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I. The Recruiting Process    
 

 
  
A. General Comments  
  
If you have not already secured post-graduation employment, please note the following: 
 

• You cannot wait until graduation approaches to find a position. CPA firms 
generally interview for entry-level hires once a year—in the fall. Thus, if you are 
interested in working in public accounting, you must interview in the fall for jobs to start 
the following January (for December grads) or the following August/September (for May 
or August grads). Other employers (corporations, governments, etc.) recruit on an as-
needed basis. But if you are interested in these non-CPA firm positions you must be 
constantly networking and preparing to apply for such positions so you’ll be ready when 
opportunities arise.  
 

• The recruiting process is intense and it takes its toll both in terms of time and 
emotional energy. Many students say that going through the recruiting process is 
the equivalent of taking a three-credit course. Over a three-month period, you have to 
attend several networking events, clearly articulate your career goals, prepare your 
resume and cover letter, practice interviewing skills, meet strict application deadlines, 
interview on campus, attend firm social events, go on second-interviews, and constantly 
consider your options and strategies. And you must do all this while keeping up with your 
school work and personal obligations. Be sure you plan your schedule accordingly.  
 

o The recruiting process is particularly hard on introverts.  If you are an introvert, 
just know that you will need to allocate the time and energy necessary to get 
through the process.  Consider it an investment. Introverts do best in the recruiting 
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process when they plan and practice—and build in a lot of downtime between 
social interactions.1   
 

• Recruiting is done through BroncoJobs (powered by Handshake), Boise State’s online job 
posting service. For information on using BroncoJobs see 
https://career.boisestate.edu/welcome-to-broncojobs-student-and-alumni/ 
 

1. Things to Do In Advance of Recruiting   
 

If you have not already done so, we recommend that you do the following as soon as possible—
and certainly BEFORE recruiting begins: 

 
• Get access to, and get familiar with, BroncoJobs.  Note: In the fall of 2016, the 

BroncoJobs system changed substantially.  Even if you have used BroncoJobs in the past, 
you will need to spend some time getting familiar with the new format.   

 
• Educate yourself about accounting careers.  Prospective employers will expect you to 

have a good idea of which area of accounting you’d like to work in.  There are several 
ways to explore career options:   
 

o General information is available at 
https://thiswaytocpa.com/profession/articles/industries-specializations/find-your-
niche-accounting/ 

o Do an internship 
o Participate in the Professional Mentorship Program (see Part VI.B) 
o Join Beta Alpha Psi (see Part VI.A.2). Beta meets with each major firm in town 

every fall—at the firms’ offices—during the height of recruiting season. In the 
spring, Beta has meetings on careers in other sectors such as nonprofit, 
government, consulting, etc. and also has workshops on ethics and the CPA 
Exam. In addition, Beta member pictures and brief biographies are provided to the 
firms in a Chapter Catalog.  
 

• Network with professionals.  COBE, the Department of Accountancy, local accounting 
firms and student groups host several events during the year that are important for 
graduate accounting students. These events are critical for those on the job market, but 
are of benefit to all students looking to build their professional skills and their network. 
You should pay attention for announcements about these events.  Recurring events 
include: 

o Beta’s Meet the Firms Event (open to nonmembers)/Late August or Early 
September:  Representatives from both Boise and out-of-town CPA firms and 
other employers will have booths at the event. This is a great opportunity to meet 
recruiters and learn more about firms before recruiting season begins. It is your 
one chance to meet with all the major employers in one place at one time. 

                                                 
1 See generally SUSAN CAIN, QUIET:  THE POWER OF INTROVERTS IN A WORLD THAT CAN’T STOP TALKING (2012).   

https://career.boisestate.edu/welcome-to-broncojobs-student-and-alumni/
https://thiswaytocpa.com/profession/articles/industries-specializations/find-your-niche-accounting/
https://thiswaytocpa.com/profession/articles/industries-specializations/find-your-niche-accounting/
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o Beta’s Firm Picnic (open to nonmembers)/Late August or Early September:  A 
chance to network with accounting professionals—including representatives from 
firms that will be recruiting on campus—in a relaxed, informal atmosphere. This 
event is an excellent opportunity to get used to networking with professionals.  

o COBE’s Professional Networking Week/October:  A weeklong series of events 
on networking and recruiting; events include:  
 Networking Reception and Etiquette Dinner  
 COBE Career Fair  

o Gem State Accounting and Business Conference/December:  A continuing 
education event held at Boise State for CPAs. There will be national speakers and 
many professionals in attendance.  

o CFOs Exposed/March or April:  A great opportunity to meet in small groups 
with local Chief Financial Officers and other executives. 

o Gem State Tax Symposium/June: A continuing education event held at Boise 
State for CPAs. There will be national speakers and many professionals in 
attendance. 

 
COBE CAREER SERVICES 

7 Tips for Networking 

 
1 

Be pleasant. Be yourself 

2 

Focus on learning. 

3 

Look for common ground 

4 

Ask for stories, not answers 

5 

Share your passion 

6 

Listen with intent. 

7 

Follow up.
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CPA firms tend to keep track of their contacts with students. If a recruiting manager meets you at 
the Beta Picnic, then again at Meet the Firms, and then at a Beta office visit, they will have had 
the chance to get to know you prior to formally interviewing you. The more networking you 
have done and the more contact you have had with employers you are interested in prior to the 
formal interview process, the better. Doing so will make the interview process less stressful.  If 
you are interested in working for a particular firm, be sure you express your interest by 
networking with that firm whenever possible.   

