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How to make the most out of this guide 
This facilitation guide is designed to accompany the faculty video series. 

Many faculty members have identified that master’s students require more guidance for their 
careers after they leave the university, but are unsure how to effectively support them. This 
guide provides suggestions and plans for faculty members to help students feel more confident 
and capable as they consider their future career path. 

Throughout the guide, there are instructions for making the most of the Beyond Graduate 
School resources in manageable ways that require very little extra planning. Whether you direct 
learners to popular lessons in the platform, or your department is considering adding 
professional development to the master’s program, there are recommendations for incorporating 
the ready-made resources available to you because of our partnership with your university. 

In addition to the ideas outlined in this guide, if you’re interested in exploring other options for 
using Beyond Graduate School and supporting master’s student success, we’re happy to meet 
with you to discuss some best practices other faculty and staff have used. Reach out to us at: 
member@beyondgradschool.com   

-Your Beyond Graduate School Team- 
 
  

mailto:member@beyondgradschool.com
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Mentoring Matters: Popular lessons 

Recommend lessons to supervisees or integrate them into courses 
Master’s students have told us that they are unsure how to start an effective job search. The 
following are popular lessons that learners can access in the Beyond Graduate School platform 
to address their concerns. 
 
Networking 
 
Career fairs 
https://institutions.beyondgradschool.com/navigating-career-fairs-with-confidence/  
 
Informational interviews 
https://institutions.beyondgradschool.com/informational-interviews/  
 
Why do I have to network?  
https://institutions.beyondgradschool.com/why-do-i-have-to-network/  
 
Resumes 
 
Submitting resumes but not hearing back? 
https://institutions.beyondgradschool.com/im-submitting-resumes-but-not-hearing-back-what-
should-i-do/  
 
How to write STAR and Impact Statements  
https://institutions.beyondgradschool.com/how-to-write-star-and-impact-statements/  
 
How to write a resume 
https://institutions.beyondgradschool.com/how-to-write-a-resume/  
 
Interviewing 
 
How to prepare for your interview 
https://institutions.beyondgradschool.com/how-to-prepare-for-your-interview/  
 
Preparing STAR statements for your interview 
https://institutions.beyondgradschool.com/preparing-star-statements-for-your-interview/  
 
How to answer common interview questions 
https://institutions.beyondgradschool.com/how-to-answer-common-interview-questions/  
 

https://institutions.beyondgradschool.com/navigating-career-fairs-with-confidence/
https://institutions.beyondgradschool.com/informational-interviews/
https://institutions.beyondgradschool.com/why-do-i-have-to-network/
https://institutions.beyondgradschool.com/im-submitting-resumes-but-not-hearing-back-what-should-i-do/
https://institutions.beyondgradschool.com/im-submitting-resumes-but-not-hearing-back-what-should-i-do/
https://institutions.beyondgradschool.com/how-to-write-star-and-impact-statements/
https://institutions.beyondgradschool.com/how-to-write-a-resume/
https://institutions.beyondgradschool.com/how-to-prepare-for-your-interview/
https://institutions.beyondgradschool.com/preparing-star-statements-for-your-interview/
https://institutions.beyondgradschool.com/how-to-answer-common-interview-questions/
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Foundations for Career Success 

Job Search Strategy Course 
The lessons in the Job Search Strategy Course answer common questions master’s 
students have about the job search. Through these lessons, students begin to learn how 
to embark on a successful job search and understand why they need an intentional 
strategy. This helps correct unsuccessful job search approaches through lessons that 
include: 
 

● How can I start my job search? 
● How will my degree help me land a job? 
● I’m submitting resumes, but not hearing back. What should I do? 
● Why do I have to network? 
● When should I start looking for an internship or job? 

 
 
Each lesson is accompanied by a worksheet with activities that keep students on track 
and encourage them to apply the strategies that lead to job search success. 
 

Deep Dives 
The Deep Dive lessons provide master’s students with the practical strategies to ensure 
job search success. These short lessons explain how to apply effective approaches, and 
include the following topics: 
 

● Finding a career that aligns with a student’s skills, values, and motivators 
● Networking 
● Finding and applying to jobs 
● LinkedIn 
● Interviewing 
● Academic Skills 

 
 
Each topic is accompanied by a downloadable workbook with activities that keep 
students on track and encourage them to apply the strategies that lead to job search 
success. 
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Career Exploration 
Master’s students are eager to apply the skills from their master’s degree to a meaningful 
career, but often don’t know where to start when it comes to the job search.   

Encouraging master’s students to watch interviews from the Career Exploration Video 
Library helps them learn not only how others have leveraged their skills into a career, but 
how to approach the job search in a specific field or industry.  

