
subordinates, supervisors, peers, level of interpersonal activity

Organization: goals, relative size, market share, diversification, reputation,
clientele served
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Industry: growth potential, size, stability, sensitivity to economic conditions

Geographic Area: housing, cultural, recreational, schools, population density,
transportation facilities

Remuneration: salary/commission, potential raises, medical/life insurance
benefits, Bar costs, moving expenses, educational assistance, training
programs, pro bono opportunities

ESSENTIALS OF SUCCESSFUL INTERVIEWING:

« Have a positive attitude

« Be outwardly focused

e Prepare

e Maintain a conversational tone

« Be sincere and honest

e Talk!

« Be enthusiastic

e Think about what you want the employer to know

e Bring references, a writing sample, a copy of your transcript, and extra
résumes

INTERVIEW QUESTIONS ASKED BY EMPLOYERS

General

« Have you made a decision about the city where you ultimately wish to
work? Why have you selected this city?

« Why did you accept an interview with us? What interests you most about
our organization? What do you know about our firm/agency/company?

« How would you describe yourself? Tell me about yourself.

e What qualities do you have that will make you a successful lawyer? Why
would someone with your personality traits and background be a good fit
for our organization?

« What would you consider to be your greatest strengths? Greatest
weaknesses? Why should | hire you?

e If | called your most recent employer, what three things would they most
likely say about you?

« What two or three accomplishments have given you the most satisfaction?
Are the most significant? Why? What did you learn most from a particular
experience (on résumé )?

« What is the greatest obstacle that you have overcome in your life/career?
What is the most difficult decision you have ever had to make?

« With what other kinds of employers are you interviewing? Do you have any
pending job offers? If so, where?

e Is there anything I should know about you that we have not covered? Is
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there anything about yourself you want to add?

When are you available to begin working?

Does your law school have journal publications? Why are you not a
member of one of these?

What do you like to do outside of law school?

Do you plan to continue doing volunteer work once you finish law school
and are working?

How do you balance school work and your part-time job?

What persuaded you to become a lawyer? Why did you decide to go to law
school/to your particular law school?

What areas of the law particularly interest you?

What is your basic career objective?

Where do you plan to be and what will you be doing five years after
graduation? Ten years?

In what kinds of permanent employment are you interested? What are you
looking for in a summer job?

How much significance do you think we should attach to your GPA and
class rank? Please explain the grading system.

Under what conditions do you work most effectively? (Do you prefer to
work independently or with others? How do you respond to guidance and
supervision?)

How might you pursue continuing legal education after you have been
admitted to the bar?

How do you think the legal profession is viewed by the public?

How do you feel about a lawyer's right to advertise and to solicit clients?
What have you learned from participation on a publication or clinical
program?

If you graduated from law school, passed the bar, and had a year to do
anything you wanted, what would you do?

Large/Medium Office

What in particular interests you about our firm/organization?

What part of our practice/mission is of special interest to you?

What relevant educational/employment experience do you possess?
Identify the personal qualities you possess that would make you successful
with our firm.

How are you prepared to devote yourself to the work of the firm?

What practice specialties interest you? (Are you interested in doing pro
bono work?)

What type of work are you unwilling to do? What would you do if assigned
work in that area?

What can you tell us about your references?

If we made you an offer, how soon would you be prepared to give us an
answer?

What are your salary expectations?
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What do you want to gain from working for a law firm?
What are your expectations about the numbers of hours you'll be working
at our firm/organization?

Small Office

What ties do you have in this community?

What is your understanding of how a small firm operates?

How committed are you to working with a small firm? How hard are you
prepared to work?

How would our firm satisfy your interests? What specific aspect of our
work would be congenial to you?

If we hired you, at what salary do you expect to start?

How much court work do you expect to do? Is that experience essential to
you?

Do you consider yourself an easy person with whom to get along? Explain.
In what environments do you work most effectively and efficiently? (Do you
feel comfortable with supervision or do you work best on your own?)

How much responsibility are you prepared to assume right from the start?
Explain.

Government

Why are you interested in this government agency? Tell me what you know
about this agency.

Why do you want a career in government?

What is the minimum time you are prepared to stay in the government'’s
employ?

What employment experiences qualify you for this job?

What is your career plan?

What are your feelings about government employees generally and the
effectiveness of the bureaucracy?

In what other government agencies are you interested? In what ways do
you prefer this one over the others?

What training do you have in administrative law?

How much courtroom experience do you have?

Judicial Clerkships
Explain your interest in trying to secure a clerkship.

What are your particular interests in seeking a clerkship with me?

Do you think a one-year term is long enough to make the job worthwhile?
Explain.

What are the particular aspects of a clerkship you would value?

How far do you feel you have progressed in developing your writing skills?
How valuable do you consider law review work in preparing you for a
judicial clerkship?

Have you looked into, and, if so, what have you discovered about the
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reputation of the judges to whom you are applying for a clerkship?

What judges have you particularly admired because of style, substance, or
ideology?

How important to you are the political views of the judges?

What do you think of merit selection in the federal and state judiciary? Do
you know how it is supposed to work?

Do you approve efforts to provide machinery to remove federal judges who
are guilty of misbehavior? In your opinion, would it infringe upon the
independence of the judiciary?

Do you have an opinion regarding Chief Justice Burger's charge that a
large portion of trial practitioners are incompetent?

How conversant are you with significant current decisions of the United
States Supreme Court? Do you read U.S. Law Week?

Under what obligation is a judge to help a law clerk find another job at the
end of the term?

How can we improve the administration of justice?

Legal Services and Public Interest Groups

How committed are you to service for the poor?

What if any interests do you have in service to the public generally?
What are your practice interests? (Are you interested in: domestic relations
cases, rights of consumers, landlord and tenant problems, claim
collections, civil rights, anti-discrimination actions, rights to municipal
services, welfare problems, or housing?)

How much experience have you had in your field of interest?

How much experience have you had with environmental issues?

Would you be prepared to accept employment away from this city?

For how long a period would you be willing to commit yourself to work for
this agency?

How important to you is the matter of compensation?

What do you see as the basic rewards for working for Legal Services or
Public Interest law firms?

Second Career

After working for a few years, why did you decide to return to school?

Tell me about your background/work experience. What did you gain from
it? What does your experience allow you to bring to our firm/organization?
Of which past experience are you most proud?

Why are you leaving the military/your business? How will you deal with a
new boss?

QUESTIONABLE/INSENSITIVE INQUIRIES: Be prepared to handle these
questions that, although impermissible, are frequently asked. If you are
asked an inappropriate question, handle the inquiry tactfully; do not answer
questions that place you in an awkward position. For example, if you are a
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woman and an interviewer asks about your marital status/family plans, you

may answer: "You may simply let the interviewer know you would not feel

comfortable answering that question and that your personal life would in no

way effect your performance at their organization.” Please bring any

i nappropriate incidents to the CDOO0s attentio

are:

e Are you married? What does your spouse do?

e Do you have children? How old?

« Do you anticipate additions to your family and if so how soon? Who will
take care of them?

« To what extent will the existence of your family interfere with your
performing a normal work week?

e In emergency situations, which interests would take precedence, your office
or your family?

« Have you/your spouse consulted a family planning service?

« Will the fact that you and your spouse both work create tensions in your
family?

e If one of you had to give up work which one would do so?

« If the work of either of you required a transfer to another city, how would
you work it out?

