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 Goal 1: Designing & Implementing Programs of Study: Goals, Objectives and Strategies

Goal 1 Narrative:

 

QUESTION: What activities were conducted during the grant year that supported Programs of Study (POS)?

During the grant year, the Consortium expanded its Scrubs Camp - MSUM partnership to serve 80 new students and expanded

on-campus hands-on customized field trips for students that focused specifically on healthcare.  In addition, the consortium

continued the nursing assistant dual credit program at Kennedy Secondary School, which is successful and continues to grow. 

The consortium also partners to offer a HealthCare pathway at Moorhead High School through a partnership with a local long-

term care facility, Eventide.  Healthcare facilities, consortium leaders, and secondary staff serve on the advisory team for that

offering.  The consortium strengthened its Early/Middle College program in the FF and Mhd communities, expanding access

and supportive services for at-risk students to successfully transition to earning college credit.  The consortium also expanded

its Connect to Career event, which is a collaborative professional development event for secondary teachers.  The event gives

teachers/counselors/administrators an opportunity to have in-depth learning experiences related to the high demand, high skill,

high wage career programs available at the College, so that they have more updated and relevant information to share with

secondary students as they explore various programs of study.  During this time period, we also continued the Duel Credit

program called Collaborating Online, which allowed the pilot district to offer a CTE offering online to students through a team

teaching approach between the college and high school instructor.  We know of no other consortia engaging in this type of

model. 

QUESTION: Describe the impact of the POS in terms of participation, concentrators, student outcomes, etc.

The consortium continued with student enrollment in eCampus in the High School and continues to gain new secondary

partners.  The College provided additional exposure to programs of study and career pathway experiences for 150 students

and 40 secondary instructors in the consortium. 

At the consortium level, it is difficult to measure that due to the point we are at in the re-creation and reworking of the

consortium's programs of study, particulary as we start to consider the impact of  Perkins V and the program of study definition

that is included in the federal law. 

QUESTION: What activity (or POS) was the most successful, something that you would repeat or share with others and why?



The following activities were successful, and we'd be willing to share with others. 

Scrubs Camp - Lakes Country Consortium collaboration with MSUM, Healthforce MN and business and industry - Why? 

Directly supports high demand, high wage career pathway in region, and we continued this opportunity to 80 news students

this year.  

Dual Credit Nursing Assistant in the High School - Why?  Navigated several system/structural issues to launch a successful

pilot in a much needed career pathway in region. 

Collaborating Online - Why?  Started a pilot model for online team teaching of a CTE offering, where college and high school

instructors team teach an online college level course.  This addresses several issues related to high school teacher

credentialing for HLC, teacher professional development at the secondary level, and increased student access for CTE

courses that would not be possible without this innovative model. 

 



 

 Goal 1 Objectives

 

 Goal 2: Effectively Utilize Employer, Community, and Education Partnerships

Goal 2 Narrative:

QUESTION: To what degree do CTE advisory committees serve both Secondary and Postsecondary programs? (Do all programs use

them? Does the same advisory team advise both secondary and postsecondary programs?)

We continue to encourage joint advisory committees whenever possible, although we are somewhat limited in what we can

expect teachers and faculty to do in terms of after hours travel. 

Recently, the consortium supported the creation of secondary and postsecondary advisory committees for the secondary FACS

program/postsecondary Culinary program. Both of our secondary transportation programs also have a semi-formal partnership

between secondary and postsecondary advisory committees.  The consortium will continue to strive towards this model,

particularly as it reconsiders programs of study under Perkins V.

The consortium also utilizes the secondary and postsecondary Concurrent Enrollment Advisory Board and discussions from

that board on expanding dual credit CTE offerings helped in the creation of the Collaborting Online program. 

QUESTION: What role does the advisory team play for CTE programs? What support have they provided to programs?

Combined advisory programs and advisory programs in both secondary and postsecondary provide various types of program

support, including but not limited to: 

*Advice on innovating curriculum, instructional materials and equipment

*Information on changes in industry standards and/or expectations

*Equipment and supply/material donations

*Student recruitment assistance

*Student career development assistance

*Policy maker education and outreach

*Technical skill assessment information and support and other student assessment information and support

QUESTION: Do the business and industry partners help connect students to work-based learning opportunities? If so, what type of

work based learning is available to students in which programs? How many students are impacted and in which career pathways?

Business and industry partners do connect students to work-based learning opportunities.  An example of this connection is a

consortium partnership with seven manufacturing companies to upgarde the skills of incumbent metal machining workers.  In

our region, the demand for machinists far exceed that supply.  Small to medium-sized manufacturing companies are being

forced to hire employees with limited skills and train them on the job.  We have begun and continue to have conversation with

our local manufacturers around what the secondary and postsecondary CTE staff can do to help with their labor needs both

now and in the future.  

In the early winter, the consortium offered professional development around starting and enhancing work based learning

programs and opportuinites within the consortium.  This also included work on Youth Apprenticeship, for which two schools

have become active participants with a local manufacturer, TEAM Industries.  Both Detroit Lakes High School and Lake Park

Audubon High School are now offering more courses and a strengthened partnership with that local manufacturer, including

approved Youth Apprenticeship programs.  Additional programs are considering expanding their Diversified Occupations

programs to other business and industries as well as some schools are considering the addition of a Youth Apprenticship

program.



 

 Goal 2 Objectives

 

 Goal 3: Improve Service to Special Populations

Goal 3 Narrative:

QUESTION (for FY15 only, optional for FY16): What service was conducted during the grant year that was most successful?

 

The expansion of Scrubs Camp with specific outreach to students of color, and the development of food assistance

options for low income students & students overcoming food insecurity issues in Detroit Lakes, Wadena and Moorhead

were most successful. 

QUESTION (New for FY16): What strategies were adopted to overcome barriers for special populations?

*Implementation of a multiple measures approach for assessing college student readiness.  The College implemented a

multiple measures approach for students enrolling in dual credit and PSEO courses that involves a multiple measures review of

a student's academic history, GPA and MCA scores.  The implementation of a multiple measures approach on a broader scale

is in process and in concert with the Minnesota State system Developmental Education Road Map. 

*Aggressive promotion of the Occupational Grant program and awareness campaign for the Power of You program, both

offering tuition free experiences for students. Approximately 50% of M State new entering students benefited from a tuition free

experience in FY 17 due to the Occupational Grant program.  It was extremely successful for us, and we promoted it heavily

and student participants received intensive outreach and targeted support. 

*Increased partnerships with community agencies, such as area food shelf organizations, social service agencies, agencies

working with New Americans, shelters and crisis centers.  The Moorhead and Detroit Lakes campuses work collaboratively with

Ruby's Pantry to students and communities.  The Wadena and Detroit Lakes campuses also operate small emergency food

shelf operations.  Moorhead High School and the Moorhead campus partner with ABE, Lutheran Social Services, Village Family

Services, Fargo/Mhd Chambers and Economic Development task forces to increase support for New Americans and to

enhance community understanding of the strengths, attributes and cultural richness that new Americans bring to the

community. 

*Expansion of the academic bridge program to help advance students out of developmental education courses.  The academic

bridge program has been incorporated into the tutoring centers on each campus.  The academic bridge program has enhanced

student retention rates slightly.  Additionally, the bridge program has saved students thousands of dollars in tuition, fee and text

book costs. 

*Implemented new modules in the online orientation course to support diverse learning styles.  This project is still under

development. 

*Launched a new, just in time student orientation experience using Oracle, a Customer Management System.   The Source, a

just in time student orientation experience using Oracle, is in place. 

*Developed additional events and camps designed to expose underserved students to CTE and partnered with other

organizations to offer scholarships to attend for low-income students.  The consortium added a STEM camp on the Detroit

Lakes campus and expanded Scrubs Camp.  The STEM camp was free to student campers and no one is turned away from

Scrubs Camp if they need support with the camp fee.  Secondary Perkins provides districts with transportation stipends to other

career development experiences on all 4 campuses to increase exposure to CTE for underserved students. 

*Supported secondary and postsecondary professional development in the Poverty Institute in a partnership with the Otter Tail

Family Services Collaborative.  This initiative is ongoing and the consortium leadership as well as faculty are actively involved

in this work.  This work has continued and results will not be known until next year's reporting cycle. 

 



QUESTION: Describe how your consortium uses data to target consortium activities to the needs of special populations and what

impact the efforts have had on success of special populations.

At the secondary level of the consortium survey or evaluation data rated the effectiveness as high/above expectations and

supported continuation and expansion of the activities in FY18.

At the post-secondary level of the consortium, student surveys inform us about the effectiveness and student experiences of

our service to special populations. Services and events are updated regularly to incorporate the feedback. Early alert system

usage by faculty is assessed and advisors track and report on student responses to attempted interventions.  Placement data is

used as a component to evaluate the usage and effectiveness of the increased placement services. Student retention and

graduation data is used to evaluate effectiveness.  Data from core ability assessment and comprehensive program review are

also used to assess continous improvement.  Perkins Accountability data is also analyzed and used. 

The Consortium analyzes the College's performance on the Minnesota State Accountability Dashboard as a data measure and

uses institutionally developed data queries to drill down further into the data.  The consortium is now using SLEDS data and the

Office of Civil Rights Data Collection system to further inform our activities. 

 



 

 Goal 3 Objectives

 

 Goal 4: Provide a Continuum of Service Provision for Enabling Student Transitions

Goal 4 Narrative:

QUESTION: Describe the kinds of articulation, college-in-the-schools, transfer credit courses offered and how many students

participated.

Lakes Country Consortium transitioned in FY17 to the ctecreditmn.com website as the repository of articulations.  At the point

of the transition, the consortium reviewed every articulation and updated where necessary.  In addition, the consortium took an

approach to engage with regional-agreements in every instance there was a regional agreement in place, ultimately allowing for

a better approach for the student-end user.  The approach genearlly resulted in an increase in articulated offerings between

secondary partner schools and a variety of postsecondary institutions, there were still a afew areas for which the local

postsecondary partner instructors declined to participate in a regional agreement.  In those few instances (two as of the end of

FY18), the consortium is working to negotiate an ameanable local artiulation agreement with the intent that ultimately it will

become regional.  

The consortium offered job search skills, principles of bookkeeping, medical terminology, career internship, accounting,

computers and numerous STEM courses that are required for CTE programs through its NACEP accredited Concurrent

Enrollment Program, which serves over 1,700 students. 

The eCampus in the High School program offered the online, college-level offerings of Payroll, Principals of Bookkeeping,

Spreadsheet Applications, Personal Finance, Introduction to Criminal Justice, Introduction to Computer Technology, and

Medical Terminology courses.

This program also provides students and districts with supporting advising services and career outreach/career coaching

presentations. The eCampus in the High School CTE offerings are attached to this report as a supporting attachment. The

eCampus in the High School program continues to grow, and the Consortium has expanded options through this program

through the development of an innovative pilot called Collaborating Online. 

The College awarded 65 credits through credit for prior learning options (mostly credit by examination) in CTE courses. 

Lastly, in FY 17, the Perkin’s Team worked diligently with M State college faculty to successfully re-approve several local and

regional career articulation agreements. The five articulations re-approved are:

Business Law - Lakes Country•

CHSP Accounting Fundamentals - Regional•

CHSP Web Design & Development/HTML•

LCC Child Development (Conception-8)•

Personal Finance - Lakes Country•

These articulations are current and active in the CTECreditMN.org database.

QUESTION: To what degree and in what ways are these advanced credit courses transcripted on the students high school record and

on college transcripts?

http://ctecreditmn.com/participant-high-schools.php?college_id=1171&agreement_id=3868
http://ctecreditmn.com/participant-high-schools.php?college_id=1171&agreement_id=3872
http://ctecreditmn.com/participant-high-schools.php?college_id=1171&agreement_id=3933
http://ctecreditmn.com/participant-high-schools.php?college_id=1171&agreement_id=3458
http://ctecreditmn.com/participant-high-schools.php?college_id=1171&agreement_id=3869


Concurrent Enrollment and eCampus in the High School:

These courses are like any other college course - regardless of delivery modality. The student enrolled in the  course(s)

receives an M State college transcript with their earned letter grade. If the student was enrolled for both college AND high

school credit - the stduent would also receive credit and grade on their high school transcript.

 

Articulation Agreements:

The goal of the consortium in FY18 is to continue our efforts with regard to accessing, inputting and promoting the

CTEcreditMN.org site and database. We will continue to further develop the framework for updating the agreements and the

information campaign so secondary and postsecondary students, faculty, and staff understand and begin to promote and utilize

this resource. The intent is to better maximize the students' and instructors' awareness and participation.  We believe the

additional time, dedication and personnel will prove to show increased student awareness and participation in the CTEcreditMN

system and articulation opportunities overall. 



 

 Goal 4 Objectives

 

 Goal 5: Sustain the Consortium of Secondary and Postsecondary Institutions

Goal 5 Narrative:

QUESTION: What activities were conducted that help sustain the consortium?

At the secondary level, the approved plan was posted on LCSC's website and was reviewed at each one of the fall regional

networking meetings.  At the postsecondary level, the plan was articulated to many employees and partners.  Several meetings

also took place at the secondary and postsecondary level with partners in business and industry.  Regular Perkins team

meetings are held to review data, plan initiatives and evaluate programs and services, and these are very helpful in sustaining

the consortium. 