Filter the interviews by academic discipline and use the space below to identify videos 
that can be recommended to master’s students in your department: 

Reflection questions for master’s students: 

1. What aspects of the day-to-day work of this career sound interesting to you?
What aspects are unappealing?

2. How did the speaker’s experience from their Master’s program prepare them for
this career? What projects, internships or other experiences did they find were the
most helpful?

3. What steps did the speaker take to find their first job after their Master’s?
4. In reflecting on the video, what experiences could you take advantage of in your

Master’s program that would help you in your future career?
5. Do you have the skills that are necessary for this career, or would you need to

develop additional skills?
6. If you were going to pursue a career in this field, how would you apply what you

have learned from the speaker? What would you do next?

Also available as a worksheet. 

https://institutions.beyondgradschool.com/career-video-library/
https://institutions.beyondgradschool.com/career-video-library/
https://institutions.beyondgradschool.com/wp-content/uploads/2024/03/Questions-to-consider-for-video-library-interviews.pdf
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Getting started with networking 

In the age of AI, having a strong, supportive network becomes integral to job search 
success. Encouraging your master’s students to develop a professional network will help 
them to learn more about different career opportunities, find companies of interest, and 
get their specific job search questions answered.  

Master’s students should focus on networking and conducting informational interviews 
with:   

● Alumni from their university 
● Expats (if they are an international student) 
● Professionals who have a job they are interested in 
● Employees at companies of interest  

If networking is new to your master’s students, here are some recommended lessons in the 
platform to help them get started:  
 

● Why do I have to network?  
● Finding people to network with 
● Informational interviews  
● Maintaining and growing your network 

 
 
  

https://institutions.beyondgradschool.com/why-do-i-have-to-network/
https://institutions.beyondgradschool.com/finding-people-to-network-with/
https://institutions.beyondgradschool.com/informational-interviews/
https://institutions.beyondgradschool.com/maintain-and-grow-your-network-throughout-your-job-search/
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Directing students to resources 

When directing master’s students to the resources in the Beyond Graduate School 
platform, here are some recommendations:  

Career Starters (less than 3 years of work experience): 

● Advise them to start in the Job Search Strategy Course.  
● Direct them to move into the Deep Dive lessons once they’ve identified an area where 

they need more support. 
● Encourage them to start networking as soon as possible.  

 
Career Advancers (5+ years of work experience; advancing in current profession):  
 

● Advise them to start in the Career Advancer module.  
● Direct them to identify next steps in their career and what’s important to them.  
● Encourage them to spend some time ensuring they can articulate the added value of 

their degree to employers (and how it aligns with their career goals). 
 
Career Changers (5+ years of work experience; using master’s to change professions):  
 

● Advise them to start in the Career Changer module.  
● Encourage them to network and grow their professional connections in their new career 

field. Should they need a refresher on networking, they can review our Networking 
module.  

  

https://institutions.beyondgradschool.com/job-search-strategy/
https://institutions.beyondgradschool.com/career-advancers-introduction/
https://institutions.beyondgradschool.com/career-changers-introduction/
https://institutions.beyondgradschool.com/finding-people-to-network-with/
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Curriculum Mapping: Identifying skills applied in 
your program 

Review program requirements 
Start by identifying the components of the program master’s students are required to 
complete. This could include coursework, projects, independent research, lab 
requirements, internship, etc. 
 
List all of the program requirements here: 

 

 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
Are there additional program components that are not requirements, but encourage skill 
application? For example, teaching assistantship, research assistantship, conference 
presentation, publication, committee participation, etc. 
 
List additional program components here: 
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Identify skills applied 
Use the spreadsheet in Appendix A to identify and map the skills master’s students acquire and 
apply in each program component. You can use the suggested skills and program components, 
or modify the spreadsheet to meet your department’s needs. 
 
As you are identifying and mapping skills, consider the following questions: 
 

● Is the skill introductory or advanced? 
● How do learners have the opportunity to apply the skill? 
● How do we make the skill acquisition explicit to learners? 
● Has the program focused on knowledge acquisition without considering skill application? 
● Are there skills that learners will need to acquire and apply outside of the program 

components, and do we communicate this effectively to students?  

 

 

Add career education 
Review the curriculum map and consider if there are obvious places where lessons and 
activities from Beyond Graduate School could be embedded to support career success. 
 
Master’s students have identified that structured professional development embedded in the 
program, providing clear skill acquisition for career success, would better equip them for 
careers, as well as increase their confidence. 
 
