Guide to Career Exploration and
Preparation for Latinx/Hispanic Students
1) Explore Career Options
Are you unsure of where to start? Take
our Focus 2 Career Planning
Assessment that can help you in
effectively mapping your career goals.
Please visit the Students/Alumni section
of our website for more information.
You can also schedule a career coaching
appointment with a UCA Career Services
staff member to discuss your interests,
skills, and values. This is an important
step in exploring career options in your
field of study. This is also a chance for you
to explore the unique skill set you have to
offer as an Latinx/Hispanic student, such
as being bi-lingual, intercultural
sensitivity, and other valuable assets that
differentiates you from other students.

UCA Career Services has created career
resources with Latinx/Hispanic student’s
needs in mind. This guide helps you navigate
the intricacies of the searching for jobs, from
communicating your skills and expertise, to
negotiating job offers. We hope these tips aid
you in preparing for your job search.

Look into Latinx/Hispanic job banks that
are seeking to increase diversity in
corporate America and federal
government, such as the United Latino
Job Bank.
There are also other organizations such as
the Hispanic Alliance for Career
Enhancement (HACE) which is a national
non-profit dedicated to the employment,
development, and advancement of current
and aspiring Latino professionals. With a
network of over 52,000 members across
the country, HACE works with employers
to remain competitive in an increasingly
dynamic economy by helping them
attract, develop, and retain Latino and
diverse professionals.

2) Networking
During your career exploration, it is
critical that you consider networking as
part of your strategy. Networking is the
process of discovering and utilizing
connections between people. These
network connections can be formal,
informal, or both. For example,
networking can be as informal as talking
to your family and friends or as formal as
attending a career fair with prospective
employers.
Over 80% of jobs are in the “hidden
market” and are never posted because
they are acquired through networking,
personal connections and referrals
(NACE, 2009). Your network may include
family, friends, faculty, co-workers,
former supervisors, fellow UCA students
and alumni. They may also be
professionals that are currently working
in an organization you are interested in
and may potentially help you get
connected with a hiring manager or send
your resume directly to another
colleague.
Here are a few places you can get started:
• Apply to be a part of the UCA
Association of Future Alumni: Connect
with UCA alums in your field. You can
gain valuable industry information
through informational interviews, as well
as make connections with UCA alums all
across the globe.

• Registered Student Organizations: Joining
student organizations is a great way to meet
people and make connections in your
personal and professional interests.
• Professional Organizations:
Joining organizations in your field or that
celebrate Hispanic leadership will allow you
to meet professionals who share similar
career interests and/or experiences, gain
insight into the professional atmosphere of
the industry, and potentially learn about job
or internship opportunities.
•Attend Professional Conferences: Attending
a professional conference in your field of
study will maximize your networking
potential and is a great venue to learn from
other professionals in your
industry of interest and make future
connections and employment opportunities.
• Set up Informational Interviews with
professionals in your field. This will allow
you to gather career information
from people who are already working in
occupations, organizations, or
geographic locations you are interested in.
• Join LinkedIn Groups that reflect your
personal and professional interests. This is a
great way to connect with others in your field.
Here are a few types of groups that are
currently on LinkedIn:
o Corporate
o College alumni
o Nonprofit
o Trade organizations
o Conferences
o Industry-specific

3) Job Search- Do Your Research
Once you have identified your career
goals, the next step is to research the
industry and specific company
information. This can give you valuable
insight into what sectors might be a
good fit for you, based on your
interests and values.
Here are a few tips that may help in
your research:
• Talk with employees and alumni in
your industry of interest
• Research companies that align with
your values or areas of interest
• Review annual reports and look for:
1) Company goals and objectives
2) Future plans and strategies
3) Mission statements and core values
• Review business
magazines/newspapers
See "8) Resources” for a list of online
company search databases.

4) Preparing Documents
It is important to keep in mind the
difference between a resume and a CV when
applying for a job in the U.S. A resume is onepage document that showcases your
education, relevant work experience, and
other activities. It is a concise way to present
your qualifications to the employer, while a
CV is typically a multiple page document only
used for academic positions.
You will also want to prepare a cover letter
explaining your background, personal
interest in the position, and why you are a
good match for the job.

Here are some tips to make your
documents stand out to employers:
• Highlight the positives that you bring
to the workplace such as your
adaptability, ability to handle change in
diverse environments, cultural
awareness, and language proficiency.
• Do not include personal information
such as date of birth, gender, marital
status, religious affiliation, nationality or
photos of yourself. U.S. federal law
prohibits employers from discriminating
against any person on the basis of sex,
age, race, national origin, or religion.
• Provide a frame of reference for
companies/institutes. For example, this
could include the size of the company
you worked for, or the rank of the
institution.
• Demonstrate strong English writing
skills. The Center for Writing and
Communication at UCA is a great place
to have your materials reviewed for
structural and grammatical errors.
• Have your application documents
including resume and cover letters
reviewed by a UCA Career Services staff
member by scheduling an appointment.

5) Apply for Internships
Internships are experiential
learning activities comprised of a
three-way partnership between
students, the university, and an
employer.
The Office of Cooperative
Education:
• Connects students with access
to internship opportunities
• Offers career coaching and
professional job seeking skill
development for all students and
alumni
Micro-internships
Another alternative for building
your resume is to consider
micro-internships. These
project-based opportunities
range from 5 to 40 hours. MicroInternships are facilitated via the
Parker Dewey platform, which
connects Career Launchers with
Companies in need of support.
Visit micro-internships to learn
more and to see what
opportunities are available to fit
your schedule.

6) Being Aware of Cultural Differences
Communication with employers,
document format, and interviews are
different when applying for internships
and full time positions than part-time
positions.
Here is a list of general guidelines that
may help you navigate cultural and
communication differences in the U.S.:
• Review the difference between a
resume and a CV. The majority of
industry positions require a resume.
• Arrive at least 15 minutes early for an
interview.
• Speak clearly and confidently about
your unique attributes and
accomplishments, and discuss your
strengths, weaknesses and personality.
•Keep in mind the importance of eye
contact as it displays confidence.
• Know your rights. Employers are
prohibited by U.S. law to ask questions
about age, race, sex or marital status.
• Following up on an interview with a
“thank you” email shows your
enthusiasm and excitement for the
position.

7) Interviewing and Negotiating

8) Resources

Once you have secured an interview
with an employer (or even before
you secure the interview), we
recommend that you utilize Big
Interview (an online mock interview
platform).

Below is a list of online resources and
databases that may be helpful for
Latinx/Hispanic students in
researching career options:

You can practice with general or
specific interview questions and
receive feedback from a UCA Career
Services staff member. Many
employers will use a combination of
general, behavioral and case
questions during your interview. If
you receive a job offer, you should
review tips on negotiating.
Negotiating may seem
uncomfortable, but it is a normal
aspect of the employment process.
This may be the time to schedule an
appointment again with a Career
Services staff member about any
questions you may have when it
comes to interviewing, resumes,
cover letters, etc.

• Bears4Hire Powered by
HandshakeUtilize Career Services online job
board, register to attend career fairs,
apply for positions that are hosting
campus interviews, and more.
• UCA Future Alumni AssociationConnect with UCA alums in your field.
You can gain valuable industry
information through informational
interviews, as well as make
connections with UCA alums from all
over.
•Latino Student Association (LSA)Become a part of LSA to promote
Latin American Culture with our UCA
community.

