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Bl Welcome

Dear Toppel Partner:

Thank you for your interest in the Toppel Career Center and the University of Miami. This
manual has been designed to assist you and your organization in your recruiting efforts at the
University. Within these pages, you will find information ranging from on-campus interviews
and career fairs to parking and important faculty contacts. Please take some time to review the
book, as it will give you a head start when planning your recruiting strategy.

The University of Miami has over 15,000 students: 10,190 undergraduate and over 5,000
graduate/professional students. The University's diverse population is beneficial to you in your

recruiting efforts. Here are some reasons why the University of Miami is a valuable recruiting source

for you:

TheUni ver sity of Mi ami

Is a private research university dedicated to excellence; student to faculty ratio is 13:1
Is comprised of a diverse student populatioB8% Hispanic, 10% Black7% Asian
(undergraduates)

U.S. News & World Report’s 20091 Amer i c @dd$ eBestdo r anki nlgs
in the nation, 5 spots up from No. 66 judix years ago

Hosts two annual career expos with more than 200 employgashand 2,000 studentand
alumni; also hosts a variety of industrgpecific career fairs

Offers emplogrs opportunities to get involved in student career development events
Prepares students for the world of work througinograms advising, and training

Among our services are free on-line job and internship postings through CaneZone, on-campus
recruiting, career expos & fairs, faculty collaboration and much more. Our main goal is to
provide recruiters with the best possible service when using our center. We strive to be as
flexible as possible to make your experience successful — just let us know what you need!

Once again, thank you for your interest in the Toppel Career Center and the University of Miami
student body. We look forward to our ongoing partnership with your organization.

Sincerely,

CQ%

Christian Garcia
Director

pl ac
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The Toppel Career Center

Office Hours

Monday — Friday 8:30 AM -5:00 PM

Feel free to contact our staff with any inquiry. Below is a list of each staff member and

their respective role within the Center.

Christian Garcia, Director
(305) 284-5451

Employer Relations

Aileen Lopez, Employer Relations Coord.

(305) 284-8593

Jacqueline Johnson, Sr. Business Consultant

(305) 284-5451

On Campus Recruiting
Natalie de Rojas, Assistant Director
(305) 284-1822

Internship Services
Kyle Ann Phillips, Assistant Director
(305) 284-1816

Career Events
Veronica Soto, Assistant Director
(305) 284-1820

Email: christian@miami.edu

Email: ailopez@miami.edu

Email: jacqueline.johnson@miami.edu

Recruiting Services
Email: derojas@miami.edu

Internships & Graduate School Preparation
Email: k.phillips@miami.edu

Career Events
Email: veronica@miami.edu

Career Development & Outreach Programs

Alicia Rodriguez, Associate Director
(305) 284-1819

Megan Garber, Assistant Director
(305) 284-1818

Eddy Cruz, Assistant Director
(305) 284-5023

Frits Bigham, Assistant Director
(305) 284-5451

Career Library/Front Desk
Lili Jimenez
(305) 284-5451

Career Development
Email: alrodriguez@miami.edu

Career Development & Outreach
Email: m.garber@miami.edu

Graduate Student & Alumni Programs
ecruz2@miami.edu

Career Development
Email: fhigham@miami.edu

Career Information Specialist
Email: ljimenez@miami.edu
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1] University of Miami Student Profile

One of the reasons recruiters keep coming back to the University of Miami is because of the
diversity we offer in terms of students and academic programs. Below is a profile of our students
and the University. For more detailed information, please contact us at (305) 284-5451 or visit
our Fact Finder website at www.miami.edu/facts.

Enrollment (latest available data):
A 15,323 Total Students
10,422 Undergraduates
4,901 Graduate & Professional students
1,527 International students
51% Female - 49% Male
Undergraduate Racial/ethnic distribution:
A 7% - Asian
A 10% - Black
A 28% - Hispanic
A 55% - White

> >

T I I >

12 Academic Schools/Colleges:
Architecture
Arts & Sciences
Business
Communication
Continuing Studies
Education
Engineering
Frost School of Music
Law
Marine & Atmospheric Science
Miller School of Medicine
Nursing & Health Studies




UNIVERSITY

TOPPEL CAREER CENTER

J Posting a Job/Internship

There are several effective ways for your organization to recruit University of Miami students
and alumni. We recommend utilizing a variety of strategies to accomplish your recruiting needs.
Below is an explanation of each option.

(1) Online Job and Internship Listings

Through the CaneZone online career management system, your company has access to an

extremely diverse group of academically talented students and alumni. Employers who would

like to list open positions for University of Miami students and alumni must do so through the
system. The listings are available online 24 hours a day to all University of Miami students and
alumni. Students, alumni and employers can then communicate through the CaneZone system.
When you post, you choose whether you would like to receive resumes via email or have them
stored on your CaneZone account. There isno charge to post and you can list as many postings
as youb6d like (i f approved)

In order to post a job/internship, you must first register with our CaneZone Career Management
System. Please follow these steps to register:

o To register on CaneZone, visit www.hireacane.com. Click on New Users in the
CaneZone box and fill out the form. We will email you back with your username and
password which will allow you to access the system.

e To post your job/internship, simply log on, click on Postings and select Add New.
Repeat the process if you have more than one position.

e Once you have posted your job online, it wil
by a Toppel Career Center staff member. If approved, your job will be immediately
available for our students to view. If it is not approved, we will notify you with the
reason.

(2) On Campus Interviewing*

In order to request an On Campus Recruiting schedule, log in to your CaneZone account and click
on “Create New Schedul eOndyou scledule i5 appuoved you muspu i ¢ k
then submit an updated position description(s) and be sure to indicate all of the minimum criteria
for the position, including work authorization status. Please note that a minimum of 15 business
days is required to set up your interview date(s) in order to effectively market your visit to
students and alumni. We highly encourage you to explore conducting an Information Session
prior to your interview date and ask about other on-campus marketing opportunities. The Toppel
Career Center provides a complimentary catered lunch and free parking to all recruiters on the day
of your interviews. Information about local accommodations and other logistics will be provided at
the time of your registration. Because we are working with a large number of companies and
students, the Toppel Career Cen may not be able taccommodate late cancellations or last
minute changes to your event. If you must make adjustments, please cddtdatie de Rojass
soon as possible at 3a2B4-1822.