Use Beyond Graduate School by integrating popular lessons listed on page 5 or lessons from 
the Job Search Strategy Course or Deep Dives (see page 6) into a designated course or 
required professional development. For more information about facilitating a community of 
practice or supporting peer-to-peer instruction, consult pages 12 to 22.  
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For faculty and staff facilitating cohorts as 
communities of practice 

How to set up your community of practice (CoP) 

1. Use the email template provided to invite master’s students to join the community of practice 
(CoP) cohort. 

2. Once you have a group organized, set up an online communication platform for your group 
where you can chat and discuss topics in between sessions. You can create a course shell in 
the learning management system or use another university collaboration platform like MS 
Teams.  

3. In addition to dates, times, and locations of the CoP you will be facilitating, make sure to also 
establish some group norms to facilitate a safe and respectful environment for your sessions. 
To encourage group cohesion, it may be helpful to work on these using your online 
communication platform ahead of time, and then review at the beginning of the first session. 
Or you may just want to post a statement on expectations.  

Group norms could include items such as being respectful, coming prepared to sessions, 
allowing everyone the opportunity to share if they would like, etc.  

Once you’ve completed your CoP setup, you’re all set for your first meeting! We’ve got email 
templates that you can use to send out reminders to your participants prior to each session. 
And, we’ve got some pointers for leading your discussions each week. 

The first video lesson in the Job Search Strategy Course provides an introduction to the Beyond 
Graduate School platform. We suggest that your participants watch that content individually to 
give them some background context. 

If you would like to meet 5 times, you could use one of the following four themes for your CoP:  

 

Option 1: A Successful Job Search 

● Lesson 1: I’m submitting resumes but not hearing back. What should I do?  
● Lesson 2: How to unlock the hidden job market 
● Lesson 3: Informational interviews 
● Lesson 4: How to build and maintain your network 
● Lesson 5: How to write a resume  

 

https://institutions.beyondgradschool.com/im-submitting-resumes-but-not-hearing-back-what-should-i-do/
https://institutions.beyondgradschool.com/how-to-unlock-the-hidden-job-market/
https://institutions.beyondgradschool.com/informational-interviews/
https://institutions.beyondgradschool.com/build-and-maintain-your-network/
https://institutions.beyondgradschool.com/how-to-write-a-resume/
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Option 2: Networking 

● Lesson 1: Why do I have to network? 
● Lesson 2: Finding people to network with 
● Lesson 3: Informational interviews 
● Lesson 4: Navigating a career fair with confidence  
● Lesson 5: Maintain and grow your network throughout your job search 

Option 3: Resumes 

● Lesson 1: What are my marketable skills?  
● Lesson 2: How to write STAR/Impact statements 
● Lesson 3: How to write a resume 
● Lesson 4: How to modify your resume for each job ad 
● Lesson 5: How to use AI when writing resumes and cover letters  

Option 4: Deciding on a Career Path 

● Lesson 1: I don’t have a clear career plan. How can I start my job search?  
● Lesson 2: What do employers value about my master’s degree? 
● Lesson 3: What are my marketable skills?  
● Lesson 4: How do I find a job where I’ll thrive?  
● Lesson 5: How to research career options?  

 

  

https://institutions.beyondgradschool.com/why-do-i-have-to-network/
https://institutions.beyondgradschool.com/finding-people-to-network-with/
https://institutions.beyondgradschool.com/informational-interviews/
https://institutions.beyondgradschool.com/navigating-career-fairs-with-confidence/
https://institutions.beyondgradschool.com/maintain-and-grow-your-network-throughout-your-job-search/
https://institutions.beyondgradschool.com/what-are-my-marketable-skills/
https://institutions.beyondgradschool.com/how-to-write-star-and-impact-statements/
https://institutions.beyondgradschool.com/how-to-write-a-resume/
https://institutions.beyondgradschool.com/how-to-modify-your-resume-for-each-job-ad/
https://institutions.beyondgradschool.com/how-to-use-ai-when-writing-resumes-and-cover-letters/
https://institutions.beyondgradschool.com/i-dont-have-a-clear-career-plan-how-can-i-start-my-job-search/
https://institutions.beyondgradschool.com/what-do-employers-value-about-my-masters-degree/
https://institutions.beyondgradschool.com/what-are-my-marketable-skills/
https://institutions.beyondgradschool.com/how-do-i-find-a-job-where-ill-thrive/
https://institutions.beyondgradschool.com/how-to-research-career-options/
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Email templates 

Email to invite master’s students to join your CoP: 

Subject: Get started on a successful job search 

Hi ,  

I’m inviting you today to join a group that I’m organizing that will support your job search.  

The career center/graduate school at [Name of Institution] has access to the Beyond Graduate 
School Career Training Platform. This platform provides you with great resources!  