Consortium communication between secondary leadership and secondary staff as well as postsecondary leadership and

postsecondary faculty remains constant and continual.  Leadership on both sides continue to personally visit sites and offer

services to help strengthen programs in both our local schools/campuses as well as the consortium as a whole.  Secondary

leadership visited nearly all of the 26 school districts and all three college campuses.  Postsecondary leadership visited all four

campuses as well as took as many opportunities as possible to connect with secondary faculty as well through high school

visits, joint professional development events and secondary administrator meetings and events.  To support the large

concurrent program and numerous events for students that occur in the consortium, both secondary and postsecondary faculty,

staff, and administrators are in frequent phone, email, text, and/or face-to-face contact.  The Postsecondary's General College

Advisory Council includes representation from secondary, postsecondary, industry, and community organizations. 

Postsecondary and secondary leadership also expanded partnerships with the Region 5 Economic Development Region

College and Career Readiness Collaborative to exchange best practices and to identify new ways to partner for efficiency and

effectiveness. 

QUESTION: Provide an overview of the leadership team (i.e. are they representing all districts, colleges, business and industry, and

other community partners).

Based on the size of our district and the geographic dispursement of the member districts and community partners, Lakes

Country and M State use several approaches to get district feedback, community partner input, and to increase the

awareness of our Perkins initiatives. The consortium engaged in several conversations at staff meetings and throughout the

district (and throughout the state) regarding the initiatives in Perkins including early alert, concurrent enrollment, articulation

agreement for college credit, instructor professional development, grant opportunities, eCampus in the High School, tutoring,

intrusive advising, career outreach and placement, student retention and completion, and workforce development. It is

estimated that at least 125 conversations with districts, colleges, business and industry, and community partners included

these topics.  The consortium also uses meetings and conference opportunities such as the MREA Conference, regional

Minnesota Association of School Administrator quarterly meetings and general College advisory Council meetings.  The

Consortium has increased our collaboration discussions with Rural MN CEP (Concentrated Employement Program).  The

Lakes Country Mobile program has increased outreach with business and industry contacts as well.  Both secondary and

postsecondary leaders collaborate closely with the College's Workforce Development Center as well, as they are a conduit

and referral source to over 500 businesses in the region and beyond.  This collaborative relationships ensures that we

always have a pulse with what is happening in industry, and it definitely strengthens our consortium.  

QUESTION (New for FY16): Discuss how your consortium conducted needs assessment for the implementation of the unified plan

(i.e., your FY15 application)?



Needs assesment incorporates various data components from both secondary and postsecondary, including student

academic performance, student enrollment, student retention, student completion, non-traditional participation, and

placement.  In all aspects of programming, analysis is conducted to determine which activities best align with the

achievement of performance measures that are most meaningful for student learning and successful transition from

secondary to postsecondary to workforce.  Additionally, the needs of business and industry are always taken into account in

the development of our unified plan, as evidenced by our work to develop additional opportunities for students in healthcare,

welding, business, and manufacturing.  Input from program advisory committees, economic development councils and

regional employer leaders also informs our plan.  The Lakes Country Consortium has always evaluated planned and

implemented activities in a highly unified and collaborative manner; we cannot imagine this work being done in any other

way. 

QUESTION: To what degree does the consortium seek additional grants or braid various funding streams together to support the

consortium activities?

During this reporting period the consortium sought additional grants or braided various funding streams together to support the

consortium activities through the following: 

*DOE Title III Strengthening the Institution Program to support academic bridge programming for special populations

*Legislative funding to support building of the Lakes Country Mobile Trailer program for welding, safety and manufacturing CTE

experiences for students

*DOL TAACCCT grant to support high wage, high skill CTE education for special populations

*Ottertail County Family Services Collaborative grant to expand poverty awareness/professional development aimed to

increase effectiveness of poverty prevention programs - special populations

*Office of Higher Education grant for online dual credit course to support students interested in Criminal Justice program

*Office of Higher Education grant for the creation of Alternative Teacher Preparation licensure programs in six CTE areas

*Bridges Career Academy and Workplace Connection grants to support CTE hands on experience trips for secondary students

*Project for Success grant from MN Department of Human Services to provide services to special populations related to

preventing substance use

*Partnership with Someplace Safe grant to provide services to special populations related to crime prevention, service

advocacy, domestic violence and sexual assault prevention

*System office grant and support for promoting consortium collaboration and planning for the next generation high school

*Partnership with CLC on Innovation Funding grant to support the development of open educational resources in dual credit

offerings



 

 Goal 5 Objectives

 

 Rigorous Program of Study

State-Approved Rigorous Program of

Study 
RPOS submitted with 10 components 

Accounting  
LakesCountry_DetroitLakesHS_Accounti

ng_MNProgramsofStudy_ISEEK.pdf 

Accounting  
LakesCountry_Underwood_Accounting_

MNProgramsofStudy_ISEEK.pdf 

   

 

 Progress Update for Programs of Study and TSA

Please be sure to include progress on technical skill assessments in your explanation.

The selection process and subsequent planning process as it related to our Accounting RPOS went very well and was

successful.  Not only did two high school accounting programs agreed to participate in the RPOS process, the residual

partnerships were strengthened amonst all secondary accouting and postsecondary accounting faculty was very beneficial. 

Subsequent to some success with the NOCTI Basic Exam, there is still further consideration of some consortia schools to

complete a Precision Exam for accounting to widen the scope of opportunity across more districts.  

The secondary consortium still struggles to get faculty to embrace the relevance of Technical Skill Assessment, however, the

resistance is finally decreasing.  In FY16, two schools offered the NOCTI Acounting Basic, one school offered the OSHA-10,

and one school offered the AYES Transportaiton TSA.  This is a huge step forward, as in the past at MOST, one school would

offer one TSA across the whole consortium.  All assements went well, and continued growth is expected in FY18.

 

 Programs of Study
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 Improvement Report

 

 Status Report on Improvement Report and Plan

QUESTION: Describe the activities and strategies that were actually implemented to bring your consortium actual performance on

Federal indicators closer to the negotiated target.

The College analyzed institutional data, accountability dashboard dat and national best practice data to better identify options

to increase results with at-risk and special populations.  The College completed its first phase of redesigning its

developmental education program, expanded its academic bridge program, implemented a new first-time-in-college student

early check in initiative, improved its early alert system process and increased faculty use of the process, redesigned the

tutoring center model, applied for additional funds to support non-traditional enrollment in technology and engineering fields,

and started participation in the Higher Learning Commission's Persistence and Completion Academy to bolster improvement

in student retention and completion.

QUESTION: Describe the process and stakeholders involved in determining your improvement plans and reports. Describe the role

data played in developing your plans and reports.

We draw upon several data sources for the use of data.  Primary data sources include Perkins data, SLEDs data, ISrS data,

Accountability Dashboard data, institutional query data/data from institutional research.  We are able to analyze course

completion rates, percent of students completing the first term in good academic standing, fall to spring retention, fall to fall

retention, on-time completion rate, 150 % completion rate, 200 percent completion rate among multiple dimensions including

by program, by program type/CTE, full and part-time, first-generation, ethnicity, Pell-eligibility, delivery mode, campus,

gender, preparedness for college level work, etc.  Several stakeholders help to determine improvement plans and reports,

include the Perkins leadership team, the academic leadership team, the student development leadership team, the

Persistence and Completion Academy team, and the chief officers in academics and student development. 

QUESTION: What changes do you anticipate in your consortium performance data based on this year's efforts?

The College has shown steady increases in student persistence in recent years.  The fall 2017 to spring 2018 retention rate

for the first-time-in-college students showed a modest increase from the previous years.  Developmental education student

persistence rates improved as well. We improved in our system accountability dashboard metrics in nearly every category,

specially with respect to student groups that would align with the Perkins definition of special populations.  We have

continued to increase career placement activitites and events in collaboration with education, community and business

partners, yet placement rates have remained fairly constant.  As enrollment numbers have declined a small amount in recent

years, this impacts completion rates, among other metrics.  While our enrollment drops are not as significant as several other

colleges in the Minnesota State system, it is an overall system trend that enrollment is down.  Efforts to expand mentoring

and tutoring services for non-traditional enrollment in technology and engineering should help to improve non-traditional

participation; that has always been a challenging area for us.  Perkins leadership has and will continue to advocate for

increased professional development for faculty and increased attentional to non-traditional representation in marketing and

promotional materials. 



 

 Improvement Plan Action Steps

 

 Other Information

Question: Describe stakeholders involved, process and sources of data used to determine strategies/action steps listed in your

Improvement Plan Action Steps.

The primary stakeholders involved in improvement action plans for placement and non-traditional completion include the

academic leadership team, student development leadership team, career services/placement director and Perkins leadership

team.  Placement data by program is now being utilized as a formal part of the College's efficiency process.  There are

increases in the numbers of male students in health science fields considered non-traditional; where we struggle the most is

in the heavy trades areas such as HVAC, electrical technology, plumbing, electrical lineworker, gas utility systems, diesel

technology, automotive service technology. 

 

 Related Improvement Plan documents

Upload any additional supporting documents here.   

Upload any additional supporting documents here.   

Upload any additional supporting documents here.   

Upload any additional supporting documents here.   

Upload any additional supporting documents here.   

 

 Other Summary Comments

QUESTION: Summary Comments

If you were unable to accomplish activities in your plan, indicate why and what you might do differently. Tell us what we can do to support your

efforts.

Overall, the consortium's goals were accomplished over the course of the program year.  
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144 KB
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June 2018.pdf

High School Partners Program Summer

Retreat June 2018
420 KB

MStateJobSearchGuideFebNewsletter.p

df
M State Job Search Guide 3.4 MB
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Print Return to menu Log outAccounting at Detroit Lakes High School
Enter the Program of Study information specific to this school and pathway.

High School

Courses

Enhanced

Learning

Post-Secondary

Connections

Status &

Validation

View All (read

only)

Status and Validation

Approval Level:  State    Consortium  State RPOS

Approval Status:  In Progress    Inactive

 Submitted to Consortium    Approved by Consortium

 Submitted to State    Approved by State

Date of this status: 03-12-2014

Publishing Status: Internal

Rating for the Rigorous Programs of Study Components
Level

1
Level

2
Level

3

Legislation and Policies: Federal, state, and local legislation or administrative policies promote POS development

and implementation.

Partnerships: Ongoing relationships among education, business, and other community stakeholders are central to

POS design, implementation, and maintenance.

Professional Development: Sustained, intensive, and focused opportunities for administrators, teachers, and faculty

foster POS design, implementation, and maintenance.

Accountability and Evaluation Systems: Systems and strategies to gather quantitative and qualitative data on both

POS components and student outcomes are crucial for ongoing efforts to development and implement POS.

College and Career Readiness Standards: Content standards that define what students are expected to know and

be able to do to enter and advance in college and/or their careers comprise the foundation of a POS.

Course Sequences: Non-duplicative sequences of secondary and postsecondary courses within a POS ensure that

students transition to postsecondary education without duplicating classes or requiring remedial coursework.

Credit Transfer Agreements: Credit transfer agreements provide opportunities for secondary students to be

awarded transcripted postsecondary credit, supported with formal agreements among secondary and postsecondary

education systems.

Guidance Counseling and Academics: Guidance counseling and academic advisement help students to make

informed decisions about which POS to pursue.

Teaching and Learning Strategies: Innovative and creative instructional approaches enable teachers to integrate

academic and technical instruction and students to apply academic and technical learning in their POS coursework.

Technical Skills Assessments: National, state, and/or local assessments provide ongoing information on the extent

to which students are attaining the necessary knowledge and skills for entry into and advancement in postsecondary

education and careers in their chosen POS.

HS Courses

Subject 9th Grade 10th Grade 11th Grade 12th Grade
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Language Arts English 9 Adv American Lit. and

Composition

American Literature

American Studies

Young Adult Lit.

Adv. Composition

World and British Lit.

Composition II

Lit. and Life

20th Cent. Amer. Lit.

General Composition

AP Lang. and Comp.

Intro to Literature

Academic Writing

Mass Media (Q)

Poetry (Q)

Journalism (Q)

Creative Writing (Q)

Adv. Public Speaking

Theatre Arts

AP Lit. and Comp.

Academic Writing

Intro to Literature

Math Intermediate Algebra

Adv. Algebra II

Adv. Geometry

Geometry

Algebra II

Adv. Pre-Calculus

Pre-Calculus

Adv. Collete Alg.

AP Statistics

Standards Alg. II

AP Statistics

Adv. Pre-Calculus

College Algebra

AP Calculus

Adv. College Algebra

Algebra II

Science Physical Science 9P

Physical Science 9C

Biology

Chemistry

Physics

AP Biology

Earth & Space Science

Physics

Chemistry

Natural Resources

AP Chemistry

Vet. Medicine

AP Physics

AP Physics

AP Biology

AP Chem.

Natural Resources

Physics

Chemistry

Earth & Space Science

Vet. Medicine

Social Studies World Geography Amer. History

US History

AP US History

Economics

Amer. Govt.

World History

AP European History

AP Gov. & Politics

AP American Govt.

Psychology

Sociology

Cult. Anthro. (Q)

Phys. Anthro. (Q)

Hum. Religious Exp. (Q)

Pyschology

Sociology

Criminal Justice

Economics

Amer. Govt.