QUESTIONS TO ASK INTERVIEWERS

General

« What type of work does s/he do?

« How long has the interviewer been with the firm/organization?

« What made him/her decide to join the firm/organization?

« Describe the firm and the people who work in it.

e What distinguishes the organization from others?

« Describe the organizational structure. How are policies determined? What
is the pro bono work policy?

Associate Positions

« How does the firm/organization determine what type of work a beginning
attorney is assigned? How is the work supervised? How are the
evaluations of that work communicated to the new attorney?

e How is the entry level attorney trained? Are there formal training
programs?

e Does the firm/organization require its attorneys to specialize? When and
how does the decision to specialize occur?

« How soon does a beginning attorney have direct client contact?

« What are the criteria for advancement? To what extent is the development
of new clients a prerequisite to advancement?

« In what departments has the firm experienced the greatest growth in the
past five (or ten) years? What are the firm's expectations for future growth?
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How many new attorneys do they anticipate hiring?

Summer Associate Positions

« What kind of work are summer law clerks engaged in? Is there a rotation
among departments? How is the choice of departments determined?

« What kind of supervision can a summer law clerk expect to receive? Is
there an evaluation process? How is performance communicated to the
clerk?

« What percentage of the persons participating in recent years' summer
programs have become associated with the firm/organization?

DO NOT ASK:

e OHow wi || | benefit?d6 questions, including \
time, maternity leave policy, benefits, and pro bono programs. Ask these
questions after you receive an offer.

e Negative questions, including rumors about the firm, how the firm
compares with others, or what employees dislike about the firm.

e Questions you could answer yourself through simple research.

e Questions answered during the interview. Pay attention and listen!

CALL BACK INTERVIEW INFORMATION

For many of us, interviews are the most daunting part of the employment

process, and when the initial 20-30 minute screening interview goes well, you

will typically be invited back to the employe
interviews and maybe a meal.

When you receive an invitation for a call-back, pause for a moment and pat
yourself on the back - you have cleared a significant hurdle. The number of
students invited for call-backs varies from employer to employer, but typically
employers will invite back 10-30% of those students on their initial interview
schedule. Once you obtain the call-back, there is little question about your
ability to do the work; employers are more frequently looking for a good fit at
this point in the process.

The numbers of students who obtain offers after call-backs is good news.
Usually, the percentage of call-backs that resulted in offers for 2Ls was about
59.6% and for 3Ls about 42.4% (from NALP Perspectives on Fall 2004 Law
Student Recruiting ). The lower number for 3Ls reflects fewer 3L offers due to
2L acceptances out of summer programs.

Respond to the invitation and respond promptly. It is very unprofessional not
to respond (dondt be a part of-backrecipmeots e t han
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who neglect to respond annually). Realize that it is acceptable to decline a call

-back invitation, and you can do so tactfully and diplomatically. It is also

acceptable to change your mind after accepting the callback if you have

accepted an offer from another employer, but do so as soon as possible and

apologetically. Circumstances and plans change, and in fairness to the

empl oyer and other students, it doesndt serve
back if you are no longer able to accept the position from the employer.

When setting up the call-back, maximize the amount of information you can

obtain from the employer. Ask 1) how long the meeting will be (explain that

you just want to make your plans and arrangem
in a hurry and are happy to stay as long as necessary); 2) the name(s) of

interviewer(s) (realizing that these may not be available until the night before

or the morning of your interview, and even then there may be last minute

substitutions); 3) expense reimbursement policies (while most private sector

employers will pay for your reasonable travel and accommodation expenses, it

is best to have this discussion up front rather than later in the process when

such a question could be more awkward).

BE COURTEOUS to everyone from the very first phone call & all people in the
process can provide feedback to the decision-makers, and your judgment will
continue to be evaluated throughout.

If you are traveling outside the Baltimore/DC area for a call-back, now would
be a good time to contact other employers in the same city where you have the
call-back and see if they are interested in meeting with you while you are in
town. Feel free to contact one of the counselors in the CDO if you want to
discuss how to handle this strategically.

Preparing for a Call-back

Keeping in mind that a call-back is typically several 20-30 minute interviews
strung together, you should prepare in a method similar to what you did for
the initial interview, only a bit more in depth. Feel free to contact UMD
alums, alumni from your undergraduate school, or the attorney who initially
interviewed you to get advice.

Research interviewers and the employer using the Web, Lexis/Westlaw news
and case files, summer employment surveys and firm resumes in the CDO
Resource Library, and the like.

Make sure you know where you are going and that you allow yourself some

extra travel time to get to the office 10-15 minutes early so that you can
acclimate to the office and locate a restroom.
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The Call-back Itself

A call back interview usually lasts half a day and may involve a meal, usually
lunch.
There are many permutations (e.g., dinner the night before, weekend day

events, etc.), so try to be-uplTaxnuimbeeoft o each
interviewers also will vary, and you may meet with attorneys individually, in
pairs, or in groups in a conference room. Do

junior attorneys or support staff; treat everyone cordially and professionally.
No matter what associates say, stay focused with them. They can be tougher
than partners. Use Mr./Ms. unless you are told otherwise.

The attorney who initially interviewed you or someone from the recruiting staff
may meet and greet you, shepherd you through the day, and/or debrief you at
the end of your interview. This person may or may not sit on the hiring
committee, but will definitely have input for hiring decisions.

Questions you may be asked:

Expect to be asked more of the same questions you fielded at your initial
interview, but expect fewer regarding grades and academic performance, since

at this point in the process you have most |
more informal conversation in an attempt on the part of the employer to gauge

your Opersonabilityd quotient. You may be as
times by different attorneys. Stay fresh and enthusiasticdeven i f i tds the
time youdve answered it; this is the only tim
response. Be consistent in your responsesdd on 6t change your respor
depending on whods interviewing you based on
OEmpl oyment Interviewsd handout availfoabl e i n

sample questions you may be asked.

Questions you may want to ask:

Donét worry about asking the same questions o
the questions are not already answered in the
Good questions are those that 1) get people to give personal responses and Zor

2) legitimately can be asked of more than one person. For example: What do

you find most challenging/rewarding about your work? What skills are

necessary to succeed here? What factors attracted you here?

What distinguished the practice/work environment here from other

employers?

Are there new practice areas in development? Where do you see the firm/

organization 5-10 years from now 0 growth, practice areas, technology?
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If a meal is involved . . . Avoid alcohol and foods which might cause
slurping, spilling or squirting. Be prepared for discussions involving things
other than work. Read the paper in the morning before your interview.

After the Call -back

Evaluate the atmosphere at the firm. Debrief yourself. Remember that the

interview is a two-way street and is as much, if not more, for you than for the

empl oyer . Dondét take notes during the interyv
impressions as soon as possible after leaving the site. Were doors open? Were

people on a first-name basis? How was the non-attorney staff treated? Was it

bustling or quiet?

Thank you notes are essential after call-back interviews. There is no
consensus on handwritten versus typewrittenderr on the conservative side and
type them on paper matching your resume. It is not advisable to write to
everyone with whom you met if the letter says the same thing. All of your
correspondence will go to the same file. Either write a joint note or one to
each person with specific things you talked about at the interview. Or you
can write a note to the Recruiting Coordinator or the attorney who shepherded
you through the day asking that he or she extend your thanks to the others
with whom you interviewed. Your letter will be routed to them and then
placed in your file. Finally, if you dondt r
within the timeframe that they told you, wait an extra week, and then follow-
up via e-mail or phone. If you have a change in your credentials after the call-
back, by all means, share your good news with the potential employer by e-
mail or phone.