I’ve selected a series of short online lessons available on the platform for master’s students who 
are just starting to think about their job search after graduate school. It’s never too early to start 
exploring and getting prepared for life after graduation. I know it can be a daunting experience 
and that’s why I’d like to gather a group of grad students together and facilitate a community of 
practice to help you tackle the content together.  

This course will help you to:  

● Demystify the job search process;  
● Find answers to your job-search questions; 
● Learn effective job search strategies. 

The community of practice would run for 5 sessions, each 1 hour in length, with some follow up 
work to complete in between meetings. They will run [list dates and times].  

I’m really excited about this resource and have heard positive feedback about it. Let me know if 
you’d like to join me in this group.  

Thanks, 

  
Email to confirm CoP and organize logistics: 

Subject: Welcome to the career success CoP! 

Hello group members, 

Welcome to our career success community of practice focused on [chosen topic]! We’ve got a 
great group of people and I’m really excited to meet with you all.  

Over the [insert time period of your CoP group], I will guide you through the curriculum and 
programming in the Beyond Grad School platform and help you build a strong foundation for 
your job search.  

Here are a few things I wanted to share to get us started:  
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1. Log into the platform and get started with the video lesson “How to use this platform in your 
job search” in the Job Search Strategy Course as soon as you can. This will provide you 
with a great introduction to the platform. Then, for our first session, make sure you’ve 
watched the lesson [title of Lesson 1]. We’ll be focusing on this lesson during our meeting.  

2. Set a calendar alert to join the first session on [insert date, time and location of the session].  

I’m looking forward to meeting with you and helping you through the curriculum! 

If you have any questions, please let me know.   

Cheers, 

  

Email to send a week before each community of practice session: 

Subject: [list week] of our CoP starts next week  

Hi group members,  

We’ve got [list week] of our CoP coming up next week. To prepare for the session, everyone 
needs to watch [insert lesson]. The video can be found at this link: [insert link] (note that you will 
need to be logged in to the platform in order for the link to work).  

Set a calendar alert to join the session on [insert date, time and location of the session].  

Looking forward to meeting with you! 

Cheers, 

   
Email to send an hour before each CoP session: 

Subject: Career success CoP session starts in 1 hour 

Hi group members,  

This is a reminder that today’s session starts in 1 hour. Please meet us [insert meeting details 
here] for the session.  

Looking forward to meeting with you to talk about today’s topic and provide you with feedback 
and support!  

Cheers,  

https://institutions.beyondgradschool.com/how-this-platform/
https://institutions.beyondgradschool.com/how-this-platform/
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How to run your discussion sessions 

1. You’ll be facilitating a discussion with your group based on the exercises for each lesson. 
Read through the activities ahead of time. You can find the activities in the platform below 
the lesson, or you can download the lesson worksheet/workbook.  

Depending on the lessons you choose to use in your CoP, you may be asked to review job 
ads. We’ve got some sample job ads you can use in Appendix B, but feel free to also source 
your own (and students may need to find their own as part of the exercises as well).  

2. For the first session, allow time for introductions if the students haven’t had the chance to 
introduce themselves yet. Name, program, year in program, reason for joining the CoP could 
all be helpful ways to have everyone introduce themselves.  

3. Begin each session with an open-ended question: what did you think of this week’s video 
lesson? What surprised you about the content?  

4. Work through the activities for the lesson. Depending on the activities, you may need to give 
everyone 5-10 minutes to independently review the exercise and start to write down some 
answers. Or the activity may involve reading over a job ad, in which case they may need 
some additional time to read the ad, and complete the exercise.  

5. Then, allow time for everyone to share their answers and ask questions if they’re having 
trouble coming up with answers. For the students, hearing how other master’s students 
answer questions and approach job search challenges can help them if they’re struggling to 
get some ideas.  

6. Wrap up each session with a summary of what you worked on, and a reminder of what 
video lesson to watch for the next session.  
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For master’s students facilitating peer-to-peer 
sessions  

How to set up your study group 

1. Use the email template provided to invite peers to join your study group. An ideal group 
would be 3-5 people in total so try and find 2-4 people to join you. 

2. Once you have a group organized, set up an online communication platform for your group 
where you can chat and discuss topics in between study sessions. You may already have a 
favorite platform or access to a university-approved collaboration site like MS Teams. If not, 
we recommend the free versions of Slack or Mighty Networks.  

3. Use the email template provided or your online platform to organize your group meetings. 
Select an accessible location for everyone. You may decide to meet in person or online. If 
you decide to meet online, you may have access to a platform for video calls through your 
institution, or have another favorite platform. If not, Zoom or Google Meet both offer free 
options.  

4. In addition to location, you will also need to decide on the dates for your 5 sessions, and the 
times you are meeting.  

5. Lastly, you should come up with a set of group norms to facilitate a safe and respectful 
environment for your group study sessions. Work as a group to create a set of guidelines for 
your study session.   