Criminal Justice

Phys. Anthro.

Cult. Anthro.

Hum. Religious Exp.

World History

AP European History

AP American Govt.

AP Gov. & Politics

Other Requirements Wgt. Training (Q)

Swimming (Q)

Sports & Fitness

9/Seminar 9

2 Credits of The Arts (9-

12)

Wgt. Training (Q)

Life Guard Trng.

Health

Swimming (Q)

Fitness Aquatics

Personal Fitness

Fitness Wgt. Training

Adv. Per. Fitness

Fit. Performance Training

Winter Sports II (Q)

Fall Sports (Q)

Winter Sports I (Q)

Spring Sports (Q)

Fitness Aquatics

Adv. Per. Fitness

Fit. Performance Training

Winter Sports II (Q)

Fall Sports (Q)

Winter Sports II (Q)

Spring Sports (Q)

Fitness Aquatics

Career and Technical

Electives for College

Credit

Microsoft Office I & II

Accounting I & II

Child Development

Accounting I & II

Microsoft Office I & II

Child Development

Career and Technical

Electives

Keyboarding

Pers. Finance

Futures Prep

Keyboarding II

Intro to Business

Per. Finance

Futures Prep

Marketing (Q) (Gr 10-12)

Business Law (Gr 10-12)

Graphic Design I (Gr 10-

12)

Intro to Business

Keyboarding

Keyboarding II

Business Mgmt. (Gr 11 -

12)

Laker Shop (Gr 11 - 12)

Apprenticeship (Q) (Gr 11

- 12)

Internship (Q) (Gr 11 - 12)

Futures Prep

Intro to Business

Per. Finance

Graphic Design II

Per. Finance

Intro to Business

Futures Pres

Business Mgmt. (Gr. 11-

12)

Laker Shop (Gr. 11-12)

Apprenticeship (Q) (Gr.

11-12)

Internship (Q) (Gr. 11-12)

Other Suggested

Electives

Spanish I Spanish II (Gr 10-12) Spanish III (Gr 11-12) AP Spanish

Spanish Sen. Refresh (Q)

Legend:

High School Enhanced Learning

Work-Based Learning Internship

Apprenticeship

Service Learning Interact

Key Club



The Minnesota State Colleges and Universities system and the Minnesota Department of Education are

Equal Opportunity employers and educators. | Copyright © 1999-2014 iSeek Solutions

  

Certification Name Certifying Organization

Nursing Asst. Home Health Aide  

First Aid/CPR  

Key Club

College Preparation Plan Test

ACT Practice Test

Student Organizations BPA

Post-Secondary Connections

2-Year College Program 4-Year University Program

Minnesota State Community and

Technical College - Detroit Lakes

Accounting

Minnesota State Community and

Technical College - Fergus Falls

Accounting

Minnesota State Community and

Technical College - Moorhead

Accounting

Minnesota State University

Moorhead

Leadership Studies

Minnesota State University

Moorhead

Leadership Studies

College & University Enhanced Learning

Work-Based Learning

Service Learning

Career Preparation &

National Accreditation

Accuplacer

Student Organizations

Industry-Related Certifications

Return to list of Programs of Study
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Print Return to menu Log outAccounting at Underwood High School
Enter the Program of Study information specific to this school and pathway.

High School

Courses

Enhanced

Learning

Post-Secondary

Connections

Status &

Validation

View All (read

only)

Status and Validation

Approval Level:  State    Consortium  State RPOS

Approval Status:  In Progress    Inactive

 Submitted to Consortium    Approved by Consortium

 Submitted to State    Approved by State

Date of this status: 03-12-2014

Publishing Status: Internal

Rating for the Rigorous Programs of Study Components
Level

1
Level

2
Level

3

Legislation and Policies: Federal, state, and local legislation or administrative policies promote POS development

and implementation.

Partnerships: Ongoing relationships among education, business, and other community stakeholders are central to

POS design, implementation, and maintenance.

Professional Development: Sustained, intensive, and focused opportunities for administrators, teachers, and faculty

foster POS design, implementation, and maintenance.

Accountability and Evaluation Systems: Systems and strategies to gather quantitative and qualitative data on both

POS components and student outcomes are crucial for ongoing efforts to development and implement POS.

College and Career Readiness Standards: Content standards that define what students are expected to know and

be able to do to enter and advance in college and/or their careers comprise the foundation of a POS.

Course Sequences: Non-duplicative sequences of secondary and postsecondary courses within a POS ensure that

students transition to postsecondary education without duplicating classes or requiring remedial coursework.

Credit Transfer Agreements: Credit transfer agreements provide opportunities for secondary students to be

awarded transcripted postsecondary credit, supported with formal agreements among secondary and postsecondary

education systems.

Guidance Counseling and Academics: Guidance counseling and academic advisement help students to make

informed decisions about which POS to pursue.

Teaching and Learning Strategies: Innovative and creative instructional approaches enable teachers to integrate

academic and technical instruction and students to apply academic and technical learning in their POS coursework.

Technical Skills Assessments: National, state, and/or local assessments provide ongoing information on the extent

to which students are attaining the necessary knowledge and skills for entry into and advancement in postsecondary

education and careers in their chosen POS.

HS Courses

Subject 9th Grade 10th Grade 11th Grade 12th Grade

Language

Arts

English 9 English 10

Poetry/Journalism/MN Authors

*Need 6 trimesters passed to meet

graduation requirements*

Poetry/Journalism/MN Authors

Intro to College Writing/Speech/Journalism

*Need 6 trimesters passed to meet graduation

requirements*

Poetry/Journalism/MN Authors

College Writing/College Speaking (CE)
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Intro to College Writing/Speech/Journalism

College Writing/College Speaking (CE)

College Writing/College Speaking (CE)

Intro to College Writing/Speech/Journalism

College Writing II/Intercultural Communication (

Math *Must pass

Algebra I

(1) in 8th

grade*

Geometry 9

Algebra II (2) *Need one year of math class completed in

11th or 12th grade to graduate*

Advanced Algebra/ Statistics

(All juniors are recommended to attempt Adv. Alg. and

Statistics)

*Need one year of math class completed in 11th or 12th

grade to graduate*

College Algebra/Functions and Stats (CE

Science Science 9 Biology 10 *Need one year of science class completed

in 11th or 12th grade to graduate*

Chemistry

Physics

Advanced Environmental Science

AP Biology (AP)

Forensics/Anatomy

(Chemistry or Physics are recommended for 4 year

college students)

*Need one year of science class completed in 11th or

12th grade to graduate*

Physics

Chemistry

Advanced Environmental Science

AP Biology (AP)

Forensics/Anatomy

(Chemistry or Physics are recommended for 4 year

college students)

Social Studies *Must pass

Geography

in 8th

grade*

Civics 9

History 10 * Need two years of social studies in 11th

and 12th grade.

History 11

World News Today

* Need two years of social studies in 11th and 12th

grade.

Social (Sociology/Psychology)12

World News Today

Other

Requirements

Industrial

Technology

Art

Physical

Education/

Heath

Careers

*Must pass both economics trimesters

before graduating*

Microeconomics/Macroeconomics/Personal

Finance

*Must pass both economics trimesters

before graduating*

Microeconomics/Macroeconomics/Personal

Finance

*Must pass both economics trimesters before

graduating*

Microeconomics/Macroeconomics/Personal Finance

Career and

Technical

Electives for

College

Credit

N/A N/A College Accounting

N/A (CE)

College Accounting

N/A (CE)

Career and

Technical

Electives

High School Accounting (2 tri)/Business

Law (1 tri) (ACC)

Computer Applications/Legal

Concepts/Entrepreneurship (ACC)

HTML/Web Design & Multimedia/Marketing

(ACC)

High School Accounting (2 tri)/Business

Law (1 tri) (ACC)

Computer Applications/Legal

Concepts/Entrepreneurship (ACC)

HTML/Web Design & Multimedia/Marketing

(ACC)

High School Accounting (2 tri)/Business Law (1 tri)

(ACC)

Computer Computer Applications/Legal

Concepts/Entrepreneurship/Marketing/Entrepreneurship

(ACC)

HTML/Web Design & Multimedia/Marketing (

Other

Suggested

Electives

Spanish,

Band, or

Choir

*In 10th-12th grade one (1) Fine Art (Art,

Band, or Choir) must be completed*

*In 10th-12th grade one (1) Fine Art (Art,

Band, or Choir) must be completed*

*In 10th-12th grade one (1) Fine Art (Art, 

Choir) must be completed*
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Electives Choir

* Students

need 25

credits to

graduate. *

Spanish

* Students need 25 credits to graduate. *

Spanish

* Students need 25 credits to graduate. *

Spanish

* Students need 25 credits to graduate. *

Legend:

ACC: Articulated College Credit is an agreement between one or more high schools and one or more colleges and universities to accept a high school course as a course equivalence

or partial course equivalence to a college course.

AP: Advanced Placement: A standardized curriculum offering college-level courses in subject areas such as English, history, humanities, languages, math, psychology and science. AP

courses are taught by a high school teacher on a high school site, trained by College Board.

CE: Concurrent Enrollment allows an eligible high school student to take college or university courses that are taught by a credentialed high school faculty member on the high school

campus.

High School Enhanced Learning

Work-Based Learning Tutor

Service Learning Interact Rotary Club

College Preparation Take the following tests: EXPLORE, PLAN, ASVAB, ACT

Student Organizations Student Council, NHS, Speech, Knowledge Bowl

Post-Secondary Connections

2-Year College Program 4-Year University Program

Alexandria Technical and

Community College

Accounting

Alexandria Technical and

Community College

Accounting

Minnesota State Community and

Technical College - Detroit Lakes

Accounting

Minnesota State Community and

Technical College - Fergus Falls

Accounting

Minnesota State Community and

Technical College - Moorhead

Accounting

Northwest Technical College Accounting Clerk

Northwest Technical College Associate Accounting

College & University Enhanced Learning

Work-Based Learning N/A

Service Learning

Career Preparation &

National Accreditation

Student Organizations
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To visit with us about K12 Collaboration opportunities in your district or community, contact: :

Let's collaborate for students! 
PROGRAMS AVAILABLE TO YOUR STUDENTS IN YOUR HIGH SCHOOL

Concurrent Enrollment
M State partners with more than 35 high schools to offer students high-quality, rigorous college courses,  
taught in the high school by high school instructors - through our nationally accredited Concurrent  
Enrollment Program. 

Concurrent enrollment course offerings include a wide array of both general education/transfer and  
career & technical course options.

eCampus in the High School (eCHS)
eCampus in the High School provides students with access to online college courses in their high school in  
both the general education/transfer and career & technical course pathways. M State partners with participating 
high schools to provide students with services that promote success in the online classroom.

Lakes Country Service Cooperative and the Lakes Country Perkins Consortium 
Lakes Country Service Cooperative is a public, non-profit membership-based organization 
dedicated to providing high quality, innovative services to pre-K through 12 education, cities, 
counties and other governmental, non-profit agencies. The Education Services Department 
provides professional development opportunities for secondary educators and programming and 

support for secondary students through special services designed to promote achievement and excellence in 
education.

Lakes Country Service Cooperative and M State collaborate enthusiastically to improve career and technical 
education access and opportunity for students, with funding support from the Carl D. Perkins Vocational Career 
and Technical Education Act. Programs and services available through Lakes Country Service Cooperative and 
the Lakes Country Perkins Consortium are comprehensive, diverse and can be customized to fit the unique 
needs of students, districts and employers in the region.

Career Pathway Experiences
We offer numerous hands-on, interactive career pathway activities throughout the school year and summer. 
These experiences include day camps, summer camps, career workshops, healthcare clinical days, college 
& career shadowing, employer & industry tours and more. Schools and students can select from scheduled 
programming, or we can work collaboratively to develop a customized experience that is tailored to the 
students’ goals and needs.

College and Career Planning and Success Services 
We work closely with high school teams to implement one-on-one, small or large group college & career 
planning activities and events. Career assessment activities, workshops, career exploration and planning are 
among the most popular services. Additionally, we provide students with assistance in launching a personalized 
career track and we connect them with employers and job opportunities. 

Minnesota State Community and Technical College, a member of the Minnesota State system. © 2017. Minnesota State is an Equal Opportunity/Affirmative Action/Veterans/Disability employer/

educator committed to the principles of diversity. M State Solutions Center: 1.877.450.3322 | TTY MN Relay Service: 1.800.627.3529

P H O T O  C R E D I T  K AT I E  T Y S D A L

P H O T O  C R E D I T  K AT I E  T Y S D A L

P H O T O  C R E D I T  K AT I E  T Y S D A L

Megan Adamczyk 
K12 Collaboration Manager

megan.adamczyk@minnesota.edu
TO L L  F R E E :  877.450.3322  
D I R E C T: 218.846.3867
www.minnesota.edu/k12collaborations

Troy M. Haugen 
Career and Technical 
Education Coordinator

thaugen@lcsc.org
O F F I C E :  218.737.6511  
M O B I L E : 218.849.3676
www.lcsc.org



EARLY/MIDDLE COLLEGE APPLICATION

ENROLLMENT OPTIONS FOR EARLY/MIDDLE COLLEGE STUDENTS
For quicker processing, you can complete your applica  on online at minnesota.edu/apply

minnesota.edu
877.450.3322
info@minnesota.edu
minnesota.edu/help A member of the Minnesota State system



2 M State Early/Middle College Student Applica  on

Early/Middle College Application Packet
 All high school students who are residents of Minnesota are eligible to be considered for the Early/Middle College program at 
Minnesota State Community and Technical College. This program allows high school students to earn college credits which can be 
used toward comple  on of their high school gradua  on requirements.

