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Appendix G
The Journalism Job Hunt

Melanie Huff of the Graduate School of Journalism at Columbia University prepared this summary.

	

	Melanie Huff


     To begin your search, you will need a resume. The first thing to know about resumes is that most employers give them only a 30-second glance, so to make the most of it, your resume must be precise, clean, readable and complete.

Information

     Name, address and phone number: Use the name you use for bylines. Your clips and resume should have the same name. While in school, you should use both your current and permanent addresses and phone numbers. A resume you send out in December may be kept on file and looked at again for something in June, and if you can't be found, you won't be considered for the job.

     Position Desired/Objective: You must be careful that you convey the message you want understood. A vague or too specific objective does not help you. Here are some possible objectives and their potential pitfalls: 

     Objective: To utilize my skills as a print or broadcast journalist. This objective is both broad and vague. It gives the impression that you neither know what medium or what position you want. If you are applying for both print and broadcast positions, have resumes that are specific to each field.

     Objective: To be a feature reporter for a large metropolitan daily. Since most entry-level positions are neither in features nor at large papers, an editor at a small daily may think you have no interest in a general assignment reporting position.

     Your objective should say what you want to do (report, edit, produce) at the specific organization to which you are applying. When applying to an organization that offers news in multiple media in which you are interested, demonstrate that you know what the news organization does and what you have to offer in your cover letter.

     Experience: List these in reverse chronological order with your dates of employment. Include name, city and state of employer. If you have had some journalism jobs and some other type of work, you may want to split your resume into "journalism experience" and "other experience" categories.

     For each entry, you need to describe directly and succinctly what it is you did. Avoid unnecessary words. Do not write "responsible for editing," but "edited." Use active verbs: "wrote," "researched," "created." Quantify your work. What size market was your television station? What was the circulation of your paper?

     Lead with your strongest journalism credential. If you have solid experience in journalism, you lead with it; if being a journalism major is the most important thing you have done in journalism, you should lead with education.

     Skills: Your computer, data retrieval and editing skills can make the difference between you and someone with comparable experience who is without them. Also, fluency or even familiarity with other languages is important.

     Honors and Awards: List those for journalism and those of interest to employers. High school awards are no longer relevant.

     Interests: This is an optional category. It should be included only if you have done something unusual, noteworthy, or of interest to an employer. Be prepared to discuss it in an interview.

     References: References are best presented on a separate sheet. This saves room on the resume and allows you to tailor your list of references to the job for which you are applying.

     Personal Information: Age, sex, weight, height, nationality, health, marital status, number of children. are not listed on U.S. resumes. By law, employers aren't allowed to ask about or consider these factors when evaluating you for a job.

     Resume Reel/Audition Tape: Those seeking on-air employment in radio and television will need a resume tape.

Cover Letter

     The cover letter is as important as your resume. It serves to introduce you and to generate sufficient interest in you to warrant a personal interview; don't be afraid to sell yourself. Your letter should be brief and to the point. You should have done enough advance research to know the proper person to whom it should be addressed. Never address your letter to "Dear Editor" or to "Dear Friend."

     First Paragraph: A quick introduction: Who you are; why you are writing; what position you seek; how you heard of the opening; who suggested you write; what is it about the organization that is motivating you to write.

     Second (& Perhaps Third) Paragraph(s): Referring to your work and/or academic background, demonstrate why you are interested in, and qualified for, the position and for the particular organization. DO NOT give a running narrative of your resume; it is attached to the letter. Instead, highlight what it is about you and about the news organization that is a match. You aren't just applying for a job or internship, but for that specific position. What can your experience bring to this organization? If you are responding to a specific advertisement, be sure to address each of the qualifications listed in the notice.

     Last Paragraph: The concluding paragraph is the action you wish to see taken and that you will take: You would like to meet with the person for an interview and you will call to arrange it. Following up with a phone call is the most aggressive and direct way to handle interview arrangements as it leaves little room for clerical or administrative error. However, when organizations have outlined specific procedures for job applications (many of which forbid phone calls), it is best to follow them.