Group norms could include items such as being respectful, coming prepared to sessions, 
allowing everyone the opportunity to share if they would like, etc.  

Once you’ve completed your study group setup, you’re ready for your first meeting! We’ve got 
email templates that you can use to send out reminders to your participants prior to each 
session. And, we’ve got some pointers for leading your discussions each week. 

The first video lesson in the Job Search Strategy Course provides an introduction to the Beyond 
Graduate School platform. We suggest that your group members watch that content individually 
to give them some background context. 

If you would like to meet 5 times, you could use one of the following four themes for your study 
group:  

Option 1: A Successful Job Search 

● Lesson 1: I’m submitting resumes but not hearing back. What should I do?  
● Lesson 2: How to unlock the hidden job market 

https://institutions.beyondgradschool.com/im-submitting-resumes-but-not-hearing-back-what-should-i-do/
https://institutions.beyondgradschool.com/how-to-unlock-the-hidden-job-market/
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● Lesson 3: Informational interviews 
● Lesson 4: How to build and maintain your network 
● Lesson 5: How to write a resume  

Option 2: Networking 

● Lesson 1: Why do I have to network? 
● Lesson 2: Finding people to network with 
● Lesson 3: Informational interviews 
● Lesson 4: Navigating a career fair with confidence  
● Lesson 5: Maintain and grow your network throughout your job search 

Option 3: Resumes 

● Lesson 1: What are my marketable skills?  
● Lesson 2: How to write STAR/Impact statements 
● Lesson 3: How to write a resume 
● Lesson 4: How to modify your resume for each job ad 
● Lesson 5: How to use AI when writing resumes and cover letters  

Option 4: Deciding on a Career Path 

● Lesson 1: I don’t have a clear career plan. How can I start my job search?  
● Lesson 2: What do employers value about my master’s degree? 
● Lesson 3: What are my marketable skills?  
● Lesson 4: How do I find a job where I’ll thrive?  
● Lesson 5: How to research career options?  

 

  

https://institutions.beyondgradschool.com/informational-interviews/
https://institutions.beyondgradschool.com/build-and-maintain-your-network/
https://institutions.beyondgradschool.com/how-to-write-a-resume/
https://institutions.beyondgradschool.com/why-do-i-have-to-network/
https://institutions.beyondgradschool.com/finding-people-to-network-with/
https://institutions.beyondgradschool.com/informational-interviews/
https://institutions.beyondgradschool.com/navigating-career-fairs-with-confidence/
https://institutions.beyondgradschool.com/maintain-and-grow-your-network-throughout-your-job-search/
https://institutions.beyondgradschool.com/what-are-my-marketable-skills/
https://institutions.beyondgradschool.com/how-to-write-star-and-impact-statements/
https://institutions.beyondgradschool.com/how-to-write-a-resume/
https://institutions.beyondgradschool.com/how-to-modify-your-resume-for-each-job-ad/
https://institutions.beyondgradschool.com/how-to-use-ai-when-writing-resumes-and-cover-letters/
https://institutions.beyondgradschool.com/i-dont-have-a-clear-career-plan-how-can-i-start-my-job-search/
https://institutions.beyondgradschool.com/what-do-employers-value-about-my-masters-degree/
https://institutions.beyondgradschool.com/what-are-my-marketable-skills/
https://institutions.beyondgradschool.com/how-do-i-find-a-job-where-ill-thrive/
https://institutions.beyondgradschool.com/how-to-research-career-options/
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Email templates 
Email to invite fellow students to join your study group: 
 
Subject: Get started on your job search 
 
Hi ,  
 
I’m inviting you today to join a job search study group that I’m organizing.  
 
I recently attended a webinar about job search strategies in Beyond Graduate School, the 
master’s student Career Training Platform that we at [Name of Institution] have free access to.  
 
There is a series of short online lessons available on the platform for master’s students like me 
who are just starting to think about their job search after graduate school. I don’t know about 
you, but I’m not really sure where to start my job search and I’d like to gather a group of grad 
students together to work through some of the lessons.  
 
The lessons will help us to:  

● Demystify the job search process; 
● Find answers to our job-search questions;  
● Learn effective job search strategies. 

 
The study group would run for 5 sessions, each 1 hour in length, with some follow up work to 
complete in between meetings.  
 
I’m really excited about this resource and have heard positive feedback about it. Let me know if 
you’d like to join me in this study group.  
 
Thanks, 
  
 
 
Email to confirm study group and organize logistics: 
 
Subject: Welcome to the study group! 
 
Hello study group members, 
 
Thanks for joining me in our study group. We’ve got a great group of people and I’m really 
excited to meet with you all.  
 
