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nalp'““”‘"e“ Open Letter to Law Students

As employer members of NALP, we have developed this
letter to give students additional insight into employers’ perspec-
tives on the recruiting process. We think the following sugges-
tions will help you interview more efficiently within the broad
provisions of the NALP Principles and Standards for Law Place-
ment and Recruitment Activities, and particularly the “General
Standards for Timing of Offers and Decisions.”

The recruiting season is a busy time for everyone involved
— students, career services offices, and employers. Many stu-
dents who are trying to balance academics and interviewing may
not be aware that employers face similar challenges in trying to
give all applicants careful consideration. For instance, for each
callback visit, an employer schedules a round of interviews with
its lawyers, considering factors such as areas of practice, educa-
tional background, and personal interests, so that the applicant
and the employer have ample opportunity to learn about each
other. When you take into account that each employer, depend-
ing on its size, may schedule from two to twenty or more inter-
views per day for a period of approximately six to ten weeks, you
will realize that interviewing takes up a significant amount of

attorneys’ time and generates a huge volume of paperwork, email,

and telephone calls.

Given this situation there are certain guidelines that employ-
ers would like applicants to follow so that the process runs as
smoothly as possible, to the benefit of both students and employers.

m Focusing Your Search

Prior to beginning your job search, we recommend you
bring your search into focus. Take a few moments to reflect
on your present goals in terms of working environment, areas of
practice, geographic preferences, and concerns about personal
and professional quality of life. Employer websites and materials
on file in your career services office provide extensive, reliable
information about many employers that may be of interest to
you. Review this information carefully. Don’t assume that all of
the information you read on legal blogs or find through searches
is accurate. Do feel free to ask employers questions. The com-
ments of fellow students who have clerked at employers in
which you are interested can give you insight into the intangibles
of the office’s culture. Speak with your career services office
about their knowledge of particular employers. You should now
have a basis for making informed comparisons among types of
employers, comparisons which will prove invaluable as your
search progresses.

As you prepare to interview, take advantage of your career
services office for mock interviews and assistance with résumé
and cover letter writing. It is helpful to keep your career services
office up to date on your job search.

®m On- and Off-Campus Interviewing

A few suggestions:

1. Only request interviews with employers in which you
have a genuine interest.

2. Take a broad approach to your choice of employers. If
you question whether your experience or credentials are
a good fit with a particular employer, consult with your
career services office before requesting an interview with
that employer.

3. Visit the employer’s website and review the employer’s
materials on file in your school’s career services office
and in the NALP Directory of Legal Employers
(www.nalpdirectory.com).

4. DPrepare in advance so that you will be able to ask thought-
ful questions during your interview.

5. Be prepared to discuss your résumé in detail. Be certain that
your résumé indicates a current address, telephone number,
and email address, and that you advise the employer of any
changes at the time of the interview. Be prepared to answer
questions about what’s not on your résumé. Proofread your
application materials, including your writing sample, for
grammatical errors or typos.

6. Have readily available copies of your current transcript and a
brief (7-10 pages) writing sample and be prepared to discuss
them as well.

m Callback Interviews

If you participate in on-campus interviews (or arrange initial
interviews on your own) and begin receiving callback invitations, it
is time to focus your search further. We recommend that you
apply the previously discussed focusing techniques to the infor-
mation you have gathered from your initial interviews. You
should then be able to make educated decisions about which
callback invitations to accept.

When you receive a callback invitation, you have two
options: email or call to schedule an interview or decline the invi-
tation. If you are no longer interested in a particular employer
or city, do not be concerned that your decision will be taken person-
ally. Most employers have a limited number of invitations to extend;
you are helping your fellow students by telling each employer as
soon as possible that you will not be accepting its invitation.

Please keep the following in mind as you plan your fall
interview strategy:

1. Respond promptly, preferably within two business days, to
callback invitations.

2. Schedule callback interviews only with employers that you
are seriously considering.

3. Avoid rescheduling interviews unless absolutely necessary.

4. Ifyou find it necessary to cancel or reschedule a callback
interview, please do so as far in advance as possible as
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there will likely be penalty fees and/or nonrefundable
airfares for which the employer will be obligated to pay.

If working with a travel agency, be sure to cancel or
reschedule your travel arrangements directly with that
agency in addition to letting the employer know. It is usually
better to cancel a callback if you know you would not accept
an offer from that employer. Employers will not be insulted;
rather you will be saving them and yourself unnecessary
time and effort. Of course, only cancel if you are sure you
would not accept an offer, and don't forget to check the firm’s
travel policy to confirm you will not incur non-refundable
travel expenses.

