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Introduction

“The success of the Humphrey year depends, to a large extent, on the individual Fellow. The choice of courses and effective networking are very important. Fellows should work on their Professional Affiliations right from the fall semester, so that they have offers from host organizations early in the spring semester. Also, Fellows must be persuasive of their professional goals.”  - Former HHH Fellow 

A key component of the Humphrey year will be the Professional Development Activities you take part in and the Professional Affiliation you secure. In order to assist you in taking full advantage of this important program dimension, the following guide provides some insights into pursuing professional opportunities in the United States that will not only enrich your experience, but will enable you to fully accomplish the objectives of your Fellowship.

Adapted for Cornell University Humphrey Fellowships Program from Michigan State University’s Humphrey Fellows Program Guide and Baruch College’s Internship Handbook for International Students
Professional Development Activities

(short-term)
It is expected that throughout your Humphrey year, you will devote considerable time (at least 30 days) to short-term professional development activities off-campus. These activities include:

· On-site visits to organizations of professional interest

· Attendance at conferences and workshops

· Meetings with U.S. experts and professionals in your field

Early in the program year, you should begin planning these activities in consultation with the Humphrey Program Directors in IP/CALS as well as Cornell faculty. 
Because your professional development funding is limited, you must plan carefully to obtain maximum benefit from the amount you are given. You can apply these funds to transportation, per diem (lodging and meals) and required fees. It is important that you pay special attention to the timing and costs of your professional activities so that you can take full advantage of opportunities that coincide with university breaks, the Global Leadership Forum in Washington, D.C., Enhancement Workshops and out of town field visits. 

You will be responsible for providing a Professional Development Activities Report to the Humphrey Program staff before you leave Ithaca. This form should have a contact name and number for you.  See a sample of the form at the end of this packet.  Any unspent funds will be used for your professional affiliation.
As a starting point for considering what type of professional development activities you may wish to pursue this year, a list of activities is given below that CU Humphrey Fellows have taken part in the past several years.  Cornell Institute for Public Affairs has an excellent list of organizations to be considered for internships and volunteer work http://www.cipa.cornell.edu/career/job.cfm
Campus Connections for Professional Visits and Meetings
· New York State Agricultural Research and Experiment Station www.nysaes.cornell.edu/
· Center for Technology, Enterprise and Commercialization www.cctec.cornell.edu
· Community and Rural Development Institute www.cardi.cornell.edu
· Biological and Environmental Engineering www.bee.cornell.edu
· Boyce Thompson Institute for Plant Research  www.bti.cornell.edu
· Baker Institute for Animal Health http://bakerinstitute.vet.cornell.edu/
· City and Regional Planning Department http://www.dcrp.cornell.edu
· Cornell Cooperative Extension http://www.cce.cornell.edu
· Cornell International Institute for Food, Agriculture and Development (CIIFAD) www.ciifad.cornell.edu
· Polson Institute for Global Development http://polson.cals.cornell.edu/
· Food Pilot and Processing Plant http://www.cals.cornell.edu/cals/foodsci/research/pilot-plant.cfm
· Vinification and Brewing Laboratory http://www.cals.cornell.edu/cals/foodsci/research/vinification-brewing.cfm
· Cornell University Business and Technology Park 
· Community Science Institute http://www.communityscience.org/
The Community Science Institute (CSI) is a not-for-profit, 501(c)3 tax-exempt organization whose mission is to empower local people to understand their environment and manage their resources sustainably, particularly water.

Cornell Bioacoustics www.birds.cornell.edu/brp.index.html
Wildlife research - an academic research program building tools for field data collection

H&I Agritech www.hiagritech.com/
Research and development - bio compatible plant disease control

International Food Network www.intefoodnetwork.com
Research and development of commercial food products

Micro Bios, Inc. microbiosinc.com/
A biotechnology company with laboratories in Ithaca, New York specializing in Research and Development of microorganism based technologies. MicroBio technologies target: promoting human and animal health; reducing the prevalence of pathogenic microorganisms; and through increased animal feed efficiency, reducing the resource footprint of animal agriculture. 

Restore the Earth Foundation www.restoretheearth.org
 not-for-profit organization, that is the catalyst for environmental conservation, protection, restoration, awareness and stewardship through collaborative partnerships.