And as always, please feel free to meet with one of the counselors in the CDO
to discuss any questions you might have about the interview process.

E. WRITING SAMPLES

For the same reason that interview answers should reflect the needs of the
employer, the writing sample should represent a real world context. A brilliant
analysis of an arcane subject for a seminar or law review is not necessarily the
winning writing sample, nor is a writing sample that contains lurid material.
Choosing a writing sample with lurid material will distract the employer from
the merits of the writing and make an unfavorable impression. For first-year
students (1D/2Es), a memorandum drafted for your Legal Analysis, Writing
and Research course is appropriate. For second- and third-year students
(2D/3E and 3D/4Es), an internal memorandum or pleading that you drafted
as a law clerk or summer intern may be the stronger choice. (Be sure to get
explicit permission from your employer before using a work document as a
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writing sample.)

Your writing sample should create a positive image of you as someone who
pays careful attention to detail. It must be accurate and free of
typographical errors and other mistakes. The following points will guide
you in making decisions about what to submit and how to prepare a final
product for submission to the employer.

When should I provide a writing sample? Only when requested to do so by
the employer. Be prepared, however, by bringing a copy of your writing sample
to an interview. Do not offer it unless the employer asks for it.

What should I use as a writing sample? If you are allowed the opportunity,
ask the employer what type of writing sample he or she would like to see.
Good writing samples are legal writing -- persuasive writing that allows the
employer to evaluate advocacy skills. A writing sample should be sufficiently
recent to indicate a measure of your current skill level. Unless you are a first-
year law student, most employers want to read a writing sample that you
drafted as a law clerk or intern. Among your best choices for a writing sample
are memoranda of points and authorities or a brief. A bench memorandum
for a judge is also appropriate because it reveals practical research and
writing skills. Never submit an opinion that you drafted for the judge as your
writing sample. Regardless of how much of the opinion you drafted, it is
iImproper to represent an opinion, issued over the signature and by the
authority of a judge, as your own. Another choice would be a law school
exercise that simulates a real world legal problem such as a moot court brief
or memorandum for your Legal Analysis, Writing and Research course.
Submitting a paper written for a law journal is not recommended because it
does not mirror the style of writing done in practice. The amount of time spent
on a scholarly note is out of proportion to the time available in practice.

How long should it be? Ideally, a good writing sample should be
approximately five to ten pages in length. When you must cut a previously
written document to create a more manageable length, you should make sure
not to delete necessary context. If it would help to clarify the deletions, and
then annotate the cover by stating for example, "I have omitted Arguments IlI
and IV." Writing Fellows at The Writing Center can give you suggestions
about reducing the number of pages by, for example, cutting down on the
number of issues that the paper addresses and explaining those changes in a
cover memo or annotation

What if I wrote only part of the memorandum? The writing sample should
allow an employer to assess your work. Do not submit a writing sample that

was extensively revised by your supervising attorney. If, however, the writing
sample is a brief or other document that you wrote signed by a supervising
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attorney, you should explain in a cover letter your part in drafting the final
product and neatly cross out parts you did not write.

Can I submit the writing sample as it is or do I need to redact
confidential information? You will need to remove confidential or sensitive
information from your writing sample. A fictitious character, such as "ABC
Co.," should be inserted to maintain the flow of the writing sample when
confidential material is redacted. Do not simply use a black magic marker to
mask identifying information, as this leaves a sloppy and sometimes illegible
work product. Regardless of your writing ability, failure to understand the
Importance of protecting the confidentiality of a client will taint your
application.

How should I present the writing sample? You should refrain from
submitting writing samples in elaborate notebooks or binders. An employer
will have to take the binder apart to make copies and to insert the writing
sample in the applicant's file. If a document like an appellate brief is
customarily bound, however, it is acceptable to submit the document in that
form.

Do not just copy your brief or memorandum for submission. Be sure to review
the writing sample with fresh eyes. This includes taking the time to
shepardize the cited case law again to ensure that it is still good law. You
should also include a discussion of new opinions on point. You never know
who will be reading your submission, and it may be brought to the attention
of an attorney who has completed extensive research in the area of law upon
which your writing sample is based.

Prepare the document so that it is easy to read, with ample margins and
preferably, 12-point typeface. Use regular white paper. Be sure to put your
name and other identifying data on the cover page.

IMPORTANT REMINDERS FOR WRITING SAMPLES

Double check grammar and punctuation. Your writing sample must be
perfect in this regard. Review your document several times, check and
recheck your use of colons, semicolons, commas, and periods. Be sure
that direct quotes are properly offset, if required, or delineated with
quotation marks. Grammatical errors and poor punctuation will kill any
chance you may have to be considered for the job.

Continually update your writing sample. As your legal research and
writing skills improve, make sure that your writing sample reflects that
improvement. The writing sample you drafted as a first-year student is
not appropriate to use at graduation.
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Cite all sources. Review the cases cited in your memorandum to be
certain that in your discussion of a case you have not simply
paraphrased or quoted the Court's own language without indicating that
it is in fact a quote. Remember, you never know who will be reading
your sample or whether they will also review the authority cited within.
This is not unusual practice. In fact, many employers have members of
the hiring committee whose sole responsibility is the review of writing
samples, including an exhaustive review of all case law cited therein.

Writing samples must be error free. At some employers, when a writing
sample is received it is reviewed by a support staff member who circles
all typographical errors and misspellings with a red pen thereby making
errors impossible to miss. Employers consider your writing sample to
represent the quality of the work product that you would allow to go to
judges, opposing counsel or clients. Because of this, typographic errors
and misspellings can ruin your chance of getting an offer of
employment.

Submit a clean copy of your document. This may seem obvious, but
students at another school have submitted writing samples to
prospective employers with "red pen" corrections from their legal writing
instructors.

Only submit a writing sample upon request. Some employers do not
require writing samples for the initial screening interview, but will
request them at the second or third interview.

Visit The Writing Center. The Writing Center operates under the direction of
Professor Susan Hankin in Room 400. Writing Fellows at the Center are
available to assist you in polishing your writing sample to perfection before
submitting it to potential employers.

The feedback you can expect from writing fellows will be the kind that focuses
on the legal reader's reactions to the text. (In this way, the Writing Fellows
can play the role of the potential employer, who may not be familiar with the
specific area of law.) Their feedback can help you understand why places in
your document may create confusion and encourage you to come up with your
own solutions: how you can better organize the document or create a better
legal context for your reader. The writing fellows are not there to proofread
your papers, nor are they are editors. They can, however, spot patterns of
writing problems and give you feedback on how to address these problems.

F. EMPLOYMENT REFERENCES
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When do I supply references? Employers will request references from you at
various stages of your employment search.

What is a proper format?

References should be listed on a separate sheet of paper of the same quality

and color as your résumé and cover letter paper. Your name should always
appear at the top center of the page. References should be listed in a column
and should include the individual 6s name,
and telephone phone number. In general, lawyers like to talk to other

lawyers, so use practicing attorneys and law professors whenever possible.
Choose people who can speak in-depth about your abilities. Be sure to supply

a copy of your résume to all your references and keep them posted regarding

your search. Never include a sentence on your résumé stating that

OReferences wil/l be provided upon request.

such a phrase just fills valuable space.

Whom should I use as a reference and how many do I need?