 We are pleased you are considering M State as part of your educa  onal plan. The informa  on you need to begin 
your M State college educa  on is contained in this booklet. You and your parent(s) should review this informa  on 
carefully to ensure that the Early/Middle College  program is the right choice for you.

The college is commi  ed to providing Accuplacer tes  ng accommoda  ons that meet the provisions of the Americans with Disabili  es
Act and Sec  on 504 of the Rehabilita  on Act.  When accommoda  ons are needed, please no  fy the college two weeks in advance of
the student's Accuplacer tes  ng session.

Checklist for M State's Early/Middle College Application:

_______  1.  Obtain and review the Early/Middle College packet from your high school or M State.

  2.   ___ Meet with your high school counselor to discuss your plans and your high school’s 
    gradua  on requirements.
    ___ When you meet with your counselor, bring the Early/Middle College No  ce of Student Registra  on Form from 
    the Minnesota Department of Educa  on. You complete Sec  on 1, and your counselor completes Sec  on 2.
    ___ Complete the High School Intake Form.
    ___ Complete the Student/Counselor Guide and Agreement of Understanding.
    ___ Complete the TRIO Authoriza  on for Release of Informa  on.
    ___ Request that your high school transcripts be sent to M State.
    ___ Complete the M State Online Applica  on at minnesota.edu/apply.

_______  3.  These forms, along with your most recent high school transcript, must be sent to the M State Processing Center, 
   405 Colfax Avenue SW, Wadena, MN 56482. Please allow up to two weeks for processing once all documents 

are submi  ed. 

_______  4.  A  er M State has processed your applica  on, you will receive informa  on regarding the assessment process.

_______  5. A  er you have completed the Accuplacer assessments, you will be no  fi ed of your eligibility for the Early/Middle 
College program. If you are eligible, we will provide informa  on about orienta  on and registra  on. 

 Points to Remember:

1. Tui  on, textbooks and most fees are covered by the Early/Middle College program. You are responsible for the cost of supplies, 
tools, clothing, housing and consumable supplies.

2. The decision to a  end college is an important one and should be considered carefully. Early/Middle College students have the 
same responsibili  es as other college students and must be prepared to:

  a. Manage  me responsibly.
  b. Spend addi  onal  me studying outside of class, with less guidance on how and what to study.
  c. Handle mul  ple deadlines without reminders.
  d. Take the ini  a  ve to seek help when it is needed.
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Division of School Finance 

P O S T S E C O N D A R Y  E N R O L L M E N T  O P T I O N S  
E A R L Y / M I D D L E  C O L L E G E  P R O G R A M  
N O T I C E  O F  S T U D E N T  R E G I S T R A T I O N

 ED-02476-03 

NOTE:  Complete a separate form for each instructional term, AND for each postsecondary institution attending.  Please print and 
use black ink.  ALL BOXES MUST BE COMPLETED.  
School Year: 2016-2017 College Student Number:  

1. TO BE COMPLETED BY THE STUDENT 
Student Name (Last, First, M.I.): M   F Date of Birth (MM/DD/YYYY): 

Address: City: Zip Code: 

Student Email: Telephone Number: 

Parent/Guardian Name: Address (if different than above): 

Postsecondary institution you plan to attend this term: 

Minnesota Statutes, section 124D.09, requires that the student and parents/guardian sign a form indicating they have received information about 
the program, are aware that counseling services are available and understand the responsibilities regarding enrollment in postsecondary courses. 

  
Signature – Parent/Guardian (if student is under 18) Signature – Student Date 

Please pass this form to the State Approved Alternative Program (SAAP) for completion of section two. 

2. TO BE COMPLETED BY THE STATE APPROVED ALTERNATIVE PROGRAM (SAAP) 
Name of State Approved Alternative Program (SAAP): State Approved Alternative Program 3-digit Number: 

 

Name of Enrolling School District: Enrolling School District Number and Type: 

13-Digit MARSS Student Number:  

Is the student eligible for program application? 
(see page 3 for requirements)   YES   NO 

IF NOT ELIGIBLE, RETURN FORM TO STUDENT, DO NOT 
CONTINUE PROCESSING. 

During period of attendance at postsecondary institution student’s secondary grade 
level will be:   Grade 11 *Public Students Only 
  Grade 12 *Public Students Only 

NOTE:  HIGH SCHOOL GRADUATES AND 21 YEAR-OLDS 
ARE NOT ELIGIBLE 

Student may not enroll in PSEO in addition to a full high school course load. 
Does the student have reduced high school instructional time?  YES   NO 

Is the student enrolled full-time in SAAP:  
 YES    NO 

STATE APPROVED ALTERNATIVE PROGRAM (SAAP) VERIFICATION 

I certify that the student identified in section 1 meets the eligibility requirements outlined in Minnesota Statutes, section 124D.09, to apply for 
participation in the Postsecondary Enrollment Options (PSEO) program this term, and that the information in section 2 is accurate and applicable 
to the student. 
 
Signature - Secondary School Contact Person:  Date:   

Secondary School Contact's Name (printed): 
 

Title: 
 

Telephone Number: 
 

Email Address: 
 

Please pass this form to the Postsecondary Institution for completion of section three. 
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POSTSECONDARY ENROLLMENT OPTIONS EARLY/MIDDLE COLLEGE PROGRAM NOTICE OF STUDENT REGISTRATION ED-02476-02Page 2 
 
Student Name (Last, First, M.I.): 
 

Date of Birth (MM/DD/YYYY): 

 
3. TO BE COMPLETED BY THE POSTSECONDARY INSTITUTION 

Name of Postsecondary Institution: City of Postsecondary Institution: 
 

Early/Middle College Student ID Number: Term of Planned Attendance (check one only): 

 Summer  Qtr 1  Qtr 2  Qtr 3  Qtr 4  Sem 1   Sem 2 

Postsecondary Institution Contact Person: 
 

Title: 
 

Telephone Number: 
 

E-Mail Address: 
 

 
COURSES TAKEN FOR DEVELOPMENTAL EDUCATION CREDIT ONLY COURSE NUMBER COURSE CREDITS 

1. 1. 1. 

2. 2. 2. 

3. 3. 3. 

4.   

 
COURSES TAKEN FOR POSTSECONDARY CREDIT ONLY COURSE NUMBER COURSE CREDITS 

1.   

2.   

3.   

4.   

 
POSTSECONDARY REGISTRATION VERIFICATION 

I certify that the student identified in section 1 is registered this term for the courses indicated, that all courses indicated are non-sectarian in 
content, and that the student has indicated to me that the courses are to be taken for secondary credit. 

  
Signature Title Date 

The postsecondary institution must mail a LEGIBLE copy of this form within 10 days to the Minnesota Department of Education at 
the following address: 

 
 Minnesota Department of Education 
 Division of School Finance 
 1500 Highway 36 West 
 Roseville, MN 55113  
 
Additionally, copies must be returned to the student indicated in section 1 and the State Approved Alternative Program of 
attendance indicated in section 2.   



M State Early/Middle College Student Applica  on 5

POSTSECONDARY ENROLLMENT OPTIONS EARLY/MIDDLE COLLEGE PROGRAM NOTICE OF STUDENT REGISTRATION ED-02476-02Page 3 
 

POSTSECONDARY ENROLLMENT OPTIONS EARLY MIDDLE COLLEGE PROGRAM 
 
Legislation passed in 2014 provides the opportunity to leverage Postsecondary Enrollment Options (PSEO) funding for 
developmental coursework under specific circumstances.  In Subdivision 9 of Minnesota Statutes, section 124D.09 the 
following language has been added to an existing clause: 
 

An institution must not enroll secondary pupils, for postsecondary enrollment options purposes, in remedial, 
developmental, or other courses that are not college level except when a student eligible to participate in the 
graduation incentives program under section 124D.68 enrolls full time in a middle or early college program 
specifically designed to allow the student to earn dual high school and college credit. In this case, the student shall 
receive developmental college credit and not college credit for completing remedial or developmental courses.  
 

STUDENT ELIGIBILITY - Refer to Minnesota Statutes, section 124D.68, and section 124D.09 
 
Students are considered eligible if they are enrolled in a core school day state approved alternative program under the 
graduation incentives program as defined by the Minnesota Department of Education. 
 
A. A student must be enrolled in school in the 11th or 12th grade; 
 
B. A student who enters the program: 

1) A the beginning of the 11th grade year may continue in the program for the equivalent of two academic high 
school years, except for state approved Learning Year Programs pursuant to Minnesota Statutes, section 124D.128. 

2) At the beginning of the 12th grade year a student may continue in the program for the equivalent of one academic 
high school year. 

 
C. For purposes of determining PSEO eligibility, the student must have reduced instructional time in the secondary 

setting.  Students cannot access PSEO on top of a full course load at the state approved alternative program. 
 

D. In either case, if the student first enters the program during the academic year, the window of opportunity is reduced 
proportionally. 
 

E. If a student withdrew from high school for medical or other unavoidable reasons prior to the beginning of the 
postsecondary institution’s 2nd semester and generated no general education revenue through the remainder of the 
school year after withdrawal, the student would be eligible to extend eligibility by one semester. 
 

F. An institution shall not enroll secondary pupils, for postsecondary enrollment options purposes, in sectarian, remedial, 
developmental, or other courses that are not college level unless the student is participating full-time in a state 
approved alternative program and early/middle college program designed to help the student earn a certificate or 
degree. 
 

G. In 2003, the PSEO law was amended so that the books are now returned to the college not the high school.  Minnesota 
Statute, section 124D.09, Subdivision 20 (2002), is amended to read: “Subdivision 20, TEXTBOOKS; MATERIALS.  All 
textbooks and equipment provided to a pupil, and paid for under subdivision 13, are the property of the pupil’s 
postsecondary institution.  Each pupil is required to return all textbooks and equipment to the postsecondary 
institution after the course has ended.” 
 

For more detailed information on the program and its requirements, please view the Postsecondary Enrollment Options 
Program information (http://education.state.mn.us/MDE/StuSuc/CollReadi/PSEO/index.html) on the Minnesota 
Department of Education’s website. 
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EDUCATIONAL OPPORTUNITY CENTER
HIGH SCHOOL INTAKE FORM

 GENERAL INFORMATION

 CURRENT EDUCATIONAL STATUS 
 Check ALL that apply:
  I am currently in high school grade:            9th        10th            11th       12th

       School Name:____________________________________________________

  I left high school before earning a diploma, and/or have not yet earned a GED.

 I AM INTERESTED IN THE FOLLOWING SERVICES:
 Check all that apply:

  Financial Aid
  Career exploration
  Career-related tours
  Job shadowing

 
  Academic advising
  Study skills/Test-taking
  Tutoring, Peer
  Tutoring, Professional
  Cultural event
  Mentoring

  College fairs
  College tours
  College admissions
  High School re-entry

  ACT preparation/testing
  GED preparation/testing
  Placement testing

I certify all information I have given is correct.

 Signature       Date                                                                        

 Phone
(      )

 Address (Street or PO Box)

 E-mail

 Birthdate (mm/dd/yy)  Age
 

 Social Security Number
 

 Gender
            Male       Female

 Ethnicity: (Check one)
    American Indian/Alaskan Native  Asian          White/Caucasian
    Black/African American   Hispanic/Latino    Other 

 Education level completed by parent #1:

   Jr. High   High School       2-Year College   4-Year College   Other______________   Unknown

 Education level completed by parent #2  (Leave blank if you regularly live(d) with and receive(d) most of your support from parent #1):

   Jr. High   High School       2-Year College   4-Year College   Other______________   Unknown

 (City, State, Zip Code)

 / / 

 Name: First  Middle  Last

 INDEPENDENT STATUS
 Eligible to claim independent status for student aid
 on the following basis: (Check all that apply) 

  I am/will be 24 or older by December 31 of the current 
      calendar year. 

  I have children who receive more than half their support   
       from me.

  I have other dependents who receive more than half their 
       support from me.

  I am married or separated

  At any time since I turned age 13, both my 
      parents were deceased, I was in foster care, OR  I was a   
      ward or dependent of the court.
  I am an emancipated minor OR I am in a legal 
      guardianship as determined by a court.
  I am an unaccompanied youth who is homeless or 
       self-supporting and at risk of being homeless.  

  I am a veteran or active duty military.

Are you a Veteran or military connected student?  Veteran  Active Duty  Spouse of Active Duty Military  Child of Active Duty Military  
   (If applicable, please select) 

 ELIGIBILITY

  I am a   U.S. Citizen     U.S. Permanent Resident 
                  Non-Citizen with intent to become a Permanent Resident

  I am interested in going to college and need information or other help with 

Location:_______________
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Early/Middle College Agreement of Understanding
Minnesota State Community and Technical College welcomes you as a high school student interested in using the Early/Middle 
College! Success in college will depend on how well you adjust to college-level classes and accept the responsibili  es of being here. 
This document outlines our expecta  ons for students. Read each point carefully so you understand the responsibili  es of Early/
Middle College students at M State. 

