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Capstone Project Overview &
Career Development in 
Student AffairsStudent Affairs

Program in Higher Education and Student Affairs
Fall 2011-Spring 2012

About this session…

• This session will:
– Review the Capstone Project (in brief)

– Discuss Career Development related to Student Affairs
• Preparing for the journey and job search

• Where to look for jobs

• Interviewing Tips
– Phone and Online Interviews

– Questions to think about…

– Interviewing at Conferences 

– Skills Sets You Do Not Learn in Graduate School

– Questions and Answers

Components of the Professional Portfolio

• Introduction Letter

• Professional Philosophy Statement (3-4 pages)

• Resume 

• 3 Capstone Moments3 Capstone Moments

• Writing Sample

• Professional References
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Professional Philosophy Statement

• One (1) page explication of the student’s professional philosophy (i.e., 
values, beliefs, and perspectives as related to student affairs work)

• A two (2) to three (3) page section that focuses on integrating the 
elements of the program (i.e., academics, practical experience, and 
professional development) and that explains how the experiences have 
prepared the student to be an effective educator, administrator, and 
leader as a higher education and/or student affairs professional. 

• One (1) page focusing on a theoretical perspective related to a critical 
issue within higher education and/or student affairs that guides your 
own practice and work in a postsecondary institution. 

Three (3) Capstone Moments

• Instead of compiling of all your involvements and experiences, 
you will be asked to pick three (3) Capstone Moments you 
would like to share in the portfolio

• These “moments” are assistantships, professional positions, 
programs, projects that you have helped create, shape, or 

t ll l t f t t th t haugment as well as elements of course content that you have 
integrated into practice

• The Capstone Moments you choose to share should be selected 
to convey your strong interest in a functional area, transferrable 
skills, and marketability 

***TIP: You should design and organize your portfolio similar to how you create a presentation –

this will allow you to have a clear organization of the end product.

Important Dates for Capstone Project

• January 31: Submit Professional Philosophy 
Statement
– Please submit drafts via Blackboard and as 

Word DocumentsWord Documents

• February 17: Receive feedback from Daniel

• March 16: Complete Professional Portfolio 
and submit to advisor
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Career Development and the Next Stages

• Whether you are planning to stay in your current 
position or apply for jobs - the culmination of your 
program should be a critical juncture where you:

– REFLECT (on your experiences)

– REAFFIRM (commitment to Student Affairs/Higher Education work)

– RECOGNIZE (those who have helped you & accomplishments)

– REVISE (your resume)

Where to look…

• Listservs
– Many Student Affairs graduate programs have listservs – Laurie sends out emails but you can also 

create a listserv that can be used by all alumni or current students to blast job as needed.

– Network and see if people can also forward you opportunities!

• National Associations/Organizations
– NASPA (TPE), ACPA, NACE, NODA, etc.

• School/University Sitesy
– Going directly to an institution’s site is also a good strategy if you have a specific school in mind.

• Websites
– Chronicle of Higher Education (www.chronicle.com)

– Inside Higher Ed (www.insidehighered.com) 

– Higher Ed Jobs (www.higheredjobs.com)

– Indeed (www.indeed.com) / Simply Hired (www.simplyhired.com) 

– Student Affairs.com (http://jobs.studentaffairs.com/)

– University Jobs.com (www.universityjobs.com) 

– Community College Job Board (www.ccollegejobs.com)

– Academic 360.com (www.academic360.com)

• Use each other and your networks!!!

Interview Tips

• Always do a mock interview and take it seriously

• Do your research! 
– What type of institution is it?

– What traditions do they maintain? 

– Student demographics

– Location, location, location!

– What is the organizational structure of the office/department?

– Do you know anyone who works or previously worked at the institution? Are they credible? y y p y y

• If you can, you should send Thank You cards/notes. Email is certainly 
the trend and green, however, a card seems to go a long way. 

– Also, have text for thank you cards/emails ready so you can send them immediately. 

• Mock Interview Workshop (February 2012)
– Professor Behringer will provide more details soon!
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Phone and Online Interviews 

• Phone Interviews (beyond the obvious)
– If you are able, stand/sit up straight while you are interviewing, but do not pace!

– Have your resume and cover letter in front of you.

– If possible, use a landline.

– Take your time – just like any other conversation, you don’t have to feel compelled to 
respond immediately after the question is asked.

O li I i ( h Sk )• Online Interviews (such as Skype)
– These are tricky, people are still getting used to these systems.

– Treat it as an in person interview.

– Do not use a profile picture, they are using Skype for a reason.

– Always have a back up phone number. If you get cut off, wait a few minutes before calling 
back, the interviewers are  probably coordinating a phone to call you from. But make sure 
you silence your phone, too. 

– Make sure you have a professional Skype name.

– Keep the background simple! 

– Connect to a wired internet/ethernet connection, or check your connection right before.

– Where should I look?! 

Questions to ponder before interviews…

• How do you frame your experience working and 
attending school in New York City?

• How do you view the values of diversity? 

• If you are asked to explain how you are an educator, 
what would you say?

• What resources/networks can you bring to a position?

• How are you able to weave theory into your interview 
responses without sounding like you are trying too 
hard?

• When asked about a weakness/challenge – what do 
you say? 

Interviewing at Conferences

• Interviewing at conferences can be intense and 
physically and mentally draining – here are some 
strategies to help you out!

– Have a support group to process your experiences. 

– Make sure you eat, have snacks with you to keep your energy up.

– Find a space away from the traffic of the conference and other intervieweesFind a space away from the traffic of the conference and other interviewees 
and employers.

– Designate time-certains to check your mailbox. Don’t look like the frantic 
person waiting to hear back.

– Always manage your behavior as well as be mindful of where you have 
conversations about interviews. 

• More info at: www.theplacementechange.org
– You must create a profile (doesn’t hurt)

– Click on Candidate “HOW TO” tab
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Skills Sets You May Not Learn 
In Grad School

• JOB SEARCHING
– The ability to identify jobs and titles that you are qualified to assume

– When job searching, always think one position ahead as well as 
competency acquisition

– The theories and perspectives that guide a functional area

• WHEN ENTERING A NEW POSITION
– Political navigation & socialization into an environment 

• Meeting then lunch… unless there is a different connection to your office

– Embrace the learning curve, all good things take time

– Ability to interpret policy & theory to create practical applications

– Maximize professional organizations for networking, development, 
resources, and further education on issues

– Career mobility is your choice – what is your timeline and have you set 
goals?

…final thoughts.

• As you prepare to complete the Master’s degree, this 
is a great time to be proud of what you have 
accomplished

• While you create your e-portfolio, use this time to 
really revel in your achievements and what you have 
learned

• As professionals in higher education, we are  lifelong 
learners. Examine what you have learned and what 
else you are interested in learning to continue your 
interest in higher education

QUESTIONS?

&

THANK YOU!


