
Appendix
 



INTERVIEW TIPS!

Before the interview: 

• Call ahead to confirm the interview time and place. 

• Know the person’s name, title, and phone number. 

• Know the agency’s address and have directions to get 

there. Make a practice run ahead of time. 

• Review information about your agency so that you can ask 

good questions.



DRESS
Placement interviews should be handled like job interviews, 

which require appropriate professional attire. You will be 

presenting yourself as a professional from Tuskegee University. 

How you dress will represent TU and how you might represent 

the agency where you have your

placement!

• Consider wearing a coordinated outfit such as a 

conservative dark suit with tailored blouse or shirt and basic 

pumps or dress shoes. 

• Dress neatly in an attractive, conservative, professional 

manner. 

• Minimize the number of accessories or flashy jewelry. 

• Use makeup, aftershave, cologne, and perfumes sparingly, if 

at all.

•  Avoid low cut blouse. PANTS ARE O.K. but not jeans.

• Take notepad, pencil, and your packet with you. Leave 

gum at home! 

• Arrive at least 10 minutes before the scheduled time of your 

interview so you can relax and feel comfortable with your 

surroundings before the actual interview 



During the Interview
• Introduction: Immediately introduce yourself! The most important thing to 

remember about introductions is simply to introduce people who do not 

know each other.

• If you have forgotten someone’s name, introduce yourself and 99% of the 

time, theperson will repeat his/her name. 

• The handshake: When shaking someone’s hand, be brief and firm, but do 

notcrush. 

• Act naturally; friendly but businesslike. 

• Speak clearly, smile and use direct eye contact. Make as much eye contact 

aspossible during the interview. 

• Demonstrate your interest by listening attentively, which includes smiling,

• nodding, and leaning forward. Stand and sit straight. 

• Answer all questions briefly but completely. 

• Treat the environment with respect. Let the interviewer indicate where you 

should sit, rather than rushing to be seated when you first walk in. Avoid 

placing yourpossessions (pens, papers, purse) on the interviewer’s desk, 

chairs, or tables. Do give YOUR RESUME AND COVER LETTER to the 

interviewer. 

• Prepare to answer questions about your background, educational and career 

goals, and why you might desire this particular placement. 

• The field instructor will assess your level of interest and suitability for the 

general type of assignments they have in mind. 

• Discuss with the field instructor what your schedule will be there. 

• If there is a stipend offered at your placement, inquire about what this will be 

and what you need to do to earn it.



After the interview
• Write a thank you note to the person(s) with whom you did 

your interview. 

• Confirm your placement assignment by returning the Field 

Education Assignment form to the DIRECTOR OF FIELD 

INSTRUCTION(Ms. McArthur) within one week of your 

interview. 

• Arrange transportation to and from the agency. 

• Attend the mandatory student orientation (SOWK INTERNS 

BOOT CAMP). 

• Begin field placement on the first official day of classes after 

you have successfully completed SOWK INTERNS BOOT 

CAMP. 

• Once your field placement begins, work with your DIRECTOR 

OF FIELD INSTRCTION and with your agency field instructor 

for a successful placement!
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A resume and cover letter work together to interest an employer in interviewing you.  This important 
marketing team should always be geared to your specific audience and describe the relevant skills, 
experience, and accomplishments that qualify you for the position for which you’re applying.  

 
Getting Started on Your Resume 

 
Ask yourself what populations and settings interest you.  This will help you decide what to include in 
your resume, what to emphasize, and the appropriate terminology to use.   
 
Research the organizations where you’ll be sending your resume.  Browse their websites, read their 
written materials, and connect with Smith alums and others who work there. Learn about an organization’s 
programs, population served, and—for clinical settings—theory base.  
 
Make a master list of all your experiences and skills.  Include education, certifications, and licensing; 
field placements; projects (community, anti-racism); jobs, internships, and volunteer positions; trainings 
attended and presentations given; research (thesis); and professional activities (memberships, committee 
work, conferences); language and computer skills; interests, activities, and travel.  Your finished resume 
may not include all this information, but it’s useful to have it written down. 
 