1. You will be responsible for working with your high school counselor to complete all aspects of the applica  on and assessment 
process according to the deadlines established by your high school. You must communicate with your high school counselor each 
semester to discuss your registra  on in concurrent courses and your academic progress in high school and college.

2. Each college instructor has his/her own policy on a  endance, which will be outlined in the course syllabus. However, it is 
important that you a  end each class every day it meets. If your class is an online class, regular par  cipa  on is necessary. M State 
would recommend you log in to your course every day. Class a  endance and ac  ve par  cipa  on are cri  cal to your success as a 
college student.

3. As a general rule, you will need to spend two hours of study  me for each hour you are in class. College classes are more 
academically challenging and your college GPA will aff ect your high school GPA and your future college career. Understand that 
you will be required to send an M State transcript to all colleges you a  end in the future, and you will be held to college policies 
regarding sa  sfactory academic progress and fi nancial aid eligibility based on your academic performance.

4. To be successful in college you must accept responsibility for your choices and ac  ons and for mee  ng course and gradua  on 
requirements. Being successful in college requires maturity, self-discipline, good student habits and  me management skills.

5. Take advantage of all available resources, such as student skills classes, tutoring, seminars and career planning. If you are 
experiencing problems, talk with your high school counselor right away or call M State at 888.696.7282 and ask to schedule an 
appointment to visit with a staff  member about your concerns.

6. You have the responsibility of a  ending your college classes during those days your high school is not in session. The college and 
high school calendars diff er. High school ac  vi  es may not excuse you from requirements for college classes. If a problem does 
arise, talk to your instructors to try to resolve it.

7. You are responsible for understanding and complying with important college policies outlined in the handbook (i.e., refund, 
drop/add/withdrawal, academic progress, registra  on, etc.) If you register for a class and decide not to take the class, you must 
offi  cially drop the class the fi rst fi ve days of the semester in order to avoid receiving a le  er grade. Contact your high school 
counselor immediately if a situa  on necessitates that you need to drop a concurrent class. Concurrent students must follow the 
last day to withdraw deadlines, just like all other college students. Please read the student handbook carefully at minnesota.edu/
handbook.

8. You have read this agreement of understanding and you agree to share it with your parents or guardian and high school 
counselor.

9. You are responsible for mee  ng sa  sfactory program requirements every semester. This means maintaining the GPA 
requirements and percentage comple  on requirements in the student handbook at minnesota.edu/handbook. Failure to do so 
will automa  cally disqualify you from the Early/Middle College program.

Student signature ___________________________________________________________________ Date _____________________

Name of high school or advisor __________________________________________________________________________________
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Authorization for Release of Information 

Academic information provided to the TRIO Educational Opportunity Center is sent to the United States 
Department of Education. This information is protected by the Family Educational Rights and Privacy 
Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99), which is a Federal law that protects the privacy of 
student education records. Educational information is required to determine if you are eligible to receive 
TRIO Educational Opportunity Center services and for reporting purposes. 

I fully understand the above provision and hereby give my consent to have Red River Area Learning 
Center release pertinent data, including grade reports, test scores, postsecondary admission, financial 
aid, and income verification forms (including qualifying for free or reduced meals), forwarded to: 

   TRIO Educational Opportunity Center 
   attn.: Lori Mattison 
   1900 28th Ave S 
   Moorhead, MN 56560 

Participant Name:  _________________________________  Birthdate:  _______________________

Address:     

_______________________________________________________________________________

I understand that this authorization is voluntary.  Any information released prior to my written 
revocation of this authorization shall not be a breach of confidentiality.  A copy of this release is 
as effective as the original.

By signing below, I release TRIO/EOC and any of its employees from any claims arising from 
this authorization and disclosure and I agree to hold TRIO/EOC and its employees harmless 
from any claims as a result of this authorization and disclosure. 

____________________________________________________            ____________________ 
Signature of Student or Parent/Guardian for Minor Student           Date 

You have a right to a copy of this authorization after you sign it. 

TRIO Educational Opportunity Center 
University of North Dakota 
2891 2nd Ave N, STOP 9027 

Grand Forks, ND 58202 
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M State Early/Middle College Student Application for Admission
Directions:  Please complete this form using blue or black ink.  

1. Indicate semester and year you wish to begin:  Fall (year) _______        Spring (year) _______ 

2. Select campus:       Detroit Lakes               eCampus                Fergus Falls                Moorhead                Wadena 

Full Name: _____________________________________________________________________________________________________________________________
   Last Name     First name    Middle Name  

 

____________________________________________________________________________________________________________________________________
Permanent Address    Apt. Number   City  State/Country  Zip/Postal Code  County

(  _____  )___________________________      (  _____  ) ___________________________      ___________________________________________________________
Home Phone      Cell Phone        Email Address

____________________________________________________________________________________________________________________________________
Current Address (If diff erent from above)  Apt. Number   City  State/Country  Zip/Postal Code  County 

(  _____  ) ____________________________________________________________________________________________________________________________
Current Home Phone   Parent(s) or Next of Kin 

____________________________________________________________________________________________________________________________________
Address of Parent(s)/Next of Kin   Apt. Number   City  State/Country  Zip/Postal Code  County

3. Personal Information: 

 High School Transcript Release
         Tear off , sign and send or give directly to your high school counselor.

I authorize my high school to release a copy of my transcript to:  M State Processing Center,  405 Colfax Avenue SW, Wadena, MN 56482.

Signature of applicant _____________________________________________________________________ Date _____________________

   First   Middle   Last or Previous Last

Name of high school ________________________________________________________________Dates attended _____________________

4. Are you a U.S. citizen?       Yes       No     If not, type of visa: __________________________________________________________________

 Permanent resident (if applicable):       Refugee                    Resident alien                    Other _____________________________________________

 (International students and non-immigrants must complete a separate application form.)

5. Intended program/major or fi eld of study, such as English, carpentry, electrical engineering, etc. If you have made no decision, write "undecided" but indicate any 

alternative(s) you are considering: ___________________________________________________________________________________

6. List the names of all high schools and post-secondary institutions you have attended.  You must contact each college, university or other post-secondary institution and 

request that an offi  cial transcript be sent directly to M State.

7. List your school and community activities such as athletics, music, drama, sciences, speech, publications, government, etc. and offi  ces held, if any:  _______________

  ________________________________________________________________________________________________________

HIGH SCHOOL(S) CITY STATE DATES
TO/FROM

(MONTH/YR)DIPLOMA OR GED
RECEIVED OR EXPECTED

COLLEGES, UNIVERSITIES OR OTHER
POST-SECONDARY SCHOOLS CITY STATE DATES

TO/FROM
CERTIFICATES, DEGREE OR DIPLOMA

RECEIVED/EXPECTED(MONTH/YR)


 c
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8.  What is your current educational intent at M State?

  complete courses, but not a degree

  earn occupational certifi cate/diploma

         earn associate (two-year) degree

        earn associate (two-year) degree and transfer to a four-year college or university

        complete courses and transfer without a degree

9.   Do you plan to attend:          full-time (12 or more credits)          part-time (fewer than 12 credits)

10. Have you attended this college before?        yes           no          If yes, date attended ____________________________________________________

NOTE:  In order to process your application, M State is requesting information that is considered private and/or confi dential under state and federal law.  M State is asking for 

this information in order to process your application. While you are not legally required to provide this information, M State may not be able to eff ectively process your application 

without suffi  cient information. With some exceptions, unless you consent to further release of private information, access to this information will be limited to school offi  cials, 

including faculty who have legitimate education interests in the information.  Under certain circumstances, federal and state laws authorize release of private information without 

your consent:

• to other schools where you seek admission or intend to enroll, or are enrolled, if you are fi rst notifi ed of the release;

• to federal, state or local offi  cials for purposes of program compliance, audit or evaluation;

• as appropriate in connection with your application for or receipt of fi nancial aid;

• to your parents, if your parents claim you as a dependent student for tax purposes;

• if the information is sought with a subpoena, court order or otherwise permitted by other state or federal law; and

• to an organization engaged in educational research or accreditation.

M State is a member of the Minnesota State Colleges and Universities System.  Admission to M State  is granted without regard to race, creed, color, sex, age, national origin or 

disability.  M State abides by the provisions of Title IX federal legislation on the basis of sex and by all other federal and state laws regarding equal opportunity.  M State complies fully 

with the provisions of the Americans with Disabilities Act of 1990, 42 U.S.C. section 12101 which prohibits discrimination in employment and public education services on the basis of 

an individual’s disability.  M State also has available, upon request, its Campus Security Report. 

If you use a TTY, you can call us using the Minnesota Relay Service at (651) 297-5353 or 1-800-627-3529 and ask them to place a call to 

Minnesota State Community and Technical College.  Upon request this information will be made available in alternative formats.  

An Equal Opportunity Educator/Employer     Un Educador/Empleador De Oportunidad Igual

Providing the following information is voluntary. This information will assist M State in evaluating  student recruitment and 
retention policies. It will not be used as a basis for admission.
Gender:          Male          Female

Are you Hispanic or Latino (a person of Cuban, Mexican, Chicano, Puerto Rican, South or Central American, or other Spanish culture, regardless of race)? :        Yes        No

Race and ethnic background (select any that apply)

  American Indian or Alaska Native - A person having origins in any of the original peoples of North, Central or South America and who maintains 

 tribal affi  liation or community attachment

  Asian - A person having origins in any of the original peoples of the Far East, Southeast Asia or the Indian subcontinent

  Black or African American - A person having origins in any of the black racial groups of Africa

  Native Hawaiian or Other Pacifi c Islander - A person having origins in any of the original peoples of Hawaii, Guam, Samoa or other Pacifi c Islands

  White - A person having origins in any of the orignal peoples of Europe, the Middle East or North Africa

What is the highest level of education for your parent(s) / guardian(s)?

Please respond for the parent(s), step-parent(s) or guardian(s) who raised you. Check only one box for each parent / guardian.

Parent / Guardian #1

 No high school diploma  High school diploma   Some college   Two-year college degree/diploma   Bachelor’s degree or higher    Not sure/don’t know  

Parent / Guardian #2

 No high school diploma   High school diploma    Some college   Two-year college degree/diploma   Bachelor’s degree or higher   Not sure/don’t know 
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RRALC Early/Middle College Reference Form

Student name ______________________________________________________________________ Date _____________________

Completed by ______________________________________________________________________ Date _____________________

Student name ______________________________________________________________________ Date _____________________

Please rank this student in each of the following categories:

If you have any further comments about this student, please write them below:

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

g g
 ≥10% 11-25% 26-50% 51-75% 76-90% 91-94% 95-100% 
Academic Discipline         
Family Support        
Intelligence        
Maturity        
Motivation        
Planning/Preparation        
Self-confidence        
Self-efficacy        
Soft Skills         
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RRALC Early/Middle College Reference Form

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________



M State Career Services – FY18 Activities Report* & FY19 Plan of Work 
Submitted by Sue Zurn, Career Services Director                                                                                                          April 3, 2018  
 

FY18 Activities* 
 RESOURCE – FY 18 marks the second year using a new career management software from College Central 

Network (branded to students as CAREERnet, available: www.careers.minnesota.edu - implemented Aug. 2016). 
To date, 1053 employers and 1054 users (students and alumni) have created accounts.  During the first seven 
months (July-March) of FY18, 1176 jobs and internships have been posted to recruit directly to M State students 
and alumni.  In addition to an M State specific job board, the software also provides access to a national job 
board and a national internship board. This resource also includes helpful articles, videos, podcasts and 
resources.  Students can post resumes and opt-in to be searched by approved employers. 
 

 LEARN - Created opportunities to partner with faculty to provide in-person workshops related to resume 
development and interview skills for 21 majors** which included 31 different sections/groups** of students and 
three clubs/special groups*** of students.  Instruction and critique was delivered to three of the majors through 
via an online version of the resume writing workshop and a LinkedIn workshop using D2L.  Overall, 570 students 
received instruction in resume writing and 250 students received instruction in interview skills. 
 

 PRACTICE - Arranged opportunities for students to have face-to-face resume critiques and mock interview 
practice with volunteers from businesses and non-profit organizations.  At the end of the academic year, 176 
students had a mock interview and 304 students had resumes reviews by business professionals and Career 
Services. By the end of the academic year, 17 of these practice events will have occurred with the assistance of 
100 business volunteers. 
 

 CONNECT: Planned and implemented seven networking events to connect students to employers (Electrical Line 
Workers, Nursing –FF & MHD campuses, Dental, Construction Management, Gas Utility, and Criminal Justice - 
about 260 students and 66 employer attendees). Held two part-time job fairs (MHD & DL), one spring job and 
internship fair (MHD) and collaborated with Wadena RMCEP for a community/campus fair.  About 115 
employers have participated traditional job fairs. 
 

 COACHING – Appointments and walk-in services were provided to students on all campuses with Career 
Services Director.  To date, 96 students have been served through on-on-one scheduled appointments.  
 

 EMPLOYER RECRUITMENT - Member of Fargo-Moorhead Human Resources Association and West Central 
Minnesota Human Resources Association to increase employer contact. Participate in Economic Development 
Corporation sub-committee in Fargo-Moorhead and Chamber events in the Fargo-Moorhead, Fergus Falls and 
Detroit Lakes communities. 
 

