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Graduate CCIS Co-op Quiz
2011-2012 version 072711
The quiz will be checked and discussed during your First Formal Interview. Note:  You may type your answers on an extra sheet if you need more room. You may use these sites for reference when answering questions:
http://myneu.neu.edu/cp/home/displaylogin  

NU Co-op Student Handbook located in your myNEU account
http://www.ccs.neu.edu/co-op/index.html

CCIS Co-op website

http://www.ccs.neu.edu/co-op/students/index.html
Links to CCIS Co-op Manual and Resume Guide
Name 



____________   Year of Graduation 

  

Plan: _____ Major 



____________   Date 

 

AUTOBIOGRAPHY AND PROFESSIONAL DEVELOPMENT GOALS/EXPECTATIONS PLAN  

1.
Write a one-to- two page autobiography (typed, double-spaced). 

This should be an example of your best writing ability.

· Where were you born; grew up; have lived; special people in your life; special events that have affected who you are; 

· End with your personal goals and objectives for now and the future.

2. State your professional goals/expectations. 

· Be specific:  what type of job do you envision for yourself upon graduation?  

· What sorts of co-op jobs will you look for to help you reach that goal?  

· What are your thoughts about graduate school?  

· What is your ultimate career goal (e.g., "I will become the CIO/CTO of Sun Microsystems" or "I will start my own business and become the next Bill Gates.")? Write a brief paragraph to explain.

BASIC QUESTIONS
3.

What do you expect to learn and/or experience on your co-op assignment(s)?  


4.
What do you believe your co-op employer will expect from you on your co-op assignment(s)? 
  

5. 
Your commitment to a specific co-op assignment starts when you (circle one):

A. Start work. 

B. Sign the "Agreement Form". 

C. First tell either your Co-op Coordinator or the employer that you accept the position. 

D. Receive a written confirmation letter and or offer letter from the employer. 

6. 
If you encounter a problem on the co-op assignment, you should (circle one):

A. Complain to your friends and co-workers. 

B. Quit your job. 

C. Hang on until the end of the semester; it’s only a few weeks away. 

D. Discuss it with your supervisor and your co-op coordinator. 

7.  
List 6 steps that must be completed to receive a grade of "S" (instead of "U" or "X") for a co-op 
period.  (hint:  http://www.ccs.neu.edu/co-op/students/coopgrade.html )
 
______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________

8. 
Developing and/or creating your Own Job outside of using the MyNEUCOOL:  Describe all the steps and responsibilities that a student must adhere to starting from the beginning of developing her/his own assignment until finally getting it approved by their co-op faculty coordinator.  (i.e. First, before starting to look on one’s own, the student must discuss their approach with their co-op faculty coordinator.  Next…..you write out what are your responsibilities (use action verbs).  Remember, the next and last step is not just filling out the on line form located:  www.neu.edu/postacoopjob 

9. 
The statement below is referred to as _______________________________________________________________
In many technical and professional fields, in order to work in

research, product development, or marketing activities that generate

patentable or confidential information, you may be asked to sign an

agreement that protects the employer from unauthorized disclosure

of such information. You are legally bound by this agreement’s

terms in all cases. Information you gather on such a co-op cannot

be used in any projects, term papers, or reports unless your

employer signs a release, which you must append to the project,

paper, or report. 
(hint:  NU Co-op Student Handbook, p.10)

10.
Please describe how you would handle the above type document signing, if it was a requirement in order to start working with and employer?
11. 
Describe when your co-op commitment to a specific assignment ends.
12. 
Describe what you must do in times of absences and medical leaves from work.  
(hint: p.18)

For your reference, the following information is available in the NU Co-op Student Handbook located in your myNEU account.
International Co-op 



Disabled Student Services 


Career Services 

Experiencing problems in the workplace Layoffs 

Unemployment compensation

Discrimination Sexual harassment 


Discharge from the job 

Deserting the job 



Disciplinary action, co-op probation, and suspension 

Student appeal process

INTERVIEW PREPARATION
Job interviews also give you the opportunity to find out more about the position and the company.
Job interviews also give you the opportunity to find out more about the position and the company.
Writing out answers to typical questions is an effective way to prepare for interviews. Type at least one paragraph (containing at least three complete sentences) in response to each of the following questions. Attach your answers to the quiz. 

1. Why did you choose this field of study, computer science or information assurance or 

health informatics? 

2.  Why did you choose Northeastern? 

3.  What are your greatest strengths and weaknesses? 

4.  Why should an employer hire you? 

5.  In what ways do you think you can make a contribution to a company? 

6.  What kind of supervisor would provide the best-quality learning experience for you? 



7.  What two or three accomplishments in your life have given you the most satisfaction?  Why? 



8.  Describe a time when you solved a major problem as part of a team.



9.  Why is a manhole cover round?


FIRST FORMAL INTERVIEW
The First Formal Interview is an opportunity for you to practice your interviewing skills and professional presentation.  It is also your first opportunity to discuss co-op plans with your co-op faculty coordinator in a one-on-one session.  

BEFORE THE INTERVIEW
· Be participating is a CCI S co-op preparation class and/or have completed the class.
1. Visit the My NEU Website at http://myneu.neu.edu.  Log in and go to the "Self Service" tab.  Schedule a 

30-minute meeting (two fifteen-minute blocks) with your faculty coordinator.  (This must be done prior to the day of the meeting).

2. Enter My NEU COOL.  In the Documents section, use the resume upload feature in "My Documents" to store your current resume in the database.  Click "For Review" to upload the document as a Microsoft Word file.  In the General section, fill out the information in the "About You" area.

3. Dress in FORMAL BUSINESS ATTIRE.  For men:  two-piece suit or jacket, tie, shined shoes.  For women:  two-piece suit (dress or pants), blouse, and shined shoes.

4. Bring with you to the interview:

· The Co-op Quiz, completed


Your resume SHOULD NOT be a Microsoft Word template (or the COOL template).  


These are inappropriate formats
for a computer/info science job search.  
· Verification of citizenship (original birth certificate or notarized copy, passport, or 2 forms of government-issued ID)

· A paper copy of the resume you uploaded into MyNEU COOL

· An unofficial transcript from MyNEU account
5. Treat the entire First Formal Interview meeting as a practice interview.  Your faculty coordinator will evaluate and critique your appearance, articulation, demeanor, and overall "interview persona".

ATTACH THE FOLLOWING ITEMS TO THE QUIZ:

Autobiography


Professional Development Plan 


Answers to interview questions
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