Tetragenetics  www.gendyne.biz
cost-effective alternative platform technology for the production of genetically engineered proteins, includes vaccine antigens, for the treatment and prevention of human and animal disease


US Geological Survey  www.usgs.gov
Regional office, water resource division


On-Site Visits
· Toxic Targeting Inc. http://www.toxicstargeting.com/
· Natural Resources Conservation Services of USDA, Syracuse http://www.nrcs.usda.gov/
· Monsanto Research Facility, Mystic, CT http://www.monsanto.com/
· Local farms can be arranged through Tompkins County Cooperative Extension
· The Nature Conservancy http://www.nature.org/?src=t1
· International Food Policy and Research Institute http://www.ifpri.org/
· Center for Biodiversity and Conservation, American Museum of Natural History http://cbc.amnh.org/
· Cayuga Watershed Network http://www.cayugalake.org/
· Future Harvest http://www.futureharvestcasa.org/
· Adirondack Park Agency http://www.apa.state.ny.us/
· Northeast Organic Farming Association http://www.nofa.org/index.php
· The Fingerlakes Native Plant Society http://www.fingerlakesnativeplantsociety.org/
· Tompkins County Chamber of Commerce http://www.tompkinschamber.org/
· U.S. Army Corps of Engineers http://www.usace.army.mil/
· World Wildlife Fund http://www.worldwildlife.org/home.html
· Fingerlakes Land Trust http://fllt.org/
· USDA Agricultural Research Service www.ars.usda.gov/main/main.htm
· The World Bank: Agriculture and Rural Development http://web.worldbank.org/
· The World Resource Institute www.wri.org/
· Waste Management Institute www.ncat.edu/~wmi/
· Water Treatment Plant in Ithaca
· Global Carbon Measurement Program (Washington, D.C.)
Conferences and Workshops
· American Management Academy
· Library Workshops for Business Research, GIS, Photoshop, etc.
· American Society of Agronomy and Crop Sciences https://www.agronomy.org/
· Humphrey Enhancement Workshops: Global Development and Social Justice in Atlanta, GA., Leadership and Governance in a Time of Crisis in Syracuse, NY; Strategic Negotiation Skills in Washington, D.C.; 
For future reference, the web-sites of several organizations listed above are as follows:
American Management Association: http://www.amanet.org/index.htm 

World Bank: http://www.worldbank.org/rural
U.N. Food and Agriculture Organization  http://www.fao.org/
U.N. Development Program http://www.undp.org/
U.S.D.A. 

Agricultural Research Service http://www.ars.usda.gov/main/main.htm
Cooperative State, Research, Education and Extension http://www.csrees.usda.gov/
Economic Research Service http://www.ers.usda.gov/
Forest Service http://www.fs.fed.us/
Professional Affiliation Activities

(long-term)

Your Professional Affiliation is intended to place you in extensive contact with U.S.-based colleagues in an organization doing work in your field of interest. Among the type of activities you might be engaged during your Professional Affiliation with a host organization include:

· Preparing a report

· Conducting an evaluation

· Working on a project

· Doing an analysis

· Compiling a list of resources

Typically, Professional Affiliations are at least six weeks (30 working days) in length and take place during the later stages of your Humphrey Program year. However, your Professional Affiliation may take place at any time during the year. For example, rather than doing your Professional Affiliation
for six weeks in May-June, you may choose to spread your activities one or two days per week throughout the year or three weeks in January and three weeks in May at the same 
organization/institution. You may also wish to pursue a much longer affiliation than the required six-week minimum, particularly if it can be completed locally nearby Cornell. The precise nature of your affiliation is negotiated by you, your Humphrey Directors at CU, and a representative of the host institution. 

It is important early on that you begin identifying organizations most relevant to your interests and most likely to host you. The Humphrey Program Directors as well as your faculty mentor can be of assistance in suggesting organizations and helping to identify possible contacts for you to pursue.  However, it is your responsibility to take the lead in arranging for your affiliation.

During the past four years, Humphrey Fellows at CU have secured the following Professional Affiliations:

· Aggregate Industries

· ACDI/VOCA

· Cayuga Lake Watershed Network

· Cornell Cooperative Extension

· Cornell University Office of Organizational Development
· Cornell Plantations

· Critical Ecosystem Partnership Fund

· EcoAgriculture Partners

· Everglades National Park

· Global Environmental Fund

· Montezuma National Wildlife Refuge

· National Marine Fisheries Service

· North Institute

· USDA Natural Resource & Conservation Service and Economic Research Service
· World Resources Institute

· National Renewable Energy Laboratories 

· Food and Drug Administration, Center for Food Safety and Applied Nutrition

· Oxfam

· International Food Policy and Research Institute
· NYC Dept of Environmental Protection

· NYS Department of Environmental Conservation

· InterAmerican Development Bank
· Wellsville College an affiliate of Alfred State College

           Networking Exercise
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Write down the names of two people that you know in the U.S. with some knowledge of your background and interest.