Only business, never personal, references should be provided. Employers
seek references who can attest to your positive work experience or academic
performance. Previous employers and professors are appropriate references.
Select supervisors, rather than peers, and list them in order of your
employment history. Select only law professors who can speak positively
about your strong academic performance, for example professors in whose

(@}

class you received a grade of o0BO6 or higher.

sufficient.

When should I provide references to an employer?

It is not necessary to provide references until they are requested, but you
should bring your list of references to an interview. Under certain
circumstances, it can assist your candidacy if you send your list of references
with your résumé and cover letter when applying for a position. For example,
doing so can be helpful if your references are well known or are well-
connected in the practice area you seek to join. This should be assessed on a
case-by-case basis.

Should I let my references know when I provide their names to an
employer?

You must get the permission of everyone on your reference list before you
begin to use them as references. Once you have permission to use someone
as a reference, he or she should be prepared to speak about your abilities
when called upon without advance warning. If a long period of time passes
between your relationship with a particular person on your reference list and
the time during which you are using that person as a reference, be certain to
contact that person to update them on your activities and your use of him or
her as a reference. You may also want to inform references about your
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candidacy for certain jobs so that you can brief them on the position. In these
instances, the reference would be able to tailor his/her comments to that
particular position and, as a result, improve your candidacy.

List of References v. Letters of Recommendation

Employers are seeking a list of references when they request references. An
employer will specify if it wants a letter of recommendation instead of a list of
references. In either instance you should expect the employer to call the
people you list as references or who write letters of recommendation on your
behalf. Lawyers especially tend to like the opportunity to speak with other
lawyers about a candidate and would not be likely to rely on a letter of
recommendation, even if one was provided.

SAMPLE FORMAT:

MARK LOUIS PELMAN
123 Main Street
Baltimore, Maryland 21102
(410) 385-4567
mpelma002@umaryland.edu

References
The Honorable Roberta Smith Professor Sage Wisdom
Court of Special Appeals of Maryland University of Maryland School of Law
Robert C. Murphy Courts of Appeal Building 500 W. Baltimore Street, Suite 280
Annapolis, Maryland 21333 Baltimore, Maryland 21201
(410) 484-3589 (410) 706-5555
John L. Kleinman, Esq. Ellen C. Smith, Esq.
Hoppen & Lancaster, LLC Smith, Barney & Wilma, P.A.
24 East University Road 444 Park Lake Avenue, 10t Floor
Silver Spring, Maryland 21205 Roland Park, Maryland 21020
(301) 787-3456 (410) 777-9000
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G. Transcripts

Some employers may request that you submit a transcript along with your
resumeé or will ask that you bring one with you to the interview. Unless
specified, this always means an unofficial transcript. An unofficial transcript
for recruitment purposes is a copy of your current transcript, as opposed to
an official transcript in its sealed envelope from the University Registrar. In
the case of uploading a transcript to Symplicity, you may use a grade report
obtained through the OR&E. But THIS IS ONLY for Symplicity uploads. YOU
SHOULD NOT bring grade reports to an interview or submit them with hard
copy applications.

Please note that a grade report from the Office of Registration & Enrollment at
the law school or the computer-generated grade report you can obtain via the
Student User Friendly System (SURFS) are NOT acceptable to submit to
employers or judges or to upload to Symplicity. As soon as your grades
become available, contact the Registrar and order two (2) copies of your official
transcript via the SURFS system (http://simsweb.umaryland.edu/). Keep one
sealed for future use, and use the other to make copies as needed when you
apply for or participate in interviews.

A word to the wise: be judicious when ordering transcripts. DO NOT order
more than two (2) official transcripts unless an employer has specifically

requested an oofficialdé transcript, or unl ess
judicial clerkships have specially requested
Ot herwise, the Registrards Office wild.l not be

overwhelming demand for transcripts and ALL law school requests for
transcripts will be delayed for several weeks, causing unnecessary problems
for you and for your classmates.

Please contact the CDO with any questions you may have regarding
transcripts.
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CDO Resources and Other Instructions

A. CDO List of Library and On-Line Resources

Alumni

Friends of Career Development Binder
Law School Alumni Job Bulletin Binder
Public Service Mentors Binder

Associations

Associations Yellow Book

National Trade and Professional Associations
Washington Representatives

Bar Information & Resources

Bar Admission Requirements & Information Binder

Patent Agent's Exam

Practicing Law Institute's Patent Bar & Law School Resource Guide Binder

Career Planning

Alternative Careers Binder

Alternative Careers for Lawyers

Beyond L.A. Law

Careers for Legal Eagles and Other Law -and -Order Types
Careers in Law

Changing Jobs

Choosing Small Choosing Smart

Find the Job Youdve Al ways Wanted
From Backpacks to Briefcases Binder

From Navy Blue to Corporate Gray

Guerilla Tactics for Getting the Legal Job of your Dreams
High Impact Telephone Networking for Job Hunters

How to Find Your Mission in Life

How to Get the Job You Want in a Law Firm

| Could Do Anything If | Only Knew What It Was

|l tds Who You Know

J.D. Preferred! Legal Career Alternatives Binder

Job Search Organizer

Life, Law and the Pursuit of Balance

Making the Most of the Temporary Employment Market
My First Year As a Lawyer

Occupational Outlook Handbook

Opportunities in Law Careers
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Proceed With Caution

Running from the Law

Sweaty Palms

Summer Experience Binders

The Internet and the Job Search

The Job Hunting Handbook Binder

The Lawyerds Guide to Balancing Life and Work
Turning Points

What Color Is Your Parachute?

Corporate
Business Lawyerds Handbook

Corporate Yellow Book

Directory of Corporate Counsel

Directory of Corporate Counsel Special Supplement Binder

Financial Yellow Book

Hooverds Handbook of American Business

Consulting
Cap, Gemini, Ernst & Young

Consulting Firm Employer Information Binder

Deloitte & Touche

Deloitte Consulting

KPMG

PWC Consulting

The Vault.com Career Guide to Consulting and Vault On-Line Library

Diversity
BLSA Mid-Atlantic Job Fair Binder

Boston Lawyers Group Job Fair Binder

Delaware Minority Job Fair Employer Information Binder
Dupont Minority Job Fair Binder

Lavender Law Career Fair Binder

Minnesota Recruitment Conference Binder

Minority Programs Binder

National Bar Association Binder

Employment Opportunities

CDO Job Opportunities Update Binder
CEO Job Opportunities Update Binder
Environmental Career Opportunities Binder
Federal Career Opportunities Binder
Opportunities in Public Affairs Binder

Environmental
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A Guide to Environmental Law in Washington, DC

Big Green Internship Book

Conservation Directory

Directory of Environmental Web Sites on the Internet

EarthWork

ELI Associates Directory

Environment Maryland

Environmental Law Information Binder

Guide to Public Interest Environmental Law Opportunities

Krupinds Tol l Free Environment al Directory

Fellowships

Asper Fellowship Information Binder

California Fellowships Binder

Fellowship Opportunities Binders

Fulbright U.S. Student Program Binder
PSLawNet/Fellowship Opportunities Binder
Sponsors for Public Interest Fellowships Binder
The Comprehensive Fellowship Guide Binder

Government (Federal):

Careers in the FBI

Federal Careers for Attorneys

Federal Employment from A -Z

Federal Government Opportunities Binders
Federal Legal Employment Opportunity Guide
Federal Regional Yellow Book

Federal Yellow Book

Find a Federal Job Fast

Government Affairs Yellow Book

Government Honors & Internship Handbook
Opportunities in Public Affairs

Partnership for Public Service Job Search Tips
The Oversees Private Investment Corporation Binder
U.S. Air Force JAG Corps

U.S. Army JAG

U.S. Attorneys Binder

United States Department of Justice Binder

Government (State/Local)

Congressional Yellow Book

Maryland General Assembly Opportunities Binder

MSBA Maryland Lawyerds Manual (http:// www. mda
mdmanual/html/mmtoc.html)

Municipal Yellow Book
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State and City Governments

State and Local Government Directory of Resources
State Yellow Book

Opportunities in Pubic Affairs (see ww.opajobs.com).

