Professional Development Journal

The “professional development journal” is provided to you by the Career Services Center to assist you in keeping track of important activities and events that you have been involved with while attending Philadelphia University.  This journal will allow you to be prepared when it comes time to write your resume, begin interviewing and to succeed in your professional career.  

Name: ________________________________________________________________________
School Address: ___________________________________  Phone: ______________________
Permanent Address: ________________________________  Phone: ______________________
Course of Study:
Major:
______________________________________________________



Concentration:
________________________________________________



Minor:
______________________________________________________
Anticipated Graduation Date:
______________________________________________________
Leadership, Organization Membership and Activities

Academic/Professional Clubs, Greek Fraternity or Sorority, Recreation and Sport Teams and Clubs, Special Interest groups, Religious groups, Residence Halls-Government, and Organizations, Campus Government-SGA, Community Involvement and others (include your positions and dates):
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Awards/Recognition/Scholarships

Title of Award/Recognition/Scholarships

Nature of the Honor

Date Received

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Workshops

Career Services Workshops

Workshop




Date





Orientation to Career Services_____________________________

Resume Development
___________________________________





Interview like a Pro
___________________________________





Clothes the Deal
___________________________________





Job Search Strategies
___________________________________





Others
_______________________________________________

Formal Written/Oral Presentations (i.e. class projects, proposals, groups presentations)

Subject



To Whom





Semester/Date

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Conferences, Retreats

Involvement/Role (Planner, Presenter, Participant)

Date

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Volunteer and Community Service or Service-Learning (outreach)

Place/Activity


Involvement/Role (Planner, Presenter, Participant)

Date

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Athletics/Intramurals or Team/Sport Activities




Semester/Date

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Performance Arts (Theatre, Forensics, Music)
Involvement/Role


Date
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Career Development

Employment While in School

Duties/Responsibilities
Start

End

(Both off and on campus)





Date

Date
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Internships



Duties/Responsibilities
Start date
End Date

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________

Interview questions

Describe a time when you had planned a project from beginning to end.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Give me an example of when a team member wasn’t pulling his/her weight.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Tell me about a time when your ethics or morals were challenged.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

References

DO NOT USE PERSONAL FRIENDS OR RELATIVES FOR REFERENCES.  BE SURE TO ASK PERMISSION BEFORE LISTING REFERENCES ON RESUME.

Work References:

Name:
_________________________
Name:
________________________
Title:
_________________________
Title:
________________________
Company:_______________________
Company: _____________________
Address:  _______________________
Address:  ______________________
_______________________________
______________________________

Telephone:______________________
Telephone:_____________________
Email:
_________________________
Email:
________________________
Non-Work Reference:

Name:
_________________________
Name:
________________________

Title:
_________________________
Title:
________________________

Company:_______________________
Company: _____________________

Address:  _______________________
Address:  ______________________

_______________________________
______________________________

Telephone:______________________
Telephone:_____________________

Email:
_________________________
Email:
________________________

Networking:  Track professionals, faculty you’ve met with whom you would like to keep in touch with
Name/Title

Company

Phone

Email

Date/Occasion

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Helpful Resume Resources

1. Career Services Center, 126 Hayward Hall x-2930

2. Library Reference Section

3. Business Writing Courses

4. Your advisor/Program Director
Career Service Center

Hayward Hall, First Floor
215-951-2930 
www.philau.edu/career
