5/3/2013
2L MILESTONES – Second Draft of Content for Pages
Welcome to the 2L VOLT
As a 1L you had a chance to use the Valparaiso Online Law Tracker (VOLT) mobile tool to help you stay on task with your 1L career planning activities. During your 2L year beginning in June, VOLT will provide you with a similar sequence of career planning steps.  It will continue to include the following features:
· An overview of career planning milestones
· A graphical measurement integrated with Strategy so you can easily view your progress
· An interface designed to entice you to complete each milestone
· A clear one-page overview of your current year-to-date status

VOLT will connect you to Strategy, LinkedIn, the Law School’s Calendar of Events and the Law Connection e-Newsletter.
1. Complete written self-assessment and upload document to Strategy for approval
Your job search begins long before the cover letter is written or the resume is printed.  Finding a job involves a great deal of self-evaluation, employer research, and market analysis.  Self-assessment is a useful first step in the career planning process. During a self-assessment you will gather information about yourself, including an analysis of your values, interests, and abilities that will enable you to make more informed career choices. 
As part of this process you will formulate responses to a number of key questions. Where do you see yourself in five years? Ten years? What kind of lifestyle would you like? What type of work environment do you seek? Do you want to work in a large metropolitan area or a small rural setting? Are you interested in transactional work or litigation? The answers to these questions should provide some helpful guidance as you begin your job search and define your career goals.
Most importantly, a thorough self-assessment can help you identify what is most important to you in an employer and in a job, thereby increasing your chances of long-term employment satisfaction.
(a) Plan time when you can focus and provide thoughtful answers to the attached self-assessment tool.  
        Attach – Written self-assessment form (to be created)
(b) Upload the completed self-assessment to Strategy. This tool can serve as a career development 
      blueprint as your goals and interests evolve. 
      (c)  If you have not done so, sign up for the Valparaiso Law Alumni Mentor Program
       Link -  http://www.valpo.edu/law/current-students/cpc-students/alumni-mentor-program-student-information-page
(June)
2. Update Strategy Profile including 1L GPA, career and geographic preferences, and update Job Search Agent 
Review your Strategy Profile. Make sure your complete contact information is correct. Include your cumulative GPA after your first year of law school.  Review your career and geographic preferences to insure they are current.  You may want to make some changes to these preferences now that you have completed your first year of law school.
(a) To complete/update your Strategy Profile:
· Login to Strategy at: https://www.myinterfase.com/valpolaw/student/
· Point to “My Account” and select “My Profile”
· Begin entering/updating your information in the following sections
                                           -Personal Information
                                           -Demographic Information
                                           -Skills
                                           -Additional Information
Be sure to click save after editing each section

(b) Optional Resume Referral Program
The CPC team frequently fields inquiries from employers seeking candidates for jobs with specific criteria.  If you choose, you may allow employers to view your default resume (resume referral program). This option is a secondary way for you to gain exposure to the job market.
To activate the optional resume referral program:

· Go to the “additional information” section of your profile
· Find “allow employer viewing/resume referral” and edit this item to indicate “yes” (“no” is the default setting and you may change back and forth at any time)

           (c) Personalized Job Search Agent - will email information to you about opportunities that fit the criteria you have selected in your Strategy profile:
· Login to Strategy at: www.myinterfase.com/valpolaw/student
· Hover over yellow “Job Search” tab at top of page 
· Click on “Job Search” in drop down menu
· Go to field for “Position Type” and click small yellow arrow on right
· Highlight student position types of interest to you; red checkmark will appear
                                 Note – It is highly recommended that you select every type of student position:
                                 Law Clerk, Law-Related Internship, Pro Bono, Fellowship, Judicial Clerkship, and   
                                 Summer Associate
· Click “Email me New Jobs for this Search”
· Window will appear and you must create name for your job agent and then click “Save”
· Strategy system will email new jobs posted that fit the position type criteria you have selected
· Click on Job ID in Strategy to read the details about each job posting and how to apply