Intellectual Property
Loyola University Chicago School of Law Patent Law Interview Program Binder
Trademark Law Handbook

International

American Jobs Abroad

Careers in International Law

Directory of Graduate Programs for Foreign Lawyers

Foreign Representative Yellow Book

ILSA Guide to Education and Career Development in International Law
International Jobs Directory

Jobs Worldwide

NALP - International Directory of Lawyer Qualification

Nikkei Placement Guide International

Serving the Public: A Job Search Guide Volume Il 3 International

Judicial

A Bicentennial History of the U.S. District Court for the District of Maryland
Almanac of the Federal Judiciary

BNA Directory of State and Federal Courts, Judges and Clerks
Directory of State Court Clerks & County Courthouses

Federal State Court Directory

Internet Sites for State Courts Binder

Judicial Yellow Book

Maryland State Bar Association Maryland Lawyers Manual

NALP Directory of Legal Employers (www.nalpdirectory.com)
New Jersey Judges Binder

The American Bench

The Directory of Minority Judges of the US, ABA Judicial Division
The Guide to State Judicial Clerkship Binder

Law Firms

Firm Night for First-Years Program Binder

Guide to Small Firm Employment Brochure

| OMA6s Report of Compensation and Benefits fo
Law Firm Rankings Binder

Law Firms Yellow Book

Legal Times Directory of Metro DC Law Offices

Maryland State Bar Association Maryland Lawyers Manual

NALP - National Directory of Legal Employers (www.nalpdirectory.com)
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National Law Network

Parker Directory

Salary Compensation & Benefits Information Binder

Vault Guide to the Top 100 Law Firms

Young, Conaway, Stargatt & Taylor oln Celebra

Newspapers

Baltimore Business Journal

Chronicle of Higher Education

Daily Record (also www.mddailyrecord.org)
Delaware Law Weekly

Lawyerds Weekly U.S.A.
Legal Times

National Law Journal

New York Law Journal

Philadelphia Intelligencer

Roll Call (also www.rollcall.org)

The Hill also www.thehill.org)

Public Service

ATLA Trial Lawyers Student Program

Funding for Summer Work Information Binder

GoodWorks

MPILP Grant & Application Information Binder

NALP Directory of Legal Employers (www.nalpdirectory.com)
Nonprofit Guide 8 A Supplement to the Daily Record Binder
Nonprofit Sector Yellow Book

Public Interest Newsletters Binder

Public Interest Organizations Information Binders

Public Service Directory, Washington D.C.

Serving the Public: A Job Search Guide Volume |

Vault Guide to Law Firm Pro Bono Programs

Solo and Small Firms

A Survival Guide For the Solo Lawyer, 2nd Edition

Hanging Out A Shingle

How To Get and Keep Good Clients, 2nd Edition

MSBA Solo & Small Conference Attendees List

Opening a Law Office 8 A Handbook to Starting Your Own Business
Solo and Small Firm Conference Binder

Solo Practice Information

The Complete Guide to Contract Lawyering

Specialty Practice
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50 Coolest Jobs in Sports

A Career in the Law: A Guide for Women Law Students
ADR 0 Alternative Dispute Resolution & Mediation Job
AFLO ¢ CIO Attorney Binder

Careers in Admiralty and Maritime Law

Careers in Sports Law

Communication Law Binder

Health Law Career Fair Attendees Binder

Law & Health Care Binder

Maryl andds Top 100 Women
News Media Yellow Book

Presumed Equal: What Americads Top Women Lawy

Firms

Smart Womands Guide to Career Success

Sports & Entertainment Publications Binder

The Media Internship Book

The Sports Business Directory

The Sports Internship Book

The Vault Reports Career Guide to Media and Entertainment

Women In Law

Women Rainmakerds 101+ Best Marketing Tips

Websites
Career Surf Internet Links: www.law.umaryland.edu/career/
career_resources.asp
Daily Record: www.mddailyrecord.org
Government Honors Handbook: www.law.arizona.edu/career/
honorshandbook.cfm

(Contact the CDO for username and login)
Job Postings: www.law.umaryland.edu/career/career.asp
Symplicity: https://law-umd-csm.symplicity.com/students/
Vault Online Library - (Contact the CDO for username and login)
Vermont Guide to State Judicial Clerkships: http://www.vermontlaw.edu/
career/guides (Contact the CDO for username and login)
Washington Post: www.washingtonpost.com/classifieds
For a complete list of websites please obtain handouts in the CDO Resource
Library and visit our website.

Year-Round Recruitment

Annual Report on the Legal Profession

Law firm and attorney profiles (www.martindale.com)

Maryland Days (Boston, Miami, New York, Philadelphia) Binder
MSBA Maryland Lawyers Manual (directory)

NALP Directory of Legal Employers (www.nalpdirectory.com)
North Carolina and New Hampshire Legal Job Fair Binder
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On Campus Interviewing (OCI) Employers and Résumé Collection Binders
Salary Compensation & Benefits Information Binder

B. Diversity and Affinity Group Job Fairs and Networking Events

The Career Development Office publicizes numerous opportunities for
students to network with alumni and practitioners in various practice areas
throughout the year. We also take part in local and national networking
events that provide students and alumni with opportunities to network. Below
are the lists of some of the opportunities available to you. Please talk with a
counselor about events geared toward your specific area of interest or affinity
groups.

« American Intellectual Property Lawyers Association (AIPLA) Job Fair &
October

o Baltimore/DC Area Law Schools Public Interest Speed Networking Program

e Boston Lawyers Group Minority Job Fair

« Delaware Minority Job Fair

o Diversity Career Fair for Attorneys and Law Students of Color in Dallas, TX

e Dupont Minority Job Fair

« Equal Justice Works Conference and Career Fair 0 October

e Greater Washington, D.C./Baltimore Public Service Career Fair

e Heartland Minority Job Fair

e Hispanic National Bar Association Annual Conference and Job Fair

e IMPACT Career Fair for Disabled Students 8 September

e Lavender Law Conference and Career Fair

e Loyola Patent Interview Program d August

« MSBA Solo and Small Firm Conference 8 November

« Mid-Atlantic Black Law Students Association Job Fair

« National Bar Association, Greater Washington Area Chapter, Women
Lawyers Division, Intern Placement Program

« National Black Law Students Association Job Fair

« National Black Prosecutors Convention and Job Fair

« New Hampshire Legal Job Fair

e Peggy Browning Conference (Labor Law Focused)

e Puerto Rican Legal and Educational Fund Corporation Legal Intern
Program

e Rocky Mountain Diversity Legal Career Fair

e University of Maryland/University of Baltimore Public Service Career Fair

e Vault Legal Diversity Job Fair

* This is not inclusive of all the programs for which we facilitate participation.

