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Our Mission

The Career Services’ Mission is to support student learning
by providing students and alumni with the
tools necessary to bridge education with employment.
We accomplish our Mission by ensuring:

Knowledgeable staff, resources and technology that will assist students
in exploring their individual needs.

Students will be able to navigate through the various types of resources
that will help them identify their career and educational goals.

Students will learn the skills necessary to become successful when
seeking employment opportunities.

Students will develop the confidence to pursue their career aspirations.




Career Services Resource Library

for the Metro-Detroit area.

Career Services Library—Center Campus: G-102
Resumes and Cover Letters .

Interviews .

Job Search

Career and College Information
General Information .
Periodicals.

DVDs .

Career Services Library-South Campus: S-147
Resumes and Cover Letters .

Interviews .

Job Search

Career and College Information
Periodicals.

Videos .

DVDs .

Career Services offers a variety of resources for all
stages of your career planning process.
From writing cover letters, resumes, and
thank-you letters to developing your
interviewing skills to get the job that
you want, our resource library has it
all! We also carry career descriptions,
including education requirements and
salary, as well as employment trends
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Career Services Library—Center Campus, G102

Resumes and Cover Letters

101 Best Cover Letters, Block & Betrus

101 Best Tech Resumes, Jay A. Block, CPRW and Michael Betrus
101 Great Resumes, Ron Fry

Adams Cover Letter Almanac & Disk, Adams Media Corporation
Adams Resume Almanac & Disk, Adams Media Corporation
Best Resumes for College Students and New Grads, Kursmark

Best Resumes for People Without a Four-Year Degree,
Enelow & Wendy

Blue Collar & Beyond, Yana Parker

Cover Letter Magic, Kursmark, 2007 2nd Edlition

Cover Letter Magic, Wendy S. Enelow and Louise M. Kursmark

Dynamite Cover Letters, Krannich and Krannich Ph.D.s

e-Resumes Susan B. Whitcomb and Pat Kendall

Expert Resumes for Health Care Careers, Enelow and Kursmark

Perfect Phrases for Cover Letters, Michael Betrus, CPRW

Perfect Phrases for Resumes, Michael Betrus, CPRW

Resume Buzz Words, Erik Herman and Sarah Rocha

Resumes for First-Time Job Hunters, The Editors of VGM Career Books
Resumes for Former Military Personnel, The Editors of VGM Career Books

The Blue-Collar Resume and Job Hunting Guide, Ron and Karyl Krannich, Ph.D.s.




Career Services Library—Center Campus, G102

Resumes and Cover Letters (continued)

The Career Change Resume, Isaacs & Hofferber
The Career Portfolio Workbook, Frank Satterthwaite and Gary D’Orsi

The Complete Resume and Job Search Book for College Students,
Bob Adams with Laura Morin

The Damn Good Resume Guide, Parker

The Edge—Resume & Job Search Strategy, 3rd Edition, Corbin & Wright
The Edge—Resume & Job Search Strategy, Corbin & Wright

The No Pain Resume Workbook, Cohen

The Overnight Resume, Donald Asher

The Resume Catalog—200 Damn Good Examples, Yana Parker

The Resume Makeover, Jeffery G.Allen, J.D., C.PC.

The Resume Solution: How to Write (and Use) a Resume That Gets Results,
Swanson

Your First Resume, Fry

Interviews

101 Dynamite Answers to Interview Questions, Krannich & Krannich
101 Dynamite Questions to Ask at Your Job Interview, fein

250 Job Interview Questions, Peter Veruki

301 Smart Answers to Tough Interview Questions, Vicky Oliver

Best Answers to the 201 Most Frequently Asked Interview Questions,
Deluca

Get Hired, Winning Strategies to Ace the Interview, Paul C.Green Ph. D.
Information Interviewing, Martha Stoodley