 OUTREACH – Provided assistance to on-campus recruiting events, local high school events and as a guest 
speaker for a foster care program.   
 

 CAMPUS CONNECTIONS – Provided sessions for orientation/Welcome Day events (W, DL, MHD), assisted with 
Enrollment events, and co-chair for Connect to a Career (MHD summer workshop for middle and HS educators 
and counselors).  Served as Champion (coordinator) for CareerX, a MHD SEM initiative where students explored 
career pathways with information presented by Alumni and business/college partners (130 students, 22 career 
pathways/presenters). 
 

*Data in this report are reflective of activities scheduled through the end of the 2017-18 academic year. 
 

**Majors & Sections/Groups of Students:  ELWT (2); Architectural Drafting (1); Civil Engineering (1); Criminal Justice (1); Nursing 
(Advanced, Generic) (3); Practical Nursing (2); Childcare (1); Business (Professional Selling) (1); Business Management- Marketing 
and Sales (3); Administrative Assistant (1); Construction Management (1st & 2nd yr.); Dental Assisting (1); Dental Hygiene (1); Gas 
Utility (1); HVAC (1); Massage Therapy (1); Pharmacy Technology (1); Automotive Technology (1); Professional Technical Writing (1); 
Human Resources – Online (1); HITM  - Online (2); Paralegal  - Online (2) 
 

***Clubs/Special Groups:  Human Resources Club, IT Club, Steps to Success (Women in STEM – 2 semesters) 
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Plan of Work FY 19 
 Continue to expand partnerships with faculty to increase majors/students served through “learn”, “practice” 

and “connect” opportunities/events as outlined above.  

 Create more online resources and workshops through D2L. 

 Pilot an “Internship Ready” initiative with two majors in preparation for college-wide implementation.  

 Increase employer and student/alumni accounts on CAREERnet. 
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Sample Marketing Materials and Employer Communications 
Excerpt of confirmation message sent to attending employers prior to the Nursing Networking Event (3-2-18) 
on the Fergus Falls campus: 
_________________________________ 
This message is being sent "bcc" to FERGUS FALLS Nursing Networking Event registrants - Please share with all 
attendees from your organization.  
 
Greetings,  
 
Thank you for your interest in recruiting our students to fill your nursing employment needs.  The Nursing Networking 
Event on the Fergus Falls campus is on Friday, March 2, in Legacy Hall.  This message serves as confirmation of your 
registration and contains details and an attached map to help you plan your visit to our campus.    

 
The Event 
This event is not your typical job fair.  You will have the opportunity to present information about your facility and to 
visit with ALL students in a “speed dating” type of format as follows: 

 Set up a simple “booth” (see below) 

 At the beginning of event, each facility will briefly introduce organizations and opportunities  (20 min total time) 
to the large group. 

 Students will rotate between booths in small groups for seven-minute timed intervals. This will be your chance 
to provide more information or answer questions students may have.  There are 15 employers and you will 
present every-other interval – so plan to present your information seven times during the event.   

 Consider talking about opportunities for growth in your organization, how you mentor new nurses, your 
application process and other important things you want them to know about your organization.  

 You may provide application packets and other information to students. 

 At the conclusion of the event, students may provide a resume as a networking tool, even though they 
understand they need to follow your online application protocol.  

 
Schedule  

 Set-up 8:15-9:00 
 9:15 – Introductions of Employers 
 9:30-11:30  - Networking Rotations   
 11:30-12:30 - Lunch with Nursing Faculty & Advisors   

 
 Answers to a few commonly asked questions  

 About 50 students* will attend this event.  Students from all four of our campuses are invited to attend, but it is 
expected that the most attendees will be from the students’ home campus.  

 Two chairs and table space (5' x 3' or ' or 6' x 3', depending on location) will be available at each booth.  
 Table coverings are not provided 
 Wi-Fi access will be available for each booth.  
 A printed receipt/invoice and W9 (if needed) will be available at registration.  
 We cannot guarantee electricity at your booth location.  
 Light refreshments will be provided during the event and a lunch will be served at the end of the event.  
 If you have specific or additional requests, please reply to this email and we will do our very best to 

accommodate you.  
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LinkedIn Marketing post: 
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Minnesota State Community and Technical College,
A member of the Minnesota State system, is an affi  rma  ve 
ac  on, equal opportunity educator and employer.

Learn more. EARN more. minnesota.edu

Select high schools in our region have been invited to par  cipate in a new type of rela  onship between school dis-
tricts and higher educa  on. This new partnership is designed to improve high school comple  on rates, college pre-
paredness and student success in college. In 2017, 16 Minnesota high schools joined in this partnership to examine 
their high school graduate-to-M State cohort data, iden  fy the ac  vi  es that best suit the needs of each high school 
and make their 2017-18 graduates eligible for $2,500 M State scholarships in 2018-19. First-year members are:
 

Based in part on feedback from our high school partners, our High School Partners Program is expanding to include 
regional four-year universi  es, economic development agencies and a second cohort group of high schools:

Teams from all fi rst-year Partners Program par  cipants are invited to a day-long retreat at our Detroit Lakes campus on 
Tuesday, June 12. We’ll focus on professional development and plan for the 2018-19 year, then be joined at the end of 
the day by second-year invitees.

This program is growing, and it’s going to be a fantas  c second year!

 Barnesville
 Detroit Lakes
 Dilworth-Glyndon-Felton
 Fergus Falls
 Frazee-Vergas
 Hawley

 Lake Park-Audubon
 Moorhead
 New York Mills
 Park Rapids
 Pelican Rapids
 Perham

 Sebeka
 Underwood
 Verndale
 Wadena-Deer Creek

 Ada-Borup
 Hillcrest
 Mahnomen
 Menagha

 Uten-Hitterdal
 Waubun
 Fargo Davies
 Fargo North

 Fargo South
 Sheyenne 
 West Fargo
 Woodrow Wilson

High School PARTNERS PROGRAM



M State High School Partners Program 2018 Summer Retreat

9:30 a.m.-3 p.m. | Tuesday, June 12 | M State - Detroit Lakes Campus | Room C101

 9:30-9:45 a.m. Welcome and overview 

 9:45-10:45 a.m. Keynote speaker: Innovation driving education

 Jenny L. Parks, director of innova  on from the 
Midwestern Higher Educa  on Compact, off ers a 
thought-provoking and mo  va  ng keynote into the 
ever-changing landscape of higher educa  on and why 
the use of innova  on reaches a greater number of 
students and improves student success. 

 10:45-11 a.m. Break

 11 a.m.-Noon SLEDS: A deeper dive into the power of shared student data

 Megan Peterson off ers an exci  ng tour and tutorial 
inside the Minnesota Statewide Longitudinal Educa  on 
Data System.  Peterson is the technology integra  on 
coordinator and SLEDS Network regional coordinator 
with Lakes Country Service Coopera  ve. Par  cipants 
should bring laptop/iPad to access data in this 
interac  ve session.

 Noon-1 p.m. Lunch with M State and regional agency representatives

 1-2 p.m. Strategic goals: Founding cohort partners and their district teams discuss strategic 
goals and priori  es for 2018-19.

 2-2:30 p.m. A year in review: New Program Partners join us to learn more about the program and 
learn directly about the experiences of the 2017-18 founding cohort.

 2:30-3 p.m New goals: Both founding partners and newly invited partners discuss back reach 
curriculum development to teach elementary and secondary students about their 
possible pathways to careers (post-secondary, military, appren  ceship, straight-to-
work, etc.) to be  er inform high school elec  ve choices and further prepare students 
for what follows gradua  on.

High School PARTNERS PROGRAM
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CAREER COACHCAREER COACH

Visit Career Coach to:
View current job postings 
Check out current local wages 
See local employment numbers 
Check out expected job growth 
in different careers 
Compare careers that require similar training 
Find a degree at your college that will get you 
the training you need

Learn More with Career Coach
Designed with you in mind, it’s 
simple to use and easy to find 
right on M State’s homepage 
at minnesota.edu. Look in the 
Quick Links section under Future 

Students, and click on Career Coach to discover 
your future.

A member of the Minnesota State Colleges and Universi  es System. An Equal Opportunity Educator/Employer. Un Educador/Empleador de Oportunidad Igual.

Detroit Lakes       eCampus        Fergus Falls       Moorhead       Wadena
minnesota.edu
877.450.3322

Career Coach is a free online career search tool that will

help you find a good career in a field that inte
rests you. Our Vision

Network to serve as a Partner of Choice, facilitating success stories for students and employers. 

Our Mission
With a focus on excellence, M State Career Services provides students access and opportunity to 
develop a personalized career track, connect with employers and job openings, and obtain job search 
support to build a foundation for a dynamic next step toward employment or continuing education.

A note from Career Services Director Cindy Boe:

Greetings M State Students!

I am thrilled about the possibilities that lie ahead for you and your classmates here at M State! My 
role is to provide information, resources and opportunities that will help you develop the skills you 
need to search for and obtain successful employment after graduation. Here are some ways that we 
can assist:

1. Career Coach — available online via SpartanNet or go to mstate.emsicareercoach.com
2. Professional resume reviews — available through your campus Spartan Center
3. careers.minnesota.edu — our online job posting site
4. Job search support and mock interviews — talk to your Spartan Center staff for information
5. This Job Search Guide

The job search is not always easy, and usually your success will re lect the amount of work you put 
into it. I encourage you to start working on your resume right now, and meet as many people in your 
ield as possible during your time in college. Networking with people in your ield (or people who 

know people in your ield) will pay off in the job search process. Please don’t hesitate to contact me 
directly if I can support you in your job search.

I wish you well. You matter, and you can do it!

Cindy Boe
M State Career Services Director
cindy.boe@minnesota.edu
218.299.6515

About M State’s CAREER SERVICES
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1. Start with a brainstorm list. DON’T start with a template. (Don’t do it!)

a. Educa  on: include college but not high school. Format as shown on 
the samples.

b. Work, volunteering and ac  vi  es: As you brainstorm, write down 
everywhere you have worked, volunteered or spent  me outside of 
classes.

c. Get REALLY detailed. This will help you later when you write your 
bullet points. Think about what you have learned throughout your 
diff erent experiences and courses.

2. Start from the very top of a blank document. Everyone will have 
 the following three sections:

a. Header (name, address, phone number, email address)

b. Educa  on (include college only)

c. Experience (use bullet points)

3. Bullet points: Tailor your resume to include content related to your ield.

a. ALL bullet points on your resume should START WITH A VERB and 
REFER TO A SKILL.

b. Equipment and technology: Be specifi c and explain what you know.

c. Applying for something specifi c? Look at the job descrip  on and use 
the same terms. 

4. Get it reviewed.

a. Have it reviewed early and o  en at the Spartan Center.

b. Once Spartan Center staff  have signed off , get an opinion from a 
trusted faculty member. 
If you don’t know why you are including something (or forma   ng it a 
certain way), consider ge   ng another review.

c. Most professional resumes take at least fi ve dra  s and 10-60 HOURS.

5. Make your changes, then get one more review before you apply for the job 
 or head off to the job fair.
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Jamie Jones 
12498 968th Street North 

Moorhead, MN 56563 
218.555.5555 

Jamie.Jones.2015@my.minnesota.edu 
 
Education_______________________________________________________________________________________ 
Associate in Applied Science in Business: Management, Marketing and Sales     May 2015 
Minnesota State Community and Technical College (M State), Moorhead, MN 
 GPA 3.5, President’s List 3 semesters 

 
 
Courses__________________________________________________________________________________________ 
Professional Selling, M State     Fall 2014 
 Learned and applied persuasive communication methods. 
 Researched and delivered sales presentations; critiqued and helped other students analyze sales talks. 

 

Retail Management, M State     Spring 2013 
 Gained understanding of strategic design of retail formats, consumer behavior, and pricing. 
 Prepared paper analyzing merchandising techniques of three local retail businesses. 

 
 
Related Experience______________________________________________________________________________ 
Customer Service Associate, Campus Bookstore, M State     January 2014-Present 
 Developed merchandising skills creating displays for text books.  
 Displayed customer service skills by completing transactions quickly and efficiently. 
 Entrusted with opening and closing store in lieu of manager. 

 

Sales Associate, Best Buy, Fargo, ND     August 2012-January 2014 
 Demonstrated sales skills by assisting customers in selecting appropriate mobile devices. 
 Awarded Sales Star 2014 for consistently meeting sales goals. 

 

Inventory Assistant, Jim’s Warehouse Store, Underwood, IL     Summers 2010, 2011 
 Collaborated with supervisor to ensure accurate inventory documents for annual review. 
 Trained staff to keep inventory updated weekly using Microsoft Excel.  

 
 
Employment_____________________________________________________________________________________ 
Landscape Assistant, Steve’s Lawn Care, Underwood, IL    Summer 2010 
 Executed time management skills providing lawn care services at multiple private residences weekly. 
 Established strong work ethic, working 10-hour days in hot, humid weather conditions. 

 

Childcare Provider, Single Family, Underwood, IL     Summer 2009 
 Demonstrated responsibility caring for preschool children. 

 
 
Involvement_____________________________________________________________________________________ 
Business Professionals of America, M State     2013-Present 
 Attended BPA National Leadership Conference 2014, Indianapolis, IN. 