Choosing a Format and Headings 
 
List information in reverse chronological order, from present to past. This format easily identifies recent 
experiences for employers, and they are most familiar with it.   
 
Choose headings to emphasize relevant skills and experience.  Those seeking clinical positions 
typically begin with Education followed by Social Work Experience or Clinical Experience.  Other 
background might simply be called Additional Experience or something more specific such as Teaching 
Experience, Research Experience, or International Experience.  Other sections are summarized on page 3. 
 
For macro-level positions other headings may be appropriate such as Human Services Experience, 
Community Outreach Experience, Administrative Experience, and so forth. To further emphasize the 
breadth of your skills and experience, you might begin your resume with a Profile or Skills Summary. 
 
Avoid using a template.  Template resumes often look alike and are hard for most users to modify.  

 
Describing Your Experience 

 
Use action verb phrases, not complete sentences.  (Action verb list on page 9.) Omit personal pronouns 
and “a,” “an,” and “the” to achieve a concise style that will be easier—and faster—for employers to read. 
 
Use keywords and details appropriate to your audience.  For clinical positions emphasize your 
clinical skills.  Include details about your client population such as diagnoses or presenting issues, age, 
ethnicity, and socio-economic status unless certain your reader will know this.  Other details may include the 
number of clients seen individually or in groups, and the length and type of treatment.   
 
For macro-level positions stress skills such as supervising others, program development, community 
organizing, fundraising, teamwork, and budget management.  Include details such as the number of people 
you’ve supervised or amount of money raised. Use more familiar language for non-clinical positions. 
 
Stress accomplishments and sequence phrases according to the skills most relevant to your reader.  
List less relevant information later in your descriptions, condense it, or omit it. 
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Sections of the Resume 
 
Your contact information.  Put your name at the top with your address, phone number, and email 
address below.  Include both present and permanent contact information if you like. 
 
A job objective is an optional brief statement stating the type of position you’re seeking.  An 
objective can limit the use of the resume, so we suggest specifying it in the cover letter.  
 
A skills summary or profile may be used at the opening of the resume, but is also optional. 
 
Education comes first for most students and recent graduates.  Start with your School for Social 
Work degree, followed by your previous degree(s).  You may include relevant courses, your thesis, 
community and anti-racism projects (these may be presented elsewhere), and committee work.   
 
Foreign language proficiency, computer skills, and licensure may be included under Education. 
 
Experience categories should be chosen according to the type of position for which you’re applying. 
State that your field placements have been full-time, especially for clinical resumes.  You may include 
volunteer work or internships. 
 
Personal information such as age, family status, religion, disability, political affiliation, ethnicity, 
sexual orientation, or gender identity is not required on a resume.  Include personal information only if 
it makes you a stronger candidate for a particular job. 
 
Interests and travel are optional unless they’re relevant.  For example, if you hope to combine your 
clinical skills with outdoor education, your outdoor skills and certifications are important. 
 
Professional activities such as relevant memberships, awards, trainings and conferences attended, 
and presentations given should be included. 
 
References typically appear on a separate page, “References for Your Name.”  Include the name, 
title, address, phone, and email for each reference, and their relation to you.  Get permission from 
your references to list them, and tell them they may be contacted—by whom, and for what position. 
 

Your Resume’s Presentation 
 

The length of your resume depends on your audience and level of experience.  If you can fit 
your resume onto one page without crowding, do so.  Resumes for clinical positions may be two 
pages long if you have significant previous experience, but make sure it is at least one-and-a-half 
pages in length.  A C.V. (Curriculum Vitae), required for academic, research, and post-doc positions, 
may be several pages long.  Note:  Some employers who ask for a C.V. simply mean a resume. 
 
Your resume must be easy to read and visually attractive.  Use margins, headings, caps, bullets, 
italics, bold, and underlining to direct your reader’s attention to important content.  Good font choices 
include Arial, Times Roman, Helvetica, and Garamond (11 point preferred).  Use white or ivory bond 
paper with matching paper and envelopes for your cover letter, and be sure your print quality is crisp.   
 