*Student Cancellation and No-Show Policy

The Toppel Career Center * s On Campus |Interviewing policies were created to assi st
good work habits in achieving the student’'s car eer tudettsaridgstadhi | e meet i
that interview cancellations are strongly discouraged and no-shows are unacceptable and that we expect the same of the recruiters. A student with

multiple no-shows loses his or her ability to utilize the system until a meeting with a staff member is conducted to reinstate those privileges.
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3 Internship Services

Definition

A successful internship combines practical work experience with a structured learning
experience. Work is substantive and supports academic and career goals. There is a supervised
effort to promote critical thinking, observation and reflection, which foster intellectual, personal
and professional development.

How Can An Employer Benefit?
Many supervisors simply enjoy sharing their expertise and savvy in their roles as professional
mentors. In addition, some tangible benefits include:

« Year-round source of highly motivated pre-professionals

« Quality candidates for temporary or seasonal positions and projects

« Freedom for professional staff to pursue more creative projects

« Flexible, cost-effective work force not requiring long-term employer commitment

. Proven, cost-effective way to recruit and evaluate potential employees

How Does It Work?

As a sponsoring organization, you can offer substantive work experiences that support student s ’
academic and career goals. Students at the University of Miami realize the importance of

gaining valuable practical experience from internships. They seek internships locally during the
Fall and Spring semesters and nationwide during the summer months.

The University of Miami, described as a major research university set in a tropical garden,
enjoys a well-earned reputation for academic excellence, cutting-edge research, outstanding
students, and renowned faculty. More than 15,000 undergraduate and graduate students from
around the world call UM home during the academic semesters. The University's 12 colleges and
schools offer 150 undergraduate, 130 masters, 60 doctoral and two professional areas of study.

The staff of the Toppel Career Center believes that quality internships are an extremely effective
way for organizations to test, train, and recruit potential full-time employees while, at the same
time, offering students an opportunity to learn and gain practical work experience. We are
committed to assisting organizations in their efforts to recruit University of Miami students for
internship positions.

Students at the University of Miami are encouraged to use the CaneZone system to find
internships. Registration is very simple.

In order to post an internship, you must first register with our CaneZone Career Management
System. Please follow these steps to register:

e To register on CaneZone, visit www.hireacane.com. Click on Register and fill out the
form. We will email you back with your username and password which will allow you to
access the system.

e To post an internship, simply log on and click on Postings and select Add New. Repeat
the process if you have more than one position.
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e Once you have posted your internshipon | i n e, it owi || be placed i
reviewed by a Toppel Career Center staff member. If approved, your job will be
immediately available for our students to view. If it is not approved, we will notify you
with the reason.

Our students view the new listings daily. You may also use the Toppel Career Center interview
suites to schedule on-campus interviews with candidates and host information sessions.

What Is Expected of Internship Supervisors?
We expect you to provide career-related work experiences that are of sufficient challenge to
college-l evel student s. I n addition to providing
mi ssion, we also hope you activel gneshoalpsmor t t h
heart for the professional development of others should be assigned to supervise the student.
That person should:

« Provide a clear job/project description for the work experience

« Orient the student t o t hrevorloassignmenti(sg ati on, it

« Assist the student in developing/achieving personal learning objectives

. Offer feedback to the student on a regular basis

« Complete formal written evaluations throughout and at the conclusion of the work

experience

Must An Internship Be Paid?

In order to comply with Federal Labor Laws, internships must either be paid or for academic
credit if they are at a for-profit agency. Non-profits and government agencies may host interns
without awarding any compensation. If you are offering an internship for academic credit, it is
the responsibility of the student to seek approval for academic credit from the appropriate
academic department prior to accepting an internship for credit. The Toppel Career Center
does not award nor arrange for academic credit.

We encourage all companies and organizations to consider offering compensation. This will
help you attract more quality candidates, as well as solidify time commitments from interns.
Many students work their way through college and often give up a paying part-time position to
take an internship, so receiving some form of remuneration is appreciated. Average hourly pay
for interns ranges from $8-$16 an hour.

Work hours for interns during the Fall and Spring semesters should be in the area of 15-20 hours
per week and can reach up to 40 hours per week during the Summer. Employers are encouraged
to be flexible during times such as midterms and finals.

Hosting An Intern Is The Smart Choice

Expertise Most students schedule their internships relatively late in their degree programs.
They bring with them the academic preparation of an almost completed degree. They will be
well read in current theory and practice as a result of their coursework.

Energy. Interns come full of energy and ideas. They are eager to learn, be challenged, and
contribute. An intern can be a great catalyst for new ideas and organizational growth.

Trial Period. Researchers in employment trends are finding a consistent pattern in hiring
practices spread across all sizes of firms and agencies. Increasingly, employers are looking to
their former interns when they seek to hire new professionals. They hire their interns with the



benefit of having had a trial period. Familiarity with the organizational culture and job
responsibilities ensures an institutional fit for both the employer and the intern.

Contribution. As the host, you are making an important contribution to American higher
education. You are educating the intern on the practical application of their field. Your guidance
and supervision can help steer their development at a crucial time in their academic and
professional careers.

Characteristics of a Successful Internship
Students that have reported having excellent internship experiences have cited the following
common characteristics:

A Orientation program A formal or informal orientation program was provided which
included a tour of the facility, introduction to co-workers, review of policies and procedures
and familiarization with the company structure, philosophy and culture.

A Expectations establishexpectations regarding performance and behavior established and
clearly articulated by the supervisor.

A Active participation.Whether their project involves working with clients, coworkers, or
alone, interns want to be involved! Involving them in many projects allows them to learn
quickly, which benefits everyone.

A Challenging assignmentsAssignments that utilize the interns full range of skills and
abilities (75% of duties were career related and no more than 25% of duties were clerical).

Toppel Internship Program (0-credit transcript notation)

For students who have already secured an internship, the Toppel Internship Program will provide
a 0-credit transcript notation that will be visible on University of Miami transcripts. The
University of Miami Internship (UMI) course, offered fall, spring, and summer, will allow
students to have work experience related to their major, career path, or possible career
path/interest and it will provide recognition of the internship experience on an official transcript.

Types of Internships:

Students can either participate in a Part-Time Internship or a Full-Time Internship.

