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•What are your long term goals?
-This question may seems obvious but you need to think about this 
to determine what types of firms you pursue. 

•Why hire recent graduates?
- Bring new original ideas
- Open to ideas
- Energy
- Cost

•What do we look for?...someone worth the investment
- Design, design, design
- Ability to work in a team 
- Presentation/communication ability
- Organized, clear, and critical thinking
- Suitable to represent the firm
- Skill set (technology)

“Getting Hired”
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•Process:
Portfolio preparation

- Image
- Organization
- Who is your audience
- Flexible format
- Simple unhampered presentation

Resume
- Objectives
- Education 
- Experience
- Skills
- Interest
- Graphic presentation
- Work examples
- Remember to think about how your materials are viewed

(i.e. format of page and how it might be printed)

“Getting Hired”
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•Choosing firms that are right for you:
- Examine your interests
- Examine your goals
- Establish your strengths and weaknesses relative to your goals

•Find out who is hiring
- Economic considerations
- Regional Considerations

•Send out resumes

•Make phone calls and follow-up

•Set up interviews
-Punctuality
-Grooming

“Getting Hired”
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•The Interview:
- Know the firm
- Know who is actually interviewing you (if possible)
- Be prepared to ask poignant and relevant questions
- Know how to get to the interview and give yourself enough time to 

regroup prior to the interview once you arrive.
- Prepare some good stories about your experiences at school,  

work, organizations you have been involved with.
- Do not review every project in your portfolio but choose a few that 

you are especially proud of or relevant to the work the firm does.
- Know what is out there about you on the internet 

(social media etc.)

“Getting Hired”
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•Making the choice-matching “chemistry”:
Cultural considerations

- Size…small or large firm
- Design, production or both
- Office/Studio atmosphere

Career opportunities
- Office structure/hierarchy
- Room for growth/advancement

Salary and Benefits
- Do your research on salary and benefits and negotiate within 

current market parameters

“Getting Hired”
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Hierarchy of 
credentials 

Education

Experience

Honors

Exhibitions and 
Publications

Skills



One page or two?



2 PAGE RESUME-
TOO LONG

One page or two?



BIOGRAPHICAL 
RESUME

Language 



Fonts and Design

Minimal hierarchy



Subtle font 
variation  to create 
hierarchyCONTACT INFO 

PUSHED TO 
EDGE OF 
PAGE…MAY NOT 
PRINT



Use of bold fonts to 
create hierarchy

Concise/effective 
explanation of roles 
and responsibilities 
on each project



Mini-column to 
illustrate 
chronology and 
highlight categories



Mini-column to 
illustrate additional 
information 



Two Columns



Two Columns



Three Columns



Introducing color to 
create hierarchy

REMEMBER 
EMPLOYER 
MIGHT BE 
PRINTING IN B&W 
SO CHOOSE A 
COLOR THAT 
WILL STILL SHOW 
UP (TEST PRIOR 
TO SENDING)



Introducing 
color to create 
hierarchy

MAYBE A FEW 
TOO MANY 
DATES..no 
need to be so 
specific

DOESN’T 
FOLLOW 
LOGIC OF 
THE LAYOUT



Cover Letter
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•YALE

• WORK EXP

DESIGN 
ELEMENT- NICE 
TOUCH

• PERSONALIZE CONCLUDING  REMARKS



RESPONSE TO 
ADVERTISEMENT

UNIQUENESS



HIGH MINDED WHEN 
APPROPRIATE 



CONSIDER WORK EXPERIENCE 
OUTSIDE OF AN ARCHITECURAL 
OFFICE



BULLET POINTS 
ADD CLARITY. 
QUICK READ



Work samples
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YOUR NAME HERE

PROJECT 
SELECTION

CHOOSE 
PROJECTS THAT 
ARE SELF 
EXPLANATORY

INCLUDE YOUR 
NAME AND 
CONTACT ON ALL 
MATERIALS!!!!



TOO MUCH 
INFORMATION

INCLUDE YOUR 
NAME AND 
CONTACT ON ALL 
MATERIALS!!!!



COMPLETE 
REPRESENTATION 
OF 
PROJECT…PLAN 
SECTION, 
ELEVATION, ETC.

NAME AND 
CONTACT INFO ON 
ALL PAGES 



HIGHLIGHTING 
HONORS AND 
ACHIEVEMENT

NAME AND 
CONTACT 
INCLUDED ON 
ALL PAGES



TOO MUCH 
INFORMATION

COMPREHENSIVE 
HISTORY OF 
EXPERIENCE-
INTERESTING 
APPROACH, 
BUT…EVERYTHING 
TREATED WITH 
EQUAL 
IMPORTANCE; NO 
HIERARCHY; 
THINGS ARE NOT 
NECESSARILY 
UNDERSTANDABLE

INCLUDE YOUR 
NAME AND 
CONTACT ON ALL 
MATERIALS!!!!