The New Interview Instruction Book, Nicholas A. Corodilos



Career Services Library—Center Campus, G102

Job Search

101 Best Ways to Land a Job in Troubled Times, Jay Block

Boomer’s Job Search Guide, Marling & Waterbury
Career Power: A Blueprint for Getting the Job You Want, Neil C. Kalt, Ph.D.
Career X Roads 2000, Gerry Crispin and Mark Mehler
Electronic Job Search Revolution, Joyce Lain Kennedy and Rhomas J. Morrow
Getting the Job You Really Want, 4th Edition, J. Michael Farr
Help Wanted Inquire Within, Brian Jud
How to Find a Job After 50, Betsy Cummings
How to Find Work in the 21st Century, Ronald McGowan
How to Find Work in the 21st Century, W/CD, Ronald McGowan
How to Get a Good Job and Keep It, Deborah Perimutter Bloch, Ph. D.
How to Get Any Job with Any Major, Donald Asher
How to Get Hired Today, George E. Kent
Job Hunting for Dummies, Max Messmer
Over 40 Job Search Guide, Geary & Gail
Seven Steps to Getting a Job Fast, Farr

The 110 Biggest Mistakes Job Hunters Make,
Richard L. Hermann and Linda P. Sutherland

The Everything Online Job Search Book, Steven Graber

The Job Search Handbook for People with Disabilities 2nd Edition,
Dr. Daniel J. Ryan

The Savvy Networker, Ron and Caryl Krannich Ph.D.s



Career Services Library—Center Campus, G102

Career and College Information

100 Best Careers for Writers + Artists, Ficld

100 Best Careers in Crimefighting, Lee, Lee & Beam

270 Ways to Put Your Talent to Work in the Health Field, National Health Council
A Guide to Careers in Community Development, Brophy & Shabecoff

America’s Top Military Careers 4th Edition, U. S. Dept. of Defense

Best Impressions in Hospitality, Michael

Career Guide to the Safety Profession, 2nd Edition, American Society of
Safety Engineers

\ Career Skills Library—Communication Skills ¢ June 2011
Career Skills Library—Finding a Job ¢ June 2011
Career Skills Library—Leadership Skills ¢ June 2011
Career Skills Library—Learning the Ropes ¢ June 2011
Career Skills Library—Organizational Skills ¢ June 2011
Career Skills Library—Problem Solving ¢ June 2011
Career Skills Library—Professional Ethics and Etiquette ¢ June 2011
Career Skills Library—Research and Information Management ¢ June 2011
Career Skills Library—Teamwork Skills ¢ June 2011
Career Success for People with Physical Disabilities, Kissone
Careers for Health Nuts + Others Who Like to Stay Fit, Camenson
Careers for Mystery Buffs and Other Snoops + Sleuths, Camenson
Careers in Renewable Energy, McNamee
| Careers Without College—Fashion
Careers Without College—Health Care
Great Jobs for Communications Majors, Camenson x 2
| Great Jobs for Engineering Majors, Garner
Great Jobs for English Majors, DeGalen & Lambert
Great Jobs for Foreign Language Majors, DeGalen & Lambert

Great Jobs for History Majors, DeGalen & Lambert
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Career Services Library—Center Campus, G102

Green Careers, Cassio & Rush @ April 2010

How to Get a Job in Sports

How to Succeed Without a Career Path, Rosenberg
Opportunities in Eye Care Careers, Awens

Opportunities in Foreign Language Careers, Rivers
Opportunities in Gerontology, Williams

Opportunities in Hospital Administration Careers, Shook Jr.
Opportunities in Medical Imaging Careers, Sherry
Opportunities in Paramedical Careers, Kacen
Opportunities in Pharmacy Careers, Gable

Opportunities in Physical Therapy Careers, Krumhans|

Opportunities in Physician Assistant Careers, Sacks

Opportunities in Physician Careers, Sugar-Webb

Opportunities in Property Management Careers, Evans

Opportunities in Speech Language Pathology Careers, Hicks

Opportunities in Sports Medicine Careers, Heitzmann

Opportunities in Teaching English to Speakers of Other Languages, Camenson
Opportunities in Telecommunications Careers, Bone