We are continually adding more programs. Please watch for announcements
on Symplicity and in e-mails about upcoming programs.
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IMPORTANT INFORMATION FOR JOB-SEEKERS:
NALP Principles and Standards for 1Ls, 2Ls, 3Ls

The Career Development Office (CDO) at the University of Maryland School of

Law is a member of the National Association for Law Placement (NALP). As a

member | aw school, the CDO upholds NALP®&s hi
for recruitment of law students and graduates. Please review the following

information from the NALP website (www.nalp.org), which provides important

information about legal recruitment and how to address offers for summer and

full -time permanent employment.

NALP Principles and Standards

Introduction

The National Association for Law Placement (NALP) was organized in 1971 to promote the
exchange of information and cooperation between law schools and employers. In order to
advance those interests, the Association has developed these "Principles and Standards for
Law Placement and Recruitment Activities."

The NALP "Principles and Standards for Law Placement and Recruitment Activities" were first
adopted in 1978. Part V, "Standards for the Timing of Offers and Decisions," was derived from
"Interviewing Procedures for Law Students and Prospective Employers,” a set of guidelines
originally adopted in the early 1960s by a group of law schools meeting under the auspices of
the Association of the Bar of the City of New York. Subsequent modifications were adopted in
1985, 1988, 1992, 1994, 2002, 2004 and 2005. The "Principles and Standards for Law
Placement and Recruitment Activities" are organized as follows:

I. General Principles

I1. Principles for Law Schools

III. Principles for Candidates

IV. Principles for Employers

V. General Standards for the Timing of Offers and Decisions

NALP encourages law schools and legal employers to educate all participants in the law
placement and recruitment process about the spirit and the letter of these Principles and
Standards. NALP urges all participants in the law student recruitment process, including
members and non-members of NALP, to abide by these Principles and Standards.

PART I. General Principles

Successful recruitment and placement of law students requires cooperation and good
judgment from three groups -- law schools, candidates, and employers. These Principles and
Standards provide concrete guidelines for each group. Nothing in the Principles and
Standards is intended to alter any legal relationships among the participants, but participants
are urged to carry out all obligations in good faith.

Activities related to the placement and hiring of law students should be conducted on the
highest ethical and professional level. Timely exchange of accurate information is essential.
Recruitment activities should be scheduled so as to minimize interference with students’
academic work.

Underlying these guidelines for ethical behavior is NALP's fundamental commitment to
helping to make the legal profession accessible to all individuals on a non-discriminatory
basis. NALP is strongly opposed to discrimination which is based upon gender, age, race,

color, religious creed, national origin, physical disability, marital, parental or
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veteran status, sexual orientation, or the prejudice of clients related to such
matters.

In addition to abiding by these guidelines, all parties concerned with placement and hiring
should observe strictly all relevant laws, accreditation standards and institutional policies. A
law school may deny use of its career services facilities to students and employers who fail to
adhere to these Principles and Standards. If unusual circumstances or particular
organizational constraints require a law school, a candidate, or an employer to modify any
provision herein, every effort should be made to find an alternative acceptable to all parties
concerned.

PART II. Principles for Law Schools

A. Law schools should make career planning services available to all students.

1. Career planning and counseling are integral parts of legal education. Law schools should
dedicate to them adequate physical space, equipment, financial support, and staff.

2. The professional services of a career planning office should be available to students
without charge.

3. Law schools should strive to meet the career planning needs and interests of all students.
Preferential treatment should not be extended to any student or employer.

B. Law schools should subscribe to and promote practices that protect their students’

legal rights.

1. Law schools should articulate and publish meaningful policies prohibiting discriminatory
hiring practices. Procedures should be developed and published whereby claims of
violations can be investigated and resolved promptly and fairly.

2. Students' privacy should be protected against illegal or inappropriate dissemination of
personal information. Information protected by federal, state, or municipal law must not
be disclosed without proper consent. Institutional policies conforming to prevailing laws
should be formulated and published to the attention of both students and employers.

C. Law schools should educate students as to proper career investigation techniques

and protocol.

1. Publications and counseling provided by law schools should be designed to afford
students adequate information about the variety of opportunities available to persons with
legal training and proper methods for exploring such opportunities.

2. Students should be counseled to focus their career choices based on their aptitudes and
career goals.

D. Students' freedom of choice in career decisions should be protected from undue

influences.

1. In counseling students, career services officers and others within the law school
community should avoid interposing either their own values or institutional interests.

2. Law schools should disseminate Part V: General Standards for the Timing of Offers and
Decisions to students and employers and urge all participants in the law student
recruitment process, including members and non-members of NALP, to adhere to them so
that students can make informed decisions.

E. Law schools should develop and maintain productive working relationships with a

broad range of employers.

1. Law schools should work actively to develop and maintain employment opportunities for
students and graduates. All employment opportunity notices should be publicized to all
students.

2. To enhance student learning and increase career development opportunities, the office of
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4.

career services should maintain good working relationships with students, faculty,
alumnae/i, and other elements of the legal community.

In order to ensure maximum information-sharing and efficiency in the employment search
process, law schools should cooperate with one another to the fullest extent possible in
gathering employer information and providing interview services.

Law schools should not disseminate information learned in confidence from employers.

F. Law schools should establish adequate procedures to facilitate recruitment by
employers.

1.

Procedures to enable employers to conduct on-campus interviews, solicit direct
applications or collect student résumé s should be designed for maximum efficiency and
fairness. Those procedures should be clearly articulated and available in writing to
students and employers.

In dealing with employers, law schools should make maximum use of standardized forms
and procedures.

G. Law schools should establish and implement practices to ensure the fair and
accurate representation of students and the institution in the employment search
process.

1.

Law schools should adopt and enforce policies that prohibit misrepresentation and other
student abuses of the employment search process, such as engaging in interviews for
practice, holding more than four offers, failing to decline offers in which there is no longer
interest, or continuing to interview after acceptance of employment.

Law schools should provide to employers and other interested parties comprehensive
information on grade standards and distribution, curriculum, degree requirements,
admissions and enrollment profiles, academic awards criteria, and office of career services
policies and procedures.

Information on employment and salaries should be collected by law schools and provided
to NALP, and the survey results should be made available to employers, prospective
students, and all other interested parties.

PART III. Principles for Candidates

A. Candidates should prepare thoroughly for the employment search process.

1.

Before beginning an employment search, candidates should engage in thorough self-
examination. Work skills, vocational aptitudes and interests, lifestyle and geographic
preferences, academic performance, career expectations and life experiences should be
carefully evaluated so that informed choices can be made. General instruction should be
obtained on employment search skills, particularly those relating to the interview process.
Prior to making employment inquiries, candidates should learn as much as possible about
target employers and the nature of their positions. Candidates should interview only with
employers in whom they have a genuine interest.

Candidates should comply with the policies and procedures of law schools whose services
they use.

B. Throughout the employment search process candidates should represent their
qualifications and interests fully and accurately.

1.

3.

Candidates should be prepared to provide, at employers' request, copies of all academic
transcripts. Under no circumstances should academic biographical data be falsified,
misrepresented, or distorted either in writing or orally.

Candidates who engage in such conduct may be subject to elimination from consideration
for employment by the employer, suspension or other academic discipline by the law
school, and disqualification from admission to practice by bar admission authorities.
Candidates should be prepared to advise prospective employers of the nature and extent
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of their training in legal writing. Writing samples submitted as evidence of a candidate's
legal skills should be wholly original work. Where the writing was done with others, the
candidate's contribution should be clearly identified. Writing samples from law-related
employment must be masked adequately to preserve client confidentiality and used only
with the permission of the supervising attorney.