Your resume is a reflection of you!  Proofread it with care, check your spelling and grammar, and 
make sure the information is presented consistently and accurately.  If you’ll be emailing your resume 
to employers, email it first to yourself and your friends to be certain the format appears as you want it. 
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The Cover Letter 
 
A cover letter introduces your resume to an employer.  It says why you’re writing, where you 
learned of the position, and how you’re qualified.  It highlights your relevant skills and experience and 
shows where the match is between you, the position, and the organization.  Send a cover letter with 
your resume, even if not required. 
 
Research the organization and position before writing your letter.  Read its materials and 
website, and speak with Smith alums and others familiar with it.  If you’ve been referred by a contact, 
mention her/his name (with permission, of course) in the first paragraph.   
 
When responding to a position with little description, you may email or phone for more 
information.  Be prepared—you could end up speaking with the person doing the hiring.   
 
Address your letter to a person by name, preferably the person with hiring authority.  Phone 
for this information if necessary.  If you can’t get a name and title, address the letter as indicated in 
the ad or something like:  “Dear Director,” “To the Search Committee,” or “To Whom it May Concern.” 
 
Use business letter format with your name, address, phone number, and email blocked left, right, or 
as a header.  Use the same paper as for your resume, and a matching business-size envelope. 
 
Write in an active, conversational style.  Instead of saying, “My placement at xxx agency afforded 
me the opportunity to xxx,” or “I would be honored to work at your agency,” say, “During my 
placement at xxx agency I provided individual psychotherapy to adolescent substance abuse 
patients,” or, “I would bring strong clinical and administrative skills to your agency.”  Be specific. 
 
Keep your letter to one page unless applying for academic, research, or fellowship positions.  
There’s no set number of paragraphs for a cover letter, but make each one concise.  Avoid long, 
dense blocks of text. 
 
Pave the way for an interview by ending your letter with a next step.  You might say, “I’ll telephone 
you next week to see if we can find a convenient time to meet,” If you prefer, offer the best way of 
contacting you, and say that you look forward to hearing from the employer. 
 
When emailing your resume as an attachment, include your cover letter as a second attachment. 
In the body of the email be brief:  “Dear Ms. Alon:  I am writing to apply for the therapist position 
(#32078) advertised in the July 1 Boston Globe.  I am receiving my M.S.W. from the Smith College 
School for Social Work this August and would bring strong clinical skills and experience with at-risk 
youth to the position.  My cover letter and resume are attached; please contact me if you have 
difficulty opening the attachments.  I look forward to meeting you.  Sincerely, Philip Lakey.” In the 
subject line, put “Resume and cover letter for therapist position (#32078). ” Label the attachments 
with your name, for example, “PLakey resume.doc.” 
 
Follow up after sending your letter and resume, unless an ad says, “No calls, please.” Ask if your 
application has been received, if you can provide further information, or arrange an interview. 
 
Keep track of your applications and contacts with a spreadsheet or card file so that you can take 
timely and appropriate follow-up steps.  Your goal is to keep your application in the employer’s mind. 
 
Consult the CDO for help any time.   We’re happy to assist you in person, by phone, or via email.  



 

PHILIP LAKEY 
 

35 Elmwood Drive, Stoughton, MA  02130     (617) 555-0000     plakey@smith.edu  
  

EDUCATION 
 
Smith College School for Social Work, Northampton, MA    
MSW, expected August 2008 
Thesis:  Father-Daughter Relationships:  The Impact of Divorce on Adolescent Girls 
Courses include:  The Adolescent in Context: Dynamics and Treatment Issues; Group Treatment for  
Children and Young Adolescents; Gay, Lesbian, and Bisexual Identities: Developmental and Treatment  
Considerations; Clinical Practice With Traumatized Children and Families  
 
University of Massachusetts, Amherst, MA    
BA, Psychology and Biology, May 2001 
 
