
is important for your cover let-

ter and resume to grasp their 

attention and impress them 

with your qualifications.  If you 

need help with this, you can 

attend our Career Center work-

shops outlined in the back of 

this publication.  We can help 

you get the job you really want. 

Lastly, we suggest that 4) you 

not make the mistake of not 

preparing for an interview.  Our 

career center can also assist 

you with information regarding 

interview success tips, “dress 

for success” suggestions and 

much more.  Good luck! 

They say that one of the most 

stressful experiences people go 

through is looking for employ-

ment.  It is hard enough when 

you know what to do and even 

more difficult when you don’t.  

There are four job search mis-

takes you should avoid in order 

to make your job search experi-

ence more delightful.  1) Look-

ing for any job instead of focus-

ing on one you really would 

enjoy: If you choose a job that 

suits your personality and fu-

ture career goals, your chances 

of enjoying your job will allow 

you to increase your chances at 

keeping the job for a long time.  

Take a look at the type of per-

sonality characteristics you 

possess.  Are you an extrovert 

or more of an introvert?  Do you 

like variety or do you appreciate  

an environment that has more 

consistency?  Do you like work-

ing indoors or outdoors in-

stead?  Do you like working 

with people or engaging in work 

that doesn’t involve human 

contact as much?  The ques-

tions can go on and on.  2) Not 

networking enough: Most really 

good jobs are found by talking 

to people you know.  Tell 

friends, family, former employ-

ers, and other acquaintances 

that you are looking for a job.  

After all, more jobs are found 

through networking than by 

reading newspaper ads and 

searching online.  3) Not send-

ing in professional looking re-

sumes and cover letters: Pro-

spective employers see hun-

dreds of cover letters and re-

sumes for an advertised job.  It 
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Congratulations!  You have 

impressed your interview panel 

and were offered the job.  What 

now? This is when your know-

how about job offer acceptance 

letters comes into play.  Al-

though you can accept a job 

offer over the telephone, it is 

always a good idea to follow up 

and confirm your acceptance in 

writing.  An acceptance letter 

helps ensure that you under-

stand and agree to the terms of 

your employment offer.  This 

can definitely help avoid any 

unpleasant misunderstandings 

in the future.  This letter can be 

very easy and fun to write.  You 

should type in your name at the 

top, full address, telephone 

number and email.  The pro-

ceed to list the employers infor-

mation.  In the first paragraph, 

inform your future employer 

about how pleased you are to 

accept their offer.  In the sec-

ond paragraph, restate the 

terms of your employment, as 

you understand them.   This 

includes hours of work, loca-

tion, salary, benefits, etc.  In the 

third paragraph, close by restat-

ing your excitement regarding 

joining their team.  Let your new 

employer know you look for-

ward to working with the them.  
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• Respiratory Therapy is 
in high demand with a 
2.5% annual growth 
and over 2,700 new 
jobs per year? 

• There are more than 
68,500 new jobs per 
year for Registered 
Nurses? 

• FBI Agents can earn 
more than $90,000 per 
year with a B.A. ? 
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TOXICOLOGISTS research or study the effects of toxic sub-
stances and materials on physiological functions of humans, 
animals, and plants, for consumer protection and industrial 
safety programs. They design and conduct studies to determine 
physiological effects of various substances and materials on 
laboratory animals, plants, and human tissue. Toxicologists inter-
pret the results of studies in terms of toxicological properties of 
substances and materials, and the hazards associated with their 
misuse.  

Toxicologists collect and prepare samples of toxic substances 
and materials for analysis or examination. They also dissect 
dead animals and examine organs for toxic substances. Toxicolo-
gists apply various substances and materials, such as cosmet-
ics, onto the skin or inject into animals. They then observe ani-
mals for abnormalities, inflammation, or irritation. They test and 
analyze blood samples for the presence of toxic conditions. Toxi-
cologists also analyze samples of toxic compounds, in order to 

possibly identify the poisonous elements and materials present in 
the materials, and help to develop treatments for such ailments/
conditions. 

Toxicologists review toxicological data for accuracy and suggest 
modifications or corrections to data. They write and maintain re-
cords and reports of studies and tests for use as toxicological re-
source material. Toxicologists evaluate the results of studies, and 
advise governmental and industrial personnel on degree of hazard 
of toxic materials, and on precautionary labeling. Toxicologists tes-
tify as expert witnesses on toxicology in hearings and court pro-
ceedings. In addition, they may consult on policy development ac-
tivities and write scientific reports. 

For more information on toxicology as a career 
field of interest, please visit your Career Center in 
order to conduct further research on this exciting 
field.   

the cover letter should relate your specific skills to the job that you 
are applying for. You should explain how accomplishments and 
situations from past job experiences make you the perfect candi-
date for that specific position.  You can state highlights of your 
career by bulleting these in the body of the letter.  The conclusion 
of your cover letter should ask for an interview for the position dis-
cussing your qualifications.  And close with “Sincerely,” and your 
name. 