 
• Make sure you have appropriate attire (that fits!) on hand for interviews.  

o Employers will expect you to wear business attire (business suits).  
o It is best to be conservative in your dress; wearing informal or overly-fashionable 

attire will make you stand out—and not in a good way.  
o If you are not sure what to buy, don’t guess. You should consult with sales 

associates at one of the major clothing stores (e.g., Dillards, Macy’s). Explain that 
you are shopping for an interview suit in a conservative field (accounting). The 
associates should be able to find you an appropriate outfit that meets your budget.  

o Remember you can’t expect to shop for interview clothes the day before an 
interview. Often, suits require alterations that can take a few days to a couple of 
weeks.  

o Your interview clothing will be expensive (perhaps running to a few hundred 
dollars), but it is well worth it as an important investment in your career.  

o Note that Beta Alpha Psi usually has a “Dress for Success” workshop each year. 
o Feel free to talk to a faculty member about these issues if you have concerns.  

  
• Update your resume and get it reviewed by COBE Career Services (see below).  

 
• Draft a general cover letter that you will then customize for each employer.  Have it 

reviewed by COBE Career Services (see below).  
 

• Speak with one or more accounting faculty members about your career goals. The more 
we know about the type of position you are looking for, the more we can help direct you 
to opportunities and provide timely advice. Also, keep us advised of your progress as the 
recruiting process continues. 
 

• Clean up your social media accounts. Assume that prospective employers will be 
checking your online profiles.  

o Create or update your professional profile on LinkedIn. COBE offers seminars 
throughout the year on how to best use LinkedIn.  

o Remove or secure anything that might be embarrassing or cast you in a bad light 
from your Facebook, Instagram, Twitter, etc. accounts. If you have to think about 
whether something is embarrassing, it probably is.  

 
• Be sure you have a professional-sounding email address to use during recruiting, such as 

your Bronco Mail address.  Don’t use a “cute” email address like 
“CashFlowStud@hotmail.com.” 
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• Be careful when choosing your profile picture attached to your Bronco Mail account.  Be 
sure you pick one that depicts you as a professional.  For example:  

 

 
 

2. Resources at Career Services   
 

You should make an appointment with COBE Career Services Office and the Boise State Career 
Center. They are here to assist you with all aspects of your career exploration and development. 

 
o Career planning and preparation 
o Internship search 
o Resume reviews 
o Cover letter reviews 
o Mock interviews 
o Virtual interviews via Skype or Google Hangouts 

 
We highly recommend you take advantage of these convenient resources early and often.  

 
COBE Career Services Office – distinctive, business-focused career center. Offering 
students industry specific advice and career-focused learning opportunities.  

 

Laura Chiuppi 
DIRECTOR 
 
LauraChiuppi@boisestate.edu   
(208) 426-1355 
Office: MBEB 1123 
 
 

mailto:LauraChiuppi@boisestate.edu
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Brandon Armstrong  
CAREER COORDINATOR 
 
BrandonArmstrong@boisestate.edu   
(208) 426-3854 
Office: MBEB 1123 
 
 

 

 

Monique Halgat 
ADMINISTRATIVE ASSISTANT 
 
Moniquehalgat@boisestate.edu   
(208) 426-3862 
Office: MBEB 1120 
 
 

 
Boise State’s Career Center – an excellent additional resource.  

 

Alex Gutierrez 
ASSOCIATE DIRECTOR, CAREER DEVELOPMENT  
alexgutierrez@boisestate.edu 
(208) 426-3814 
Office:  
1464 University Drive in the Academic & Career Services 
Building, Room 111 located across from the Rec Center; 
the building looks like this:  

 
 

  

mailto:BrandonArmstrong@boisestate.edu
mailto:Moniquehalgat@boisestate.edu
mailto:%20alexgutierrez@boisestate.edu
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B. CPA Firm Jobs  
 

1. Prerequisites to Full-Time2 CPA Firm Jobs   
 
You must have earned at least 150 academic credits in order to become a CPA.  Most CPA firms 
will not interview you for a full-time, permanent staff position unless you will have earned 150 
credit hours (and thus be “CPA eligible”) by the time you graduate and will start working for 
them.  When preparing your resume, be sure to note when you expect to have completed at least 
150 credit hours.  As noted above, CPA firms interview in the fall for positions to start the 
following January (for December grads) or the following August/September (for May or August 
grads).  For example, if you expect to graduate with at least 150 credits in December of 2019, 
May of 2020, or August of 2020, you should be interviewing for CPA firm jobs in the fall of 
2019.   
 
CPA firms do NOT expect you to have completed the CPA exam by the time you start work.  In 
fact, you cannot take the CPA exam until you have earned an undergraduate degree.  If you 
pursue a master’s degree in accounting (as we recommend you do), then you can start taking 
parts of the CPA exam while in the master’s program.  This is not required, but could bolster 
your resume.  Again, this option is only available for students who have already earned a 
bachelor’s degree.   

 
2. The Interview Process for CPA Firm Jobs  
 
“Oh, it's a long, long while from May to December 
But the days grow short when you reach September 
When the autumn weather turns the leaves to flame 
One hasn't got time for the waiting game”3 
 
Most CPA firms that recruit on campus do so in the following manner:4  

 
• September—JOB POSTINGS: CPA firms post openings on BroncoJobs and give you a 

window of time to apply. Each firm has their own designated window. During each 
firm’s application window, you will be required to upload your resume, cover letter and 
transcript (and sometimes other materials) to BroncoJobs. Some CPA firms also require 
you to go to their website to fill out a formal application. It is critical that you pay 
attention to the deadlines to apply and that you submit all the required materials. Once a 
firm’s application window has closed, you will no longer be able to apply to that CPA 
firm.  

o Sometimes CPA firms have GPA cut offs. CPA firms place a lot of emphasis on 
your GPA because it is an indication of your ability to do intense, high-quality 
work with little supervision.  If you are interested in a firm but don’t have the 