You Can't Play the Game if You Don’t Know the Rules, Carter

General Information

10 Things Employers Want You to
Learn in College, Bill Coplin

175 Best Jobs Not Behind a Desk,
Michael Farr and Laurence Shatkin,
Ph. D.

Dressing Smart for Men,
JoAnna Nicholson

Dressing Smart for Women,
JoAnna Nicholson

Dynamite Salary Negotiations, Ronald L. Krannich and Caryl Rae Krannich, Ph.D.s



Career Services Library—Center Campus, G102

General Information (continued)

Firestarters, Beatty and Bradshaw
Getting, Keeping, and Growing in Your Job, Bill Corbin and Kim Corbin
How To Sell Yourself, Arch Lustberg
Job Shift, William Bridges
Job Survival, Dixie Lee Wright
Learning a Living, Dale S. Brown

No One Will Hire Me!, Ron and Caryl Krannich, Ph.D.s
On The Job, Stephen Viscusi
Red Socks Don’t Work, Kenneth Karpinski
Reinventing Yourself, Sandra Davis and Bill Handschin

Success @ Life, Ron Rubin and Stuart Avery Gold
: ;\I‘ Suddenly Unemployed, Helen Kooiman Hosier
' h) Sunshine Jobs, Tom Stienstra
a{ Take Charge of Your Career, Daniel Moreau
The Book of U.S. Government Jobs, Dennis V. Damp

The Career Fitness Program, Sukiennik, Bendat, Raufman

The Money is the Gravy, John Clark

The Networking Survival Guide, Diane Darling
Where the Jobs Are, Joyce Hadley
Who Moved My Cheese? Spencer Johnson, M.D.



Career Services Library—Center Campus, G102

Periodicals

Job Choices Diversity Edition
Job Choices for Business & Liberal Arts Students

Job Choices for Science, Engineering, & Technology Students

DVDs

Communication Essentials: Listening Essentials ® June 2011
Communication Essentials: Reading Essentials ® June 2011
Communication Essentials: Speaking Essentials ® June 2011
Communiction Essentials: Writing Essentials ® June 2011
Job Fair 411, George Mason University
Mastering the Interview, Linx Educational Publishing, Inc.
My Interview Simulator, Arabian Morgan & Associates
Networking from Scratch, Donald Asher
Portfolio, Showcase Your Talents, Jaguar Educational
Power Interviewing Skills, Cambridge Educational
i Quick Interview and Salary Negotiation, JIST
: ./ ! What's in a Job Interview, Linx Educational
Dress and Groom for the Workplace ¢ June 2011
Ethics At Work ¢ June 2011
Intro to Rules of Work ¢ June 2011




Career Services Library—South Campus, S 147

Resumes and Cover Letters

101 Best Cover Letters, Block & Betrus
101 Best Tech Resumes, Ron fry
101 Great Resumes, Betner
Best Resumes for College Students and New Grads, JIST
Best Resumes for People Without a Four-Year Degree, Enclow & Wendy
Blue Collar Resumes and Job Hunt Guide, Krannich
Cover Letter Almanac, Adams
Cover Letter Magic, JIST
. Cyber Space Resume Kit, JIST
Dynamite Cover Letters, Krannich
e-Resumes, Whitcomb & Kendall
b Job Search Letters That Get Results, Krannich & Krannich
Overnight Resumes, Asher
Perfect Phrases for Cover Letters, Betrus
Perfect Phrases for Resumes, Betrus
Resume Almanac, Adams
Resume & Cover Letters, Writing to Stand Out, Education Career Services, LLC
Resumes for Education Careers, VGM
Resumes for First-Time Job Hunters, VGM
Resumes for Former Military Personnel, VGM
Resumes for Health Care Careers, JIST
Same Day Resume, JIST
The Career Change Resume, Isaacs & Hofferber
The Resume Catalog: 200 Damn Good Examples, Parker
The Resume Guide, Parker
The Resume Solution, Swanson

Your First Resume, Fry



Career Services Library—South Campus, S 147

Interviews

250 Job Interview Questions, Veruki
101 Tough Interview Questions, Porot
Job Interview Fundamentals, Education Career Services, LLC