1.

2.

What is your mission as a Humphrey Fellow?
Why were you selected?
Name one thing that you can you learn/gain while you are here at Cornell University?
What do the pictures represent in the graphic above?

What other contacts can you add to the graphic?  Think about meetings that you may attend and other people you know.
Practice making a 1 minute introduction of yourself at a crowded conference.
Steps for Getting Started
Step 1:
NETWORKING 

Create a list of individual contacts who may assist you in pursuing professional development activities and securing your professional affiliation.

A network is a group of people who have shared interests.  In the United States experience shows that talking with people you know or have recently met may be a very rich source of leads and information about professional opportunities or affiliations.  To develop your network, secure the names of specific individuals who may be able to assist you in locating an organization with which to make contact. For example:

· Humphrey Program staff 

· CU faculty mentors and other Professors    

· Directors and/or chairpersons of CU departments or centers

· Individuals you have met at seminars, workshops, conferences

· (at CU, in Washington DC, New York, Chicago or elsewhere).

· Individuals you know from your own work

· Members of professional associations or organizations to which you belong
Make a list of everyone you know or think has some relevance to your professional goals.  These individuals, hopefully, will be able to provide you the name of someone to contact within a specific organization.  If they don’t have a direct contact, they may be able to give you the name of someone who is better situated to help you.  

· You can begin with one contact, who then refers you to another person, who then refers you to several more people.  Keep expanding your list.  If a contact is unable to meet the requirements for your professional interests, ask for a referral. The more people who know you and what you want to do, the more likely you are to connect with individuals who can assist. 
How to approach the people in your network.
· You may phone, e-mail, mail, or fax them.  The process of contacting members of your network is more informal than it would be when contacting a stranger.  

Whichever method you choose:

· depends on your level of comfort in using that method, and

· depends on how quickly you need to take advantage of a professional opportunity and/or secure your professional affiliation.



· Calling, e-mailing or faxing a member of your network is much quicker than mailing a letter to that individual.  You may make a quick call or write a short e-mail message to that person announcing your search and that you would appreciate advice, assistance, recommendations, or referrals for a professional opportunity and/or affiliation. Include a brief description of the type of professional opportunity and/or affiliation for which you are looking.

· If you have called a member of your network regarding a professional affiliation, send or fax him or her a resume.  If you e-mail the individual, include your resume as an attachment.  Don’t forget to request a meeting with that person. A short face-to-face meeting can be very beneficial. Be sure to prepare questions for your meeting, so that the time is used wisely.  If you are prepared, a 15- to 30-minute meeting should be sufficient. 
Follow up:
If you do not hear from someone within a few days, call back or e-mail again. Persistence is a good thing. Most individuals are willing to help, but sometimes are very busy and simply forget to return your call or respond to your e-mail message. 

· Networking is a powerful way of building professional relationships.  Many people hesitate to contact others for fear of imposing on them.  Again, most people are happy to do something for someone else, if asked.
· Finally, keep a list of people you have contacted and when.   
Thank you 
· Send a thank you note, card, email or letter to anyone who assisted you in finding professional opportunities and/or an affiliation.  And be sure to let an individual know if his or her suggestion was helpful in providing an opportunity or placing you with an organization or institution.

    Step 2:
Create a List of Organizations/Institutions/Agencies


In addition to networking, you can create your very own list of organizations, institutions and agencies that you would like to contact.  First, think of the kinds of organizations you would like to contact and add them to your list.  For example, you may have heard about organizations from newscasts, newspapers, literature in your field, from colleagues and through other means.  

Additionally,

· You can look in the yellow pages of the phone book or on the Internet for possible agencies in the local area related to your interests. For example, you can look under New York State for governmental departments which may relate. Then you can search the Internet for a website that will give you more information about that department.  Don’t forget to add to your list city departments (Ithaca,Syracuse) as well, if they meet your objectives.

· You may consider other local organizations, such as the Cayuga Watershed Network.
· You may add to your list various CU departments or centers which might provide you 
      with a professional opportunity or affiliation. 


· Do not hesitate to add any organization to your list.  Start with a list of 5 to 10 possibilities.  If you do not pursue a professional opportunity or secure an affiliation with one of them, then add more organizations to your list.  Look for local organizations first.  If you are not successful in finding professional opportunities in the immediate vicinity, you may wish to pursue organizations located in other parts of the United States.
· NOTE:  See Step 4 for how to contact these agencies.


Step 3. 
Assemble Credential Materials to Submit to 

Potential Professional Affiliation Sponsors. 