     Cover letters should be individually tailored for each specific organization. Form letters rarely work. Specific knowledge about the position and the organization will allow you to demonstrate exactly how your experience and skills can be of value in meeting the requirements of a particular job. Be certain to have your letter proofread before it goes out. Nothing disturbs editors and news directors more than a sloppy letter with misspelled words, poor grammar or unfocused language.

     There is not one correct method or format for a cover letter. Many applicants begin with an anecdotal lead or include humor in their letters. You should present yourself in the way that best highlights who you are and what you have to offer, keeping in mind the attitude and atmosphere of different organizations. Bear in mind that the person you present in your letter is the person the interviewer will expect to meet, so don't create a false picture of yourself.

Where To Apply

1. Identify what it is you want to do. Do you want to be a print reporter, an on-air reporter, a producer, a Web site editor?

2. Are there any particular subjects you are uniquely qualified to cover or in which you have a special interest (business, health sciences, sports, politics)?

3. Are there any personal restrictions on where you may accept employment?

4. Where do you want to live? Where can you apply that you can make a case for yourself based on past experience? (Example: you have lived in a large city for a year so you are ready to cover another major urban environment like Chicago.)

5. Where are there the most opportunities to do what you want to do? (Example: on-air reporters start at small stations but it is sometimes possible to begin a producing career as a desk assistant at a network station.) To answer this question, you should read media publications (Editor & Publisher, Broadcasting & Cable, Quill, etc., available at most libraries) as well as The New York Times and The Wall Street Journal. You should look at both the media trend pieces and the classifieds to get a feel for how the field is evolving.

6. Once you have a sense of what you want to do and where, make a list of places to which to apply. The Editor & Publisher Yearbook, the Broadcasting & Cable Yearbook and Writer’s Market will give you the basic information you need (editors' names and news organization addresses). Since printed material dates quickly it is always important to verify all information by phone before sending out your application materials.

7. Applying in writing by post, fax or e-mail is nearly always preferable to cold calling. An employer can read anything you send on his or her own time, but a phone call can be disruptive.
8. Applying for posted positions is not sufficient. You should apply to every place in which you have an interest even if it has no published advertisements. Also, let your professors, your former employers and colleagues, and your classmates know the type of work you seek. Having all those eyes and ears open will make you aware of leads you might never discover otherwise; networking is essential. There are also numerous professional journalism organizations with which to further your field of networking (Society of Professional Journalists, AAJA, NABJ, NAHJ, NAJA, SAJA, etc.).

9. All employers will expect you to send clips (or a tape) of your work. Six to eight clips is the expected amount if no number is specified in the posting. Remember clips count even for those of you going into broadcast; a print clip demonstrates both reporting and writing ability. For a story of which you are particularly proud or which took an unusual amount or kind of reporting, you may want to accompany it with a brief note about the story.

     Next up in the job hunting process is the interview. 

Interview

Professionalism

     Even though you want this to be a relaxed exchange of information, you must conduct yourself in a professional manner. This means arriving on time, in business attire, with all the documentation you have been asked to supply. This means no jeans, chewing gum or arriving with a cup of coffee from the deli downstairs. The business world expects you to walk with confidence, look the interviewer in the eye, and to grip his or her hand firmly.

Preparedness

	[image: image1.jpg]




	R. L. Chambers 

	Advice

	     Melanie Huff helps a student with his application for a reporting job in Colorado.


     The key to a successful interview is preparation. If the paper has won a Pulitzer in the past 10 years, you should know all about it. If a major news event (hurricane, riot, earthquake, celebrity murder) has taken place in the news organization's circulation/viewing area, you should be well-informed about it. You should know the managing editor's name, the paper's circulation, the station's market size, if the station is a network affiliate, recent developments concerning company ownership, and other developments. You should also be well informed about the major issues facing the community in which the news organization is located. Try to learn anything you can about your interviewer. Make additional copies of clips, resumes and a list of references with addresses and phone numbers. 