Licensure:  LCSW Certification expected Fall 2008 
Language Proficiency:  Fluent Spanish 
Computer Skills:  Microsoft Office, Final Cut Pro, iMovie 
Other:  White Water Instructor Certification, CPR, First Aid 
 
SOCIAL WORK EXPERIENCE 
 
Social Work Intern, Cambridge City Hospital, Cambridge, MA    
Full-time field placement, September 2007 - April 2008 
Outpatient Psychiatry Department  
!" Provided individual assessment, treatment planning, and psychotherapy services to socio- 

culturally diverse adult population diagnosed with depression, PTSD, and other affective disorders 
!" Provided crisis intervention and emergency services; co-led bereavement group 
!" Participated in family therapy seminar, grand rounds, and hospital-wide in-service training 
!" Served as department representative to Hospital Diversity Committee   
 
Social Work Intern, San Mateo Mental Health, Serramonte Therapeutic Day School, Daly City, CA 
Full-time field placement, September 2006 - April 2007 
Adolescent Partial Hospitalization Program 
!" Provided individual and group psychotherapy services to culturally-diverse adolescents ages 12-18 

diagnosed with major psychiatric disorders, attention disturbances, anxiety, depression, and 
substance abuse; services provided in Spanish and English 

!" Collaborated with treatment team of clinical social workers, psychiatrists, psychologists, and 
rehabilitation counselors to develop individualized treatment plans 

!" Led daily psychotherapy groups using multi-modal approaches: cognitive therapy, dialectical  
 behavioral therapy, psycho-educational, and expressive arts 
 
Community Project, San Mateo High School, San Mateo, CA, 2006 - 2007 
!" Initiated and facilitated weekly after-school group for GLBTQ youth, grades 9-12 
!" Helped students explore issues of gender identity through writing and video projects  
 
ADDITIONAL EXPERIENCE 
 
Program Supervisor, Academy at Swift River, Charlemont, MA, 2003 - 2004 
!" Supervised five resident counselors in private college preparatory therapeutic boarding school; 

oversaw training, counseling, treatment, and parent relations 
!" Initiated outdoor leadership program; implemented individualized student development plans 

emphasizing outdoor activities and resulting in improved self-esteem, behavior, and academics 
!" Supervised dorm floor of 15 boys ages 14 -18; oversaw evening study halls and social activities 
                                 

(continued) 5 
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Mental Health Worker, Brattleboro Retreat, Brattleboro, VT, 2002 - 2003 
!" Performed nursing care responsibilities with supervision on adult, co-ed residential substance  

abuse unit; ensured safe and consistent quality care  
!" Documented patients’ behavior and treatment; initiated supportive interactions around treatment 

issues; intervened in crisis situations 
!" Co-led psycho-educational group for adult substance abusers in collaboration with social worker 
!" Provided patient transportation to medical appointments  
 
Assistant Director, Horizons for Youth, Denver, CO, 2001 - 2002 
!" Co-led after-school program for low-income, at-risk youth; developed and implemented  

recreational and career-related programs including legal field shadowing program 
!" Advocated for, received, and administered $3000 activities and field trip budget 
!" Met with youth’s family members to discuss behavioral goals and objectives 
 
Group Leader, Grant's White River Rafting Company, Boulder, CO, Summer 2001 
!" Led rafting tours in adventure program for inner city adolescents to help participants build  

self-esteem and self-reliance 
!" Trained three junior co-leaders: developed team-building and leadership activities included in  
 program’s first staff training manual 
 
TRAININGS AND CONFERENCES 
 
Sand Tray Therapy for Teens, Center for Psychological Services, Boston, MA, 2007 
The Boston TEE (Total Environmental Education) Party Conference, Boston, MA, 2004 
EnvironMentors Training, National Environmental Education and Training Foundation, 2003 
 
AFFILIATIONS 
 
National Association of Social Workers 
North American Association for Environmental Educators 
National Environmental Education and Training Foundation 
 