Resume/Cover Letter:
It is assumed you have a professional resume at hand.  If you need help with a cover letter, there is a sample included in this handout and there are many samples on the Internet.
Other:
Depending upon the kind of experience you are seeking, it may be appropriate to submit additional materials with your resume and you may include letters of reference.
Note:
On page 12 is a prospectus template you can use to incorporate the parameters of your experience.  You can use this as a companion piece to your resume.  Run it off on the same paper as your resume then use the two as a set.  Much of this information is often buried in a cover letter and does not get read.  By using a prospectus, you will have organized pertinent information on one sheet.  This may clarify your position for a potential sponsor.
When you begin your affiliation search consider the following

· Do I want to stay in Ithaca area or move to another part of the US? 

· Do I want to work with a small agency or a large company that has offices in my country? 

· What kind of company do I want to work for? (Marketing? IT? Finance?) 

· What kinds of skills, education, and experience would I bring to a company? 

· What makes me unique? 

· Can I accomplish my goals within 6 weeks? 

· What have I learned at Cornell University that may be useful in my affiliation? 

Next, it is important that Fellows do extensive research on prospective companies, organizations, and agencies. Most of this information can be found online on the employer’s homepage and through research in Cornell University libraries. Here are some questions to consider: 

· What industry is the company, organization or agency in? 

· Is it a small, mid-size, or large company, organization or agency? 

· What is the mission or philosophy of the company, organization or agency? 

· What are the priorities of the employer? What projects has the employer worked on in the last 2 years? 

· Has the company, organization, or agency been in the news recently? If yes, why? 

· What is the reporting structure of the company? Is it flat? Hierarchical? 

· What kind of employees is the company, organization, or agency looking for? What skills are needed? 

Social Media 

Social media is one of the most powerful networking tools in career development today. Fellows should create a LinkedIn page, where prospective employers can check out their employment history, volunteer experience, education background, and professional memberships. There, Fellows can also create links to their professional blogs and websites, which showcase their work. 
To create a LinkedIn account, go to: http://www.linkedin.com. 

It’s important to remember that employers do online searches of prospective employees. Fellows should avoid posting embarrassing videos, photos, written communication, etc. online. If it’s out there, employers will eventually find it.  
Resumes To get an internship or job in the U.S., candidates need to submit a resume. A resume is a 1-2 page summary of a person’s education, employment, volunteer experience, and relevant skills. Resumes are used in most countries around the world. However, resumes in the U.S. are quite different. That is because in the U.S., candidates do not include information about their marital status, children, citizenship, age, or gender. Also, candidates should not include their photo on their resume. 

	Include This Information on a Resume 
	DO NOT Include This Information on a Resume 

	Name

 List your first and last name 


	Photo 

	Address 

Where you are staying in New York 


	Age 

	Phone Number 

Where you can be reached in New York

 
	Gender Male or female 

	Email Address 


	Marital Status Married, divorced, single 

	Education 

Include the name and location of your university, major, dates attended. and GPA (Do not include any information about your high school) 


	Children 

	Honors & Awards

List any scholarships or special awards you have received 


	Citizenship 

	Work Experience 

Include job title, employer, city, years of employment, and bullet point list of responsibilities. Bullet points should begin with a strong active verb. (See next page for list of active verbs, which are frequently used in resumes.) 



	Volunteer Experience 

Include job title, employer, city, years of employment, and bullet point list of responsibilities. Bullet points should begin with a strong active verb. 



	Activities Include activities that you have participated in at your university 



	Skills 

Include technical skills (MS Word, PowerPoint, Excel, Access, programming languages, internet experience, etc), languages, and any other relevant skills, which would be helpful to a prospective employer. 