       (d) Researching Career Opportunities
The summer after your first year of law school provides a great opportunity to take advantage of some extra time to research job opportunities (especially those that are compatible with the plan you developed through your self-assessment). Here are some resources that can provide a starting point for your research:
          Attach - Web Job Search Resources
          Link – http://www.valpo.edu/law/current-students/c-career/c-externships  
 (June)

3. Upload updated resume (include summer employment and 1L GPA if over a 3.0) and obtain final approval of resume by working with CPC Advisor
A resume represents a succinct summary of your credentials and qualifications.  It should allow a potential employer to assess your ability to fit into their environment and meet their employment needs.  It should read easily and be error free. As a law student your resume is constantly evolving as you add new legal experiences, activities and skills to it.  Updating your resume should be one of your top priorities early in the summer.
Here are some resources that may be helpful as you update your resume:
          Attach – How to Create the Perfect Resume
          Attach – Legal Resume Do’s and Don’ts
          Attach – Sample Student Resumes
*Other resume preparation resources are available in the Strategy Resource Library
Keep in mind that some employers begin to post summer associate positions for rising 2Ls in mid-July, almost a year in advance of the start date for these positions the following summer. Make a regular habit of checking Strategy for new opportunities.  Remember that recruiting through resume collects and on-campus interviews takes place year-round.  Jobs outside of recruiting are also posted on an ongoing basis.
              (July)

4. Upload at least one new tailored cover letter to a prospective employer and work with 
       CPC Advisor to obtain approval of letter
        Your cover letter is your introduction to the employer.  In it you will express your interest in the
         employer and highlight your unique skills and attributes.  You can use the letter as an opportunity
         to expand upon what you’ve noted in your resume and to explain relevant transferable skills. This
         document must be error free as it serves as a writing sample as well. 
 
         Here are some resources that may be helpful as you prepare a tailored cover letter:
         Attach- How to Create the Perfect Cover Letter
         Attach – Cover Letter Formula  
         Attach – Susan Gainen’s Cover Letter Blog Post
*Other cover letter preparation resources are available in the Strategy Resource Library 
              (July-August)

5. Upload updated writing sample in Strategy and obtain final CPC approval
Your writing sample serves as a demonstration of your ability to effectively write as a lawyer. As such, the sample should show your ability to integrate a legal rule, apply it to relevant facts and conduct appropriate analysis.
It goes without saying that this document must be completely error free! This includes grammar and spelling errors as well as citations. Ideally, you should anticipate submitting a document no longer than five to eight pages. In the event that an employer would like to receive a lengthier sample, they will make that request. Additionally, be certain that you add your name and contact information to a cover page for the sample and prepare a few lines that provide some context about the sample by writing something to the effect of: “This writing sample is a section of an appellate brief I wrote for my 1L Legal Writing class, spring semester. Please note that the sample has been redacted for the sake of brevity. I can provide the document in its entirety upon request.”
Suggested documents to utilize as writing samples from your 1L year include:
· client letter
· case analysis
· office memoranda--open or closed
· trial brief
· appellate brief
You may also generate a writing sample during the course of your 1L summer job.  As long as your employer approves and you redact any confidential information, a good sample generated at work should be saved for future use.
           Attach- Writing Sample Guidelines


6. Create an updated list of references 
More and more employers require that a list of references be included in a student’s original application packet. Note that references should not be listed on your resume. References should be identified on a separate document and not attached to your resume. The standard number of references is three, though four is acceptable. The reference document should contain your name and contact information at the top as it appears on your resume. Then list the names, addresses, telephone numbers, and e-mail addresses (if appropriate) of your references.
Make sure that you get permission first from anyone that you plan to list as a reference.  Tell the person about your job search so they will not be caught off guard when a prospective employer calls them about you. Provide your references with a copy of your most recent resume. Upload your reference list to Strategy for approval.
                     Attach- Sample Reference List 
What about transcripts?
Employers frequently request that students submit an unofficial transcript along with their other application materials.  In order to be ready when applying for positions through Strategy for which a transcript is required, upload your transcript into Strategy now.
Here are the directions for creating an unofficial transcript from your academic record in DataVU:
Go to: 
https://datavu.valpo.edu/WebAdvisor/WebAdvisor?TOKENIDX=2383875828&SS=LGRQ&URL=https%3A%2F%2Fdatavu.valpo.edu%2FWebAdvisor%2FWebAdvisor%3FTYPE%3DM%26PID%3DCORE-WBMAIN%26TOKENIDX%3D2383875828
Log in
· Go to Student on right side of screen
· Under Academic Profile, go to Unofficial Transcript
· Go to the Start menu and click the Snipping tool
· Drag the cursor around the area you want to capture
· Use the copy icon (2 pages together)
· Copy and paste into a word document.  Be certain to remove the Welcome, Current Student and Okay icon from the page.  Remove your student identification number and add either your phone number or email address.  Add the word “Unofficial Transcript” to the top of the document. 