                                                 
2 See Part I.B.4 below if you plan to interview for internships.  Students applying for internships are not required to 
have earned 150 credits by the time they begin the internship.   
3 FRANK SINATRA, September Song, on SEPTEMBER OF MY YEARS (Reprise Records 1965).    
4 All time frames are approximate and can vary by firm.  In addition, firms may decide to deviate from this general 
process.  
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requisite GPA, please discuss the matter with a faculty member. Depending on the 
situation, you may be able to explain your lower GPA (e.g, you majored in 
something else earlier in your academic career and discovered it was not a good 
fit or you were working full time, etc.) and still be able to secure a campus 
interview. Note: GPA is important in the recruiting process; but it is not 
everything. Firms are looking for well-rounded individuals who have not only 
done well in their course-work, but who also have held down a job, done 
volunteer work, or actively participated in sports or student groups. Many firms 
would rather hire someone with a 3.3 GPA who worked their way through school 
and participated in extra-curricular activities than someone with a 4.0 GPA who 
spent their college years on nothing but schoolwork.  
  

o If the firm is interviewing for audit and tax positions, you will need to pick one to 
apply for. The firm will normally send one team to interview for audit and another 
team to interview for tax. Some students know they want tax; others are born 
auditors; and still others are not sure whether they want audit or tax. It can be 
difficult to make this choice if you have had little experience. But you must make 
it. Most of the firms want you to make up your mind before interviewing and not 
be wishy-washy about your choice. For more guidance, see Part A.1, above.5 

 
o Some firms are interviewing for jobs that are in the Boise area. Others are 

interviewing for an out-of-state location (e.g, San Jose). Others are interviewing 
for jobs in Boise AND are doing the on-campus interviews on behalf of the firm’s 
other offices. Normally, as part of the application process, the firm will ask you 
for your preferred location. You have to decide whether you want to work in 
Boise or in another office—and if so, which other office. This is another area 
where the firm expects you to be certain and (if outside of Boise) have reasons 
for your location preference.  For example, you have family in that city or you are 
interested in a particular industry and the firm office in that city has clients in that 
industry. See Part I.B.6, below, for more on finding work outside of Boise; and be 
sure to discuss this matter with a faculty member.  

 
• October—ON-CAMPUS INTERVIEWS: After the application window has closed, the 

firms will review the applicants and decide which ones to interview on campus. The 
firms will notify applicants chosen for an interview (via BroncoJobs). If you are chosen 
for an interview, you will have a window of time to sign up for a specific interview time 
on the day the firm will be on campus. Most firms spend one day on campus in October 
to conduct their on-campus interviews. The earlier you sign up for an interview slot, the 
more likely you will be able to choose an interview time that is convenient for you (i.e., 

                                                 
5 Simplifying greatly: Auditors are rarely in the CPA firm’s office. They are working on-site at client locations. The 
work (at least in the early years) tends to be less technical than tax. If you like working at different locations, 
interacting with clients and working on different teams, audit may be for you. Tax associates tend to work at the 
same desk in the office each day on short-term, more technical projects (for example, tax returns, tax research). Tax 
involves a variety of work, but at the same location. Remember, you should be doing work that you (1) like and (2) 
have the potential to do well at.   
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one that does not interfere with class meetings and one that meets at a time of day when 
you are normally at your best). 

 
o Interviews will take place on the first floor of the Micron Business and 

Economics Building, at COBE Career Services, in Suite 1120. On-campus 
interviews normally last from ½ hour to an hour. You will either meet with two 
professionals (e.g., a partner and a manager) together in one interview for an hour 
or in two separate ½ hour interviews. You should visit Suite 1120 and the 
interview rooms before the interview, so you can get a sense of the space and 
ensure you know where to go.  On the day of the interview, arrive on time/a little 
early. You will normally be greeted in the waiting area by a relatively new staff 
member from the firm. Their job is to help you calm your nerves prior to the 
interview. Keep in mind that the greeter is evaluating you as well. So, be sure to 
be “on” from the moment you step in Suite 1120.  
 

o After the on-campus interviews are over, the firms will review the results and 
decide who to ask for second, in-office interviews. How long this takes depends 
on where the firm is with its campus visits. (In addition to Boise State, many 
firms interview at Idaho State, the University of Idaho and other schools and must 
complete their campus visits before deciding who gets invited to in-office 
interviews.) 
   

• Late October/November—IN-OFFICE INTERVIEWS: In-office interviews are 
normally a half-day long and may or may not involve lunch with staff members. If you 
get an office interview, it means that the firm is very interested in you but that you are 
still competing for the job. In addition to the interview, some firms have “social 
events”—like a dinner or reception—where all students from all schools who received 
office interviews are invited. Be sure to go to these. If you must miss class to attend one 
of these events or your office interview, talk to your professor. At the office interview, 
you can expect to meet staff from various levels in the firm (partner, manager, senior, 
associate, etc.) Some tips:  
 

o As noted in Part V, below, it is important to ask thoughtful questions in 
interviews. In preparing for the second interview, think of questions that are 
appropriate for the level of the staff that you meeting. For example, you might ask 
an associate what a typical day is like, but with a partner you might ask about the 
strategic direction of the firm.  
 

o Bring extra copies of your resume. That way, if you find yourself meeting with 
someone who, for whatever reason, never got your resume, you can give them a 
copy. 
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o Everyone you talk to or see is evaluating you and could have significant input into 
whether the firm extends you an offer. This includes the staff who take you to 
lunch. The staff will be more informal with you, but are still evaluating how well 
you would fit in. It also includes receptionists, human resource staff, admin 
assistants, etc. Be respectful to everyone!  
 

o Ask for copies of business cards of everyone you interview with. You’ll need 
them to send thank-you cards later.  

 
• Late November—RESOLUTION (OR NOT): Hopefully the process went well, you 

followed our advice, you impressed the firms and you get an offer from a firm where you 
would feel comfortable working. With the recruiting behind you, you’ll be able to focus 
on your studies and (once you get your undergraduate degree) the CPA exam until it is 
time to start work.  

o If you did not receive any offers, don’t take it personally. It may have been due to 
the market, increased competition, etc. What you should do is talk to a faculty 
member so he or she can provide advice and be on the lookout for opportunities. 
There are still options—like non-CPA firm jobs (see Part C, below). Also, 
sometimes firms have more openings than expected after recruiting season is over 
and will reach out to faculty members to see if there are any good students who 
“fell through the cracks” during the normal recruiting process. Several students 
have gotten jobs this way. But it is important that you let the faculty know you are 
still on the market.  