Here are a few things I wanted to share to get us started:  
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1. Please fill out the Google poll at this link [insert link here] so that we can find the best times 
to meet.  

2. Check out our online platform at this link [insert link here] for updates and a discussion 
forum.  

3. Get started in Beyond Graduate School today! Log into the platform and get started with the 
video lesson “How to use this platform in your job search” in the Job Search Strategy 
Course as soon as you can. This will provide you with a great introduction to the platform. 
Then, for our first session, make sure you’ve watched the lesson [Title Lesson 1]. We’ll be 
focusing on this lesson during our meeting.  

4. (If meeting online) We will be conducting our meetings online via the ___ platform. For our 
meetings to run smoothly, everyone should try to have a reliable internet connection, as well 
as a quiet space.  

 
Looking forward to our study group!  
 
Cheers, 
  
 
 
Email to send a week before each study group session: 
 
Subject: [list week] of our study group starts next week  
 
Hi study group members,  
 
We’ve got [list week] of our study group coming up next week. To prepare for the session, 
everyone needs to watch [insert lesson]. The video can be found at this link: [insert link] (note 
that you will need to be logged in to the platform in order for the link to work).  
 
Set a calendar alert to join the session on [insert date, time and location of the session]. Looking 
forward to meeting with you! 
 
Cheers, 
   
 
 
Email to send an hour before each study group session: 
 
Subject: Study group session starts in 1 hour 
 
Hi study group members,  
 
This is a reminder that today’s study group session starts in 1 hour.Please meet us [insert 
meeting details here] for the session.  

https://institutions.beyondgradschool.com/how-this-platform/


© The Center for Graduate Career Success                                         21 

 
Looking forward to meeting with you to talk about today’s topic and provide you with feedback 
and support!  
 
Cheers,  
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How to run your discussion sessions 

1. You’ll be facilitating a discussion with your group based on the exercises for each lesson. 
Read through the activities ahead of time. You can find the activities in the platform below 
the lesson, or you can download the lesson worksheet/workbook.  

Depending on the lessons you choose to use in your study group, you may be asked to 
review job ads. We’ve got some sample job ads you can use in Appendix B, but feel free to 
also source your own (and students may need to find their own as part of the exercises as 
well).  

2. For the first session, allow time for introductions if the students haven’t had the chance to 
introduce themselves yet. Name, program, year in program, reason for joining the study 
group could all be helpful ways to have everyone introduce themselves.  

3. Begin each session with an open-ended question: what did you think of this week’s video 
lesson? What surprised you about the content?  

4. Work through the activities for the lesson. Depending on the activities, you may need to give 
everyone 5-10 minutes to independently review the exercise and start to write down some 
answers. Or the activity may involve reading over a job ad, in which case they may need 
some additional time to read the ad, and complete the exercise.  

5. Then, allow time for everyone to share their answers and ask questions if they’re having 
trouble coming up with answers. For the students, hearing how other master’s students 
answer questions and approach job search challenges can help them if they’re struggling to 
get some ideas.  

6. Wrap up each session with a summary of what you worked on, and a reminder of what 
video lesson to watch for the next session.   
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Supplementing live webinars and special events  

How to use the live webinars as a resource 

Throughout the year, Beyond Graduate School hosts live webinars and bootcamps. Our Events 
Page is kept up to date with upcoming offerings. If you wish to be added to our mailing list for 
advance notice of our most popular events, reach out to us at 
member@beyondgradschool.com.  

Faculty members can use this resource to support graduate student success by: 

● Emailing graduate students about upcoming events. 
● Hosting a watch party by bringing graduate students together to watch the webinar live. 
● Integrating webinars into professional development programming or certificates. 
● Partnering with the Faculty of Graduate Studies or Career Center to offer in-person job 

application document reviews, panel discussions, or industry networking events to 
supplement the webinars and bootcamps.  

https://institutions.beyondgradschool.com/events-and-trainings/
https://institutions.beyondgradschool.com/events-and-trainings/
mailto:member@beyondgradschool.com
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Appendix A: Curriculum mapping spreadsheet 
 
 

Skills Course 1 Course 2 Capstone 
project 

Independent 
research 

(Additional 
component) 

Oral 
communication 

     

Adaptability and 
flexibility 

     

Working in teams      

Critical thinking      

Motivation and 
initiative 

     

Written 
communication 

     

Creative thinking      

Complex problem-
solving 

     

(Additional skill)      

(Additional skill)      
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Appendix B: Sample Job Advertisements  
Example Job Advertisement 1: Project Coordinator 

We are seeking a Project Coordinator to join our team. In this role, you will support projects from 
initiation through completion, working closely with cross-functional teams to ensure successful 
delivery. 
 