LARGER IMAGES 
WITH ONE 
PROJECT PER 
SHEET

INCLUDE YOUR 
NAME AND 
CONTACT ON ALL 
MATERIALS!!!!



LARGER IMAGES 
WITH TWO 
PROJECT PER 
SHEET

INCLUDE YOUR 
NAME AND 
CONTACT ON ALL 
MATERIALS!!!!



COMPLETE 
REPRESENTATION 
OF 
PROJECT…PLAN 
SECTION, 
ELEVATION, ETC.

NAME AND 
CONTACT INFO ON 
ALL PAGES 



HIGHLIGHTING 
HONORS AND 
ACHIEVEMENT

NAME AND 
CONTACT 
INCLUDED ON 
ALL PAGES



REMEMBER TO 
KEEP YOUR 
FILES BELOW 
10mb….5-8 mb 
EVEN BETTER



Unified Presentation
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Logo and contact 
info on all pages

*Variety of projects 
and formats

*

*
*



Logo unifies 
resume and work 
sample

MISSING 
CONTACT INFO 
ON ALL PAGES!

FULL BLEED WILL 
NOT PRINT TO 
SCALE !

*Variety of projects 
and formats

*

*



Graduate Case Study 
1
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Great hierarchy of 
categories.

Tasteful and refined 
choice of fonts.

Effective language 
to describes roles 
and responsibilities 
on projects listed.

Highlighting skills 
and technology 
while giving proper 
credit to team 
members. 



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

CONTACT INFO 
ON ALL PAGES!!!



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

CONTACT INFO 
ON ALL PAGES!!!



Large and legible 
drawings and 
images

Choice of project 
exhibits 
professional work 
as well as technical 
ability with section 
detail.

CONTACT INFO 
ON ALL PAGES!!!



Graduate Case Study 
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Clear intent stated 
early in letter

Tasteful and refined 
choice of fonts.

Effective language 
to describes 
experiences as well 
as goals for 
internship.

Inform them that 
you included work 
samples.

Referencing 
meeting.

Consistent 
graphics 
throughout all 
materials



Tasteful and refined 
choice of fonts.

Effective language 
to describe 
professional 
experience.

Consistent 
graphics 
throughout all 
materials



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

CONTACT INFO 
ON ALL PAGES!!!



Large and legible 
drawings and 
images

Project choice 
illustrates range of 
projects and care 
of craft.

Consistent 
graphics 
throughout all 
materials

CONTACT INFO 
ON ALL PAGES!!!



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Professional 
experience 
illustrated and 
explained in work 
sample rather than 
resume

Consistent 
graphics 
throughout all 
materials

CONTACT INFO 
ON ALL PAGES!!!



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Professional 
experience 
illustrated and 
explained in work 
sample rather than 
resume

Consistent 
graphics 
throughout all 
materials

CONTACT INFO 
ON ALL PAGES!!!



Graduate Case Study 
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Logo (nice touch)

Tasteful and refined 
choice of fonts.

Embedding honors 
and achievements 
within each school 
category.

Consistent 
graphics 
throughout all 
materials

Highlight 
professional 
experiences 
outside of school 
(Change category 
heading to 
“Experience”).



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

Writing clear and 
concise.

CONTACT INFO 
ON ALL PAGES!!!



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

CONTACT INFO 
ON ALL PAGES!!!



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

CONTACT INFO 
ON ALL PAGES!!!



Graduate Case Study 
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Tasteful and refined 
choice of fonts.

Effective use of 
second column to 
highlight skills

Effective language 
to describe 
professional 
experience.

Consistent 
graphics 
throughout all 
materials



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

Proper credit

Contact info on all 
pages.



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

Proper credit given

Contact info on all 
pages.



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

Proper credit

Contact info on all 
pages.



Undergraduate Case 
Study
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Tasteful and refined 
choice of fonts.

Effective use of 
second column to 
highlight skills and 
additional 
information

Effective language 
to describe 
professional 
experience.

Consistent 
graphics 
throughout all 
materials

Leadership 
highlighted by 
experiences 
outside of 
Architecture



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

Writing clear and 
concise.

CONTACT INFO 
ON ALL PAGES!!!



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

Writing clear and 
concise.

CONTACT INFO 
ON ALL PAGES!!!



Large and legible 
drawings and 
images

Project choice self 
explanatory and 
clearly illustrated 
with plan, 
perspective , and 
model image.

Consistent 
graphics 
throughout all 
materials

Writing clear and 
concise.

CONTACT INFO 
ON ALL PAGES!!!