 
3. Best Practices for Thank-You Notes  
 
After each interview, you should prepare handwritten thank-you notes to everyone you 
interviewed with. Ideally, you should do this as soon as the interview is over. The notes should 
be brief but thoughtful. Generally three sentences are enough. In each note: 

• Thank the person for meeting you on Date X.  
• Mention that you liked talking to them about Topic Y. Topic Y will be some particular 

matter that the interviewer emphasized or spent a lot of time discussing with you. This 
line will be unique for each person you met with and will show that you were paying 
attention. Do not send the same thank-you note to every person with whom you met.  

• Say (if true) that you enjoyed your visit at the firm, remain very interested in the position 
and look forward to hearing from them. 

 
You should try to hand deliver your notes to the receptionist at the firm the day after the 
interview. If this is not possible, or if your interview was with a firm out of the Boise area, you 
can email your thank-you notes (instead of hand writing and hand delivering them) but the 
contents should be the same as explained above.  
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4. Internship Recruiting  
 

If you are interested in an internship at a CPA firm, the CPA firms recruit for interns at the same 
time they recruit for full-time staff—in the fall. Also, the firms generally follow the same process 
(explained above) for interns as they do for full-time hires. Most CPA firm internships take place 
in the spring semester (busy season) but sometimes summer internships become available. If you 
get a full-time CPA firm internship in the spring, we recommend that you take no more than one 
course during the spring semester (on top of the internship credit that your job may qualify for). 
It is important that you focus on doing a good job at your internship in the hopes of gaining a 
full-time offer at the end of your internship.  
 
5. CPA Firms That Often Recruit at Boise State  

  
CPA firms come in many sizes—including international, “Big Four” firms (Deloitte, KPMG, 
EY, and PwC), national firms, regional firms, and local firms (from large to small).  As you learn 
more about CPA firm opportunities, you’ll need to explore what size firm would be a good fit for 
you.   
 
The firms that recruit on campus vary each year. The best way to learn more about these firms is 
to come to Beta Alpha Psi’s Meet the Firms event at the start of the fall semester. In addition to 
the firms listed below, we have contacts with other firms that may interest you (for example, 
EY).  If you have an interest in exploring opportunities with a firm that is not listed below, please 
speak with a faculty member to see if we have any contacts at that firm.    
 

• The following Treasure Valley firms often recruit on campus. Of course, other local firms 
also recruit on campus from time to time.  
 

o Ripley Doorn (Boise, Nampa, Caldwell)  
o Little-Morris (Boise) 
o Harris CPAs (Meridian)  
o Nichols Accounting Group (Ontario, OR, Nyssa, OR and Nampa, ID) 

 
• The following national and regional firms with Boise offices recruit nearly every fall—

normally for both audit and tax positions in Boise and other locations. If you are 
interested in working outside of the Treasure Valley at one of these firms (and unless you 
are instructed otherwise), you should apply for postings on BroncoJobs like everyone 
else, but designate your city of interest. 

o Deloitte  
o KPMG (Note: the Boise office does not have a Tax Department; but tax 

candidates can be referred to other offices)  
o Eide Bailly  
o CliftonLarsonAllen (new staff do both audit and tax) 

 
  

https://www2.deloitte.com/us/en/pages/about-deloitte/articles/look-again.html?id=us:2ps:3gl:Lookagain:awa:greendot:061416:nonem:na:fwR8qkOz:976032724:200899243378:e:Brand_General:Brand_General_Exact:br
https://home.kpmg.com/us/en/home.html
http://www.ey.com/
http://www.pwc.com/
http://www.rdcpa.com/
http://www.littlemorris.com/
https://harriscpas.com/
http://www.nicholsaccounting.com/
http://www2.deloitte.com/us/en.html
http://www.kpmg.com/US/en/Pages/default.aspx
http://www.eidebailly.com/
http://www.claconnect.com/
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• The following national or regional firms, which do not have locations in the Treasure 
Valley, also conduct on-campus interviews:  

o PricewaterhouseCoopers: The San Jose, California office recruits at Boise State 
but can refer you to other offices.  The Houston office also sometimes recruits at 
Boise State.   

o Moss Adams 
o Cooper Norman (Locations in Idaho Falls, Pocatello and Twin Falls) 

 
6. Jobs Outside of Boise/The Treasure Valley  
 
If you are interested in working for a national or regional firm outside of Boise, it is important 
that you plan your search strategically. We highly recommend you speak with your professors to 
help you come up with the best way to connect with firm locations in other cities. It is also 
important that you have a compelling reason WHY you want to work in another city (for 
example, you have family there or are interested in an industry based in that city—like high tech 
in San Jose).   
 

 
 
 

C. Jobs Other Than in Public Accounting  
 

Students have many other career options besides working in public accounting. The recruiting 
process for these other employers is not as formalized or seasonal as it is for CPA firms. These 
employers tend to post jobs and recruit on an as-needed basis.6 Sometimes these employers 
interview on campus, but often they have you interview at their offices. Below are some 
examples of major employers—other than CPA firms—of accountants. This list is by no means 
exhaustive and there are many smaller companies that have openings from time to time.  
 