C. Throughout the employment search process students should conduct themselves in a

professional manner.

1. Candidates who participate in the on-campus interview process should adhere to all
scheduling commitments. Cancellations should occur only for good cause and should be
promptly communicated to the office of career services or the employer.

2. Invitations for in-office interviews should be acknowledged promptly and accepted only if
the candidate has a genuine interest in the employer.

3. Candidates should reach an understanding with the employer regarding its
reimbursement policies prior to the trip. Expenses for trips during which interviews with
more than one employer occur should be prorated in accordance with those employers'
reimbursement policies.

4. Candidates invited to interview at employer offices should request reimbursement for
reasonable expenses that are directly related to the interview and incurred in good faith.
Failure to observe this policy, or falsification or misrepresentation of travel expenses, may
result in non-reimbursement and elimination from consideration for employment or the
revocation of offers by an employer.

D. Candidates should notify employers and their office of career services of their
acceptance or rejection of employment offers by the earliest possible time, and no
later than the time established by rule, custom, or agreement.

Candidates should expect offers to be confirmed in writing. Candidates should abide by the
standards for student responses set out in Part V and should in any event notify the employer
as soon as their decision is made, even if that decision is made in advance of the prevailing
deadline date.

In fairness to both employers and peers, students should act in good faith to decline promptly
offers for interviews and employment which are no longer being seriously considered. In order
for law schools to comply with federal and institutional reporting requirements, students
should notify the office of career services upon acceptance of an employment offer, whether or
not the employment was obtained through the office.

Candidates seeking or preparing to accept fellowships, judicial clerkships, or other limited
term professional employment should apprise prospective employers of their intentions and
obtain a clear understanding of their offer deferral policies.

E. Candidates should honor their employment commitments.

1. Candidates should, upon acceptance of an offer of employment, notify their office of career
services and notify all employers who consider them to be active candidates that they have
accepted a position.

2. |If, because of extraordinary and unforeseen circumstances, it becomes necessary for a
candidate to modify or be released from his or her acceptance, both the employer and the
office of career services should be notified promptly.

F. Candidates should promptly report to the office of career services any
misrepresentation, discrimination or other abuse by employers in the employment
process.

G. Students who engage in law-related employment should adhere to the same
standards of conduct as lawyers.
1. In matters arising out of law-related employment, students should be guided by the
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standards for professional conduct which are applicable in the employer's state. When
acting on behalf of employers in a recruitment capacity, students should be guided by the
employer principles in Part IV.

2. Students should exercise care to provide representative and fair information when
advising peers about former employers.

PART IV. Principles for Employers

A. Employers should maintain productive working relationships with law schools.

1. Employers should inform the law school office of career services in advance of any
recruiting activities involving their students, whether conducted on- or off-campus, and
should, at the conclusion of those activities, inform the office of career services of the
results obtained.

2. Employers without formal recruiting programs or whose hiring activities are sporadic in
nature should notify the law school office of career services as far in advance as possible
of planned recruiting activities in order that appropriate assistance might be arranged.

3. Employers who conduct on-campus interviews should refrain from making unnecessary
schedule change requests.

B. Employers should respect the policies, procedures and legal obligations of individual

law schools and should request only services or information that are consistent

therewith.

1. Employers should not expect or request preferential services from law schools.

2. Employers should not solicit information received by law schools in confidence from
candidates or other employers.

3. Appointments with candidates for in-house interviews should be established for a
mutually convenient time so as not to unduly disrupt students' studies.

4. Employers should promptly report to the office of career services any misrepresentation or
other abuse by students of the employment search process.

C. Employers should provide full and accurate information about the organization and

the positions for which recruitment is being conducted.

1. Employers should provide to law schools complete organizational information as contained
in the NALP Employer Questionnaire well in advance of any recruitment activities. Position
descriptions should include information about the qualifications sought in candidates, the
hiring timetable, nature of the work, the number of available positions, and, if known at
the time, the starting salary to be offered.

2. Invitations for in-office interviews should include a clear explanation of all expense
reimbursement policies and procedures.

D. Employer organizations are responsible for the conduct of their recruiters and for

any representation made by them.

1. Employers should designate recruiters who are both skilled and knowledgeable about the
employing organization.

2. Employers should instruct interviewers not to make any unauthorized commitments.

3. Candidates' personal privacy should be safeguarded. Information about candidates that is
protected by law should not be disclosed by an employer to any third party without
specific permission.

E. Employers should use valid, job related criteria when evaluating candidates.

1. Hiring decisions must be based solely on bona fide occupational qualifications.

2. Employers should carefully avoid conduct of any kind during the interview and selection
process that acts or appears to act to discriminate unlawfully or in a way contrary to the
policies of a particular institution.
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3. Factors in candidates' backgrounds that have no predictive value with respect to
employment performance, such as scores on examinations required for admission to
academic institutions, should not be relied upon by employers in the hiring process. When
evaluating second and third year applicants, employers should not place undue emphasis
on the nature of a first year summer job experience or on a student's decision not to work
after the first year.

4. There has been a long-standing tradition that the first year summer be used to engage in
public service work or to take time away from the law altogether, and, while the practice of
having first year students work in private law firms provides additional employment
opportunities to some students, such experiences should not be valued or emphasized
inordinately.

F. Employers should refrain from any activity that may adversely affect the ability of

candidates to make an independent and considered decision.

1. Employers should give candidates a reasonable period of time to consider offers of
employment and should avoid conduct that subjects candidates to undue pressure to
accept.

2. Response deadlines should be established when the offer of employment is made.
Employers who extend offers in the fall should abide by the timetable for student response
set out in Part V and must abide by it with respect to students enrolled in law schools that
have adopted it as an employer requirement.

3. Employers should not offer special inducements to persuade candidates to accept offers of
employment earlier than is customary or prescribed under the circumstances.

G. An employer should honor all commitments made on its behalf.

Offers of employment should be made in writing, with all terms clearly expressed.

1. If, because of extraordinary and unforeseen circumstances, it becomes necessary for an
employer to rescind or modify an offer of employment, both the student and the office of
career services should be notified promptly. Employers may retract any offer that is not
reaffirmed by the student in accordance with Part V, Paragraphs B and C below.

PART V: General Standards for the Timing of Offers and Decisions
To promote fair and ethical practices for the interviewing and decision-making process, NALP offers the
following standards for the timing of offers and decisions:

General Provisions

1. Al'l offers to |law student candidates (fAcandidateso)
the offer letter unless the offers are made pursuant to Paragraphs B and C below, in which case the later
response date should apply.
2. Candidates are expected to accept or release offers or request an extension by the applicable deadline. Offers
that are not accepted by the offer deadline expire.
3. A student should not hold open more than five offers of employment at any one time. For each offer received
that places a student over the offer limit, the student should, within one week of receipt of the excess offer,
release an offer.
4. Employers offering part-time or temporary positions for the school term are exempted from the requirements
of Paragraphs B and C below.

5 Practices inconsistent with these guidelines should

Summer Employment Provisions for FirstYear Students

1. Law schools should not offer career services to first-semester first year law students prior to
November 1 except in the case of part-time students who may be given assistance in seeking
positions during the school term.
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2. Prospective employers and first year law students should not initiate contact with one another and
employers should not interview or make offers to first year students before December 1.