Part-Time Internships will require at least 160 working hours. This is usually completed while
maintaining a full academic course load (at least 12 credits) during any given semester. (UMI
105, 205, 305, 405 & 605)

Full-Time Internships require at least 320 working hours. This is usually completed while the
student is taking the summer semester off from an academic course load. Registering for this
course can allow for students to work a full-time internship experience. (UMI 110, 210, 310, 410
& 610)

Students participate in the Toppel Internship Program for many reasons:

o To receive official University recognition for the internship

e To demonstrate a commitment to career development



e To develop stronger career-related skills and become a more knowledgeable and
competitive candidate for future jobs and internships

o To evaluate the internship site for future UM interns

o To communicate to the employer that the internship experience is sponsored by the
University

Required Documents:
In order to measure and evaluate a meaningful learning experience, students and employers will
be responsible for the following documents in order to receive 0 credit transcript notation:

o Toppel Internship Program contract with Goals and Learning Objectives
e End of Internship Student Evaluation and Reflection

e End of Internship Employer Evaluation

Students will also need to attend a MANDATORY ORIENTATION SESSION prior to
beginning the internship, a mid-way evaluation during the internship, and a MANDATORY
REFLECTION SESSION at the completion of the internship.

How to get involved:

If you are interested in learning more about the Toppel Internship Program, please visit
www.miami.edu/toppel/internships or contact Kyle Anne Phillips at 305.284.1816 or toppel-
internships@miami.edu for further assistance.

*NOTE: Transcript notation cannot be filed retroactively
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Career Expos & Events

The Toppel Career Center hosts a variety of career events in coordination with academic departments.
We host a Career Expo each semester which serves as the kick-off to the recruiting season. Below is a
description of each event. Events can be accessed at www.miami.edu/careerevents/employers

Event Name

Description and Focus

Fall Career Expo
Septembed6, 2009

Expo is a one-day recruiting event designed to facilitate networking
opportunities for students, alumni and employers. Expo is inclusive of all
industries and companies recruit for full-time and internship positions.
Expo is divided into two sections: Technical and General. Fall Expo
serves as the kick-off to our recruiting season and many companies build
their on-campus interviewing schedules during the event.

Contact: Christian Garcia

Accounting Career Fair
October2, 20®

This fair is specifically focused on accounting firms and other
organizations interested in recruiting accounting majors.
Contact: VeronicaSoto

Green Career Fair
October 202009

This fair is an opportunity for companies with a green initiative or
environmental organizations to recruit candidates from a variety of
backgrounds seeking green collar positions.

Contact: Veronica Soto

Non-Profit and
Government Career Fair
November 3, 2009

This fair is the perfect opportunity for non-profit and government
agencies to meet with and recruit high-quality candidates from a variety
of backgrounds for their organization.

Contact: Veronica Soto

Spring Career Expo
February 10, 2010

Expo is a one-day recruiting event designed to facilitate networking
opportunities for students, alumni and employers. Expo is inclusive of all
industries and companies recruit for full-time and internship positions.
Expo is divided into two sections: Technical and General. Spring Expo
serves as the kick-off to our recruiting season and many companies build
their on-campus interviewing schedules during the event.

Contact: Christian Garcia

Nursing and Health
Sciences Career Fair
February, 2010

The Nursing and Health Sciences Career Fair was created for
organizations to recruit nursing and health sciences students from the
diverse, well-qualified, and experienced student body at the University.
Contact: Veronica Soto

Education Career Fair
March 1, 2010

A one-day recruiting event organized to assist prospective teachers in
obtaining positions in the field of Education. The Fair is typically
followed with on-campus interviewing in the Toppel Career Center.
Contact: Veronica Soto

Architecture Career Fair
TBD

This evening fair, organized in collaboration with the School of
Architecture, assists students in seeking architecture internships and full-
time employment. Architecture firms are encouraged to conduct on-
campus interviews the following day.

Contact: Veronica Soto

*Event dates are subject to change.
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3 Tips for a Successful Career Expo/Fair Experience

Know Your Audience

Knowing the student demographics and population characteristics is important. Please refer to this

handbook or visit www.miami.edu/facts

1. Send Your Alumni Back to Campus
University of Miami alumni are proud of their institution and love to return to their alma mater.
Alumni who are outstanding communicators are great representatives for your organization.

2. Attend Expo or a Career Fair Even If You’re Not Hiring — Maintain Your Presence
Even though your organization may not be hiring, it is very important that you maintain a
consistent campus presence. Students are attracted to those companies that have shown a
commitment to the University. Be honest with students about your hiring need but explain
potential future opportunities.

3. Your Campus Team Should Reflect Organizational Diversity
UM’s student body is rich in diversity which
Homogeneity in a recruiting team may cause suspicion or wariness among students of color.

4. Staff Your Booth Appropriately—Prepare for the Peaks and Valleys
As you arrive, you will notice students eagerly gathered outside of the venue, but at other times,
there are fewer students. Design an overlapping shift schedule so there is always adequate
staffing at your booth and make sure you stay until the end!

5. Integrate High Tech and High Touch
Multimedia displays and impressive technology will attract students to your booth; however,
remember to complement the display with knowledgeable team members! Avoid simply telling
students to visit your website. Collect resumes even if applicants must apply online. Collecting
resumes shows interest and makes a favorable impression.

6. Give-a-ways Attract Job Prospects
Branding and recall go a long way. Identify a give-away that will generate interest and link it to
your recruiting message. Always have enough to make it through the day.

7. Be Very Careful About Shipping Materials and Have a Back-Up Plan
We provide instructions about shipping in your confirmation materials and on our website;
however,youshoul d al ways have a Plan B in case your
recruiters recommend carrying 50 or so copies of your materials with you, just in case.

8. Pursue Several Goals While at the Career Fair
Make your time in Miami as productive as possible! In addition to attending the fair, schedule
opportunities to meet with key people on campus. Faculty members and relevant student
organizations may all be valuable resources towards your recruiting efforts. You may also
choose to schedule on campus interviews the day after the fair or in the weeks following it.
Follow Up—Follow Up—Follow Up
Once you've attracted a quality group of pro
keep them interested. Determine your follow-up strategy, prior to the fair.