  

                                                 
6 The exception is the federal government (FBI, IRS, etc.) which has its own unique (and lengthy) recruiting 
process. See https://www.usajobs.gov/  

http://www.pwc.com/us/en/index.jhtml
http://www.mossadams.com/home
http://www.coopernorman.com/
https://www.usajobs.gov/
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• Corporate: Corporations with major local accounting functions (which may include tax, 
financial reporting, cost, internal auditing, etc.) include: 

o Albertsons  
o Boise Cascade  
o Hewlett-Packard  
o Idaho Power 
o Intermountain Gas  
o Micron Technology  
o MWI Veterinary Supply 
o Scentsy  
o Simplot 
o Saint Alphonsus  
o St. Luke’s 

 
• Government: 

o Idaho State Tax Commission 
o Ada County  
o Federal government (IRS, FBI, etc.) (must be willing to move; few jobs are in 

Boise) 
 

• Other major accounting employers:  
o Jitasa—Based in Boise; does accounting for major nonprofit enterprises  
o Clearwater Analytics—Based in Boise, does investment accounting for 

institutional investors7 
o Boise State University—Sometimes hires accountants and internal auditors.

                                                 
7 Clearwater Analytics is more likely to actually ask technical accounting and finance questions during their 
interviews than other companies and CPA firms.  

http://www.albertsons.com/#1
https://www.bc.com/
http://www8.hp.com/us/en/hp-information/index.html
https://www.idahopower.com/
http://www.intgas.com/
http://www.micron.com/
https://www.mwivet.com/
https://scentsy.com/
http://www.simplot.com/
http://www.saintalphonsus.org/
http://www.stlukesonline.org/
https://tax.idaho.gov/i-1112.cfm
https://adacounty.id.gov/
https://www.usajobs.gov/
http://jitasa.is/
http://clearwater-analytics.com/
http://hrs.boisestate.edu/careers/searchlanding/
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II. Resumes  
 
A. General Comments 
 
Your resume is critical to your job search; it must be PERFECT.  It must be free from 
grammatical, spelling, and factual mistakes.  Prospective employers will judge you harshly if 
there is a typo on your resume.  Your resume is often your only chance to initially market 
yourself to prospective employers.  And you have all the time you need to get it right.  Thus, if 
you don’t get it right, those reviewing your resume will assume you don’t really care about 
getting a job and don’t pay attention to detail—even when given all the time in the world.   
Employers need to review sometimes hundreds of resumes for an open position and are looking 
for any excuse to add more resumes to the “REJECT” pile.  Don’t give them that opportunity; do 
a good job on your resume.   
 
Try to be specific as possible and use action verbs like “directed,” “reconciled,” “developed,” 
etc. in describing your experience.  Even if you have never worked in accounting, you are likely 
to have some experience that accounting employers value.  Supermarket clerks know how to deal 
with customers and resolve complaints diplomatically.  Farm laborers know how to work hard 
under trying circumstances.  Convenience store managers know how to reconcile cash.  Athletes 
know how to work well in teams populated with diverse personalities.  Be sure to emphasize the 
aspects of your prior experience that will appeal to accounting employers. 
 
Get your resume reviewed by more than one person.  Have it reviewed by the Boise State Career 
Center, COBE Career Services, a couple of your professors, etc.  You’ll sometimes get 
conflicting advice—but you’ll also gain new perspectives on how to tell your story on your 
resume.     
 
The sections which follow contain the Boise State Career Center’s general advice on preparing 
resumes and some sample resumes from accounting graduates.  These materials will be very 
helpful to you as you prepare your resume.  But keep in mind you must adapt your resume to 
include all the information that a particular firm wants.  For example, many CPA firms want you 
to include the following on your resume:  
 

• GPA: Both overall and in accounting courses.  Remember that the firms can easily check 
these numbers against your transcripts (which you are providing to them via 
BroncoJobs).  

• Graduation Date:  The firms want to know when you anticipate graduating—that is, in 
May, August, or December.  Be sure to note if you plan to enter a graduate program right 
after earning your undergraduate degree—and note when you expect to graduate with 
your master’s degree.   

• 150 Credit Status: Note whether—and when—you will be “CPA eligible.”  As noted 
above, most CPA firms will only consider hiring you if you will have completed 150 
credits by the time you start working for them.  If you are not getting a master’s degree, 
be sure to highlight that you’ll have 150 credits by the time you would start work at the 
firm. 
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B. Providing Strong Evidence of Work Experience 
 
PARS (Problem-Action-Result Strategy) 

 
Describe Problems, Actions, and Results you have delivered for your employers. These 
concrete examples of how you solved problems at a prior job are compelling testimonials of 
your abilities. Use specific examples of key accomplishments, showing how you identify and 
solve problems.  
 

1. Problem – Describe the problem that you faced (key words: issue, cost, customer, 
failure). 
Example: An unnecessary cost to the company 
 

2. Actions – Describe the action you took to solve the problem (key words: lead, drive, 
analyze). Utilize action verbs. 
Example: Analyzed each department’s shipping costs, structure and distribution  
 

3. Results – Describe the result that you achieved by the given action (key words: 
achieve, reduce, increase). 
Example: Reduced the cost of shipping by 30% 
 

Put it all together: Reduced the cost of shipping by 30% through analyzing shipping 
structures and distribution throughout the company. 
 

*This strategy could also be used to write your Summary section and the body of your cover 
letter when you are explaining your qualifications and considering your experiences, skills, 
accomplishments, etc. For more on cover letters, see Part III below. 
 