INTERESTS 
 
Hiking, white water kayaking, and rock climbing.  Have climbed five of the highest peaks in the U.S. 
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PHILIP LAKEY 
 

35 Elmwood Drive, Stoughton, MA  02130     (617) 555-0000     plakey@smith.edu 
 
July 2, 2008 
 
Ms. Josephine Alon, Director 
White Mountain Youth Services 
162 Mountain Street 
White Brook, NH 03577 
 
Dear Ms. Alon: 
 
I was pleased to see your ad for an MSW therapist (position #32078) in the July 1 Boston Globe.  
I will be earning my MSW this August from the Smith College School for Social Work, and I have 
extensive experience working with adolescents in a variety of settings.  I would bring to this 
position strong clinical skills, outdoor leadership training, fluency in Spanish, and a demonstrated 
commitment to serving at-risk youth. 
  
As my resume shows, during my clinical field placement at the Serramonte Therapeutic Day 
School in San Mateo County, CA, I provided individual and group psychotherapy to a culturally- 
diverse adolescent population in the partial hospitalization program.  I offered bilingual services to 
clients with major psychiatric disorders, anxiety, depression, and substance abuse, and I  
collaborated with a multi-disciplinary treatment team to develop individualized treatment plans. 
 
My previous experience with adolescents includes two years as a program and dorm supervisor 
at the Academy at Swift River in Charlemont, MA, a therapeutic boarding school whose 
curriculum emphasizes environmental education.  While at Swift River, I initiated an outdoor 
leadership program which helped our students achieve individual behavioral, social, and fitness 
goals that markedly improved their self-esteem as well as their academic performance. 
 
An avid rock climber, hiker, and certified white water kayak instructor, I believe I would be an  
asset to White Mountain Youth Services given your program’s emphasis on outdoor activities.   
My training and experience as an environmental educator make me well-qualified to develop and 
lead the new outdoor leadership program mentioned in the position description. 
 
I look forward to discussing my strong interest in this position with you, and I will call shortly to 
see about arranging a meeting. 
 
Sincerely, 
 
If postal mailing, sign in black ink; if emailing, double-space after closing before name. 
 
Philip Lakey 



Susan Gilmore-Evans 
 

5 Woodside Avenue, Amherst, MA 01002   413-322-1234   sgevans@gmail.com 
 
EDUCATION              
 
Smith College School for Social Work, Northampton, MA     M.S.W. (expected 8/08) 
Relevant Coursework: Beginning Treatment of Children, Clinical Practice with Traumatized Children and Families,  
Family Therapy, Child Development from Infancy to Adolescence 
Licensure: LCSW Certification expected Fall 08 
 
George Jones University, Newton, OR     B.S. in Social Work and B.A. in Writing/Literature (5/05)  
Study Abroad: Oxford University Honors Program 
Honors and Awards: Social Work Major of the Year, Steinfeld Peace Scholar, Quaker Leadership Program 
 
SOCIAL WORK EXPERIENCE           
 
Social Work Intern, Aurora Mental Health Clinic, Aurora, CO (full-time field placement, 9/07-4/08) 
!  Provided individual, home-based, group, case management, and crisis intervention services to diverse population of 

children and their families in Early Childhood and Family Center; clinical concerns included trauma and loss and 
wide range of mental health issues often compounded by developmental disorders 

!  Provided consultation services to teachers, foster care families, and other community service providers 
!  Participated in multi-disciplinary team of psychiatrists, psychologists, social workers, and case managers 
!  Completed 10-week training on attachment theory and 2-day training on developmental disorders of infancy and 

early childhood 
 

Social Work Intern, Asian Counseling and Referral Services, Seattle, WA (full-time field placement, 9/06-4/07) 
!  Provided clinical assessment and long- and short-term treatment to primarily Asian Pacific adult population  

including immigrants, refugees, and American-born clients 
!  Co-facilitated weekly art therapy groups in day treatment program for  severely and persistently mentally ill clients; 

led psycho-educational group for clients recovering from substance abuse 
!  Provided outreach services to local community center 
 