	access 
	delegate 
	gather 
	program 

	act 
	demonstrate 
	generate 
	promote 

	add 
	design 
	handle 
	provide 

	address 
	develop 
	help 
	purchase 

	administer 
	devise 
	hire 
	recommend 

	advertise 
	diagnose 
	identify 
	record 

	advise 
	direct 
	improve 
	reevaluate 

	analyze 
	discuss 
	inform 
	report 

	answer 
	draw 
	initiate 
	research 

	assess 
	drive 
	input 
	reserve 

	assemble 
	donate 
	install 
	resize 

	assign 
	earn 
	instruct 
	resolve 

	assist 
	economize 
	integrate 
	review 

	award 
	edit 
	interpret 
	revise 

	balance 
	educate 
	interview 
	search 

	brainstorm 
	eliminate 
	invest 
	sell 

	build 
	e-mail 
	investigate 
	send 

	calculate 
	emphasize 
	lead 
	serve 

	call 
	empower 
	manage 
	speak 

	care for 
	enable 
	market 
	stabilize 

	chair 
	encourage 
	mentor 
	suggest 

	check 
	enforce 
	modify 
	summarize 

	close 
	engage 
	negotiate 
	supervise 

	collaborate 
	engineer 
	observe 
	support 

	communicate 
	enhance 
	officiate 
	survey 

	compel 
	enlist 
	operate 
	synthesize 

	compute 
	ensure 
	organize 
	systematize 

	conclude 
	enter 
	outline 
	tape 

	conduct 
	establish 
	oversee 
	teach 

	connect 
	evaluate 
	perform 
	telephone 

	construct 
	examine 
	pilot 
	test 

	consult 
	explore 
	plan 
	train 

	contribute 
	facilitate 
	prepare 
	translate 

	control 
	fax 
	present 
	travel 

	coordinate 
	file 
	print 
	tutor 

	copy 
	finalize 
	procure 
	type 

	correspond 
	focus 
	produce 
	urge 

	cover 
	foster 
	provide 
	utilize 

	create 
	formalize 
	publicize 
	visit 

	critique 
	formulate 
	publish 
	volunteer 

	customize 
	function 
	qualify 
	win 

	debug 
	fund 
	quantify 
	write 


Verbs Frequently Used in Resumes
Interviews 

Interviews are very important when you are looking for an unpaid internship. You need to make a good first impression immediately. Most employers make decisions about candidates within the first 30 seconds to 3 minutes of the interview. 
Interviews can take place face-to-face or over the phone. It is critical that you practice a lot before an interview. Employers do not expect you to speak perfect English, but they do expect you to understand their questions and respond in comprehensible English. You need to sound confident, but not arrogant. Interview Do’s
	Interview Do’s
	Interview Don’ts 

	Dress conservatively Men-business suit, or sport jacket, shirt, tie, dress pants Women-business suit, or dress pants, skirts (not short) 
	Do not wear jeans, shorts, mini-skirts, t-shirts 

	Arrive 10 minutes early 
	Do not arrive more than 20 minutes early Do not arrive late 

	Use a firm, but not killer handshake with the interviewer This indicates confidence and energy 
	Do not use a weak or soft handshake 
In the U.S., this indicates that you are not confident 

	Bring an extra copy of your resume 
	Do not assume that the interviewer remembers who you are or what you are interviewing for 

	Be polite and formal 
	Do not be too direct or informal Do not say to the interviewer, “You should,” “You need to,” “You must.” This is too direct and considered rude 

	Ask questions if you don’t understand the interviewer 
	Do not pretend that you understood a question if you are confused 

	Research the company in advance 
	Do not tell the interviewer you don’t know much about their company or organization 

	Practice answers to typical questions 
	Do not sound as if you have memorized all of the interview answers; be prepared but natural 

	Prepare 1-3 questions to ask the interviewer at the end of the interview. These questions should focus on what it is like to work at the company. You can also ask about the kinds of responsibilities you would have. 
	Do not say that you do not have any questions at the end of the interview. This seems too passive to employers. It also seems that you are not very interested in the company or organization 

	Tell the interviewer that you are very interested in doing your unpaid internship at their company or organization 
	Do not ask the interviewer to help you get an internship at another company or organization. This is considered rude and a big waste of time for the interviewer. 

	Describe yourself in honest, but positive terms You can say things like, “I continue to improve my English each day,” or “I am in an intensive 
	Do not tell interviewers that you speak English “poorly,” “badly,” “not well.” Also, do not say, “I’m just a beginner,” or “I can’t speak English. 


PROSPECTUS


for a Hubert H. Humphrey Fellow

Name & Country of Origin


Local Address


Phone Number


E-mail Address 
The Hubert H. Humphrey Fellowship Program

The Humphrey Program was initiated in 1978 by President Carter to honor the accomplishments of the late Senator and Vice President Hubert H. Humphrey. This is a Fulbright exchange program funded by the United States Congress through the Department of State and implemented by the Institute of International Education.  The Program brings accomplished mid-career professionals from developing countries to the United States for a year of study and related professional experiences.  Its aim is to foster knowledge, mutual understanding, and a basis for long-lasting relationships between citizens of the United States and their professional counterparts in other countries.  A small group of universities are selected to host fellows, who are placed on the basis of their professional interests.  Cornell University is one of two hosts in the area of agriculture, rural development, environmental management, urban and 
regional planning.
Objective: To obtain a  professional affiliation with________________________________________________________

Time Commitment:

Starting and ending dates for affiliation: _________________________________________________

Hours to be worked per week:     ______________________________________________________

Professional Learning Objectives:

Indicate the type of activities in which you would like to participate and/or what you would like to learn from the experience. For example, you might want to learn about economic development policy, the application of statistics to national socio-economic development, etc.    What you include in this section depends on the kind of affiliation you would like and what the agency might be able to offer you. 