C. The Boise State Career Center’s Guide to Resumes 
 
The following pages reproduce the Career Center’s guide to resumes and provide generic sample 
resumes. 
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D. Sample Resumes from Accountancy Majors 
 
The next few pages contain sample resumes from accountancy majors.  The first is for a graduate 
accounting student.  The second is for a student with accounting experience.  The final sample is 
for a student with little in the way of work experience.   
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Thomas McKenzie  
1402 North Fifteen Mile Road | Boise, ID 83713 | 1-208-867-5309 | 
tmckenzie45890@u.boisestate.edu www.linkedin.com/in/ttmckenzie  
 
EDUCATION  
Bachelor of Business Administration in Accountancy and Finance  
Expected Graduation: December 2017  
Minor: Nonprofit Management  
Boise State University, Boise, ID | Cumulative GPA: 3.34 | CPA eligible  
 
Summer Venture in Management Program (SVMP) June 2017 – June 2017  
Harvard Business School, Boston, MA  
One of 180 out of 10,000 applicants to be selected to participant in week-long management training program  
Selected for academic achievement, demonstrated leadership, and personal characteristics  
 
ACCOUNTING EXPERIENCE  
Accounting Intern, Financial Governance and Technology, J.R. Simplot Company, Boise, ID May 2017 – 
Present  
 Process month-end reports, prepare support schedules and journal entries  
 Review financial statements balances, interpret computer reports, and check for accuracy  
 Validate and update financial governance policies and procedures in BlackLine  
 Reconcile revenues, expenses, and ensured accuracy and completeness for 182 domestic and international accounts  
 Assist with control testing, research projects, and completion of various tax forms and census reports  
 
Accounting Associate Intern, Jitasa, Boise, ID June 2016 – May 2017  
 Reviewed financial statements, journal entries, and ledgers to detect errors for nine clients  
 Reported monthly bookkeeping/data entry, and account reconciliation for senior managers  
 Researched and utilized information needed to update and complete financial statements for month-end closing for two 
clients  
 Examined and resolved payment discrepancies and processed accounts payable on a weekly basis for seven clients  
 Compiled and analyzed financial information using Excel and QuickBooks  
 
Cost Accounting Intern, Shankaroon Market, Boise, ID January 2016 – June 2016  
 Gained cost accounting experience in a professional small business setting  
 Planned and conducted the year-end inventory count, discovered six variances out of 23 samples  
 Prepared profit and loss statements and monthly closing and cost accounting report  
 Reviewed financial records to identify areas of opportunity for growth  
 
PROFESSIONAL EXPERIENCE  
Technical Records Specialist, Department of Public Safety, Boise State University, Boise, ID December 2015 
– Present  
 Review, evaluate, and process records documents and respond to inquiries as needed  
 Explain requirements, processes, and procedures to customers; operate and maintain 12 motor pool vehicles  
 Adjust and update manual and/or computerized records systems; develop reports using Excel and QuickBooks  
 Utilize three databases to research client financial records to identify and conform account information  
 
Peer Mentor Adviser, TRIO Rising Scholars Program, Boise State University, Boise, ID August 2015 – May 
2017  
 Guided students in accessing academic resources available at Boise State University  
 Responsible for mentoring and crisis intervention for 14 students throughout the academic year  
 Delivered academic advising to student’s undecided on their major and students in transition from one major to another  
 Educated and promoted diversity and inclusion on campus and beyond  
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III. Cover Letters  
 
A. General Comments 
 
Like with resumes, cover letters must be PERFECT.  Like it or not, we are judged by what we 
write.  As iFixit CEO Kyle Wiens put it:  “[Job] [a]pplicants who don't think writing is important 
are likely to think lots of other (important) things also aren't important.”  
 
Some employers care a lot about cover letters; others don’t even look at them.  Always assume 
they are important and put a lot of thought into them. Cover letters provide a great opportunity to 
tell your “story”—a story that might not be evident from the resume.   
 
In preparing your cover letter, do not just repeat what is already on your resume.  Instead, focus 
on some of your attributes that are not evident from the resume.  In doing so, don’t use fluff—be 
specific and provide evidence to support your claims.  For example, don’t say trite things like “I 
am a hard worker.”  Instead, say “I learned the value of hard work by putting in 14 hour days on 
my family’s farm—where I was responsible for over 1,000 acres and X head of cattle.”  Don’t 
say “I am a team player.”  Instead, say “I learned to work effectively with others on a high-stakes 
group project for my auditing course.”   
 
Do not use the same cover letter for all firms.  Customize your cover letter for each firm.  Don’t 
make obvious errors like submitting a letter to Deloitte that is addressed to KPMG.8  (It happens 
more than you might think!)  In each letter, state specifically why you want to work for that 
particular firm. For example, “I want to work for the firm because I have experience in the 
banking industry and the firm has a growing practice in that area.”   
 
If you are applying for a job in a city outside of the Treasure Valley, use the cover letter to 
explain why you want to live and work in that city.  For example, “I want to work in Portland 
because I have close family in the area” or “I want to work in San Jose because of the unique 
opportunity to work on high technology clients.”   
 
Reminder:  Use PARS, as explained above at Part II.B, above, when preparing your cover 
letters.  
 
B. The Boise State Career Center’s Guide to Cover Letters 
 
The following pages reproduce the Career Center’s guide to cover letters and provide generic 
sample cover letters.  

                                                 
8 “That’s kind of like calling your new partner by your ex’s name — a major turn-off.”  Rob Jenkins, It’s the Cover 
Letter, Stupid, CHRONICLEVITAE, Aug. 2, 2017.   
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IV. LinkedIn   
 

A. General Comments  
 

LinkedIn isn’t just about identifying job opportunities, it is about building your online brand and 
presence. The online platform allows you to network and engage with people and manage your 
contacts, including colleagues, classmates and recruiters. 
 
Like your resume, your LinkedIn profile should be PERFECT. If it is not complete or perfect, 
edit your public profile visability and hide it. Getting started, build your online profile with 
these quick tips. 
 
B. Tips 
 
First impression, professional photo 
Find or take a high-quality photo of you alone. Face forward, dress professionally. Smile. 
 
Craft a unique, compelling headline and summary 
Your headline and summary demonstrates your speciality and answers what you are good at. 
Consider NOT identifying yourself as a “recent or upcoming graduate,” this will lump you in 
with over 3 million people. Think about your audience and what you want them to know about 
you. Do you have a specific skill set? 
 
Think of your summary like the first few paragraphs of your best-written cover letter. Tell a 
story and use conversational tones, here it is even okay to show personality.  
 
