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We are pleased that you have 
chosen to pursue an MBA from 
the USF Muma College of Busi-
ness.   We have a proven track 
record of educating business 
leaders who have achieved suc-
cess in a variety of fields.   

This guide outlines steps you 
should take (preferably prior to 
graduation) should you choose 
to pursue a new career after you 
have earned your degree.  It also 
provides information about the 
campus resources available to 
you from both the Muma College 
of Business and USF Career 
Services.  

Here in the Muma College of 
Business, our Office of Employer 
Relations hosts a number of 
events and workshops designed 
to help you further develop as a 
professional, craft your résumé, 
hone your interviewing skills, and 
build a network to help with your 
job search.   

We strongly encourage you 
to take advantage of these 
opportunities and look forward 
to assisting you with your career 
search needs.

Pavla Ozkul
Director, Employer Relations 
pozkul@usf.edu
Muma College of Business  
University of South Florida
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     Step 1:  Conduct a Self-Assessment

What do you need to know?
Values and Priorities  
Do you prefer to work in a team or as an individual? What 
type of compensation is most important to you? Do you 
want a flexible work place?  Do you work best with direct 
supervision or hands-off management?

Strengths and Weaknesses 
Having a clear understanding of your strengths will help 
you market yourself to employers.   At which skills do 
you excel and which ones need improvement? 

Career Expectations 
What do you want out of a career? What field(s) 
interest you the most?  Do you want to work for a large 
international firm or smaller family-owned business?

Activities and Interaction 
How do you interact best with people? What is your 	
learning style?  Are you a team leader or team member?

Career Goals and Objectives 
Understanding what you want and where you want to go will help you find the right job.  Develop short-
term (finish school, find an internship) and long-term (obtain a senior marketing position with a small com-
pany in the Tampa Bay area) goals, as well as action steps needed to achieve them. 

Where do you find this information? 
• Talk to people who know you well.  Your family, friends, and co-workers can give great insight into your 
work personality, your values, and your skills.  

• Use the web.  A variety of self-assessment tools are available online.

• Use USF’s resources.  The Office of Employer Relations and the USF Career Services library have tools to as-
sist with such assessments.  

     Step 2:  Research Fields, Firms

An effective career plan goes beyond searching job openings.  Create a target list of companies where you 
would like to work after you have researched the market, industries, and the community.  

There are other reasons to do a little research early in your job search process because:
•  Research will help you tailor your résumé and cover letter.
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What do you need to research?
Research Occupational Fields 
Occupational research can help you determine if you need to change career fields, as opposed to simply 
changing employers.  Such research can help you discover interest areas and jobs you may not know about, as 
well as help find entry-points.   Occupational research will reveal details about advancement opportunities.

Research the Job Market 
Research the job market to determine which companies and industries are hiring now.  You might also  
determine salary ranges for the geographic markets you are considering. 

Research Individual Companies 
Your research should ultimately lead you to a target list of 15-20 companies.  Learn about the company’s 
leadership team, look at its financial statements (if available), and evaluate the benefits (both tangible and 
intangible) of working for each firm.

What do you need to know about your target companies?
•	 Products and/or services sold/produced.
•	 Ownership (publicly or privately owned), financial stability, 
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Rocky D. Bull 
    Tampa, FL  33620  

       (813) 974-0000   •    rdbull@usf.edu

Professional Profile
•	 Achievement-oriented quick learner with advanced skills in database design and 

management
•	 Three years project management experience in the information technology industry, 

focusing on end-user results
•	 Productive team member with ability to work independently with minimal supervision 
•	 Proven leader with ability to manage and facilitate change, and work effectively with 

diverse personalities and interests
•	 Track record of setting goals and reaching them in a timely and effective manner

Education
Masters in Business Administration				    Expected August 2011
University of South Florida 
Specializations:  Management Information Systems, Management, International Business

Bachelor of Science in Business Administration		  May 2004
Major:  Management Information Systems
University of South Florida