In sum, give your prospective sponsor an idea of what you would like to do and learn. 
Qualifications:

You can simply say, See Attached Resume.   If you have particular abilities or experiences that are relevant to the affiliation and you were unable to include them on your resume, you can mention them in this section.   
Professional Goals:

 Explain how this affiliation will integrate with your short-term and long-term professional goals.
 
NOTE:
Keep the prospectus to one page and use it as a companion piece to your resume.
Step 4.
Contacting Organizations/Institutions


How to contact organizations on your list:
· First, obtain the name of an individual to contact. 

· If you do not have a contact person (someone identified by a member of your network), you will need to get the name of a person to whom you may send a letter and resume.  It is best to direct the letter to a specific individual, rather than (To Whom it May Concern.(  Check the website of the institution/organization for individuals, to whom you may send the letter.  Alternatively, you can call the department/agency and ask a staff member, for example, a secretary, for the names of individuals in authority, e.g., the head of a department. Be sure to obtain the titles and complete addresses for these individuals.
· Secondly, mail and or fax a cover letter with your resume to the individual(s) identified on your list.

When you are contacting a stranger, it is better to send a letter than to call or email.

· The cover letter should complement, not duplicate your resume.  Try to keep the letter relatively short (one page) and to the point.  An effective cover letter should explain why you are writing that individual and should express a high level of interest in the institution.   

              SAMPLE COVER LETTER
Your Name

Your Address

Your Phone Number











Your E-mail Address
Date

Name of Contact & Title

Address

Dear (include title & name, e.g., Dear Ms. Smith):

First paragraph: 
Explain why you are writing.  (If a member of your network gave you this contact(s name, be sure to mention the name of your referral at the beginning of the paragraph).  Be clear and concise regarding your request and ask for an interview.  Be sure to include that you are a Humphrey Fellow and that you are seeking a professional affiliation, not a job.
Middle paragraph: 

Briefly, mention your qualifications and that you have included a resume for their perusal.  For example, To further acquaint you with the specifics of my background I am enclosing my resume (and prospectus, see this handout for an example).
Final paragraph:

I look forward to meeting with you and discussing my qualifications in more detail.  Also state how you will follow up, for example, you can say that you will be calling in a few days to see if it(s possible to arrange a time to meet.  Thank the person for his/her consideration.
Sincerely,

(Be sure to sign your name in this space.)
Type Your Name
· The method you choose to contact agencies really depends upon your personal circumstances and preferences. 

Ways to contact agencies:

1.  In Person
· If you decide to take this approach, dress appropriately and plan to go to the agency to set up an appointment to talk with someone about participating in an affiliation.  Be aware of busy schedules and that you may not be able to meet with someone at that time.  However, you might get lucky and find someone who is willing to talk with you right then and there.  In any case, take with you your resume and other credentials.
2.  By Telephone 
When you call an agency, work out a script to remind you of questions to ask.  

· If the person to whom you are speaking thinks you are looking for a job as opposed to a professional affiliation, you will need to clarify your situation.   Sometimes an individual will simply tell you to send your resume and they will contact you if there are any openings.  That is a sure sign that the individual thinks you are job hunting only.  
3.  By Mail and or Fax 
Note: 
Sending items through U.S. mail may take several days to reach your contact (s). Therefore, we suggest you fax material, if you are sending it to:

( individuals working for large and or government organizations, or

( agencies located in major cities for example,  Washington DC, New York, Chicago    or Los Angeles. 
4.  By E-mail
The contents of your e-mail message should resemble the contents of a letter.

Follow Up:
In three days to a week after sending the letter, you should call the individual to see if your letter was received and to see if you can schedule a meeting.  As mentioned earlier, you should keep a list of all letters sent and calls that were made (to whom and when).
Thank You Letters: 


Be sure to remember to send thank you letters to all people with whom you have met.  If you were unable to meet with the person, thank him/her for their consideration and ask if he or she knows of someone else you can contact.

NOTE:
Whichever route you take, be sure to keep a list of your activities, e.g., when you called/mailed materials, etc.  Always prepare to follow-up.  Often persistence pays off.
United States Cultural Notes
As you have no doubt discovered, United States culture and our way of getting things done is different from what you may be accustomed to in your home country.  Therefore, we have included below some information to prepare you for your professional development activities as well as your professional affiliation.  These cultural notes should assist you with your interaction with the U.S. professional world.