 

Circle K, Moorhead, MN     January 2014-Present 
 Supported local community through multiple service and leadership events. 

Your education section comes 
next. Include the name of your 
degree or program, gradua  on date 
followed by the full name and loca-
 on of your ins  tu  on.

• If you have educa  on honors, 
scholarships or other academic 
achievements, you can list them 
below using a bullet point.

Your resume header is part of 
your professional brand. Use it on 
your cover le  er also.

Need guidelines?
Name = big, bold (18-22 pt font)
The rest = 11-12 pt font

Your education section 
comes next. Include the name 
of your degree or program, 
gradua  on date followed by the 
full name and loca  on of your 
ins  tu  on.

• If you have educa  on 
honors, scholarships or other 
academic achievements, you 
can list them below using a 
bullet point.

Every resume needs an 
experience section. If your 
related experience has come 
through your coursework, list that 
on your resume.

You can separate types of 
experience. Place related, 
internship, clinical, appren  ce 
(etc.) experiences in one sec  on, 
and employment not related to 
your degree or program in another.

The most important part of this 
sec  on are the bullet points 
wherein you describe your 
experiences. Some  ps:

• Always start with a VERB.

• Emphasize your skills.

• Use examples to PROVE you 
have the skills men  oned.

When forma   ng your experience, 
remember this: Title, Where, City, 
State, Date.

• Bullet points describing your 
experience.

Involved in 
extracurricular activities, 
volunteering or student 
organiza  ons? Make sure to add to 
your resume.

General Resume

How to write a RESUME



6 877.450.3322
M State Job Search Guide

minnesota.edu 7
M State Job Search Guide

minnesota.edu 7
M State Job Search Guide

Taylor Greene, RN 
89421 86th Street South 

Detroit Lakes, MN 56842 
218.555.1234 

Taylor.G@my.minnesota.edu 
 
 
Education__________________________________________________________________________ 
Associate in Science in Nursing     May 2015 
Minnesota State Community and Technical College (M State), Detroit Lakes, MN 
 GPA 3.9, President’s List  
 Served as President of Nursing Club, 2014-2015 

 
 
Clinical Experience_________________________________________________________________ 
Medical-Surgical Clinical, DL Heath Care, Detroit Lakes, MN     Spring 2015 
 Utilized critical thinking skills to provide patient care, education and home care/discharge planning. 
 Strengthened hands-on experience with catheter, IV, suction and sterile field. 
 Learned directly about surgical procedures including appendectomy, hernia repair, hysterectomy and 

tonsillectomy. 
 
Emergency Room Clinical, DL Health Care, Detroit Lakes, MN    Fall 2014 
 Improved adaptability providing care for infants, children, adults and senior adults. 
 Gained experience with patients facing dual diagnosis with mental illness. 

 
 
Related Experience_________________________________________________________________ 
Math Tutor, Spartan Center, M State     August 2012-Present 
 Developed teaching skills supporting first year college students learning new concepts in algebra and 

calculus courses. 
 Demonstrated organizational skills updating the weekly tutoring schedule. 

 
Dietary Associate, DL Heath Care, Detroit Lakes, MN     Summers 2010, 2011 
 Learned and utilized nutrition concepts to provide appropriate meal items for patients on special diets. 
 Gained introduction to patient care serving meals to patients and families. 

 
Childcare Assistant, Sunshine Day Care, Detroit Lakes, MN     Summers 2008, 2009 
 Collaborated with child care team to ensure high quality care for children from birth to age 6.  
 Helped create and maintain childcare schedule and plans utilizing Microsoft Excel. 
 Administered first aid for minor injuries. 

 
 
Community Involvement___________________________________________________________ 
Volunteer Preschool Teacher, Local Church, Detroit Lakes, MN     2010-Present 
 Weekly volunteer teacher for religious study class for children ages 3-5. 

 
Kids Kamp, Family Resource Center, Perham, MN     2010-2013 
 Developed and led activities for families and children ages 8-16. 
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Cameron Nelson 
4935 472nd Street North, Wadena, MN   |  218.555.9999  |  nelson.cam@my.minnesota.edu 

 
 
Education____________________________________________________________________________________________ 
Associate in Applied Science in Electrical Lineworker Technology     May 2015 
Minnesota State Community and Technical College (M State) Wadena, MN 
 
Courses_______________________________________________________________________________________________ 
Electrical Structure Installation, M State     Spring 2015 
 Studied and practiced digger derrick and bucket truck safety awareness. 
 Practiced installation of pole line anchors. 

 

Energy Safety Principles, M State     Spring 2014 
 Learned about purpose of federal safety regulations, including OSHA, EPA and PPE. 
 Rehearsed and demonstrated safe work behaviors. 

 
Internship Experience_____________________________________________________________________________ 
Electrical Lineworker Internship, Shallow Lake Electric, Wadena, MN      Spring 2015 
 Observed and practiced using equipment including digger derrick, bucket truck and 

pole line anchors. 
 Collaborated with team members to remove trees and other obstructions to ensure 

quality utility service. 
 Presented technical writing skills preparing required documentation. 

 
Related Experience_________________________________________________________________________________ 
Delivery Driver, Sam’s Bakery, Wadena, MN     Summer 2013 
 Presented organizational skills planning daily delivery routes. 
 Collaborated with supervisor to manage store inventory based on order patterns. 
 Demonstrated time management skills training new drivers about delivery procedure. 

 

Associate, Smith’s Hardware Store, Wadena, MN     June 2011-December 2012 
 Improved customer service skills working with customers executing home repair 

projects. 
 Displayed strong work ethic volunteering to work in outdoor garden center in hot 

summer weather and working extra hours as needed. 
 

Cashier, Big Box Grocery, Wadena, MN     September 2009-May 2010 
 Exhibited responsibility handling cash and credit transactions. 
 Developed detail orientation assisting with organizing merchandise. 

 
Community Involvement__________________________________________________________________________ 
United Way Volunteer, Wadena, MN     6 years 
Youth Group Volunteer, Local Church, Wadena, MN     2 years 
Registration Volunteer, Fargo Marathon, Fargo, ND    4 years 
Student Volunteer, Leadership Council, Wadena, MN     2 years 

Health Care ResumeTrades Resume
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Most bullet points on resumes start out very simply:

• Answered phones

However, if you choose a simple bullet point, what does an employer learn about you? Very little.

The bullet points on your resume are the most important content you will write. With your bullet points, you 
have the opportunity to prove to an employer that you have the required skills and experience. Use these 
steps as a guideline:

1. BRAINSTORM. Refer to your brainstorm list. Write down a list of skills you know you have, and write 
another column of corresponding job/classroom/volunteer experiences where you have ac  vely prac  ced 
this skill.

Skills    Experiences
 Communication Skills           Answering Phones

2. STRUCTURE. Use this arrangement to help you think about construc  ng your skills and experiences into 
short statements: 

I learned _____ (skill) by doing _____ (job du  es/task/accomplishment/experience/assignment). 

By using this structure, you introduce yourself with a skill, then prove that you have that skill by adding 
details or an example.

I learned communication skills by answering phones.

3. ACTION. Replace “I learned” with an ac  on word. Start EVERY bullet point with a verb. 

Developed communication skills by answering phones.

4. CLARIFY. This is your most vital step. Take a look at your experience — can you clarify further? Here’s a way 
to know for certain. Ask yourself: Who? What? Where? When? Why? How? Have you clarifi ed to this level? 
If not, there may be more details you can provide that will sell your experience to an employer. 

Who? _____ customers __________________________________
What? ____ helping them open new accounts ______
Where? ___ on the phone ______________________________
When? ____ when they are new customers _________
Why? _____ to help them set up billing ______________
How? _____ with courtesy, accuracy _________________

 Answers to these ques  ons can uncover keywords to enhance your bullet points. 

Final bullet point: 

• Developed excellent communica  on skills discussing billing inquiries with new customers.

Verbal communication — ability to adapt 
communication skills to peers, customers, 
clients, leaders and supervisors

Teamwork and delegation

Decision making

Problem solving

Planning, organizing and prioritizing work

Obtaining and processing information

Analyzing data

Computer software pro iciency

Ability to create/edit written reports

Persuading, selling or in luencing others
*compiled by the National Association of Colleges and Employers

How to write BULLET POINTS on your resume TOP SKILLS employers look for on your resume*

1.
2.
3.
4.
5.
6.
7.

8.
9.

10.
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ACTION WORDS

LEADERSHIPadministered
analyzed
appointed
approved
assigned
a  ained
authorized
chaired
considered
consolidated
contracted
controlled
converted
coordinated
decided
delegated
developed
directed
eliminated
emphasized
enforced
enhanced
established
executed
generated
handled
headed
hired
hosted

improved
incorporated
increased
ini  ated
inspected
ins  tuted
led
managed
merged
mo  vated
organized
originated
overhauled
oversaw
planned
presided
priori  zed
produced
recommended
reorganized
replaced
restored
reviewed
scheduled 
streamlined
strengthened
supervised
terminated

addressed
adver  sed
arbitrated
arranged
ar  culated
authored
clarifi ed
collaborated
communicated
composed
condensed
conferred
consulted
contacted
conveyed
convinced
corresponded

debated
defi ned
described
developed
directed
discussed
dra  ed
edited
elicited
enlisted
explained
expressed
formulated
furnished
incorporated
infl uenced
interacted

interpreted
interviewed
involved
joined
judged
lectured
listened
marketed
mediated
moderated
nego  ated
observed
outlined
par  cipated
persuaded
presented
promoted

proposed
publicized
reconciled
recruited
referred
reinforced
reported
resolved
responded
solicited
specifi ed
spoke
suggested
summarized
synthesized
translated
wrote

adapted
analyzed
assembled
built
calculated
clarifi ed
collected 
compared
computed
conducted
conserved
constructed
converted

cri  qued
debugged
designed
detected
determined
developed
diagnosed
engineered
evaluated
examined
experimented
explored
extracted

fabricated
formulated
for  fi ed
gathered
iden  fi ed
inspected
installed
interpreted
interviewed
invented
inves  gated
located
maintained

measured
operated
organized
overhauled
printed
programmed
rec  fi ed
regulated
remodeled
repaired
replaced
researched
restored

searched
solved
specialized
standardized
studied
summarized
surveyed
systema  zed
tested
upgraded
u  lized

COMMUNICATION

TECHNICAL AND RESEARCH

adapted
advised
advocated
aided
answered
arranged
assessed
assisted
cared for
clarifi ed
coached
collaborated
communicated

conducted
contributed
cooperated
coordinated
counseled
cri  qued
demonstrated
developed
diagnosed
educated
enabled
encouraged
ensured

evaluated
expedited
explained
facilitated
familiarize
focused
furthered
guided
helped
individualized
informed
ins  lled
instructed

insured
intervened
mo  vated
mo  vated
persuaded
presented
provided
referred
rehabilitated
resolved
set goals
simplifi ed
simulated

supplied
supported
taught
tested
trained
transmi  ed
tutored
volunteered

HELPING AND TEACHING

FINANCIAL AND DATAadministered
adjusted
allocated
analyzed
appraised
assessed
audited
balanced
calculated
computed
conserved
corrected
determined

developed
es  mated
forecasted
managed
marketed
measured
planned
programmed
projected
reconciled
reduced
researched
retrieved

approved
arranged
cataloged
categorized
charted
classifi ed
coded
collected
compiled
corresponded
distributed

executed
fi led
generated
implemented
incorporated
inspected
logged
maintained
monitored
obtained
operated

ordered
organized
prepared
processed
provided
purchased
recorded
registered
reserved
responded
reviewed

routed
scheduled
screened
set up
submi  ed
supplied
standardized
systema  zed
updated
validated
verifi ed

ORGANIZATION

ACCOMPLISH
VERBS

achieved
completed
expanded
exceeded
improved
pioneered
reduced (losses)

resolved (issues)
restored
spearheaded
succeeded
surpassed
transformed
won

acted
adapted
began
combined
conceptualized
condensed
created
customized
designed
developed
directed
displayed
drew
entertained
established
fashioned
formulated

founded
illustrated
ini  ated
ins  tuted
integrated
introduced
invented
modeled
modifi ed
originated
performed
photographed
planned
revised
revitalized
shaped
solved CREATIVE SKILLS
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Cover letters are not always required when you apply for a job — sometimes 
it depends on your ield or the employer — however, it is a very good idea 
to prepare a successful cover letter that you can later tailor to speci ic 
opportunities that arise. Remember, the more work you put into your job 
search right now, the more prepared you will be when someone approaches 
you with an opportunity. Write a quality cover letter outline so you are ready 
to go.

Helpful hints for your cover letter:

Formatting
• Use your resume header. It provides a consistent brand for your job search.
• Always include the date.
• Be sure to include the name of the person connected to the opportunity. 

Not sure? In this case, leave these lines blank. Do NOT use “to whom it may 
concern.”

PART ONE
• Explain why you’re wri  ng and, most importantly, explain why this par  cular 

job or opportunity is of interest to you. 
• Employers hate generic cover le  ers, so personalize it using the company’s 

mission statement, values or details from the job descrip  on.

PART TWO
• Explain your skills and experience as they relate to the posi  on you are 

seeking. 
• Use as much detail as possible, ci  ng specifi c assignments or examples from 

work experience that have allowed you to use your skills. 

