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Career Versus Job
“Oh, no—Monday morning again!” Have you ever heard this before? 

It sounds like someone is cranking away at a job that she or he doesn’t 
like! You know you don’t want a dead-end job. But what is a career? The 
difference between a career and a job is subtle, but the impact can be 
dramatic. A job is a set of tasks performed in exchange for payment, and it 
may or may not be fulfilling. It is a means to an end, the end generally being 
to make money to pay the bills. A career is an occupation or the life work 
you plan or toward which you strive. It is generally thought to be fulfilling and 
uses your abilities in a way that is meaningful to you and to society.

It’s not easy deciding the direction in which you want to go or whether 
you are willing to put in the work necessary to begin a journey toward a fulfilling 
career. Here are a few questions you can answer to start you on your way: 

•  What are your passions, or the things for which you 
have strong feelings? 

•  What are your talents? In which areas do you have an 
aptitude or an easy grasp? 

•  Which adults do you admire, not only for who they are, 
but also for what they do every day?

Ask yourself what is important to you, and the answer may hold the 
key to a fulfilling career for your future. Career aptitude tests can be helpful 
as well, such as the popular Myers-Briggs Type Indicator® (MBTI) that many 
schools offer for free.

Training and Education
You may believe that you know what you want to do, and you may 

believe that you’d be very good at it. Unfortunately, you can’t just go to 
the president of a company and say that you are the right person for the 
job. That would be way too easy! Embarking on a career takes specialized 
knowledge. To prove that you possess that knowledge, you will likely need  
to earn a degree, whether the degree is two-year, four-year, or advanced. 

Many careers are closed to people who have not obtained a degree 
or training in the field. Once you’ve decided in what direction you’d like your 
career to go, then find out what level of education is required to get there. 
In the computer exercise at the end of this chapter, you will discover how 
having a degree makes a big difference in the types of jobs (and, therefore, 
the salaries) for which you qualify.

An associate’s degree generally takes two years of study and is 
awarded by a community, junior, or business college. You can earn this 
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degree in business, the arts, or the sciences, and this two-year degree can 
be a good start down a career path. 

A bachelor’s degree takes four years to earn, at a college or a university, 
and provides more knowledge. All that study on your part increases your 
chances of getting the job you want with the pay you want. 

A master’s degree requires two additional years beyond a bachelor’s 
degree, thus specializing your knowledge—and your marketability—even 
further. Finally, a Ph.D. usually takes four years or more after college and 
will earn you great respect in the academic and career world. However, 
you don’t have to obtain a Ph.D. to be happy and respected in your career 
choice! Still, pursuing some type of degree is a good decision when planning 
for your future.

Education is expensive, but financial aid—in the form of grants, loans, 
and scholarships—makes earning a degree possible for those willing to pursue 
these options. Schools have counselors who can help you plan how to finance 
a degree. Remember, a degree offers the opportunity for a more fulfilling 
career with better pay so that your standard of living can be higher. 

Your Name
Your Street Address
City, State, ZIP Code
Telephone Number

E-mail Address
 
OBJECTIVE: 
List your job objective (target) here.

EDUCATION:
University Name, City, State
Type of Degree
Year Degree Was Awarded

EXPERIENCE:
Job Title, Company Name, City, State
Dates of Employment
Job Description (use action words)

Job Title, Company Name, City, State
Dates of Employment
Job Description (use action words)

Job Title, Company Name, City, State
Dates of Employment
Job Description (use action words)

ACTIVITIES/SKILLS: 
List activities and skills.

HONORS/AWARDS:
List honors and awards.

Your résumé contains information that helps prospective employers understand 
what kind of employee you will be, including your level of education, job experience, 
activities and skills, and any honors and awards you have won.



3

Résumé and Cover Letter
So you’ve successfully obtained a degree, but now how do you 

introduce yourself to the employment world? At this stage, you write a 
résumé. A résumé is a document that lists your skills, work experience, 
and educational background. It highlights for potential employers what you 
have to offer them in relation to the task. A résumé is usually one page 
and begins with a clear career objective. In one to two sentences, state 
the job type and organization type you are seeking. Following that, list your 
experience, skills, and abilities. List experience that is most relevant to the 
job you are seeking or find most interesting.

Next, list any special skills that you feel would be a good addition 
because, having just graduated, you probably haven’t accumulated much 
experience. You can find templates for a résumé on most computer 
programs, and you can fill in the blanks. Make sure you have someone read 
your résumé with an objective eye; punctuation and grammar mistakes are 
easy to make and will give employers the impression that you are sloppy. 

September 18, 2007

Ms. Sonia Watkins
Editorial Director
Sunbright Press
444 Her Street
New York, NY 12345

Dear Ms. Watkins: 
I am responding to your advertisement in The New York Times listing 

an open position for assistant editor at Sunbright Press. I believe that I 
meet the qualifications for this position and that I would be an asset to your 
company.

As you can see from my enclosed résumé, I have experience in writing 
for several local publications (see enclosed writing samples) and experience 
in editing from my work on a college newspaper, The Oak.