Note: This tip sheet was condensed from an article in the August 1, 1997, issue of Spotlight, with permission
of the National Association of Colleges and Employers, copyright holder.
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3 Establishing a Campus Presence

A successful campus visit is the result of an effective marketing campaign for your company.
This is especially true for those organizations that have never recruited on campus. There are
many ways for your company to promote its visit. Below are some of the methods used by most
organizations.

1. ADVERTISE! If you attend the Fall and/or Spring Career Expos or industry specific fairs,
you may choose to advertise in the Expo Company Profile Booklet so that your company will
stand out among the others and increase traffic at your booth. You may also advertise in the
Career Column e-newsletter which is sent out to students and alumni weekly. Contact
Christian Garcia at 305-284-1815 or christian@miami.edu for rates and details.

2. OUTREACH! Utilize the faculty and staff and student organizations listed in this handbook.
Making contact with a faculty member is an effective way to get the word out to students
about your visit. Developing these relationships will definitely make a difference in your
recruitment strategy. Student organizations are another resource available to you. Toppel
staff members can assist you in making these contacts.

3. INFORMATION SESSIONS! Before your interviews, make sure to schedule an
Information Session (usually the day before). These sessions are a great way to educate
students on your company and allow for networking. If this is your first time on campus,
hosting an Information Session is crucial.

4. ATTEND A CAREER FAIR! The Toppel Career Center hosts a variety of job fairs to assist
students in networking with recruiters from a variety of industries. While these events are not
aimed at securing an employment offer, they are a great way to begin the recruiting process.

5  BEVISIBLE!Don’'t just r ecr ui-tmakeyou meserce kyoreal o n ¢ a my
year round by conducting workshops, hosting receptions and more. With the large number of
companies we work with, you don’t want stude

6. PARTNER! Become a Toppel Partner by sponsoring an interview suite or assisting with
some other program/service. By becoming a partner you will establish a strong presence on
campus, but more importantly, you will be providing direct support to our students.

Campus Media Telephone
UMTV 305-284-UMTV
Miami Hurricane 305-284-4401

WVUM Radio 305-284-3131



In addition to the above marketing efforts, below are some programs that have been successful
for both employers and students. These programs offer you the opportunity to be visible, lend
your expertise, and show your commitment to the University of Miami student body.

Career Development Series

Each semester, the Toppel Career Center presents a special series of programs, which focus on
students’ career interests. These pelomgr ams
career skills and in learning about specific professional fields. Samples of previous programs

include: Negotiating Your Salary, Dress for Success, Employment Strategies for International

Students, Networking Made Easy, and Mastering the Behavioral Interview.

Company representatives are invited to participate in the Career Development Series and share
their expertise on job search skills and career opportunities. These programs have proven to be
successful in helping students and alumni discover how their degree from the University of
Miami can assist them in securing full-time professional employment. To be a part of the Career
Development Series, contact Ali Rodriguez at alrodriguez@miami.edu or 305-284-1819.

Employer-In-Residence Program
Do you want to increase your presence on campus While helping our students at the same time?
If so, the Employer-in-Residence Program provides an opportunity for students to meet with
recruiters one-on-one and seek any of four types of assistance from the employer:

1. Mock Interview (help students sharpen their interviewing skills)

2.l nformati onal Il nterview (answer students’

3. Resume Review (give students tips on creating a winning resume)

4. Job/Internship Inquiry (tell students about the different opportunities within your company)
The benefit to you is name recognition and the ability to spend one day spreading the word
about your organization on a one to one personal level. Each appointment is 30 minutes long and
we handle all the scheduling for you. In addition, lunch is provided!
For more information and to schedule your day, contact Natalie de Rojas at derojas@miami.edu
or 305-284-1822.

EPIC (Employer Practice Interview & Critique) Program

Would you like to help students improve their resume writing and interviewing skills? Come
join the Toppel Career Center at the University of Miami for a day of mock interviews and
resume critiques! The EPIC Program (Employer Practice Interview & Critique Program) is
typically held the week before Career Expo from 9am to 4pm in the Toppel Career Center.

Mock Interviews take place in the morning from 9am-12pm. Each employer will have three
slots (9am, 10am, and 11am) to interview a total of three candidates. Lunch is provided in the
Toppel Career Center for all employer participants. Resume critiques take place in the afternoon
from 1pm-4pm and each employer will have six half-hour slots.

To participate in any of these programs or to discuss other ways in which your organization
can be more involved on campus, please call us at-38%5451.
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] Professional Student Organizations

Ad Group — School of Communication
Purpose: To stimulate interest in the advertising world outside of the classroom and to provide a better
understanding of the functions of the field.

Alpha Kappa Psi — School of Business Administration

Purpose: To provide business majors with the opportunity to increase their knowledge and understanding
of the business world while simultaneously developing the leadership, teamwork, networking, and
interviewing skills necessary to succeed in

American Association of Pre-Dental Students — School of Arts and Sciences
Purpose: Helps pre-dental students gain practical experience in the field through lectures, volunteer
activities, and observation.

American Institute of Aeronautics & Astronautics — School of Engineering
Purpose: Dedicated to the development of engineering and science in aerospace and aviation.

American Institute of Architecture Students — School of Architecture
Purpose: To promote the appreciation of architecture and its related disciplines.

American Medical Student Association — School of Medicine
Purpose: To serve as a forum for discussion of health issues and to promote programs that enhance
healthcare.

American Society of Civil Engineers — School of Engineering
Purpose: To enhance the quality of life worldwide by advancing professional knowledge and to improve
the practice of civil engineering.

American Society of Mechanical Engineers — School of Engineering
Purpose: To promote the field of mechanical engineering and to help develop the professional skills of its
members.

Architectural Engineering Institute — School of Engineering
Purpose: To educate students on the importance of architectural engineering and makes them aware of
their role in construction projects.

Asian American Student Association
Purpose: To promote the unity of Asians from different nationalities and backgrounds and to foster
leadership in the Asian community.

Association of Cuban-American Engineers — School of Engineering
Purpose: To promote the advancement of Cuban-American engineers in employment and education; and
develops participation in programs which benefits students seeking technical degrees.

Audio Engineering Society — School of Music

Purpose: To promote educational and scientific knowledge in audio engineering and to advance the
science in both theoretical and practical application.