U. S. Business Practices

APPOINTMENTS
Punctuality
· Punctuality is highly emphasized in the United States. In some cities such as Chicago, New York and Washington, DC, extreme traffic can cause delays. Be sure to allow enough transportation time to get to your destination. If you are delayed, call and let your contact know.

· If you are invited to a meal, you should arrive promptly.

· If you are invited to a party, you can arrive a few minutes late.  If you will be considerably late, call your host and let him or her know.  

· If you plan to meet with someone professionally, you should call and schedule an appointment for the meeting.

· The workweek in the United States is usually Monday through Friday. The beginning of the work day can be 8:00am, 8:30am or 9:00 a.m. with the ending times around  5:00 or 6:00 p.m. depending on the organization. Most offices/departments at Cornell University are open for business from 8:00a.m. to 5:00p.m.
Full-time employees, on the average, work a minimum of 40 hours per week, but many people work overtime.  The work ethic is very strong in this country.  Therefore, it is not unusual to find individuals who work 60 or more hours per week.  And most do not get paid for those extra hours!

NEGOTIATING
· Business in the United States is done at lighting speed in comparison to many cultures. 

· U.S. professionals begin talking about business after a very brief exchange of small talk, whether in the office, at a restaurant, or even at home.

· Whether a colleague is a man or women should be ignored, except when it comes to 

 personal questions. Women should not be asked if they are married. If a women mentions that she is married, you should simply ask a few polite questions about her husband or children.

· The standard U.S. conversation starter is “What do you do?” - meaning What kind of work do
                   you do, and for whom? This is not considered at all rude or boring.

· Compliments are exchanged very often. They are often used as conversation starters. If you wish to chat with someone, you can compliment something that person has (e.g., clothing) or has done ( a work or sports-related achievement).

· Until you know a person well, avoid discussing religion, money, politics, or other controversial subjects (e.g., abortion, race, or sex discrimination).

· Some common topics of conversation are a person’s job, travel, foods (and dieting), exercise, sports, music, movies, and books.

· Most business people have business cards, but these cards are not exchanged unless you                  what to contact the person later.

· Your card will not be refused, but you may not be given one in exchange.
BUSINESS ENTERTAINING
· Business meetings are very often held over lunch and at times during breakfast. Luncheon meetings often begin at 12:00 noon and end at 2:00 p.m. Breakfast meetings can start as early as 7:00 am and normally conclude by 10:00 am.

· Dinner is the main meal; it starts between 5:40 and 8:00 p.m., unless preceded by a cocktail party.

· On weekends, many people enjoy brunch, a combination of lunch and breakfast beginning anywhere from 11:00 a.m. to 2:00 p.m. Business meetings can be held over brunch.

· When eating at a restaurant, the cost can be shared with friends. This is called “splitting the bill”, “getting separate checks”,or “going Dutch.”
· If you are invited out for business, your host will usually pay.

· If you are invited out socially, but your host does not offer to pay, you should be prepared to pay for your own meal.

· If you invite a U.S. counterpart out socially, you must make it clear whether you wish to pay.

· Before going to visit a friend, you should call ahead.

· Most parties are informal, unless the hosts tell you otherwise.

· If you are offered food or drink, you are not obligated to accept. Also, your host will probably not urge you to eat, so help yourself whenever you want.

· U.S. co-workers or friends will probably enjoy learning a toast from your country.

· The fork is held in the right hand and is used to spear food. The knife is used only to cut or spread something. To use the knife, the fork is switched to the left hand with the knife in the right.  Then to continue eating, the fork is switched back to the right hand.

· Some foods are eaten with the hand; take your lead from others, or if you are uncomfortable, do as you like.

· It is not considered rude to eat while walking; many people also eat in their cars (even while driving). There are many fast-food and drive-in restaurants.
· At a fast-food restaurant, you are expected to clear your own table.
TIME
Calendar Dates:  People in the United States write the month first, then the day, then the year. 

· For example, December 3, 2012, is written 12/03/12 or 12/03/2012
· This is very different from many other countries, where the date is written with the day first, the month second, then the year (December 3, 2012 is written 3.12.12)
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· The contiguous forty-eight states of the United States have four time zones. 
· New York State is in the Eastern Standard Time Zone, which is five hours behind Greenwich Mean Time (G.M.T. - 5).  The state of Hawaii is 10 hours behind G.M.T.; In most states, including Michigan, daylight savings time is in effect from mid-spring to mid-autumn.
Protocol

Greetings
· The standard greeting is a smile, often accompanied by a nod, wave, and/or verbal greeting.