Adding a cover letter to your resume is not only a great way to 
“stand out” but is also a professional way to let them know that 
you are not like the rest of the candidates.  You have taken the 
time to explain your interest aside from just stating your work his-
tory and skills in a resume.   You can get help on cover letters from 
websites, books and of course, the Career Center here on campus.  
Look for our Resume and Cover Letter workshops taking place later 
this month.   Good luck with your job hunting and cover letter writ-
ing! 

Every employer expects a cover letter, even 
when it is not asked. Cover letters are meant to 
persuade the employers to read your resume. 
Here are some tips to make your cover letter 
the best it can be. 

Great cover letters are addressed to a specific 
person. For example, instead of addressing 

your letter to ‘whom it may concern” address it to the person in 
charge of hiring. You can find out this information by visiting the 
company’s web page. Your cover letter should also include all of 
your contact information . It should also state the date, name, 
title, company name, and address of the person whom you’re 
writing to. Cover letters are always written in business letter for-
mat and typed on cream or white paper. 

Cover letters are one page long and very concise. There are 3 
parts to a cover letter starting with the opening. The opening  of 
your cover letter should indicate how you learned about the posi-
tion opening, such as a job board or internet site. The body of 

T O X I C O L O G Y  A S  A  C A R E E R :  W H A T  D O  T H E Y  D O ?  

C O V E R  L E T T E R S  
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An internship is an opportunity for students have that will enable them to gain practical experience related to their studies/career inter-

ests.  This opportunity also allows students to decided whether a chosen field is what they really want to pursue.  Additionally, it can help 

the individual decided which area or specific concentration to choose as a career.  Internships an be credit or no-credit.  They can also be 

paid or unpaid.  Usually students will work between 8 and 20 hours per week at the site.  There, the student will meet his/her supervisor 

who will be providing guidance to the intern.  Here are four important things to keep in mind when deciding to pursue an internship: 1) 

Build relationships as early as possible: Did you know that nearly 80% of job offers come through networking?  If you build relationships 

with the right people, they will not only help you find the right internship but will also connect you with the people who could do the hiring.  

You can talk to role models or professors during office hours in order to get this started.  Counselors may also be able to help.  2) Don’t 

worry about getting paid at first: By offering your services for free at first, you can drastically increase the probability of getting inside a 

company by lowering the monetary risk of the company bringing you in.   



B A C H E L O R  O F  S C I E N C E  I N  T O X I C O L O G Y  

T H E  S C O O P  O N  R E S U M E  W R I T I N G :  L E A R N  A B O U T  T Y P E S  O F  R E S U M E S  

• enjoy working as a part of a team 

Many colleges offer internship programs which provide students 
with the opportunity to work for a company while they are attending 
classes. In this way, students gain valuable on-the-job experience 
while they are receiving academic training. Further training may be 
required, especially for advancement in your career.  

A master's degree in toxicology is sufficient for some jobs in applied 
research. However, a Ph.D. degree is preferred and is usually neces-
sary for independent research, and for advancement to administra-
tive positions. Computer courses are essential, as employers in-
creasingly prefer job applicants who are able to apply computer 
skills to modeling and simulation tasks, and operate computerized 
laboratory equipment. No special licensing or certification is re-
quired for TOXICOLOGISTS. 

 
The following majors could help you prepare for this occupation:  

General Biology,  

Chemistry,  

Toxicology and Pharmacology, etc.   

For more information or a list of universities that offer this option, 
please visit your Career Center today.  

In this program, you will learn mathematical and natural scientific 
principles and develop technical skills to assist engineers and 
other professionals who are designing, developing, operating, and 
evaluating environmental systems or working to protect the envi-
ronment.  

You will begin your studies with mathematics, sciences, and basic 
engineering courses. Later you will focus on courses which deal 
with environment and natural resources and energy. These courses 
will give you an understanding of ecology and the effects of natural 
and man-made pollutants on humans, animals, structures, and the 
general environment and also prepare you to assist in the develop-
ment of environmental systems such as heating and air condition-
ing, water storage and treatment, air pollution prevention, hazard-
ous materials, and solar energy. 
 
 
OTHER IMPORTANT INFORMATION: 
 
Characteristics associated with success in this major include a 
strong interest in understanding the effects of man-made techno-
logical systems on the quality of life. Therefore, interest in ecology 
and conservation and reclamation of our natural resources and 
ability in mathematics and natural sciences are very important.  