Experience
Database Analyst, XYZ Corporation				    May 2001 - August 2008
•	 Developed and implemented an innovative solution for managing all database 	

workstations for maximum data transfer efficiency
•	 Analyzed technology utilization reports and made recommendations to senior 	

management
•	 Assembled, tested, and led troubleshooting projects for various new software programs
•	 Worked in teams of 5 - 6 people to develop new information technology plans

Sales Associate, ABC Retail Establishment			   May 2000 - April 2001
•	 Honed interpersonal skills while assisting customers with selections
•	 Performed daily cash and credit transactions

Computer Skills
Operating Systems & Hardware	 Software	                      	 Programming Languages
Windows 95/98/NT/2000		  Microsoft Office Suite	      	 Oracle, SQL		
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Rocky D. Bull											         
Tampa, FL  33620  •  (813) 974-0000  •  rdbull@usf.edu

Skills Summary
•    Data Analysis		  •    Competitive Analysis	 •    Coaching		
•    Consumer Research	 •    Public Speaking		  •    Problem-solving		

Professional Experience
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Build A Network
•	 Attend USF career events and functions, even if you are 

not quite ready to change jobs.  Events are listed online 
at the Muma College of Business Office of Employer 
Relations website and are posted to the listserv.

•	 Join professional and social organizations.
•	 Tell everyone about your job search (family, friends, 

professors, fellow students, current and former co-
workers).  One might introduce you to a contact or 
company that you never considered.

•	 Use social media (LinkedIn, Facebook, Twitter) and start 
by following various USF accounts (the Muma College of 
Business, USF News, Career Services, etc).

Tips for Networking Events
•	 Arrive early and enjoy the drinks or the buffet, but don’t 

spend too much time doing so. 
•	 Don’t dominate the conversation. 
•	 Ask open-ended questions and show interest in others.
•	 Maintain eye contact and pay attention to non-verbal 

cues (yours and theirs).
•	 Avoid only talking to people you already know.  
•	 Collect business cards from everyone you meet and jot 

notes on the back. 

Every job-search site or guide will tell you to dress professionally, arrive early, and bring extra copies of your 
résumé to the interview.   Most will suggest you research the company prior to the interview and arrive 
prepared to ask questions about the firm.    They are right, but there’s more to it.

Strengthening your interviewing skills is about more than following common-sense guidelines.  It is about 
preparing for the actual interview and the questions you should expect. 

Most interviews for MBA-level jobs are behavioral interviews.  Employers want to determine  if you have 
the skills and knowledge for the job, of course, but they also want to evaluate fit with the company culture.   
Behavioral interviews allow employers to learn more about your actions in a particular setting and give you 
a chance to demonstrate your ability to be creative, learn from mistakes, and handle/manage change.  Such 
questions give employers a glimpse into your work style as well as your communication style. 

Practice answering behavioral interview questions.  If you can’t think of a specific work-related example, pull 
one from a classroom experience or volunteer work.  Give honest and thorough, but concise, answers.  Expect 
to answer a question about mistakes you have made.  Describe what you learned from the experience and 
how you would do it differently in the future.

     Step 6:   Network and Identify Contacts

Networking is one of the most important parts of the job search.  It has been said that 80% of jobs are never 
advertised.  Applicants learn of these “hidden job opportunities” through networking.

     Step 7:  Strengthen Interview Skills

Step 6: Build a Network

Open-ended questions (ones 

requiring more than a simple 

yes or no answer) help spark 

conversations. Asking ques-

tions that begin with who, 

what, when, where, and how 

open dialogue and serve as a 

cue for others to share more. 



MBA Career Guide   11

Typical Interview Questions
1.	 Tell me about yourself.  
2.	 Why did you choose this career field?
3.	 Why are you a good candidate for this position and company?
4.	 Where do you see yourself in five years?  Ten years?
5.	 What do you like about your current job?  Dislike?