School Liaison and Residential Counselor, Youth Guidance Association, Portland, OR (6/04-5/06)  
!  Supervised at-risk youth in residential treatment home and public school settings 
!  Provided basic case management; maintained relationships between faculty and treatment home staff 
!  Organized and led after-school study groups and weekly therapy groups 
!  Attended to residents’ educational and vocational needs: attended IEP meetings, helped clients find and apply for 

summer jobs, and assisted clients with college searches 
 
Research Assistant, George Jones University, Department of Social Sciences, Newton, OR (6/04-5/05) 
!  Assisted PhD candidate with research on adolescent substance abusers 
!  Transcribed interviews and entered data using Excel 
 
ADDITIONAL EXPERIENCE           
 
Preschool Teacher, Salvation Army Little People Daycare, Seattle, WA (12/07-5/08) 
!  Created and taught curriculum one day per week to 18 low-income children ages 3-5 
!  Supervised class during play and recess activities; led music and art projects 
 
Summer Job Coach, Idaho Independent Living Services, Boise, ID (6-8/02) 
!  Assisted two young adults with development disabilities in their summer jobs 
!  Supervised activities and outings with clients 

8 
Outreach Volunteer, Youth with a Mission Summer of Service Program, Amsterdam, Netherlands (6-8/00) 
!  Worked with street youth, served food to homeless, and assisted with needle exchange program 
 
Summer Staff/Camp Counselor, Quaker Hill Summer Camp, McCall, ID (6-8/99) 
!  Led camps, ropes courses, crafts, and music for campers ages 10-17 
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accelerated 
accomplished 
achieved  
adapted 
adjusted 
aided  
allocated  
amplified  
analyzed 
answered 
applied  
appointed  
approved  
arbitrated  
arranged 
assisted 
assumed  
attained 
augmented 
awarded 
began 
brought 
built 
catalogued 
chaired 
co-led 
compared 
compiled 
completed 
conceived 
conducted 
constructed 
consulted 
contracted  
contrived 
controlled  
cooperated  
coordinated  
counseled 
created 
dealt  
defined  
 

delegated 
demonstrated  
designed  
determined  
developed 
devised 
devoted 
diagnosed 
diagrammed 
directed 
displayed 
distributed 
edited 
effected 
eliminated 
employed 
encouraged 
enlisted  
established 
estimated 
evaluated  
examined  
expanded 
expedited  
extended 
facilitated 
focused 
forecast  
fortified 
founded  
generated 
guided  
handled 
harmonized  
headed 
implemented 
improved  
incorporated 
increased 
influenced 
initiated 
inspected 
installed 
 

instituted 
instructed 
interpreted 
introduced  
launched 
led 
lectured 
listed  
maintained 
managed  
modified 
molded 
monitored  
motivated 
negotiated 
observed  
operated 
orchestrated 
organized  
oriented 
originated 
oversaw  
overhauled 
participated 
performed 
persuaded 
planned 
pinpointed 
prepared 
presented 
preserved 
produced 
programmed 
promoted 
proposed 
proved 
provided 
ran 
received  
recommended  
reconciled  
recorded  
recruited  
 

reduced 
re-established 
regulated 
rehearsed  
reinforced 
renegotiated  
reorganized  
reported  
researched 
reshaped  
restored 
revamped 
reviewed 
revised 
scheduled 
selected 
set up 
simplified 
solved 
specialized 
stimulated  
streamlined 
structured  
substituted  
suggested 
summarized 
supervised 
supported 
systematized 
teamed 
trained 
treated 
tutored  
unified 
updated  
used  
utilized  
volunteered  
widened  
worked 
wrote 

 
Action Verb List 

 
The verbs listed below are only a few of the many you can use in describing your experience 

and accomplishments. Make sure you have an action verb for each entry in your resume's 
“Experience” section. 
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Bedford Bibliographer

User Guide

The Bedford Bibliographer helps you collect and organize sources for research projects, and
allows you to automatically generate bibliographies in APA, MLA, CSE, Chicago Author-
Date, and Chicago Notes-and-Bibliography documentation styles. You will be able to print,
download, and email the bibliographies you create using the Bedford Bibliographer.

