
 
 

Career Planning Checklist: Achieving Success in the 
Virtual World 

A Resource for First-Years, Sophomores and Juniors 
First and foremost, during all this change, it is important to take care of yourself and your own well-

being. As you are able to continue your career preparation in the coming weeks, this is a list of 

actions we suggest you take to move forward with your career planning in a digital environment. 

• Develop and update your resume. Review resume resources on Handshake, including 

sample resumes for each Career Pathway. Add experiences from this year, such as relevant 

coursework, work or internship opportunities. 

 

• Connect with your career advisor and use the CAC’s resources. You can make a virtual 

appointment on Handshake to meet with an advisor via phone or video. Access career 

planning resources on Handshake, register for upcoming webinars and virtual events, and 

keep up to date with Career Pathway Newsletter emails every other Tuesday. 

 

• Build your network through virtual connection. Read about how to create and maintain 

connections in career fields of interest to you. Create a LinkedIn account and connect with 

the people you know, then search for alumni on LinkedIn who have careers you are 

interested in or who have similar interests. Also see this informative post “30 Things College 

Students Should be Doing on LinkedIn Right Now.” 

 

• Conduct virtual informational interviews on platforms like Zoom or Skype, or even a 

phone call. Do you have a family friend, relative or other contact who does work you’re 

interested in? Have you connected with alumni or other professionals on LinkedIn? Ask if 

they have time for a virtual “informational interview” to learn more about their career and 

how to gain experience and skills applicable to the field – it’s a great way to add someone to 

your network!  

 

• Identify opportunities for summer or fall. Find jobs and internships in Handshake, part-

time local jobs like babysitting and tutoring in QuadJobs, additional internships 

on Internships.com, or volunteer opportunities on Volunteer Match. Considering pursuing a 

Fall 2020 or Spring 2021 internship for credit (for rising juniors and seniors)? Get the process 

started by completing the Internship Interest Survey and talking with your faculty advisor 

about when it might work for your academic schedule Learn more about academic (for-

credit) internships here. 

 

https://lakeforest.joinhandshake.com/articles/10683
https://www.lakeforest.edu/careers/handshake/
https://app.joinhandshake.com/schools/792/articles
https://app.joinhandshake.com/schools/792/articles
https://app.joinhandshake.com/events
https://lakeforest.joinhandshake.com/articles/10678
https://lakeforest.joinhandshake.com/articles/10678
https://lakeforest.joinhandshake.com/articles/12221
https://app.joinhandshake.com/mass_emails/562261/search%20for%20alumni%20on%20LinkedIn
https://www.linkedin.com/pulse/30-things-college-students-should-doing-linkedin-right-babbitt/
https://www.linkedin.com/pulse/30-things-college-students-should-doing-linkedin-right-babbitt/
http://www.lakeforest.edu/live/files/4607-career-milestone-guide-conducting-an-informational
https://lakeforest.joinhandshake.com/
https://www.quadjobs.com/student
http://www.internships.com/
https://www.volunteermatch.org/
http://email.mail.joinhandshake.com/c/eJw9UNtuhSAQ_Bp9q2EBFR58OD2NP9APMFyWI62IAez3F08vyW6ymZlMZsdOQhgtWj9RApIA9DASSqGDTlA-81ncuOSU3--vDSdB-a37iH5f1W7zqj6xMzG06-SYcBIBuBtBGRjEYDShsteKsX500G7TWsqRG3Zr6FxHHUeXg0olr4jlcqmgrutiuk7uKAgmHWd25JIOikG1AXA4ak2Jbth8lrDkeCaDDXsLKuflioepocNFBbT-DJXCC_4FjQqH8o-9wuful6LSAwva5anJf6K4F9xL1TAyABnaNB0Jv3zBWsFWn64ZMZcO7dmWaZT05d2sMW7tfyvLM87TdPF2-rH5BtYqc9w?utm_source=mass_mailer&utm_medium=email&utm_campaign=uni_targeted_emails
https://www.lakeforest.edu/careers/internships/for-credit-internships/


 
 

• Plan ahead for graduate school if you are considering continuing your 

education. Conduct research on programs of interest, requirements, and any standardized 

tests you will need to take to qualify. 

 

• Have you accepted an internship? Post it on LinkedIn to continue building your 

professional presence online. Don’t forget to @mention the company and Lake Forest 

College. 

 

 

 

 

Additional Resources 

• Consider completing remote micro-internships to gain experience and add to your 

resume. You can find paid opportunities through Parker Dewey's micro-internship platform. 

These micro-internships can be conducted remotely and last anywhere from 5 to 50 hours. 

• Complete trainings to round out your skills and make yourself marketable in applications. 

Check out the Microsoft 365 Training Center to brush up on your skills with Excel, Word, 

PowerPoint, Outlook, SharePoint and more. Try out Excel Exposure for more free Excel 

training. Explore Trailhead Salesforce Training for a fun way to learn Salesforce, a common 

customer-relationship management service used in marketing, sales and other fields. You can 

also take courses related to Presentation Skills, Interviewing Strategies, Equality and 

Inclusion, Management, Google Analytics, GitHub, App Building, Reports and Dashboards 

and so much more! 

• Get inspired by these TEDx Videos: Designing your Personal Brand, How to find and do 

work you love, and Three Questions to unlock your authentic career 

https://www.lakeforest.edu/live/files/5068-posting-an-update-on-linkedin
http://email.mail.joinhandshake.com/c/eJw9kEuOgzAQRE8DuyDTNgQWXkRCXCAHQI3dCZ5gG9lm0Nx-nM-M1KtXpVJVa9l1au5KI4EBYxxE3TLO-6quoL50I4x1PTSDACEKwSyatfryxi3odFzwQZXytlykODPec7xhywhAt7prW2gEwMxnrXEuV7mktMWCXwoY8x3HUW0YHhQ0HfTzjMlUYSAKpxV3pxYK2T6uPhR86Ato92Sn6PegKAOLMU7POhQ-kiVtdpsleuIPVGg3NHeX8e7MlDDcKZGeXp6YTe_4mv35vUvkUkZN0zHRlEFugb5Norx-zXtvPlBMFem9TPLcw-mqFu_X8v8h06vZK38yWr5jfgEB8nS7
https://support.office.com/office-training-center?redirectSourcePath=%252fen-us%252farticle%252fOffice-Training-Center-b8f02f81-ec85-4493-a39b-4c48e6bc4bfb
https://excelexposure.com/lesson-guide/
https://trailhead.salesforce.com/en/home?msclkid=c4e037b486421d394b9869357b507d3b&utm_campaign=1BS_RMKT_Trailhead_US_Search_Salesforce&utm_content=Salesforce_Remarketing&utm_medium=cpc&utm_source=bing&utm_term=Learn+Salesforce
https://www.youtube.com/watch?v=Alqt7pIbp_o
https://www.youtube.com/watch?v=jpe-LKn-4gM&feature=youtu.be
https://www.youtube.com/watch?v=jpe-LKn-4gM&feature=youtu.be
https://www.youtube.com/watch?time_continue=2&v=vMiSf7LpFQE&feature=emb_title