Official Transcripts 
http://www.valpo.edu/law/current-students/law-registrar/c-transcripts

   (July and August)  


7. Complete Mock Interview (even if you had one as a 1L student)
A person’s interviewing skills can definitely improve with practice. Students are encouraged to participate in multiple mock interviews. Twice each year, the Career Planning Center staff invites outside attorneys including alumni to host mock interviews in preparation for Fall and Spring recruiting. In addition to these two periods, the CPC staff is available to conduct mock interviews throughout the year on an appointment-only basis.	
To access the formal mock interview schedule for fall and spring and to reserve a mock interview time:  
1. Login to your Strategy account: www.myinterfase.com/valpolaw/students/
2. Point to “Interview Schedules”
3. Select “View all upcoming interviews” and do a keyword search for mock  interviews
4. Be sure to review the detail in each mock interview posting for how to submit your resume for the type of mock interview you select
5. To actually sign up for a mock interview spot, select “Sign-up for Interviews I qualify for.”

To prepare for a mock interview or an actual interview, check out these resources:
               Attach – Preparing for an Interview – Sample Questions
               Attach – Professional Interview Attire
               Attach – Interview Etiquette Do’s and Don’ts
               Attach – How to Handle Telephone Interviews
*Other interview preparation resources are available in the Strategy Resource Library
(August – October)

8. Meet with Career Planning Center Advisor
We encourage all students to meet with their assigned CPC Career Advisor at least twice a year to assist with all aspects of their career development and the job-search process. Individual consultations include, but are not limited to, developing job-search strategies and techniques, setting realistic goals, targeting career plans and interests, and conducting career assessments. The practical decision-making and job-search strategies you develop as a law student, in part through individualized counseling, will serve you throughout your entire professional career. 
You may want to talk with your Advisor about Externship and Pro Bono opportunities, and checking bar exam application requirements.
Link – http://www.valpo.edu/law/current-students/c-career/c-externships
Attach – Pro Bono Requirements
Attach – Pro Bono FAQ’s
Link –National Conference of Bar Examiners      http://www.ncbex.org/ 
Link – MPRE     http://www.ncbex.org/multistate-tests/mpre/
Link – Indiana Board of Law Examiners    http://www.in.gov/judiciary/ble/
Link – Illinois Board of Admissions to the Bar   https://www.ilbaradmissions.org/home
(September)

