OFFICE OF CAREER SERVICES
SERVICES FOR STUDENTS
The mission of the Office of Career Services (OCS) is to provide students and alumni with the necessary tools
to successfully manage their immediate internship and full-time job search as well as their professional
development throughout their careers. We accomplish this through career advising, a professional
development course, career events, recruitment and employer outreach programs, and networking
opportunities. Students and alumni are encouraged to partner with OCS and dedicate time to independent
research and networking to build bridges with the professional world.
Office Hours: OCS is open year-round, including in the summer. The office hours are Monday through Friday
from 9am to 5pm.
CAREER RESOURCES
Professional Development (PD) sequence: Professional Development (PD) is a half-credit requirement for
most SIPA students in two-year programs. Beginning in fall 2019, PD is an accelerated two-course sequence
that includes one mandatory class, “Building Your Professional Profile” (0.25 point), and one elective class
that students may choose from five options on topics relating to career advancement and leadership (0.25
point). These include courses on negotiation, public speaking, intercultural relationships and professional
networking. See the SIPA Bulletin for full descriptions of all PD classes. Students are required to complete
both components of the PD sequence in their first semester. (In certain cases, it may be possible to waive
the Professional Development requirement; see the OCS website for details.)
Individual Career Advisement: Each student has the benefit of three career advisement sessions per semester
scheduled by appointment. Services include career planning, job search strategies, and mock interviews. To
schedule an appointment with an adviser, please do so through SIPAlink. Sign in with your username and
password, go to “Advising”, and click “Add Appointment”.
SIPA Career Coaching (SIPACC) Program: SIPACC coaches are alumni who are experts in their field and can
offer industry-specific knowledge to students who are contemplating various career choices or seeking
targeted and specific information to help with their career decision-making. Each student has the benefit of
three SIPACC sessions per semester, scheduled by appointment. To schedule an appointment with a SIPACC
coach, please contact your coach directly. More information on our career coaches can be found by clicking on
“Career Coaching by Alumni (SIPACC)” in SIPAlink.
Resume and Cover Letter Critiques: OCS staff assists with resume and cover letter critiques by appointment
or on an unlimited basis through weekly walk-in sessions.
SIPA Alumni and Student Network group on LinkedIn: OCS encourages alumni to identify and network
with fellow alumni through SIPA’s official LinkedIn group, the SIPA Alumni and Student Network. With over
8,000 members, the SIPA Alumni and Student Network on LinkedIn contains graduates from diverse career
fields and is an excellent source for networking and obtaining informational interview contacts. Only SIPA
alumni and students are allowed to join this network, and all applicants are authenticated through SIPA. To
join the group, create a LinkedIn profile and click on the LinkedIn icon on the bottom right at
sipa.columbia.edu/careers or visit the direct URL here: https://www.linkedin.com/groups/113648/.

Columbia Alumni Directory: All SIPA alumni have access to the Columbia Alumni Directory, providing you
with the opportunity to search for, connect and network with thousands of Columbia alumni. This new alumni
community also includes the opportunity to create and participate in discussion groups based on field of work
or study and other interests. Connect at https://alumni.columbia.edu/alumni-directory.
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Vault: The online Vault Guides contain information on interviewing and resumes, different industries and
employers, as well as books on other career-related topics, such as networking and how to start your own
business. These guides can be found at: https://sipa.columbia.edu/careers/online-career-resources/onlinedatabases-paid-subscriptions.
Screening Interview: The screening interview does just that—screen out candidates whose qualifications
don’t meet the job specifications. The first interview is typically conducted by a human resources
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o ONLINE ONLY: Fact sheets on hundreds of employers in various fields and industries, along with skills or
academic preparation for careers in these professional areas.
• Ask questions about the work environment.
o OCS ROOM 420 ONLY: Books, resource guides, and periodicals relevant to the internship and job search
• This stage may also include reference checks and testing.
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Washington, DC and New York City. These events provide excellent means to explore career opportunities and
network with alumni and employers in the DC and NYC metro areas.

Career Panels and Workshops: OCS organizes numerous career panels and workshops to help current
students with their internship and/or job searches. These events are generally conducted by SIPA alumni, OCS
staff, and other professionals who volunteer their time to share in-depth knowledge of their career fields.
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Co-sponsored Career Events: Additionally, OCS addresses students' needs by co-sponsoring campus career
events with concentrations and student groups. These include career and internship panels, workshops, brown
bags, forums, and seminars. OCS advertises its career events in the OCS newsletter, on SIPAlink, on bulletin
boards outside OCS, via mass email, and by posting flyers.

INTERVIEW TYPES

Screening Interview: The screening interview does just that—screen out candidates whose qualifications
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Behavioral Interview: In these interviews, the interviewer will ask you to talk about a real situation you’ve
encountered and your response to that situation. A sample question could include, “Tell me of an
incident when you failed,” instead of a hypothetical question such as “How you would handle a mistake or
failure?” The employer assumes this will be a good indicator of how you would handle situations in the
future.
•

Stay calm and answer the question as completely as you can, using the SAR formula as your guide:
o S – What was the situation or problem that you were presented with?
o A – What action did you take? (Specifically highlight the skills used.)
o R – What were the results of your actions? (Be specific and quantify results when
possible.)
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