     Have answers prepared. This does not mean memorizing a monologue. It means being aware of the most standard questions (see below) and having formulated your answers. Have some story ideas ready for the interviewer. When asked a question about which you have not thought before, don't be afraid to pause and think about your reply.

     You must also be prepared to promote yourself. This means conveying that you have confidence in your ability to handle this position. Even the most qualified people can experience great difficulty in securing work if they are self effacing.
Commonly Asked Interview Questions

1. Why do you want to work for [news organization name]?

2. Tell us about yourself.

3. Why should we hire you?

4. How do you feel about the state of journalism today?

5. Please give me a short critique of our paper, station.

6. What stories would you like to cover? (You should always have at least five story ideas.)

7. Why will you make a successful journalist?

8. What publications do you read? What news programs do you watch?

9. Have you ever failed? What did you learn from it?

10. What is your news philosophy?

11. In two to five years, when you look back, what would you like to have accomplished? 

12. What are the attributes of an ideal job for you?

13. You have five minutes to describe the most relevant and specific items in your background that show that you are uniquely qualified for this job. (Prepare several important points you want the interviewer to remember after you have left; be able to stress them in a short, concise statement)

14. Do you think your extracurricular activities were worth the time you devoted to them? 

15. Are you willing to relocate?

16. How did you get along with your last supervisor? 

17. What are your strengths? ...Weaknesses?

18. What jobs have you had and why did you leave them?

19. Give me an example of a story you think you handled well.

20. Give me an example of a story you wished you had covered differently. How would you cover it now?

     Some interviewers will give you a lot of information at the beginning of the interview. They may answer all the questions you prepared to ask them. Let the interviewer know how informative he/she has been and that all your questions have been answered. Don't ask your questions because it will appear that you haven't been listening. Also, don't ask questions about smoking policies and holidays that aren't relevant to the main focus of the job.

Money

     Salary discussions usually take place when an offer is being made by the employer. However, it may be brought up sooner, especially if the employer is concerned that the news organization may not be able to pay what you expect. In some cases, you will be asked about your salary requirements. You should always have an amount in mind. It can be figured by making a budget for yourself that recognizes the cost of living in a given area. Be certain to remember student loan payments which generally kick-in six months after graduation. It is much better to discuss your qualifications and what you have to offer than to say you need the money because you are in debt.

     You should always have questions for the interviewer as well. It is your chance to make sure that you really understand what the job entails and if it is right for you. Remember it isn't just the news organization that decides if you are a fit, you must also ascertain if this is really where you want to spend most of your waking hours.

     Be mindful that only having questions about vacations, benefits and other perks suggests that you aren't really serious about the work.

Questions You Should Ask

     • What will my typical day be like?

     • What happened to the last person who had this position?

     • What do you like about working here?

     • How would you characterize the management philosophy here?

     • What characteristics do the successful employees at your news organization have in common?

     • What is the best (and worst) thing about working here?

     • If you were I, would you want to begin your career here? Why?

     Finally, be certain to write a thank-you note. This not a simple matter of politeness. It is a chance to remind the interviewer of who you are and what you discussed; in most cases, you will have been one among many interviewed for the position. It also gives you the opportunity to bring up anything that didn't come up in the meeting that will strengthen your candidacy.

     Melanie Huff is director of career services at the Columbia University Graduate School of Journalism.

A Managing Editor Looks For....

     Frank Barrows, former managing editor of The Charlotte Observer, says he looks for people who are:

· Energetically smart, with a curiosity that is nearly palpable.

· Intellectually self-confident, quickly able to recognize when someone else has a better idea than theirs, and thus a good colleague in the intensely collaborative enterprise that is newspapering.

· Capable of outrage at abuses of power and the public trust, and dedicated to proving the case--I emphasize "proving"--on newsprint.

· Aware that most stories come in shades of gray, rather than stark black and white. Sensitive to fairness and accuracy--in fact, nuance and tone.

· Always skeptical, never cynical. Marked by personal integrity.

· Eager to continuously improve their craft skills and analytical abilities. In love with journalism.