15
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Beta Alpha Psi Accounting Fraternity — School of Business Administration

Black Nursing Student Association — School of Nursing
Purpose: To provide students the opportunity to become involved with issues and services relevant to the
health and welfare of the community at large.

Council of International Students and Organizations
Purpose: To promote and defend the interests of all international students and international student
organizations, and integrate the international student with campus life and the community.

Delta Sigma Pi — School of Business Administration
Purpose: To promote closer affiliation between commercial world and students of commerce, to work to
further a higher standard of commercial ethics and civic welfare in the community.

Engineering Advisory Board — School of Engineering
Purpose: To serve as the umbrella organization for engineering student organizations.

Entrepreneurship Club — School of Business Administration
Purpose: To provide students with the opportunity to interact with business professionals and apply what
is learned in the classroom in a real world setting through consulting.

Florida Collegiate Music Educators National Conference — School of Music

Purpose: It relays to students the privileges and responsibilities of the music education profession and
provides members with opportunities to become acquainted with leaders in the music education
profession.

Florida Engineering Society — School of Engineering
Purpose: To promote and defend the professional interests of all engineers in the state if Florida.

Golden Key International Honor Society
Purpose: Golden Key International Honor Society acknowledges exceptional ability to perform at a high
academic level and recognizes, by invitation only, the top 15% of juniors and seniors in all fields of study.

Institute of Industrial Engineers — School of Engineering
Purpose: To promote the industrial engineering profession.

Music & Entertainment Industry Students Association — School of Music
Purpose: To help students improve their networking and communication skills in the music industry.

National Association of Black Accountants — School of Business Administration
Purpose: To enable minority students to maximize their career potential in the accounting field.

National Association of Black Engineers — School of Engineering
Purpose: To develop programs designed to assist in the recruitment, retention, and advancement of Blacks
and other minorities in engineering.

Phi Alpha Delta — Pre-Legal Society
Purpose: To promote interest in the legal profession by exposing students, from all fields of study, to
mock trial competitions, law school events, and guest speakers.

Public Relations Student Society of America — School of Communications
Purpose: Encourages the understanding of current theories and procedures in the practice of public
relations.
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Society of Professional Hispanic Engineers — School of Engineering
Purpose: To promote the advancement of Hispanic engineers and scientists.

Society of Manufacturing Engineers — School of Engineering
Purpose: To provide student with knowledge and experience in the field; and stimulate interaction
between students, industry, and the university for the advancement of manufacturing engineering.

Strictly Business Association — School of Business Administration
Purpose: To cater to the needs of the minority student population within the business school and provide
members with experience through seminars, lectures, service, and internships.

United Black Students
Purpose: The organization focuses on uniting the black student community on campus by enhancing
social and cultural interaction.

University of Miami Filmmakers’ Association — School of Communication
Purpose: To generate and enhance cinematic knowledge and experience of students interested in film.

University of Miami Society of Composers, Inc — School of Music
Purpose: To give realistic and creative insight to student composers into the professional world of music.

Women in Business — School of Business Administration
Purpose: To provide students the opportunity to meet, learn, and network with successful business
professionals.

Not all student organizations are represented on this list, only those typically requested by recruiters. For
organizations not listed please contact the Department of Student Activities and Leadership Programs at
305-284-6399 or by e-mail at student-activities@miami.edu or view the complete list at
http://www.sa.miami.edu/coso/list/search.aspx
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Calendar of Events

FALL SEMESTER 2009

August 26
September 1
September 16

October 2
October 17
October 20
November 3
November 27-30

December 5

SPRING SEMESTER 2010

January 20
February 10

February, 2010
March 1, 2010
March 14-22
TBD

May 1

Classes Begin

Labor Day — No Classes

Fall Career Expo

On-Campus Recruiting Begins
Accounting Career Fair

Fall Recess — No Recruiting

Green Career Fair

Non-Profit and Government Career Fair
Thanksgiving Recess — No Classes

Classes End

Classes Begin

Spring Career Expo

On-Campus Recruiting Begins
Nursing & Health Sciences Career Fair
Education Career Fair

Spring Break — No Recruiting
Architecture Career Fair

Classes End
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The Ziff Graduate Career Services Center
School of Business

While the Toppel Career Center serves as the primary university career center, graduate business
students are serviced by the Ziff Graduate Career Services Center in the School of Business.

The Ziff Graduate Career Services Center, located on the 1% Floor of the Jenkins building in the
School of Business, is the primary career planning and placement office for MBA students and
alumni.

The Ziff Center has its own section on the CaneZone online job and resume posting system,
accessible to University of Miami graduate business students and alumni who are conducting job
searches. Along with all of these services and programs, Ziff also hosts On-Campus Interviews
and Information Sessions for companies that are actively hiring for full-time positions.

For more information, please contact:
Alex Pons, Director
Phone: 305-284-6905
Email: apons@miami.edu
www.bus.miami.edu/plcmt/

The School of Law Career Planning Center
Law students are serviced by the School of Law Career Planning Center. Any inquiries regarding
services for law students should be directed to that office.

Diane Quick, Director

Phone: 305-284-2668

Email: dquick@law.miami.edu
www.law.miami.edu/cpc/

19


mailto:apons@miami.edu

UNIVERSITY

TOPPEL CAREER CENTER

-} Additional Contacts: Administration

University Administration — Officers
President
Executive Vice President and Provost

Sr. Vice President for Business & Finance and Chief Financial Officer

Sr. Vice President for Medical Affairs and Dean,

School of Medicine

Vice President, General Counsel, and Secretary of the University
Vice President for University Advancement & External Affairs
Vice President for Student Affairs

Vice President for Medical Administration

Vice President and Treasurer

Vice President for IT

Vice President for Human Resources

Vice President for Real Estate and Facilities

Vice President for Business Services

Vice President for Government Affairs

Vice President for Enrollment Management and Continuing Studies
Associate Vice-President & Controller

Vice President for Special Projects and Resource Strategy
Vice President for University Communications

Vice and Associate Provosts

Senior Vice Provost and Dean of Undergraduate Education

Vice Provost for Research

Vice Provost for Faculty Affairs

Assistant Provost for Accreditation and Assessment
Assistant Provost for Technology Transfer