Use keywords, not buzzwords 
Include industry-valued keywords. Considering reviewing a job description to help you identify 
these words (e.g..,‘data analysis,’ ‘audit,’ ‘cash/card reconciliation’) 
 
Experience | Volunteer Work | Student Organizations  
Like your resume, list the jobs you’ve held and give a brief description of what you did and what 
you accomplished. Here you might even be able to copy and paste from your resume. LinkedIn is 
also a great place to add course projects, reports, and examples of your work.  
 
Same as your resume – volunteer work and student organizations adds value to your profile and 
tells the reader more about you.  
 
Engage in the industry, be active in relevant groups  
LinkedIn is a great place to connect with people you meet at events. Write a personalized 
message though, DO NOT use the default template for messaging. Tell them who you are and 
give them a reason for reaching out to them. Also, use discretion when contacting recruiters, 
don’t just connect with everyone. Lastly, if they message you back, DO NOT forget to respond. 
Remember, all your actions are considered when meeting or communicating with recruiters, 
whether it be in-person or online.  
Please contact the COBE Career Services Office for further guidance on LinkedIn.  
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V. Interviewing  
 
A. General Comments 
 
Accounting job interviews are normally directed at learning more about you and whether you 
would be a good fit for the firm. The interviewers are determining whether you would be 
pleasant to work with and whether you would do well in front of clients.  

 
It is unlikely that the interviewers will ask you technical accounting questions. Instead, they will 
ask you about yourself, what your strengths and weaknesses are, what type of projects you like to 
work on, what courses you like, etc. Be ready to answer these sorts of questions. When 
discussing your weaknesses, be honest but explain how you learned to manage or overcome your 
weaknesses. Use specific examples from your experience that illustrate the points you are 
making.  
 
Anything that is on your resume is fair game for a question. For example, if you say that you 
have “leadership skills” on your resume, be sure to be able to back it up with a specific story 
from your past where you have demonstrated leadership skills.  
 
The interviewer may ask why you want to work at his or her firm. Be sure you have researched 
the firm ahead of time, reviewed its website, etc. and have an answer ready.  
  
It is also critical that you ask good, well-thought out questions that could not be answered by 
reference to the firm’s website, are not trite (e.g, “what kind of training do you have?”), do not 
make you look high-maintenance or lazy (e.g, “how much overtime will I have to work?”), or are 
simply inappropriate (e.g, “how much money do you make?”). Asking unique, thoughtful 
questions shows that you are prepared and serious about working for the firm. 
 
In preparing for your interview, come up with a list of three things you want the interviewer to 
know about you by the end of the interview. You’ll need to communicate those things via your 
answers to the interviewer’s questions, the general discussion during the interview, or the 
questions you ask the interviewer.    
 
We highly recommend that you meet with the COBE Career Services Office, the Boise 
State Career Center, and an accounting faculty member prior to going to interviews. If you 
go in “cold,” without getting practice or advice first, things may not go well. Also, don’t use 
your first interview as a “practice run.” The first firm you interview with may well be the right 
firm for you—if you interview well. 
 
COBE Career Services has a brand-new, high definition Skype Room. To reserve, please contact 
COBE Career Services directly or email cobecareers@boisestate.edu.   
 
B. The Boise State Career Center’s Guide to Interviews 
 
The following pages reproduce the Career Center’s guide to interviews.   

mailto:cobecareers@boisestate.edu
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VI. Opportunities to Network and Learn About Accounting Careers 
 
A. Accountancy Student Organizations  
 
The Department of Accountancy has two active student groups—the Boise State Chapter of the 
Association of Certified Fraud Examiners and the Zeta Psi Chapter of Beta Alpha Psi. These 
organizations provide opportunities for networking, service, and personal and professional 
development. We encourage you to become active in one or both of these organizations.  
 
1. Association of Certified Fraud Examiners (ACFE)—Boise State Chapter  
 

Overview 
 
Almost every Business and Accounting class teaches students how 
financial information should be reported and how to find and correct 
errors — but very few have to do specifically with fraud. Many 
accountants and business professionals deal with fraud everyday.  
And in our society, it is becoming more and more necessary to 
know what to do and who to call when fraud happens. 
 
If you are interested in a career in forensic accounting or in learning 
about fraud, or simply in knowing how best to protect yourself, the 

ACFE is dedicated to providing the best resources and helping students and professionals to 
learn to deal with fraud.   For more information about ACFE, scholarships and much more, 
please visit the official ACFE website at http://www.acfe.com/student-membership.aspx  
 
Benefits of Becoming a Member 
 
No Fee: 

• Connect with students with similar interests 
• Attend lectures and presentations from professionals in many fraud industries 
• Occasional extra credit offered by some teachers for specific topics 

 
$25 fee (Optional): 

• Receive a monthly Fraud newsletter with articles on current issues in the business 
community 

• Access to the ACFE Article Archives – Terrific for class projects, term papers and 
presentations 

• Free attendance at local professional chapter meetings 
• Discounted rates or scholarships for area, regional and national conferences. 
• Access to the ACFE’s online career center- with advice for preparing for a future as a 

forensic accountant or Certified Fraud Examiner – Includes Resume Advice, Internships, 
Interviewing Techniques, Etc. 

• Network with professionals in large and small organizations 
• 65% discount on CFE Exam Prep materials and Exam fees. (Regularly $1200+, Student 

members pay only $350) 

http://www.acfe.com/student-membership.aspx
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Interested in participating? Contact Boise State Chapter Faculty Advisor Ryan Baxter 
(rbaxter@boisestate.edu) and look for announcements on chapter meetings and events. 
 
2. Beta Alpha Psi  
 
Beta Alpha Psi is the national accounting honor society. Boise State 
has one of the most active chapters of Beta Alpha Psi in the nation. In 
fact, our Beta Chapter was named a "Gold Chapter” (for the 
second time in recent years) in 2018. This is a prestigious award 
that is only given to 12 chapters out of over 320 active chapters 
each year.  The award recognizes chapters that truly go above and 
beyond based on the quality, creativity, nature, and depth of their activities.  The faculty 
advisor is Kathy Hurley (kathyhurley@boisestate.edu).  
 