You should:  

• have a deep sense of curiosity 

• be logical in your thinking and problem solving 

Page 3 S P R I N G  2 0 0 8  

Writing a resume can be difficult for some people. A resume should always look professional and have the neces-

sary key points for employers to see. There are certain rules that apply when writing a resume. These are the 

things that an employer will look at when viewing a resume. When preparing a resume one needs to make sure 

that it is reader-friendly and includes a bulleted-style. Normally, resumes are considered to be one page. One 

should try not to exceed one page, however, because it would be too much for the employer to look at if it is 

longer than that. Another great tip for writing a resume is taking into consideration adopting a design that 

doesn’t look like everyone else’s.  Another important fact when writing a resume is to never lie on the re-

sume. Always be truthful about what jobs you have had. A resume should look as sharp as possible, an em-

ployer screens the resumes for between 2.5 and 20 seconds, so with that given time you want the resume 

to be brief but at the same time be straight forward to give the employer a good enough idea of what you are 

good at and what you want to do in a job. There are also three main types of resumes.  These are the CHRONOLOGICAL, 

FUNCTIONAL, and the CHRONOFUNCTIONAL resumes.  The Chronological resume is employed when the individual in search of a job has 

work experiences they can list in support of the new position sought.  These past jobs should be listed from most recent to old.  This way, 

employers are able to clearly see  where you’ve worked and what you have done at these sites.  The second type of resume includes the 

functional resume.  This type of resume is commonly used when the individual has very little or no work experiences.  What is listed on the 

resume are the person’s skills, special abilities, possible coursework taken that directly connects to the job, special participation in volun-

teer activities, membership in various councils, associations, etc.   The Chronofunctional resume is a combination of both types of resumes.  

Perhaps you have work experience but it is limited.  In that case you may also want to include coursework or other types of training that may 

help you perform you job better at the new site.  Hopefully these tips have helped you.  Good luck in your resume development.  ENJOY! 
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L I C E N S E D  S O C I A L  W O R K E R S :  E D U C A T I O N / E X P E R I E N C E  R E Q U I R E M E N T S  

I N T E R V I E W  Q U E S T I O N S :  W H A T ’ S  A P P R O P R I A T E  A N D  I N A P P R O P R I A T E ?  

Students wishing to become Licensed Social Workers (LCSW) need to be fully aware of the EDUCATIONAL and EXPERIENCE requirements 

needed to be fulfilled before taking the examination.  Here is a clear breakdown of both educational and experience requirements as 

listed in the Board of Behavioral Sciences website.  For more information please visit www.bbs.ca.gov.   

EDUCATIONAL REQUIREMENTS: A Masters in Social Work from an accredited school or social work.  Additional Course work required prior 

to the licensing examination include: Child Abuse Assessment and Reporting (7 hrs), Human Sexuality (10 hrs), Substance Abuse and De-

pendency (15 hrs), and Spousal Abuse Assessment and Reporting (15 hrs), and Aging and Long Term Care (10 hrs).   

EXPERIENCE REQUIREMENTS: 104 weeks of supervision and 3200 hours of supervised work experience  

Once an applicant meets all requirements and the Board approves eligibility, the applicant will receive a notice take the LCSW Standard 

Written Examination and the LCSW Written Clinical Vignette Examination.  If both tests are passed, the applicant will then be licensed.  ** 

Ok.  So, you are at home sitting down and you get a phone call.  It is 

the phone call you have been waiting for.  They’re calling you in for 

an interview!   The date is set and you go to the interview.  You an-

swer a few questions about your resume and the interview is so far 

going well.  Then, from left field comes an “interesting” question:  “is 

your last name Mexican or Spanish? In which Latin American coun-

try were you born?”  It really wouldn’t bother you to answer the ques-

tion but you begin to suspect that it is not proper to ask these ques-

tion as part of the interview process.  Remember, the purpose of the 

interview is for the company to see whether or not you are qualified 

to do the job, and unless you are applying to serve as a tour guide in 

Spain or Mexico, perhaps the question would not be relevant (and 

even in that case, it wouldn’t be too relevant).  Routine questions  

can easily sound discriminatory even if it isn’t intentional on the 

part of the employer.  According to Title VII of the Civil Rights Act of 

1964, it is not legal for an interviewer to ask  about age, race, gen-

der, national origin, religious orientation, or disability.  Considering 

the fact that you really want the job you get worried about offend-

ing the interviewer but not addressing the questions.  However, 

don’t forget to protect and practice your rights.  You can choose to 

answer the question, not answer the question, or answer only the 

intent behind the question.  Some examples of illegal/legal ques-

tions are: Legal: Are you over 18 years of age  Illegal: How old are 

you?  Legal: are you able to lift and carry 50 lbs of weight?  Illegal: 

How much do you weigh?  Legal: would you be able to travel on this 

job?  Illegal: are you married?  Do you have children? Divorced? **       