Academic Deans

School/College

School of Architecture
College of Arts and Sciences
School of Business

School of Communication
School of Education

College of Engineering
Graduate School

School of Law

School of Medicine

Frost School of Music
School of Nursing
Rosenstiel School of Marine &
Atmospheric Science

Dean of Libraries

Dean

Elizabeth Plater-Zyberk
Michael Halleran
Barbara E. Kahn

Sam Grogg

Isaac Prilleltensky
James Tien

Terri Scandura

Dennis O. Lynch
Pascal J. Goldschmidt, MD
Shelton Berg

Nilda P. Peragallo

Otis Brown

William Walker

Donna E. Shalala
Thomas J. LeBlanc
Joe Natoli

Pascal J. Goldschmidt
Aileen Ugalde

Sergio M. Gonzalez
Patricia A. Whitely
William J. Donelan
Diane M. Cook

M. Lewis Temares
Roosevelt Thomas, Jr.
Larry Marbert

Alan Fish

Rudy Fernandez

Paul M. Orehovec
Aida Diaz-Piedra
Bart Chernow
Jacqueline R. Menendez

William Scott Green
Richard Bookman
David J. Birnbach
Andy S. Gomez
Gary Margules

Telephone

305 284-5000
305 284-4021
305 284-4643
305 284-3420
305 284-3505
305 284-3515
305 284-2002
305 284-2394
305 284-6545
305 284-2241
305 284-2107
305 361-4000

305 284 3551
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Principles for Employment Professionals

1. Employment professionals will refrain from any practice that improperly influences and
affects job acceptances. Such practices may include undue time pressure for acceptance of
employment offers and encouragement of revocation of another employment offer. Employment
professionals will strive to communicate decisions to candidates within the agreed-upon time
frame.
2. Employment professionals will know the recruitment and career development field as well as
the industry and the employing organization that they represent, and work within a framework of
professionally accepted recruiting, interviewing, and selection techniques.
3. Employment professionals will supply accurate information on their organization and
employment opportunities. Employing organizations are responsible for information supplied
and commitments made by their representatives. If conditions change and require the employing
organization to revoke its commitment, the employing organization will pursue a course of
action for the affected candidate that is fair and equitable.
4. Neither employment professionals nor their organizations will expect, or seek to extract,
special favors or treatment which would influence the recruitment process as a result of support,
or the level of support, to the educational institution or career services office in the form of
contributed services, gifts, or other financial support.
5. Serving alcohol should not be part of the recruitment process.
6. Employment professionals will maintain equal employment opportunity (EEO) compliance
and follow affirmative action principles in recruiting activities in a manner that includes the
following:
a) Recruiting, interviewing, and hiring individuals without regard to race, color, national
origin, religion, age, gender, sexual orientation, or disability, and providing reasonable
accommodations upon request;
b) Reviewing selection criteria for adverse impact based upon the student's race, color,
national origin, religion, age, gender, sexual orientation, or disability;
¢) Avoiding use of inquiries that are considered unacceptable by EEO standards during
the recruiting process;
d) Developing a sensitivity to, and awareness of, cultural differences and the diversity of
the work force;
e) Informing campus constituencies of special activities that have been developed to
achieve the employer's affirmative action goals;
) Investigating complaints forwarded by the career services office regarding EEO
noncompliance and seeking resolution of such complaints.
7. Employment professionals will maintain the confidentiality of student information, regardless
of the source, including personal knowledge, written records/reports, and computer data bases.
There will be no disclosure of student information to another organization without the prior
written consent of the student, unless necessitated by health and/or safety considerations.
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8. Those engaged in administering, evaluating, and interpreting assessment tools, tests, and
technology used in selection will be trained and qualified to do so. Employment professionals
must advise the career services office of any test conducted on campus and eliminate such a test
if it violates campus policies. Employment professionals must advise students in a timely fashion
of the type and purpose of any test that students will be required to take as part of the recruitment
process and to whom the test results will be disclosed. All tests will be reviewed by the
employing organization for disparate impact and job-relatedness.

9. When using organizations that provide recruiting services for a fee, employment professionals
will respond to inquiries by the career services office regarding this relationship and the positions
the organization was contracted to fill. This principle applies equally to any other form of
recruiting that is used as a substitute for the traditional employer/student interaction.

10. When employment professionals conduct recruitment activities through student associations
or academic departments, such activities will be conducted in accordance with the policies of the
career services office.

11. Employment professionals will cooperate with the policies and procedures of the career
services office, including certification of EEO compliance or exempt status under the
Immigration Reform and Control Act, and will honor scheduling arrangements and recruitment
commitments.

12. Employment professionals recruiting for international operations will do so according to
EEO standards. Employment professionals will advise the career services office and students of
the realities of working in that country and of any cultural or foreign law differences.

13. Employment professionals will educate and encourage acceptance of these principles
throughout their employing institution and by third parties representing their employing
organization on campus, and will respond to reports of noncompliance.

Copyright Notice:NACE members have the permission of the National Association of Colleges
and Employers, copyright holder, to download and photocopy the Principles for internal purposes.
Photocopies must include this copyright notice. Those who do not hold membership, or who wish
to use the document for other purposes, should contact Claudia Allen, callen@naceweb.org,
800/544-5272, ext. 129. Electronic reproduction is prohibited.
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L] Toppel Policies Regarding Employer Practices

The Toppel Career Center has developed the following policies to ensure that University of Miami
students and alumni are treated fairly and are being recruited for viable positions.

The Toppel Career Center reserves the right to deny recruiting privileges (resunps don campus
interviewing, career fairs, etc.) to any organization.

Commission-Only Employment
Employers and individuals offering employment/entrepreneurial opportunities must pay a base salary
equal to or greater than the federal minimum wage and comply with federal, state and local regulations.

Upfront Product Purchase

Employers and individuals offering employment /entrepreneurial opportunities with compensation
packages requiring commission only or requiring prospective employees to purchase products or services
upfront are not permitted to recruit on campus or attend career fairs.

"Pyramid" or ""Multi-Level" Employers

Employers /individuals offering employment /entrepreneurialoppor t uni t i es basered
“mu-l evel” type tuneeequising orlncoaragingshe nectuiement of others who recruit
others and so on to sell products and services will not be permitted to recruit on campus or attend Job
Fairs.