5. When you call, ask for the names of the attorneys you will be
meeting with and how much time to allot for your interview
visit. Go to the employer’s website and review the bios of the
attorneys with whom you will be meeting. Arrive 5 to 10
minutes early for your interview, but if you arrive at the
office more than 20 minutes early, consider looking for a
coffee shop in the area and waiting there. Usually the
recruiting staff is juggling many interviewees at once, and
arriving too early can be disruptive.

6. Bring copies of your transcript and a writing sample. (Please
note: these requests vary from employer to employer.) If
your writing sample is part of a work assignment from a
previous employer, you should ask permission of that
employer to distribute the document, and you should delete
all identifying references to the client or the parties involved.

7. Make sure that you can be reached by telephone and email.
You should give careful consideration to any voice mail
message you record to be certain it is clear, concise, and
professional. You should also provide your email address on
your résumé.

8. Following a callback interview with an employer, if you do not
wish to be considered for an offer, please inform the employer
promptly that you wish to withdraw from consideration.

m Additional Callback Tips

Find out from your career services office if there are any 3Ls
from your school who summered at the firm. If so, reach out
to your fellow students to pick their brains before the inter-
view. This may provide some inside tips on your interview-
ers and on the firm’s major practice areas that will help you
demonstrate to the employer that you did your homework!
2. Make sure you know what practice areas are “big” in the
office for which you are interviewing. Employers may
advertise many practice areas on their website, but only
some of them may exist in the office for which you are
interviewing. It’s fine to express an interest in a niche
practice, but make sure to convey the extent to which you
are flexible and willing to try other practice areas as well.
3. Remember to turn your cell phone off before your interview.
4. Any thank you notes or communications should be
typo-free and addressed to the correct people.

—

m Reimbursable Expenses

After an initial on-campus interview — or an initial
in-office interview you have arranged on your own — some
employers will reimburse you for expenses you incur for a

callback interview, such as transportation, hotel accommoda-
tions, and meals. Discuss expense reimbursement policies and
procedures before you travel to meet with the employers. Each
employer has its own guidelines and limits with respect to travel
reimbursement, and these policies may vary depending upon
whether the interview resulted from an on-campus encounter or
a write-in application. Students are responsible for finding out
these policies before they travel, and employers are responsible
for making these policies widely and easily available to students.
Naturally, employers prefer that you take steps to save money
when possible: visiting several employers in one trip and
purchasing the lowest cost coach fare airplane tickets are recom-
mended. An important note: many employers in a given city/
region are willing to share expenses with the other employers you
may be visiting in one trip. If you are visiting more than one
employer during a single trip, inquire about their willingness to
share expenses with the other employers (almost all will appreci-
ate the opportunity to reduce their reimbursement costs through
sharing). Many times, one of the employers you visit will serve as
your “host” in the city/region, meaning that you will submit all of
your expenses to them and they will contact the other employers
about sharing the expenses. You will find sample reimbursement
forms in the materials provided by many employers for on-cam-
pus interviews or on the employer’s website. If you don’t find
current forms, be sure to get them from the employer before you
travel. Many employers state their reimbursement guidelines or
limits on their forms, and many have also placed copies of their
guidelines on file in the career services offices.

m Offers

When you receive an offer, be aware that employers must
consider numbers seriously in the employment process. They
extend only a certain number of offers because they know from
past experience that “x” percent (this percentage differs from em-
ployer to employer) are accepted. If you receive an offer and have
no intention of accepting it, please decline as quickly as possible,
preferably by telephone or e-mail. If you decline by phone, fol-
lowing up with a confirming e-mail is encouraged. If you wait to
decline, you may be preventing the employer from making an
offer to another student. For those offers you are considering,
you should carefully read offer letters and e-mails from employ-
ers and reaffirm your interest in the position in accordance with
the employer’s instructions.

In all cases, you should be familiar with the NALP Principles
and Standards for Law Placement and Recruitment Activities,
Part V., “General Standards for the Timing of Offers and Deci-
sions” (which are available online at www.nalp.org under “Princi-
ples & Standards” and in your career services office). As outlined
in Part I, “General Principles,” students and employers are en-
couraged to keep the lines of communication open.

Do not be defensive if an employer asks where you will be
working when you reject an offer. Employers often keep statistics
about where students work. They may also be interested in the
reasons for your decision and would appreciate candor.

We hope these suggestions will be useful. We wish you well
in the upcoming hiring season.

NALP, 1220 19th Street NW, Suite 401, Washington, DC 20036-2405 — (202) 835-1001 — www.nalp.org —
www.nalpdirectory.com — www.nalplawschoolsonline.org — www.nalpcanada.com — www.psjd.org




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Preserve
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile (Color Management Off)
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages false
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