· In business situations, a handshake is used. It is very firm. Weak handshakes are taken as a sign of weakness. Men usually wait for women to offer their hand before shaking.

· Good friends and family members usually embrace, finishing the embrace with a pat or two on the back.

· In casual situations a smile and a verbal greeting is adequate.

· If you see an acquaintance at a distance, a wave is appropriate.

· The greeting, “How are you?”  is not an inquiry about your health. The best response is a short one, such as “Fine, thanks.”
Titles/Forms of Address

              The order of most names is first name, middle name, last name (surname).

· To show respect, use a title such as Dr., Ms., Mrs. or Mr. With the last name. If you are unsure
·  of a woman’s marital status, use Ms. (Pronounced “Miz”).

· When you meet someone for the first time, use a title and their last name until you are told to do otherwise (this may happen immediately). Sometimes you will not be told the last name; in this case just use the first name or the nickname. Nicknames may be formal names which have been shortened in surprising ways (e.g. Alex for Alexandra, or Nica for Monica).

· Be sure your U.S. acquaintances know what you wish to be called.

· The letters Jr. stand for Junior and are sometimes found after a man(s surname, e.g. Jeff   

                        Morrison, Jr., or first name (e.g. Jeff Jr.). Both indicate that he was named from his father.

· The Roman numeral III, or IV indicates a third- or fourth-generation scion, with the same
            names as his predecessors (e.g. Patrick Evans III).

Gestures
· The standard space between you and your conversation partner should be about two feet. Most U.S. professionals will be uncomfortable standing closer than that.

· In general, friends of same sex do not hold hands. If men hold hands, it will probably be
             interpreted as a sign of sexual preference.

· To point, you can use the index finger, although it is not polite to point at a person. 

· To beckon someone, wave either all the fingers or just the index finger in a scooping motion with the palm facing up.

· To show approval, there are two typical gestures. One is the O.K. sign, done by making a circle of the thumb and index finger. The other is the (thumbs up( sign, done by making a fist and pointing the thumb upward.

· The “V-for-victory” sign is done by extending the forefinger and index finger upwards and apart. The palm may face in or out.

· The backslap is a sign of friendship.

· To wave good-bye, move your entire hand, palm facing outward.

· Crossing the middle and index fingers on the same hand has two meanings: either to bring good luck, or (when hidden) to indicate that the statement the person is making is untrue. Both gestures are used more often by children than by adults.

· There are many ways to call a waiter/waitress to your table: make eye contact and raise your eyebrows, briefly wave to get his or her attention, or mouth the word for what you want, such as “water” or “coffee”. To call for the check (bill), make a writing gesture or mouth the word “check”. 

· Direct eye contact shows that you are sincere, although it should not be too intense. Some people look away to show respect.
· When sitting, U.S. citizens often look very relaxed. They may sit with ankle of one leg on their knee or prop their feet up on chairs or desks.

· In business situations, maintain good posture and a less casual pose.

· When giving an item to another person, one may toss it or hand it over with only one hand.
Gifts
· Business gifts are discouraged by law, which allows only a $25 tax deduction on gifts.

· When you visit a home, it is not necessary to take a gift; however, it is always appreciated. You may take flowers, a plant, or a bottle of wine.

· If you stay in a U.S. home for a few days, a gift is appropriate. You may also write a letter of thanks.

· At Christmas time gifts are exchanged. For your business associates, you can give gifts that are good for the office, or liquor or wine. Most stores gift-wrap at Christmas.

· A good time to give a gift is when you arrive or when you leave. The best gifts are those that come from your country.

· Personal gifts such as perfume or clothing are inappropriate for women.

· Gifts for children are a good idea. As U.S. citizens tend to be wretched at geography, any gift that describes the location of your country is a good choice: a colorful map, an inexpensive globe, or even a balloon with a map on it.

· Business gifts are given after you close a deal. Unless the giver specifies a time at which the gift is to be opened (as may happen with a gift at Christmas time), gifts are usually unwrapped immediately and shown to all assembled.

· You may not receive a gift in return right away; your U.S. friend might wait a while to reciprocate. 

· Taking someone out for a meal or other entertainment is a common gift.
Dress
· In cities, conservative business attire is best.

· In rural areas and small towns, clothing is less formal and less fashionable.

· When not working, dress casually. You may see people dressed in torn clothing or in short pants and shirts without sleeves.

· If you wish to wear traditional clothing from your country, feel free to do so.
 





CORNELL UNIVERSITY      


HUBERT H. HUMPHREY FELLOWSHIP PROGRAM 


2014-15 


PROFESSIONAL DEVELOPMENT GUIDE












