Third Party Recruiters

Definitions of Third Party and Temporary Employment Agencies:

Third Party or Temporary Employment Agencies are organizations or individuals that recruit
candidates for temporary, part time or full time employment opportunities for other organizations
rather than for their oeedn organization’
Policies for Third Party and Temporary Employment Agencies:

Agencies wishing to list a position with the University of Miami on CaneZone must adhere to the

following:
e For Job Postings, provide t helomame
Description

e State in the jJjob description that
client organization or employer you represent. The University of Miami will not post any
opportunities that require students to pay fees

e Agrgeutbatyour client may not forw

on

S

of

any

ar d

a

nt e

t h

f e

Un

any other party without the student/applic

this is a violation of The Family Education Rights and Privacy Act of 1974.
Third party recruiters, whether recruiting for internal or third party organizations, may not
participate in career fairs.

Babysitting or other In-Home Employment

We do not post babysitting jobs or other positions where an employee will work out of someone
el s e’ 8ag(hdusegapaitment, condo, etc).
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Toppel Corporate Partner Program

With the exception of career fairs, the services offered to employers at the Toppel Career
Center are free of charge. The Toppel Partner Program offers companies an opportunity to
demonstrate their appreciation and commitment to students, alumni, and the University through
direct financial support of the Toppel Career Center while at the same time increasing your
campus visibility. There are a variety of levels in which your company or organization can
participate:

Hall of Fame Partners

The Hall of Fame recognizes employers who have contributed consistently throughout

the years. All gifts are totaled, resulting in the following designations:

$500,000+
Toppel Family Foundation

$250,000 - $499,999
$100,000 1 $249,999

Toppel Partners
There are four Toppel Partner levels and include the following categories:

Platinum Partner - $50,000 for 2 years
Toppel Career Center Lobby or Career Library Sponsor

Location named in honor of your organization; name to be displayed prominently on marquee
entrances

High profile reception and ribbon cutting to honor partnership

Utilize dollars to refurbish furnishings, purchase equipment, and provide career related
technology and resources for students and alumni - these materials would be labeled to give
appropriate recognition

Career Expo fees waived for 2 years

Company Skybox at each Career Expo which can be used for interviews and/or meeting space
Preferred dates for on-campus interviewing

Featured prominently on our website with links to the job section of your organization

Inclusion of your organization in selected newspaper advertisements and brochures to recognize
our partnership

Gold Partner - $25,000 for 2 years
Toppel Career Center Computer Lab Sponsor (currently sponsored by Lehman Brothers)

This gift has been utilized to purchase new computer equipment for our 10 terminal lab. Each
computer has been tagged as a gift from your organization

The Career Computer Lab would be renamed in honor of your organization (i.e. Lehman
Brothers Computer Lab)

Featured on selected promotional material, including Toppel website

Preferred dates for on-campus interviewing

Career Expo fees waived for 1 year

Company Skybox at each Career Expo which can be used for interviews and/or meeting space
Inclusion of your organization in selected newspaper advertisements and brochures to
recognize our partnership
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Silver Partner - $15,000 for 2 years
Toppel Career Center Interview Suite & Career Expo Skybox Sponsor

e One of our interview suites will be renamed in honor of your organization. You may also provide
pictures and desk accessories for the interview suite (current suites are sponsored by Citrix,
Enterprise Rent-a-Car, FP&L, and Target
One Career Expo fee waived
Company Skybox at Career Expo which can be used for interviews and/or meeting space
Featured on all selected promotional material, including Toppel website
Preferred dates for on-campus interviewing
Inclusion of your organization in selected newspaper advertisements and brochures to recognize
our partnership

Bronze Partner - $7,500 for 2 years
Toppel Career Center Career Expo Skybox Sponsor
e Access to private Company Skybox at each Career Expo which can be used for interviews and/or
meeting space
e One Career Expo fee waived
o Featured on all selected promotional material, including Toppel website
o Preferred dates for on-campus interviewing

Toppel Sponsors

Toppel Sponsors provide funding for a variety of publications and events throughout the academic year.
Employers may choose to sponsor one publication/event or may bundle several in order to maximize their
visibility on campus.

Publications Sponsor - $5,000 each, annually
Publications include: Resume Development Guide, Interview Skills Handbook, Canes Career Guide, and
Internships Guide
e Company logo prominently displayed on front of publication
Company description included inside of publication
5,000 copies of each publication are printed and disseminated to students
Online versions of each publication are prominently displayed on our website
Company logo featured on Toppel website

Event Sponsor - $300 - $5,000
Events include: Career Expos and Fairs, Speed Networking Social, Etiquette Lunch/Dinner, Employer &
Student Leader Reception, Career Development Series
e Featured on all selected promotional material
e Other benefits vary depending on organization but can include free advertisement in Company
Profile Book, table at speed networking or etiquette events, resume book of student leaders
e Company logo featured on Toppel website

Other Promotional Items i Costs Vary
Items include Toppel staff polo shirts, Toppel umbrellas, Career Expo bags. All items prominently display
company logo.

We deeply appreciate any support from our companies and work diligently to insure that companies are
recognized for their support and contributions. If you would like more information about these or other
support programs, please contact Christian Garcia, Associate Director for Employer Relations at 305-284-
1815 or christian@miami.edu.
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Driving from the North

1-95 South, which feeds into U.S. 1; continue south on U.S. 1 about 4.5 miles. Right on Stanford Drive to
first light and drive up into campus to Information Booth, which is the main entrance to this side of
campus. Pick up a parking permit from the attendant and take the second left off Stanford onto Merrick
Drive and follow the road up to Osceola Visitor parking entrance, located across from Eaton Residential
College with an orange gate. Toppel is located on Stanford Drive at the end of the Stanford rotunda
located in the Whitten University Center.

Driving from the West

I-75 South towards Miami. From 1-75
take 826 South. Continue south on
826 to Miller Road exit. Left onto
Miller Road (SW 56 St.) to end of
road. Right onto San Amaro Drive to

Metrorail

NW3sse Airport Expy.- SR 112

o UMdackson g 5 end of the road. Take your left onto
ot Expy. — Al i f
e ey Ponce De Leon and drive north up to
o T Stanford Drive, which is the main
§ f e & Bnatmchon entrance to this side Qf campus. Make
: S & amw a left to the Information Booth and
2 m‘iﬁ:ﬁ?& s e = pick up a parking permit for the
i el - i m e y CRRE e St Osceola lot, which is located after
— % o your second left on Merrick Drive

across Eaton Residential College with
an orange gate.

