Venture Summary Form:





1.  School Name:		Portland State University





2.  Venture Title:	How to write a winning resume and survive an interview.





3.  Time Duration of Venture (from Start to End)


April 11, 1997 or April 25, 1997:  from 1:00 p.m. to 7:00 p.m.





4.  Amounted requested from S-PAVe funds:		$500





5.  Total expenses of your venture:			$1,000





6.  S-PAVE Student Contact: 	Shelley Grace


				506 S.W. College, No. 10


				Portland, OR 97201


	Tel:  503/294-7039


	Fax:  503/725-3807


	e-mail:  grace@ee.pdx.edu





8.  Please summarize your venture below:





A resume and initial interview are the first impressions an employer has of a perspective employee.  Successful resume writing and interviewing skills are essential for the engineering student who is entering into the job market.  The proposed workshop will provide students with a safe environment in which they can receive helpful advice to improve their resumes and practice interviewing with Human Resource professionals from local engineering companies.  The workshop is organized to be a series of 20 minute time slots, during which each of the three HR specialists will interview a student, and review the student's resume.  The interviewer will retain a copy of each student's resume.  We will provide students with free photocopies for the purpose of duplicating their resumes.  Each HR representative will be asked to bring information packets from their company to give out to interested students.  Before the workshop, the students will be required to register in order to reserve a time slot for their mock interview.  We will be providing break refreshments during the workshop.  After the workshop, we will provide dinner for the HR specialists and get their feedback.  





9.  Support List:	


	Branch Counselor		Prof. Fu Li





	Regional S-PAC


	Coordinator			Julie Gaevert





	PACE				Paul Kostek





	PSU, EE Department		Dr. Rolf Schaumann (event space)





10.  Proposal Checklist:


	X	Venture Description and Milestone List


	X	Proposed Budget


	X	Letter of support or financial support





11.  Signature





S-PAVe Student Contact Signature:                                                                   Date: 








I.	Venture Description and Milestone List





A.	The Activity





	Resume writing and interviewing are vital skills for the engineering student who is entering into the job market.  It is highly unlikely that a candidate who interviews for a job will be given constructive feedback about their interview and resume, unless they were the candidate who got the job offer.  This leaves the student entering the work force with very little opportunity to obtain feedback and directly improve these skills.  The proposed workshop will give students the opportunity to get personalized advice on improving the skills mandatory for obtaining employment in the engineering industry, in an environment which is conducive to learning.





	Each of three interviewers will spend 20 minutes with 11 different students, during the four hour workshop.  The interviewer will review the student's resume, offer suggestions to improve the resume, and simulate an interview with the student.  There will be 33 time slots, giving each interviewer a break during the afternoon.  Students will register for the workshop in advance by reserving a time slot for their interview.  The workshop will be open for IEEE members, and new members who wish to join at the workshop.  





	Each Human Resource representative will bring information packets about their company for the students.  In return each will leave the workshop with a collection of resumes from students with whom they have interviewed.  During the workshop, refreshments will be provided to interviewers and students waiting for their time slots.





	After the interviews, the IEEE officers will take the HR specialists to dinner and hear their feedback about the workshop.





	The proposed timetable for the event:





	12:30	Introduction and orientation for the interviewers


	1:00	Start student interviews in 20 minute time intervals


	3:00	Break


	3:20	Resume student interviews


	5:00	Conclude interviews


	5:30	Dinner and workshop feedback


	7:00	Conclude event





B.	Meeting S-PAVe Goals





	(a)	This workshop will enhance the skills of students who are seeking employment: improving their resume writing skills, and job interviewing skills.





	(b)	By limiting the number of participants, the workshop will foster a desire to join IEEE, and a sense of value for those who are current members.  





	(c)	Students within the branch will be provided the opportunity to gain essential personal skills to enable them to secure employment.





	(d)	The officers of the branch will gain leadership experience, and, by documenting the event, can establish a branch event which can be duplicated in years to come.





C.	Venture Risk





	The risk of this event is the failure to attract participants, and last minute cancellations of students or interviewers.  In order to limit participant cancellation, we are limiting the number of participants, and advertising heavily.  We will advertise with plenty of lead time to ensure the time slots are filled.  Our advertisement will stress the networking value of "practicing" interviewing with local companies, and getting personalized tips from HR specialists.  We will also make personal announcements in classes to create interest.  For interviewer cancellation, we will solicit the help of our Branch Mentor to act as a backup interviewer.  





D.	Management





	The planning of this event is carried out by the four officers of the student branch, with help from the regional S-PAVe Coordinator, the Branch Counselor and the Branch Mentor.  Our treasurer will manage the finances.  Our Vice-Chair will manage the food and accommodation.  The Chair will work with the Branch Mentor and the Vice-Chair to schedule the HR specialists.  And the Secretary will facilitate the disbursement of written materials.  All of the officers will participate in advertising and promoting the event.





E.	Expected Outcome





	The tangible outcome of this project will be the handout materials from the HR representatives about the companies they represent.  The students may also elect to participate in a resume book, which would go to each of the HR representatives.  The secondary materials will be the documentation of the planning of the workshop, which can be used as a guide for next year's planning committee.  The intangible outcome will be the experience gained by the students who participated, and the feedback from the HR specialists.





F.	Milestone List





	March 13:	Contact Branch Mentor and potential interviewers


	March  17:	Reserve room through PSU and contact catering for refreshments


	March 24:	Get letters of support for event


			Secure commitments from three HR specialists to represent their companies


	March 31:	Finalize contract for room and catering


			Make reservations at a local restaurant for dinner


			Place posters in PCAT and start announcing the event in classes


			Place registration roster in the EE Office


	April 7:		Make second announcement in classes


			Arrange for any special needs of participants


			Arrange for guest parking for interviewers


	April 11:	The workshop


	April 18:	Sent out thank you letters


			Submit final report





II.	Letters of Support/Financial Support





III.	Proposed Budget





Expenses:





Materials and photocopies:			$   75.00


Refreshments:					   250.00


Dinner						   600.00





Total Expenses					$ 925.00








Income:





PACE						$ 500.00





Total Income:					$ 500.00








IEEE S-PAVe funds request:  $200 base funds +  $225 matching = $425