9. Attend Professional Development Day on Friday, September 27, 2013
Professional Development Day is an opportunity for all students to speak with over 30 alumni and other attorneys from a variety of practice areas about their careers.  Alumni frequently share how they came to be interested in their particular practice area or career; share information about internships, externships or clerkships they completed that helped them leverage the job market for their full-time job search and speak to current trends and requisite skills for their various practice areas and careers.  Students frequently learn about employment leads from this event too.  Professional dress is highly recommended.
In addition to attending Law School events, consider other ways you can network to jump-start your career. Keep in mind that all successful professionals “network” and as a law student you are a “professional.” Networking is an ongoing process that you will engage in throughout your career. Think about ways you can begin to build your professional network.
Professional organizations and bar associations are a great way to expand your network, meet new people and stay up-to-date in your career field or industry, and often memberships provide access to employment opportunities.
Attach – November 2012 Forum article/outline on “Networking Tips and Strategies”
As you develop your list of networking contacts, you should begin to reach out to legal and other professionals to schedule informational interviews.
Informational Interviews
Once you have established your network, you need to initiate and maintain contact with these individuals. Your initial conversation with a contact should be for informational purposes only. An informational interview is an interview that you initiate – you ask the questions. The purpose is to obtain information; not to get a job.
Reasons to conduct informational interviews:
· To explore careers and clarify your goals
· To discover opportunities that are not advertised
· To access up-to-date industry information
· To build confidence for your formal interviews
Attach – Bridge to Career – Informational Interviewing
Making the Most Out of an Informational Interview
• Make contact with individuals in your professional network
• Extend appreciation for the person’s time
• Provide a brief summary of your background (bring a resume “just in case”)
• Explain what, why, and where you are looking for a job
• Ask for the contact’s input in your job search
• Send a thank you letter
Questions you should ask on the day of your informational interview
1. Practice Area
• What is the nature of your practice?
• How would you describe your work?
• What do you do in a typical day?
• What issues are becoming increasingly important in your area?
• What skills are needed to be successful in this area?
• What was the most interesting case you have worked on in the past year?
• What amount of time do you spend outside your office (in court, with clients, making presentations, other)?
• What do you most enjoy about your job?
• What advice would you give a law student who wanted to work at your firm or practice in your area of law?
• What coursework would you suggest to someone interested in this field?
• What types of summer experiences would be helpful to pursue this career path?
• What postgraduate experiences would you suggest for someone interested in this practice area?
   What other types of employers engage in this practice area?
• Would you recommend that I contact anyone else for more information?
• Would you mind taking a look at my resume? (only ask if interview is going well)
2. Practice Setting
• What do you like or not like about your practice setting?
• How long have you been in this practice setting?
• Why did you choose this practice setting?
• What has been your career path up until now?
• When in the calendar year does your type of employer typically hire?
• What types of credentials are typically sought for your type of position within an organization similar to your own?
• If a non-traditional setting, what qualities should a lawyer emphasize to this type of employer?
3. Professional Resources
• Could you recommend others in your field/practice area with whom I may speak?
• Are you a member of bar associations or professional organizations?
Your interests and skills will evolve throughout law school through your law school classes, practical legal experiences and as you engage in networking.
(September)

10. Meet with Career Planning Center Advisor for 2nd Time During 2L Year 
Your Career Advisor wants to continue the discussions you’ve had about your application documents, career goals and development, networking opportunities and plans for your upcoming 2L summer which are paramount to your success. Options for a productive 2L summer include:
Classes at Valparaiso Law School
Internships
Externships
Employment as a law clerk or summer associate
Pro Bono Opportunities
Bar Registration Plans
[bookmark: _GoBack]

Your CPC advisor looks forward to being a resource for you as you plan your summer. Here are some other resources which may be valuable to you:
                   Attach - Web Job Search Resources 

(January - February)

11. Attend 4th Annual Externship Expo in February 2014
The Externship Expo is an opportunity to network with hiring professionals for the Law School’s approved Externship Program.  Students will learn about many great opportunities to gain practical legal experience through the Externship Program. Students interested in participating in this event should dress professionally.
          Link – http://www.valpo.edu/law/current-students/c-career/c-externships
 (February)
12. Share your upcoming summer employment status with Career Planning staff
We want to stay in touch over the summer so we can continue to work with you, informing you of employment possibilities with employers specifically looking for students with your qualifications and interests. We also want to advise you about when our fall recruiting season opens with resume deadlines - in mid-to late July for some employers! 

Meanwhile, be sure to update your resume and cover letters with any new experience, GPA, honors and activities, upload your first-year unofficial law transcript and consider preparing a list of professional references for those employers who may request them. All of these items should be stored in the Document section of your student profile in Strategy. They MUST be approved to make you eligible for upcoming interviews and resume collects this summer and fall. 

The Career Planning Center is open during the summer and the staff is available to assist you with your career planning needs.  Please contact the Career Planning Center if you have any questions.  We look forward to seeing you back on campus in late August! 
Career Planning Center
Valparaiso University Law School
656 S. Greenwich – Suite 131
Valparaiso IN  46383
Phone:  219-465-7814
Fax:  219-465-7914
Email:  careerplanning.law@valpo.edu

(March - April)
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