PART THREE
• Ask for the next step, and say thank you.
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Jamie Jones
12498 968th Street North

Moorhead, MN 56563
218.555.5555

Jamie.Jones.2015@my.minnesota.edu

March 15, 2015
Smith Mul  media 
995 Bond Street
Moorhead, MN 56563

I am wri  ng in reference to the Account Representa  ve posi  on at Smith Mul  media. I am 
par  cularly interested in working for Smith because your mission states you desire to impact 
the Red River Valley one customer at a  me, and I believe this is the style and approach that has 
worked well for me throughout my  me working in sales and marke  ng. 

I will graduate from Minnesota State Community and Technical College in May with an Associate 
in Applied Science in Business Management, Marke  ng and Sales. My courses at M State have 
allowed me the opportunity to learn from business leaders about the techniques involved in 
providing high-quality service to customers. 

As you can see from my resume, for the last four years I have held mul  ple customer service 
posi  ons. I have a reputa  on for mee  ng sales goals. I was awarded the Sales Star 2014 while 
working for Best Buy. I especially feel successful when I know the customer has agreed to pur-
chase the product or service that is truly best for them. 

I look forward to mee  ng with you for an interview. Thank you for your  me and considera  on.

Sincerely, 

Jamie Jones

How to write a COVER LETTER • Copy and paste the header 
from your resume.

• Include the date. Full month 
and year.

• Include the address of the 
company. If you know the 
name of the hiring manager, 
be sure to add this.

Address the le  er to a person.

• Don’t know the name?

• LEAVE THIS LINE BLANK.

• (Do NOT use “to whom it may 
concern,” etc.)

Part I: Why THIS job?
• Who are you?

• Why are you qualifi ed for or 
interested in THIS posi  on?

• What specifi cally interests you 
in working for this company?

Part II: Why ME?
• What specifi c experiences do 

you have to make you the best 
candidate for this posi  on?

• What specifi c skills will you 
bring, and where did you learn 
them?

• Prove it. Share an example.

Part III: Conclusion
• Ask for the next step (usually 

an interview).

• Say thank you.

• If you are sending a paper 
le  er, use resume paper, and 
sign your name with pen.

• No need to sign the PDF.
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In a 2012 survey from the Collegiate Employment 
Research Institute, employers were asked to give 
college interns and recent graduates a letter grade 
on interview performance. College students about 
to graduate were asked to do the same.  

Your report card:
College students gave themselves an A in interview 
performance.
Employers? They gave you a D.

Most signi icantly, employers commented that 
they felt students were vastly unprepared for their 
interviews. Most college students commented that 
they did not know employers expected them to 
be prepared. When you are getting ready for the 
interview portion of your job search, do everything 
you can to score an A, not a D.

Before the interview
• You must research the company or organization 

ahead of time. Read the job description 
thoroughly. Get familiar with the company’s 
mission statement, values, customers and 
competitors. Read any recent news articles 
featuring the organization. Also check out 
articles that feature competing companies to 
make yourself aware.

• Make a list of some of your most successful 
accomplishments in work or college. 
PRACTICE TALKING OUT LOUD about those 
accomplishments. This is proven to reduce 
nervousness and increase con idence and is the 
most vital part of preparing for an interview. 
If you practice talking out loud about multiple 
scenarios, you will be ready for any interview 
question.

The most effective interview answers are speci ic 
and positive. Always show a positive attitude, even 
when describing challenging situations.

• Practice shaking hands. (Really.) You should be 
able to con idently shake the employer’s hand 
irmly while looking him or her in the eye.

• If the interview will be in an unfamiliar place, 
drive there the night before to plan your route 
and parking. Don’t rely on GPS only.

• Prepare ive to seven questions you can ask the 
employer. You may only have time to ask one or 
two, but prepare several, just in case they get 
answered earlier. The questions should show 
genuine interest about the job and the company. 
Do not include questions about salary, bene its 
or time you expect to take off work. Consider 
asking questions like these:

1. What will a typical day be like for a 
person working in this position?

2. What are three characteristics you 
expect the person in this position to 
have on the irst day?

3. How would you describe the culture of 
the workplace?

4. What is your favorite aspect of working 
for this company?

5. What training do you usually provide 
for new employees?

During the interview
• Arrive 5-10 minutes early for the interview.
• Greet the interviewer(s) professionally. Smile 

and shake hands. 
• Answer the questions using the STAR 

method, and ask the questions you have 
prepared based on the time available.

• At the close of the interview, indicate you 
are serious about the position and thank 
the interviewer(s). Ask for a business card 
or email address so you can keep in touch.

• Show your enthusiasm!

After the interview
• Send a handwritten thank you note or thank 

you email within 24 hours.
• Stay in touch with the employer. Call or send 

an email to follow up once per week until the 
hiring decision is made.

Common Interview Questions
1. Tell me about yourself. Why are you interested 

in this position?
2. What is the accomplishment you are most 

proud of?
3. Describe a time you overcame a challenge at 

work.
4. What have you done in the past to manage 

multiple responsibilities (such as both work 
and education)?

5. Tell about a time you went the extra mile at 
work.

6. Tell about a time you made a mistake at work. 
What happened and how did you resolve the 
situation?

7. What computer software do you have 
experience with?

8. Describe a time you provided quality customer 
service.

9. Tell about a time you had to use critical 
thinking to solve a problem.

10. What are your strengths and weaknesses?

How to succeed at INTERVIEWING

STAR Method
As you prepare your examples, keep in mind that most employers prefer interview answers that u  lize the STAR method:

Situation
What led up to the situa  on?

Last semester, I was assigned a group project where we were to put together a unique sales talk for my Sales Technique course.

Task
What was expected of you?

I worked with two other students to put together a 10-minute talk, encouraging local employers 
to use mul  media adver  sing.

Action
What did YOU personally do/accomplish?

On my team we decided I would lead the presenta  on. I spent two weeks reading the research my 
team put together so that I could create a solid outline for the presenta  on.

Result
What was the outcome of the situa  on?

A  er I gave the sales talk for the professor, he not only gave our team an A, but he asked me to visit his other classes 
and give the talk for them as an example. The project was very rewarding.

S
T

A

R
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Are you looking for an internship, opportunity to 
job shadow or just ideas about what your ield is 
really like? You should be networking. Networking 
is a bit of a buzzword in the job search world, but 
what it really means is that you need to make 
connections with actual professionals in your ield 
if you want real answers. 

This may be surprising, but you already have a 
network! Consider your friends, family, classmates, 
professors, former co-workers, supervisors and 
more.

The informational interview: Ask 
for advice, but NEVER ask for a job
Ask the next 50 people you meet, “Who do 
you know who …?” (Owns a business? Lives in 
Minneapolis? Works in health care?)

Next, ind a way to connect to the person you want 
to meet. Perhaps your network connection can 
introduce you, or perhaps you can ind him or her 
via the company’s website or social media. It is an 
advantage if you know someone who can introduce 
you. However, the fact that you are currently a 
student can also be a big advantage. It is extremely 
important that you NEVER ASK FOR A JOB when 
you are trying to add to your network, but as a 
current student you can contact almost anyone and 
ask for advice or input.  

Rules for asking for advice:
1. NEVER ASK FOR A JOB. EVER.
2. Write a very polite, professional email. Have a 

few people proofread it to be absolutely sure 

you feel con ident about the message you are 
sending. This cannot be a casual email; it must 
be very respectful.

3. Ask for a meeting or a phone call (also known 
as an informational interview).

4. At the meeting (or during the phone call), 
ask a few basic questions to get to know your 
contact. When the meeting wraps, ask for the 
professional’s business card or email address. 
(Yes, technically you already have it because 
you found them online, but you are showing 
your intention to stay in touch!)

5. After the meeting, send a very polite 
handwritten thank you card to his or her 
business address. 

6. About a month after the meeting, follow up 
with a thank you and a little update on your 
situation. Again, NEVER ASK FOR A JOB.

7. Continue to stay in touch. You now have 
another contact in your network! It really 
works.

Networking online

LinkedIn (www.linkedin.com/) is a social 
networking website where professionals can 
connect online about opportunities. This can be 
a great place to create your pro ile and use it to 
display your work and accomplishments. Think of 
it as an online resume. Perhaps not everyone from 
your ield is on LinkedIn, but hiring managers often 
are. This can be a great place to make connections. 
Start with people you know, then join groups 
or follow industries of interest. From there you 
might ind yourself setting up more informational 
interviews. 

NETWORK like a pro

VERY IMPORTANT: Interviews do NOT involve 
emailing a professional a list of ques  ons and asking for 
the answers.  Interviews should be done in person or 
over the phone.

877.450.3322
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Networking in person
Another great way to network is in person 
through events on your campus or in your ield. 
Networking happens at association meetings, job 
and career fairs, campus activities and committees, 
and connections you make with guest speakers 
visiting your classes. Sometimes these seemingly 
weak ties to new people can connect you to a new 
opportunity. Professionals or classmates who you 
meet in these settings could lead you to your next 
informational interview.

Ques  ons to ask during 
an informa  onal interview*
These are ideas. Make sure you put your ques  ons in your own words 
before your informa  onal interview.

1. How did you get started in the business?
2. What do you like/dislike most about your job, company or 

industry?
3. What are the current career opportuni  es for college 

graduates in the industry?
4. Is there a trade associa  on, trade publica  on or 

website that might aid me in my job search?
5. Where do you see the industry heading in the near 

future?
6. What advice would you give a new college 

graduate looking for a job in the industry?
7. Could you recommend someone for me to 

contact in this industry?
8. Is there anything else you think I should 

know about this industry?

*Ques  ons from The Complete Job Search Book for 
College Students, 2007.
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Where should 
I look for work?

M State job posting site: 
careers.minnesota.edu
This is the M State offi  cial job pos  ng 
website. Local and regional employers 
post here because they are specifi cally 
looking for M State students or 
graduates. 

Career Coach:
mstate.emsicareercoach.com/
This site can help you iden  fy posted 
jobs in the region. Just type your 
keyword into the “search careers” box 
and fi nd your results on the le   side of 
your screen.

Your professional association:
Ask your faculty members about local 
or na  onal associa  ons related to 
your fi eld. Many associa  ons provide 
an online job search database that 
connects you directly with employers 
in your fi eld. Some associa  ons even 
allow student memberships, which 
could give you access to more job 
pos  ngs and networking opportuni  es.

Minnesota Jobs
minnesotaworks.net
This is the home for jobs posted 
throughout the state of Minnesota.

Indeed:
Indeed.com
Search for jobs in your fi eld in any 
loca  on. Indeed is a meta search 
engine, so it is actually searching 
all over the Web for jobs posted on 
company websites. Search by keyword, 
loca  on or both.

Job Service of North Dakota: 
JobsND.com
If you are interested in working 
anywhere in North Dakota, most 
employers, regardless of their fi eld, 
will choose to post on this site. 

Before the fair:
• Plan in advance which employers you want to 

visit. Research them in advance by going to their 
websites. Get familiar with the posi  ons they are 
seeking so you sound like an expert when you 
approach their booth. Employers really appreciate 
this and will be more recep  ve to you as a 
candidate.

• Prepare one or two ques  ons you might want to 
ask at the booths you plan to visit.

• Prac  ce an “elevator speech” or professional 
introduc  on.

• Prac  ce your handshake. Really.
• Dress professionally. 
• Have your resume reviewed at the Spartan Center 

before the event.
• Print your resume on resume paper.

During the fair:
• Approach each booth with confi dence. Introduce 

yourself and ask your ques  ons. 
• Allow the employers to share their informa  on, 

and ask more ques  ons as appropriate.
• Share a copy of your resume.
• ASK THEM for their business card or contact 

informa  on, and let them know you plan to follow 
up with them.

After the fair:
• Send an email to each representa  ve you visited. 
• In the email, say thank you and express how you 

are interested in the specifi c opportunity they are 
off ering.

• A  ach your resume.

What to wear:
• Dress for an interview. 
• A suit is best, but if you don’t have a suit, wear 

dress pants and a conserva  ve dress shirt. Men 
should wear a  e.

• Wear dress shoes.
• DO NOT WEAR jeans, tennis shoes, skin-revealing 

clothing or cologne.

What to bring:
• Resumes on resume paper (bring two copies per 

employer you plan to visit, so you don’t run out).
• A pen.
• (Op  onal) Bring a padfolio or folder to hold your 

items.
• DO NOT BRING your cell phone.

What to say:
• Hello! My name is  ____. I am studying ____ 

and will complete my program in _____. When 
I was looking at your website, I no  ced you are 
hiring for ____.  Can you tell me more about the 
posi  on?

• DO NOT SAY “I’m not familiar with your company. 
What do you do?”

Explore your options 
using Career Coach.

Write your resume 
and have it reviewed 
in the Spartan Center.

Build and add network 
connections.

Prepare and practice 
for interviews.

Connect with opportunities 
via careers.minnesota.edu. 
Actively apply for 
opportunities and keep 
making connections.

Questions about your job search?
Contact Cindy Boe, M State Career Services Director
cindy.boe@minnesota.edu
218.299.6515

How to survive a JOB FAIR Steps to a successful JOB SEARCH

1.
2.

3.
4.
5.
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