What You’ll Do 
 
● Project Support: Provide administrative and coordination support to Project Managers. 
● Communication: Assist in maintaining clear communication channels with stakeholders. 
● Documentation: Maintain project documentation. 
● Resource Management: Assist in resource allocation and tracking. 
● Risk Management: Support the identification and mitigation of project risks. 
● Quality Assurance: Help ensure deliverables meet quality standards. 
● Budget Tracking: Support tracking of project budgets. 
● Stakeholder Engagement: Promote positive relationships with clients, vendors, and team 

members. 

What You’ll Bring 
 
● Bachelor’s degree or equivalent experience. 
● Experience in project coordination. 
● Strong organizational and time management skills. 
● Excellent communication skills. 
● Proficiency in Microsoft Office and project management software. 
● Detail-oriented and effective in fast-paced environments. 
 
What Makes You Stand Out 
 
● Experience with large or cross-functional projects. 
● Familiarity with methodologies (Agile, Waterfall). 
● Ability to coordinate multiple projects. 
● Adaptability in dynamic environments. 
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Example Job Advertisement 2: Project Coordinator (could use as a comparison to the 1st 
sample job advertisement to discuss how you’d modify or tailor a resume to each) 

As a Project Coordinator, you will be responsible for assisting the Project Managers in 
managing multiple projects focused on the manufacturing of Low Voltage Electrical products for 
the Electrical Products business. The incumbent must possess strong collaboration skills, 
adaptability, customer centricity and the willingness to take ownership. 

More specifically you will:  

● Manage mid to large size projects, working closely with engineering, analyzing technical 
specifications, single line diagrams, electrical room layouts and designs. 

● Develop project schedules, align resources to assure smooth project execution. 
● Procure materials and monitor production activities. 
● Monitor and control project budgets, conduct risk analysis and develop mitigation plans. 
● Verify execution of the project through clean hand over meetings and customer kick off 

meetings. 
● Daily communication to all stakeholders and exchange technical requirements and project 

plan information. 
● Work with vendors across the US and Canada which includes Low Voltage distribution 

products. 
● Work closely with cross functional teams to increase productivity and achieve milestones, 

report on progress to internal and external stakeholders. 

What will you need to succeed?  

● Bachelor's Degree or advanced degree in Electrical Engineering or related discipline 
● Aptitude in managing multiple priorities and tasks. 
● Strong communication and stakeholder management skills. 
● Experience working with MS office (Word, Excel, Power Point). 
● SAP or similar ERP system experience is an asset. 
● Experience in troubleshooting and resolving complex problems. 
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Example Job Advertisement 3: Technical Writer 
 
As a Technical Writer you will be responsible for creating content that helps our clients 
maximize the value of our robust financial data content and delivery platforms including data 
feeds, Cloud, and API solutions. You will advocate for our customers, developing a deep 
understanding of their business needs and use cases for our products, and develop 
documentation that anticipates user questions and explains how to gain value from our 
products. 
 
Responsibilities 
 
● Develop documentation plans for product and content releases 
● Produce user guides, technical guides, release notes, database schema diagrams, website 

content, data glossaries, and related content 
● Estimate, plan, and prioritize work to meet product delivery schedules and to ensure 

development of accurate content 
● Work closely with product managers, product owners, and Agile development teams during 

the development cycle 
● Develop effective working relationships and build consensus among multiple stakeholders 
● Work with sales, support, and product management to continuously improve content based 

on client and internal feedback 
● Contribute to monthly client newsletter and other client communications 
 
Basic Required Qualifications: 
 

● At least 2 years of experience in writing 
● Bachelor’s or Master’s degree in technical communications, English, or related field 
● Clear, concise writing style 
● Expert-level English grammar and mechanics 
● Sufficient technical acumen to work with database, Cloud, and API technologies 
● Ability to explain complex financial data concepts to multiple audiences 
● Excellent interviewing skills for eliciting information from subject matter experts 
● Primary tools: Microsoft Word, Excel, Adobe Acrobat Pro, Visio, LucidChart, SnagIt, SQL 

Server Management Studio, Dreamweaver, Adobe Experience Manager 
 
Additional Preferred Qualifications 
 

● Knowledge of financial industry, accounting principles, and financial concepts 
● Knowledge of HTML and website content management systems 
● Knowledge of relational database concepts and SQL query language 
● Experience with API and/or Cloud technologies 
● Experience with rapid and iterative software development methodologies (Agile 

preferred) 
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Example Job Advertisement 4: Structural Engineer 

We’re seeking a Structural Engineer to join our growing team. In this role, you’ll apply your 
expertise to projects that protect biodiversity, sustain water resources, and advance climate 
adaptation strategies. 
 