“Knock Their Socks Off” with the Interviewing Edge, Paul

Job Search

101 Best Ways to Land a Job in Troubled Times, Jay Block
100 Best Nonprofits to Work For, ARCO

175 Best Jobs Not Behind a Desk, JIST

50 Ways to Get Hired, Messman

Acing the KSAs, Education Career Services, LLC

Boomers’ Job Search Guide, Marling & Waterbury

Career by Design, Hanna, Raptke, Suggett
Career Change, Helfard
Career Portfolio Workbook, Satterthwaite

Conducting Great Meetings—What Every College Student
Should Know, Paul

Coping With Unemployment, Jud
Dressing Smart for Men, Nicholson

Dressing Smart for Women, Nicholson

Getting the Job You Really Want, JIST

Help Wanted: Inquire Within, Jud

How to Find a Job After 50, Cummings

How to Find Work in the 21st Century, McGowan
How to Get What You Want Out of Life, Paul

How to Find Work, McGowan

How to Sell Yourself, Lustberg

Introduction to Federal Jobs, Education Career Services, LLC



Career Services Library—South Campus, S 147

Job Search (continued)

Job and Career Building, Germann & Arnold
Job Search Handbook for People with Disabilities, JIST
Job Survival: How to Adjust to the Workplace and Keep Your Job, JIST
Learning a Living, Brown
National Job Hotline Directory, Cubbage & Williams
Networking in the Digital Age, Education Career Services, LLC
Networking Survival Guide, Darling
No One Will Hire Me, Krannich
Over 40 and Looking for Work, Anthony & Roe
Over 40 Job Search Guide, Geary & Gall
Overcoming Employment Barriers, Education Career Services, LLC
Public Speaking—How You Can Be Successful, Paul
Seven Steps to Getting a Job Fast, Farr
| Success Abilities, JIST
Suddenly Unemployed, Kooiman-Hosier & Helen
The Big Guide to Living and Working Overseas, Jean-Marc Hachey
The Money is the Gravy, Clark
The Savvy Networker, Krannich
The Very Quick Job Search, JIST

Career and College Information

101 Best Home Businesses, Ramsey
150 Best Recession-Proof Jobs, JIST
A Guide to Life After College, Gradsopt.com
A Guide to Careers in Community Development, Island Press
ABA LSAC Official Guide to ABA-Approved Law Schools, Margolis & Wendy
Adult Career Development, Niles
America’s 101 Fastest Growing Jobs, JIST
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Career Services Library—South Campus, S 147

Career and College Information (continued)

America’s Top 101 Jobs for College Grads, JIST
America’s Top 300 Jobs, JIST
America’s Top 100 Computer and Technical Careers, JIST
America’s Top Jobs for People Without a 4-Year Degree, JIST
America’s Top Medical, Education and Human Services Jobs, JIST
America’s Top Military Careers, JIST
Barron’s Best Buys in College Education, Solorzano
Barron’s Guide to Distance Learning, Criscito & Pat
Barron’s Guide to Medical and Dental Schools, Wischinitzer & Saul
Best Jobs for the 21st Century, JIST
Book of Majors, CollegeBoard
Boomers’ Job Search Guide: You're Not Old You're Experienced, Marling
Business Week Guide to the Best Business Schools, Byne
Career Counseling in Schools, Herring

Career Guide to America’s Top Industries, JIST
Career Guide the Safety Profession
Career Skills Library—Communication Skills ¢ June 2011
Career Skills Library—Learning the Ropes ¢ June 2011
Career Skills Library—Finding a Job ¢ June 2011
Career Skills Library—Leadership Skills ¢ June 2011
Career Skills Library—Organizational Skills ¢ June 2011
Career Skills Library—Problem Solving ¢ June 2011
Career Skills Library—Professional Ethics and Etiquette ¢ June 2011
Career Skills Library—Research and Information Management ¢ June 2011

Career Skills Library—Teamwork Skills ¢ June 2011
Career Success for People with Physical Disabilities, Kissane
Careers for Animal Lovers & Other Zoological Types, NTC Publishing Group