What is Beta Alpha Psi? 
 
Beta Alpha Psi is a national scholastic organization that promotes professional excellence in the 
field of accounting. The primary objective is to provide an enhanced university experience 
through personal and professional development, while consistently encouraging a sense of 
ethical, social and public responsibility. Participation in this organization results in the 
development of future contacts, through networking opportunities among members and 
practicing accounting professionals. 
 
What does Beta Alpha Psi normally do? 
 
Beta Alpha Psi engages in a series of professional meetings and community service projects 
throughout each semester. In the fall, Beta Alpha Psi and its members typically visit accounting 
firms in the Boise area and host a “Meet the Firms Night” where members can speak with firm 
representatives on a one-on-one basis. In the spring, Beta Alpha Psi focuses on specific topic 
areas such as networking or industry and governmental accounting. It is an opportunity to learn 
from special guest speakers and panel discussions. 
 
What are the benefits of Beta Alpha Psi membership? 
 

• Beta Alpha Psi offers its members great networking opportunities—students have the 
opportunity to meet potential employers and to develop professional relationships at 
weekly meetings and at Beta’s annual “Meet the Firms Night” 

• Membership is a great way to meet other accounting students and to get to know the 
accounting faculty 

• Beta Alpha Psi is both a recognized and respected collegiate organization within the 
business community—membership always looks good on a resume! 

 
 
 
 

mailto:rbaxter@boisestate.edu
mailto:kathyhurley@boisestate.edu
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What are the requirements for membership? 
 

• At a minimum, we expect a two (2) semester commitment from our members 
• Currently enrolled in at least one upper-division accounting class  
• Attend at least 80% of meetings (at least 10 meetings) 
• Acquire a minimum of 12 professional hours per year (20 recommended) 
• Participate in community service projects; minimum of 6 service hours per semester 

(Numerous service activities provided throughout the semester to accomplish this) 
• All members are required to have a minimum GPA of 3.0 (some exceptions apply)  

 
What can Beta Alpha Psi do for you? 
 
Professional Reputation 
 
Beta Alpha Psi is recognized and respected by the business community as a premier collegiate 
organization. The reputation of Beta Alpha Psi will open doors to outstanding career 
opportunities in the fields of finance, accounting and information systems. Potential employers 
know that when they see Beta Alpha Psi on a resume, they are getting the best! 
 
Bonding Through Activities and Service 
 
As a member of Beta Alpha Psi, you will have ongoing opportunities to participate in campus 
and community service activities. 
 
Communication Skills 
 
Provides numerous chances to improve these vital skills and opportunities to be involved in 
additional activities such as the annual and regional meetings. Beta Alpha Psi members will be 
provided the tools to develop strong communication skills. 
 
Networking Opportunities 
 
Members are able to develop professional friendships and relationships through various 
networking activities. These include trips to companies and firms, attending joint meetings with 
professional organizations and service activities. 
 
Future Contacts 
 
Overall, Beta Alpha Psi is a tremendous way to interact with professionals and future 
professionals from whom you may later wish to seek employment. It is also a great way to 
develop strategic contacts and relationships with faculty members who can provide good 
potential job sources and references as well. 
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Beta Alpha Psi Mentors 
 
Beta Alpha Psi provides the chance to develop personally and professionally by interacting with 
mentors in the form of faculty, professionals in the industry, alumni and your peers. Their 
support can also help guide you through your academic and professional journey. 
 
Enhanced University Experience 
 
Membership in Beta Alpha Psi is a wonderful and rewarding way to meet like-minded people 
who share many of the same goals and interests that you do. 
 

• Interested in Joining? Please contact us at bap@boisestate.edu  
 

 
 
 
 
  

mailto:bap@boisestate.edu
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B. Professional Mentorship Program  
 
Overview 
 
The Department of Accountancy operates a formal mentorship program in partnership with 
several local businesses and accounting firms. The program is open to any undergraduate or 
graduate accounting student. It is a great opportunity for any student interested in learning 
more about accounting career options. Because mentors work with students to set meeting 
times, the program works great for students with significant work or family commitments.  
Contact Professor JoAnn Wood (joannwood@boisestate.edu) for more information.   
 
Details 
 
The Department of Accountancy is fortunate to have accounting professionals in the Treasure 
Valley who are interested and willing to help you develop as a professional.  They wish to share 
their valuable insights that reach beyond the classroom and help you to think in broader terms 
about your career choices.    
 
The program is a not-for-credit commitment by the student and mentor to gain and provide, 
respectively, career, professional, and networking insights that students wouldn’t necessarily 
receive in the classroom.  Mentors work with your schedules to arrange events and activities 
(usually three to five events) to show you their work environment and overview their 
organization, perhaps shadow them for a few hours, attend a professional luncheon, or a meet for 
a one-on-one coffee together.  The activities vary by mentor.  It’s an excellent way to get to 
know local professionals and gain greater insight about the opportunities you will find in your 
chosen profession! 
  
Students only need to commit to the program for one semester—but can participate for 
more than one semester.  In the fall, we offer mentoring opportunities with public 
accounting firm professionals.  In the spring, we offer mentoring opportunities with 
corporate, governmental, and nonprofit organization professionals.  This better 
accommodates the “busy” season for public accounting professionals as well as the changes to 
students’ schedules when fall semester ends and spring semester begins.   
 
The mentoring program began in 2010.  Approximately 180 students and eight public accounting 
firms and nine corporate or governmental organizations have participated so far. Each semester, 
a kickoff meeting will be announced via e-mail to all accounting majors. At that meeting, 
you can learn more about the accounting mentoring opportunities.  You will then complete an 
application form, be interviewed by Professor JoAnn Wood, who coordinates the program, and 
be placed with a mentor.  Please watch your e-mail for forthcoming details.      
 

mailto:joannwood@boisestate.edu
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