Your Impact 
 
● Design and deliver civil and structural solutions for energy projects, including concrete 

foundations, piling, and steel structures. 
● Establish design criteria, prepare engineering specifications, and perform detailed 

calculations to meet project requirements. 
● Lead planning, scheduling, and cost control activities aligned with project plans. 
● Conduct site inspections and ensure quality assurance for deliverables and electronic 

handovers. 
● Review and stamp drawings, applying knowledge of design codes and regulatory standards. 
● Mentor and guide junior engineers and technical staff, fostering knowledge transfer and 

team growth. 
● Collaborate with multidisciplinary teams to resolve complex challenges and propose 

innovative solutions. 
● Prepare technical reports, tender documents, and project documentation that influence key 

decisions. 
 
 

The Skills That Set You Apart 
 
● A degree in Structural Engineering (MSc or PhD is an asset). 
● Professional Engineer designation (P.Eng or PE). 
● 5+ years of experience in civil/structural design within the energy sector. 
● Expertise in dynamic foundations and rotating equipment design. 
● Proficiency with structural analysis software such as SAP2000, ETABS, S-Frame, STAAD 

Pro, and Dyna6; Python experience is an asset. 
● Strong knowledge of concrete and steel design codes and current industry standards. 
● Skilled in MS Office and technical report writing. 
● Ability to thrive in collaborative environments and deliver innovative solutions. 
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Example Job Advertisement 5: Business Systems Analyst 
 
As a Business Systems Analyst, your key area of responsibility will be to apply your business 
acumen and technical expertise to collaborate with business leaders and stakeholders, identify 
challenges, discuss long-term strategies, analyze complex information, and develop innovative 
solutions to complex business problems. 
 
How You'll Make An Impact: 
 
● Guide business leaders and other stakeholders in defining key problems and proposing 

appropriate process and technology solutions in a structured manner. 
● Outline business requirements, define use cases, user interfaces, and test scenarios in 

collaboration with subject matter experts. 
● Understand complex business requirements and translate them to technology service teams 

for implementation. 
● Collaborate with cross-functional teams and business leaders to ensure successful project 

execution. 
● Conduct current state systems analysis and produce artifacts. 
● Participate in design sessions to develop future state process flows and data flows, and 

generate appropriate artifacts. 
● Assist in institutionalizing new processes and policies. 
● Develop recommendations and provide insights based on analytical findings. 
 
What You'll Bring To The Role: 
 
● 1-3 years experience as Business Systems Analyst. 
● Experience acting in design or advisory roles related to implementation of platform 

applications. 
● Experience participating in an advisory role in projects involving significant scale and 

business change across multiple departments. 
● Strong understanding of business process reengineering and change management 

principles. 
● Experience working within a technical or engineering organization with knowledge of the 

high-technology industry is considered an asset. 
● High accuracy and meticulous attention to detail. 
● Ability to work well under pressure and respond to fast changing priorities and deadlines. 
● Highly organized and able to manage multiple tasks and projects simultaneously. 
● Excellent verbal and written communication skills. 
● Strong analytical skills with the ability to problem solve well-judged decisions. 
● Strong team-player with the ability to engage with all levels of the organization. 
● Technical competence using software programs, including but not limited to Lucidchart, 

Google Suite for business (Sheets, Docs, Slides). 
● Entrepreneurial mindset and comfortable in a flat organization. 
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Example Job Advertisement 6: Learning and Development Specialist 

The Specialist will be part of the Human Potential learning advisory team and will work 
alongside the learning lead to deliver on the priorities set for firm-wide initiatives. They will be 
responsible for end-to-end planning, program management, on-site execution, preparing reports 
and communication materials to support learning, and act as the first point of contact for 
program inquiries. 

You are someone who has: 

 
● 4+ years’ experience in learning and development, program management, or related field, 

as well as bachelor’s degree or equivalent in education, human resources, learning/training 
or leadership development. 

● Ability to coordinate the development and implementation of learning experience programs 
across multiple stakeholders, including refreshing course materials and communications; 
building agendas; reviewing program flow; and analyzing program feedback. 

● Strong advisory skills and has experience working with talent in providing learning solutions. 
● Strong project management skills and demonstrated ability to prioritize work demands and 

meet deadlines. 
● Ability to prepare clear and compelling presentation materials and reports 
● A drive for excellence, client service, and making things happen. You can work both 

independently and collaboratively in a team environment. 
● Excellent written and verbal communication skills and strong attention to detail. 
● Experience with vendor and budget management. 
● Exceptional technical knowledge of applications such as Excel, PowerPoint, Outlook, team 

collaboration sites, and Zoom, along with the ability to adapt to new applications. 
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