Careers for Bookworms & Other Literary Types, NTC Publishing Group
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Career Services Library—South Campus, S 147

Career and College Information (continued)

Careers for Caring People & Other Sensitive Types, NTC Publishing Group
Careers for Computer Buffs & Other Technological Types, NTC Publishing Group
Careers for Cyber Surfers & Other Online Types, NTC Publishing Group

Careers for Environmental Types & Others Who Respect the Earth,
NTC Publishing Group

Careers for Foreign Language Aficionados & Other Multilingual Types,
NTC Publishing Group

Careers for Health Nuts & Others Who Like to Stay Fit, NTC Publishing Group

Careers for Kids At Heart & Others Who Adore Children, NTC Publishing Group

Careers for Nature Lovers & Other Outdoor Types, NTC Publishing Group

Careers for Plant Lovers & Other Green Thumb Types, NTC Publishing Group

Careers for Self-Starters & Other Entrepreneurial Types, NTC Publishing Group
Careers for Sports Nuts & Other Athletic Types, NTC Publishing Group
Careers for Writers & Others Who Have A Way With Words, NTC Publishing Group

Careers in Renewable Energy, McNamee

Careers in Science & Engineering, National Academy Press

College Handbook, CollegeBoard

Cool Colleges, Asher

EZ OOH, JIST

Enhanced OOH, JIST

I Firestarters 100 Job Profiles to Inspire Young Women, Beatty & Bradshaw

| Fish!, Lundin, Paul & Christensen

Great Careers In Two Years, Phifer

Green Careers, Choosing Work for a Sustainable Future, Jim Cassio

How to Get Any Job with Any Major, Asher

Jobs for English Majors and Other Smart People, Pectersons

Jobs for People Who Love Travel, Krannich & Krannich

Making Career Decisions That Count, Luzzo, Severy
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Career Services Library—South Campus, S 147

Career and College Information (continued)

Michigan Post Secondary Handbook, Michigan Higher Education Association
Michigan Transfer Scholarship Guide, Andrew Watts
New Guide for Occupational Exploration, JIST
Occupational Outlook Handbook, JIST
Occupational Outlook Handbook, 2008-09, JIST
Opportunities in CAD/CAM Careers, NTC Publishing Group
Opportunities in Health and Medical Careers, NTC Publishing Group
Opportunities in Social Science Careers, NTC Publishing Group
Peterson’s College and University Almanac, Thomson-Peterson
Peterson’s Graduate Schools in the U.S., Thomson-Peterson
Peterson’s Study Abroad, Thomson-Peterson
The College Majors Handbook, JIST

The O*NET Dictionary of Occupational Titles, JIST

The Scholarship Book, Cassidy

U.S. News and World Report: Ultimate College Guide, McGrath

Periodicals

Job Choices Diversity Edition
Job Choices for Business & Liberal Arts Students

Job Choices for Science, Engineering, & Technology Students

Videos

Biotechnology Occupations

Career Encounters: Clinical Lab Sciences
Career Encounters: Psychology

Career Encounters: Radiology

Dress and Groom for the Workplace
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Career Services Library—South Campus, S 147

Ethics at Work—Doing the Right Thing on the Job
Information Technology Occupations

Internet Related Occupations

Interviewing Skills: Learning Disabilities
Interviewing Skills: Physical Disabilities

Intro to the Rules of Work

Job Connection: Make the Interview Count

Job Connection: Resumes

Trading Up
Women'’s Work: Animator

Women'’s Work: Biomedical Engineer

DVDs

Branching Out To Success
Communication Essentials: Listening Essentials ® June 2011

Communication Essentials: Reading Essentials ® June 2011

Communication Essentials: Speaking Essentials
e June 2011

Communiction Essentials: Writing Essentials @
June 2011

Job Fair 411

Networking from Scratch from Donald Asher
Mastering the Interview
Portfolio—Showcase your Talents

Power Interview Skills

Quick Interview and Salary Negotiation
What'’s In a Job Interview?

WinWay Resume Deluxe Software
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