3. All offers to first year students for summer employment should remain open for at least two weeks
after the date made.

Summer Employment Provisions for Secondand Third-Year Students
1. Employers offering positions for the following summer to candidates not previously employed by them should
leave those offers open for at least 45 days following the date of the offer letter or until December 30,
whichever comes first. Offers made after December 15 for the following summer should remain open for at
least two weeks after the date of the offer letter.
2. Students may request that an employer extend the dea
1 if the student is actively pursuing positions with public interest or government organizations. Students may
hold open only one offer in such circumstances. Employers are encouraged to grant such requests.
3. Employers offering positions for the following summer to candidates previously employed by them should
leave those offers open until at least November 15.

4. Employers offering candidates positions for the following summer and having a total of 40 attorneys or fewer
in all offices are exempted from the provisions of this section. Offers made on or before December 15 should
remain open for a minimum of three weeks. Offers made after December 15 should remain open for at least
two weeks.

Full-Time Employment Provisions
1. Employers offering full-time positions to commence following graduation to candidates not previously
employed by them should leave those offers open for at least 45 days following the date of the offer letter or
until December 30, whichever comes first. Offers made after December 15 for full-time positions to
commence following graduation should remain open for at least two weeks after the date of the offer letter.
2. Students may request that an employer extend the dea
1 if the student is actively pursuing positions with public interest or government organizations. Students may
hold open only one offer in such circumstances. Employers are encouraged to grant such requests.
3. Employers offering full-time positions to commence following graduation to candidates previously employed
by them should | eave those offers open until at | eas
4. Employers offering candidates full-time positions to commence following graduation and having a total of 40
attorneys or fewer in all offices are exempted from the provisions of this section. Offers made on or before
December 15 should remain open for a minimum of three weeks. Offers made after December 15 should
remain open for at least two weeks.
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The Mechanics of Business Correspondence
Principle Parts of the Letter

(1) Dateline (Month Day, Year)

The dateline is usually typed 2 or 4 lines below the letterhead and
may be flush left, centered, or flush right. Place commas between the day and month.

(2) Inside Address of Recipient

The inside address includes the full formal name and address of the addressee. If addressed to an in
empl oyment, the address should include the in
placed 2 or 4 lines under the dateline, should begharildishangin thedafipsiogte No line of the

address should extend beyond the middle of the page. Spell out numerical names of streets and avel
bers twelve and under. Mr . Ms . , Mrs., prece
or Ms. Eve Smith, Partner)

(3) Salutation or Greeting

Type the salutation 2 or 4 lines below the inside add#essdflunagmithG@apitatize the first word, the

title, and name. Use a colon following the salutation. A comma is used only in personal or informal s
larly those written-ralwhg ex. Dear Ms. March: or Dear Professor Smith: ) When the gender is unknow

sonds first name in the salutation.
(ex. Dear Chris Stone: or Dear M. L. Watson: )
(4) Body of the Letter

Begin the body of the letter 1 or 2 spaces below the salutation. Single space the body of the letter an
tween paragraphs. The paragraphs in the body of the letter magrixkgiarfisiiblotkthiylieftor the
first line of each paragraph may be indented 5 spaces.

(5) Complimentary Closing

Type the closing 1 or 2 lines under the body of the letter. The standard practice is to use a warm com
such as: Sincerely, Sincerely yours, Cordially, Cordially yours, Regards, Best regards, etc. When wri
0Sincerelyo6 is preferable to o0Cordiallkey. éd The
or flush right to match a dateline placed fldsindithdahgimight

(6) Signature Line

The signature may contain your name and, if applicable, your business title. Type the signature line 4
complimentary closing. Align the typed signature under the first letter of the complineentary close. Nc
should extend beyonehtradrightrgin.

(7) Enclosure Notation
When you are enclosing a resume or other encl
0OEnc. 6 f-Handsnhrginw2 linds unden the ldstdirie tof the§pedsgnatone/es on the follow-

ing pages.)
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Business Correspondence:
Block Style

[Letterhead or Name and Address as Appears on Resume]

(1)December 1, 200

(2) Ms. Roberta Lee, General Counsel

Department of Transportation

Office of the General Counsel

ul + Kw+z$01 EO0w/ OEAEOw- 6 0w2UPUT whyYy
Washington, DC 20006

(3)Dear Ms. Lee:

(4)This an example of a cover letter using the blockstyle of correspondence, which has been
adopted as a standard style for business correspondence. We are reproducing it here to give
you an opportunity to see its full effect and to become familiar with the form and how to use it
to your best advantage.

As you can see, each line of the paragraphs is singlespaced and there are two lines of space

EIT UpPl 1 OwxEUETUExT UBww( OwUTT w?2l UOOWEOOEOwWUUaOl 02 u
paragraph and the margins of the paragraphs are fully justified so the beginning of each sen-

tence begins flush with the left-hand margin and ends flush with the right -hand margin. You

may also choose to use justifiedleft margins, where the beginning of each sentence is flush

PPUT wUOT 1 woOl i OwOEUT POWEUUwWUT 1 wOEUUWPOUEwWDbOwWI EET wU
with the right -hand margin. Also, be sure to use two spaces between the end of one sentence

and the beginning of new sentence in the same paragraph.

This is a very simple format to use for cover letters, and using this style saves time and energy
if you find this style appealing. Everything, including the date and complimentary closing,
begin flush with the left -hand margin. This uniformity eliminates many of the mechanical op-
erations and potential errors in typing letters.

(5)Sincerely,

M. Abraham Lincoln
(6) M. Abraham Lincoln

(7)Enclosures
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Business Correspondence:
SemiBlock Style

[Letterhead or Name and Address as Appears on Resume

(1ipecember 1, 200 &

(2) Mr. Wiiberforce Humphries, Esg.
Grace Brothers & Sons, P.C.

111 North London St., Suite 2222
Baltimore, Maryland 21201

(3) Dear Mr. Humphries:

(4)This an example of a cover letter using the semi-block-style of correspondence, which has
been adopted as a standard style for business correspondence. We are reproducing it here to give you
an opportunity to see its full effect and to become familiar with the formand how to use it to your best ad-
vantage.

As you can see, each line of the paragraphs is single-spaced and there are two lines of space
between paragraphs. In the semi-block style, each paragraph begins with an indention and the margins
of the paragraphs are usually justified-left, where the beginning of each sentence is flush with the left
mar gin but the | ast word in each sent-fandmars ends
gin. Also, use two spaces between the end of one sentence and the beginning of another sentence in the

same paragraph.

This is ancther basic format to use for your cover letters and other business correspondence.
Note that the date is aligned with the complimentary closing, and the signature is aligned directly beneath
the first letter of the closing. begin This uniformity eliminates many of the mechanical operations and po-
tential errors in typing letters.
(5)Best regards,
Joan Q. Slocum
(6)Joan Q. Slocum

(7) Enclosures
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Resources for Writing Cover Letters

Available from the CDO Resource Library

Cover Letters that Knock
Dynamite Cover Letters
Guerilla Tactics for Getting the Legal Job of your Dreams
Serving the Public: A Job Search Guide Volume |

Available Online :

Vault Online Library - accessible via the
CDO Symplicity Job Bank homepage

www.dictionary.com

Merriam -Webster Online www.m-s.com

www.grammarbook.com
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http://www.m-s.com/
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