Coral Reed Dr. - SW 152 5¢.
South Campus

Flying

The University of Wérialotated s its Carap Galdeb canPus anekigaccessible
to Miami International Airport. Suggested transportation methods:
e Supershuttle is available for approximately $11 per person and is located at the downstairs level,
outside of baggage claim.
e Taxicab fare is approximately $15-$20 from the airport to the University.

Driving from Miami International Airport

Take LeJeune Road south for about five miles (through downtown Coral Gables); right on U.S. 1 and
travel about 1.5 miles. Right on Stanford Drive to first light and drive up into campus to Information
Booth, which is the main entrance to this side of campus. Pick up a parking permit from the attendant and
take the second left off Stanford onto Merrick Drive and follow the road up to Osceola Visitor parking
entrance, located across from Eaton Residential College with an orange gate. Toppel is located on
Stanford Drive at the end of the Stanford rotunda located in the Whitten University Center.
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Coral Gables, FL 33124

F— StOp at the Security Gate on Stanford Drive and inform | se—"
the attendant you are visiting the Toppel Career Center.

You will receive a parking permit and be instructed

where to park. DO NOT PARK AT A METER.
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Logistical Information: Accommodations

$ INEXPENSIVE $$ MODERATE  $$$ EXPENSIVE

5 MINUTES TO UM

CORAL GABLES

Holiday Inn - University $

1350 S. Dixie Highway

Coral Gables, FL 33146

(305) 667-5611

Located directly across from our Campus.

10 MINUTES TO UM

CoORAL GABLES
The Biltmore Hotel $$$
1200 Anastasia Avenue
Coral Gables, FL 33134
(305) 445-1926

One of the most beautiful and historic landmarks in Coral

Gables.

Hyatt Coral Gables $$
50 Alhambra Plaza

Coral Gables, FL 33132
(305) 441-1234

An exquisite location in historic Coral Gables.

CocoNuT GROVE
Mayfair House $$

3000 Florida Avenue
Coconut Grove, FL 33133
(305) 441-0000

This one-of-a-kind hotel is the center of attention and the

action.

Sonesta Hotel & Suites Coconut Grove $$
2889 McFarlane Road

Coconut Grove, FL 33133

(305) 529-2828

Located in one of

GREATER MIAMI

Hampton Inn/Miami-Dadeland $

8200 Southwest 70th Avenue

Miami, FL 33143

(305) 269-0072

Low rates near many shops and restaurants.

15 MINUTES TO UM
DOWNTOWN

Mandarin Oriental Hotel $$$

500 Brickell Key Drive

Miami, FL 33131

(305) 913 8383

Deluxe, waterfront location on Brickell Key

Mi ami ’

S

Radisson Hotel Downtown Miami $$

1601 Biscayne Boulevard

Miami, FL 33132

(305) 374-0000

Prime downtown Miami location near major Miami attractions.

Four Seasons $$$

1435 Brickell Avenue

Miami, FL 33131

(305) 358-3535

A sophisticated urban oasis a block from glittering Biscayne
Bay.

Conrad Hotel $$$

1395 Brickell Avenue

Miami, FL 33131

(305) 503-6500

Innovative structure of concave glass and steel, in the financial
district.

20 MINUTES TO UM

AIRPORT

Sofitel $$

5800 Blue Lagoon Drive

Miami, FL 33126

(305) 264-4888

5 minutes to the airport and 15 minutes to the beach.

Wyndham Hotel $$
3900 NW 21st Street

Miami, FL 33142
(305) 871-3800
Stunning airport hotel with resort-like amenities.

25 MINUTES TO UM

SOUTH BEACH

Loews MiAMI BEACH HOTEL $$$

1601 Collins Avenue

Miami Beach, FI33139

(305) 604-1601

Where glamour meets upscale elegance.

Delano Hotel $$$

1685 Collins Avenue

Miami Beach, FL 33139
(305) 672-2000

Located directly on the ocean.

Hotel Victor $$$

1144 Ocean Drive

Miami Beach, FL 33139

(305) 428-1234

In the heart of the Art Deco district of South Beach.
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TAXI SERVICES

Airport Taxi

5521 NW 70th Ave
Miami, FL 33172
Phone: (305) 681-1111

Miami, FL 33134

Yellow Cab
3775 NW 36th St
Miami, FL 33142

Coral Gables City Taxi
405 Biltmore Way
Miami, FL 33134
Phone: (305) 444-6166

CAR RENTAL SERVICES

Alamo National
3355 NW 22 Street
(800) 327-9633

(305) 633-6076

(800) 227-7368
(305) 638-1026

Avis

2330 NW 37 Avenue
(800) 331-1212
(305) 341-0936

Enterprise

(800) 325-8007
(305) 633-0377
Budget Hertz
3901 NW 28 Street
1800 527-0700
(305) 871-2722

1 800 654-3131
(305) 871-0300

ONLINE RESOURCES & WEBSITES
University of Miami

Toppel Career Center

Ziff Graduate Career Services Center

School of Law Placement Center

Coral Gables Campus Map

Miami International Airport

Map Quest

Citysearch Miami

Weather Channel

National Association of Colleges & Employers (NACE)
Society of Human Resources Management (SHRM)

Coral Gables Taxi
3100 South Douglas Road

Phone: (305) 444-4444

2301 NW 33 Avenue

3970 NW South River Drive

3795 NW 21 Street

Phone: (305) 899-9999

SuperShuttle

2595 NW 38 St.
Miami, Florida 33142
Phone: (305) 871-2000

Thrifty Car Rental
3760 NW S. River Drive
(800) 367-2277
(305) 871-5050

South FL. VIP Rent A Car

1717 N Bayshore Drive
(305) 377-3772

www.miami.edu
www.hireacane.com
www.bus.miami.edu/plcmt
www.law.miami.edu/cpc
www.miami.edu/cgmaps/gables.html
WwWw.miami-airport.com
WWW.mapgquest.com
www.miami.citysearch.com
www.weather.com (zip code: 33124)
www.naceweb.org

www.shrm.org
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