Sample Behavioral Interview Questions
1.	 Give me an example of when you had to juggle several different priorities at the same time. 
2.	 What was your most significant leadership experience?  What did you learn from it?
3.	 What was the most challenging decision you ever made?
4.	 Tell me about a time when you worked with a team and it didn’t go well.  
5.	 What major problem did you come across in your most recent job, and how did you solve it?
6.	 Tell me about a time when you had to convince someone of something and how you did it.
7.	 What qualities do you admire most in co-workers?  In supervisors?
8.	 Describe a situation when you had to work with ambiguity and how you dealt with it.
9.	 What is your most significant professional or personal accomplishment?
10.	Tell me about the best boss you’ve ever had.  The worst?

After the Interview 
Smart candidates send thank you notes or follow-up letters within 24 hours to each interviewer.  Doing so 
not only demonstrates professionalism and courtesy, but also provides another opportunity to indicate 
interest in the job and your ability to communicate.  

•	 Handwritten notes are preferred, but email notes are acceptable
•	 Be brief and concise, and reference specific points discussed in your meeting.
•	 As with a cover letter, avoid the use of the words “me” and “I.”

Do not ask about salary unless it is mentioned by the employer first. Salary 
is best discussed after you receive a job offer.   You should never mention a 
salary number or range without having done some prior research to back 
up your figures.  

When evaluating offers, consider both monetary (salary plus other 
benefits) and intangible benefits.

Start by looking at the salary:
•	 Base salary: Ask about the firm’s salary review cycle and when 

raises are given to determine if this is flexible, structured, or 
based on performance.

•	 Signing bonus: A one-time payment used by companies as 
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•	 Long-term incentives: These link the employee to the success of the company and include things like 
stock ownership programs.

•	 Insurance: The amount the employer contributes to medical and dental, as well as disability and life 
insurance plans can significanlty boost the offer. 

•	 Retirement/pension plans: The amounts companies contribute or match varies greatly.
•	 Leave:  Some firms offer modest sick and holiday pay, others have generous vacation and leave plans.
•	 Other incentives: Many larger companies offer tuition reimbursement programs, dependent care 

assistance, employee assistance programs, and on-site health clubs or amenities that should be 
considered when evaluating offers.

Consider Intangibles:
•	 Business/Products:  Are the company’s business activities in line with your own interests and beliefs?
•	 Size:  Does the size of the company allow for your desired career path and advancement?
•	 Culture:  Does the management take a “hands-off” approach with its employees, or is there constant 

supervision?
•	 Public vs. Private: Is it family-owned or publicly traded? Does this make a difference to you?  
•	 Location:  How far are you willing to commute to work?
•	 Work/Life Balance:  Does the company support and enrich employees’ personal lives?
•	 Stability:  How long has this company existed and how long is it expected to be profitable?
•	 Quality Management:  Bad management can lead to turnovers and low employee morale.
•	 Prestige:  Do you desire to work for a company that is a “big name” in its industry?

Evaluate the Position:
•	 Skills:  Will this position allow you to utilize your skills?
•	 Interests:  Is the job in line with your career goals and interests?
•	 Travel:  Does the job require too much or too little travel?
•	 Work hours:  Do you prefer working 40- or 50-hour weeks?
•	 Professional Development:  Does the company allow you to grow and develop professionally?
•	 Autonomy:  Does this company/job provide the level of autonomy that you need/desire?
•	 Responsibility:  Does the position offer you the level of responsibility you are seeking?

Negotiate the Offer:
•	 Be Conversational: Make sure both you and the employer have the opportunity to talk and to be heard.
•	 Understand Timelines: Do not expect a resolution during the first discussion as the company will likely 

need time to get back to you with answers to your questions, and possibly, a revised offer. 
•	 Be Honest: Do not imply that you have other offers unless you really do have other offers.
•	 Be Aware: Some companies simply do not negotiate offers.
•	 Be Prepared: Research ahead of time to determine if the offer is in line with industry standards for 

candidates with your skills and experience. 

      USF Muma College of Business Office of Employer Relations
4202 E. Fowler Ave., BSN 3403  •  Tampa, FL 33620

(813) 974-8155  •  bsn-careerga1@usf.edu  •  BSN 2101 Office Location
usf.edu/business/student-success/employer-relations  