Thank you for your consideration. I look forward to the prospect of 
speaking with you further about this position. 

Sincerely, 

Janet Jobseeker
555 My Street
Columbus, OH 54321
Enclosures

A cover letter is a letter that you send with your résumé that introduces you and says 
more about you. It contains a heading, introduction, argument, and closing.
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A cover letter is a letter that you send with your résumé that introduces 
you and says more about you. It contains a heading, introduction, argument, 
and closing. In the heading, list the contact person and the address of the 
company. In the introduction, state the position for which you are applying. 
In the argument, describe why you are suited for the job. Finally, in the 
closing, thank the reader for considering you. 

Now you’re armed with a fabulous résumé, and you know how to create 
a cover letter. Where do you find a job? The computer exercise at the end of 
the chapter will guide you through a mock job search, and it will teach you 
the value of paying attention to benefits a company offers, such as health 
insurance. Without health insurance, a routine checkup at a doctor’s office, 
at around $200, can cost you as much as an iPod! There are many ways to 
discover what companies have availalbe jobs. The Internet is a very valuable 
job-seeking tool. Web sites such as Monster.com and CareerBuilder.com 
provide job seekers with information on an incredible variety of jobs available 
all over the country. On these Web sites, you can enter terms to limit your 
search (location, type of job, etc.). Your local newspaper advertises jobs in 
the classifieds section, and you can always make “cold calls” to companies 
that you are interested in working for, introduce yourself, and ask what they 
have available. 

The Job Interview
You got the call! The company is considering hiring you and wants to 

meet you! Research the company and the position you are interviewing for 
carefully so that you can sound knowledgeable and prepared. The Internet 
can be a helpful research tool—just do a keyword search on the company. 
Make sure your appearance is neat, clean, and conservative. Now is not the 
time to express your wardrobe creativity. These people don’t know you, and 
first impressions can make a huge impact on their hiring decision.

Don’t talk too much—listening is important, too! Be prepared for the 
classic question: What are your strengths and weaknesses? Prepare your 
answer in advance, and choose a weakness that can be seen as a strength, 
such as, “I’m much too critical of my own performance sometimes!” Choose 
a strength that directly relates to the job for which you are interviewing. Come 
across as confident but never arrogant, and finally, don’t inquire about the 
salary too soon. Yes, it is an important factor, but wait until the interviewer 
brings up the subject, if possible.

Success in the Workplace
 Congratulations! You got the job—that new suit and that great 

résumé, combined with your knowledge and your confident-but-not-too-
confident attitude, must’ve done the trick! Now that you’ve officially entered 
the workforce, follow the guidelines here to help ensure your continuing 
success.

 Maintain a good work ethic at your new job. You have been hired to 
do a job, so do it to the best of your ability. Keep a positive attitude. There will 
always be the “wet blankets” who want to drag everyone down. Rise above 
that. Refrain from gossip, because it may very well come back to bite you! 



5

Key Terms

Abilities
Natural or acquired skills or talents.

Advancement
In terms of a career, an effort one makes (or a 
milestone one achieves) in bettering one’s career.

Aptitude
An inherent ability or talent.

Benefits
Entitlements, such as health or life insurance, 
available in accordance with a wage agreement, 
insurance policy, or program.
Career
A chosen pursuit, profession, or occupation.

Career Path
A planned progression of jobs within one or more 
professions throughout one’s working life.

Cost of Living
The average cost of life’s basic necessities, such as 
shelter, food, and clothing.

Cover Letter
A letter you send with your résumé to provide more 
information about you.

Education
The process of acquiring knowledge and developing 
skills, often through formal education resulting in a 
specialized degree.

Entry Level
Indicates a job accessible to a person who is 
inexperienced in a particular field.

Job
A regular activity performed in exchange for 
payment.

Résumé
A brief account of one’s work experience and 
qualifications.

Salary
A fixed compensation paid regularly for services.

Skills
Proficiency acquired through training or experience.

Standard of Living
A level of material comfort as measured by goods, 
services, and luxuries.

Don’t say anything you wouldn’t want repeated, and use this same caution 
with e-mails. Try to be flexible and cooperative, but set some boundaries and 
don’t allow yourself to be mistreated. If you have a problem with someone, 
try talking with that person about it face-to-face. Always remember: We 
create ourselves, on a daily basis, by how we act and react.

Summary
Your future standard of living depends on the preparations you make, 

including choosing a training path and creating a résumé. There are numerous 
ways to hunt for jobs, including using the Internet and reviewing the newspaper 
classifieds. The job interview is a crucial time to present yourself well, and 
once you secure the job, a positive attitude can take you far!

Each job you accept is a learning experience and helps to build 
your résumé. Likely, the first job you take will not be the last, so don’t be 
discouraged if your first job doesn’t live up to all of your expectations. Learn, 
grow, discover who you are, and build that résumé until you are a force to be 
reckoned with—and then nothing can stop you from living your dreams!