Creating a project and adding a source

You can think of a Project in the Bedford Bibliographer as a kind of folder or storage area
where you’ll store your virtual note cards as you collect sources related to your research
project.

1. Click the New Project button to begin creating a new project.
2. Enter a title for your project.
3. Select the documentation style you need to use for citing your sources and creating your

bibliography.
4. Double-check your documentation style choice, because if you try to change the choice

after you’ve entered data, you will lose some of your information about your sources and
will have to make a lot of extra corrections to your bibliography.

5. Click the Create Project button. Your project will be created and you can begin entering
your sources.

6. From the “Choose a Source Type” dropdown menu in the upper left corner, select the
type of your first source. (You do not have to enter your sources in any particular order;
they will be correctly alphabetized when you generate your bibliography.)

7. Click the New Source button.
8. Select the answers to the questions about your source. (Your answers will tell the

Bibliographer what information to prompt you to collect about your source.)
9. Click Continue and you’ll go to the Source Information tab of the virtual note card for

your new source.
10. Type the information about your source into the appropriate fields. If you need an

example of the kind of citation you are creating, click the Example button at the top left
of the page.

11. Click the Save button at the top right of the page.
12. If you need to write an annotation for your source, click the Annotation tab at the top of

the page. You’ll see a text box where you can write your annotation, and an Advice
button you can click if you need some help with writing an annotation. You will be able
to generate your bibliography with or without annotations.

13. If you wrote an annotation, be sure to click the Save button in the upper right corner.
14. If you need to write an evaluation of your source, click the Evaluation tab at the top of

the page. You’ll see a text box where you can write your annotation, and an Advice
button you can click if you need some help with evaluating your source. You can choose
to generate your bibliography with or without your evaluations.

15. If you wrote an evaluation, be sure to save it.



16. If you are working with a source that might change, such as a Web page that is
frequently updated, you can select the Content tab at the top of the page and use the text
box on that page to copy any quotes you want to save from your source.

17. If you entered any content, be sure to save it.
18. When you’ve finished filling out your source’s information, click the Close button on

any of the tabs and you’ll go back to the main page for your project.
19. To add another virtual note card to your project, select the source type from the

dropdown menu and click the New Source button.

Editing your sources

You can return to your project at any time and add new sources or edit the information in the
ones already there.

1. Log into the Bedford Bibliographer.
2. Select your project from the projects list.
3. Select a source to edit by clicking on its name, or select a source type from the dropdown

menu and click the New Source button.

Generating your bibliography

You can generate your bibliography at any time during your project, and you can generate
fresh bibliographies any time you make revisions in your project or you need another copy of
your bibliography or you want to include different information.

1. Go to the main page for your project. If you have just logged in, select your project from
the project list. If you are looking at one of your sources, click the Close button to close
the virtual note card and return to the main page for the project.

2. Click the View Bibliography button in the upper right corner.
3. If you’ve written annotations and/or evaluations for your sources and want to include

them in your bibliography, check the box or boxes for them.
4. Click Create Bibliography.
5. If you want to save this copy of your bibliography, click the Download button on the top

right of the page and follow the prompts.
6. If you need to email a copy of your bibliography, click the Send by Email button and

follow the prompts.

Important note: Proofread your final bibliography!

The Bedford Bibliographer relies on the information you entered to generate your bibliography,
and most of us make errors from time to time, especially when dealing with information that
requires so much attention to detail. If you made a small typo in the information you entered,
the Bibliographer will generate your bibliography with that typo. So be sure that you proofread
and correct any errors in your final bibliography before submitting it with your paper or
project!
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The advice in this brochure is a general guide only. We strongly recommend that you also follow
your assignment instructions and seek clarification from your lecturer/tutor if needed.

W h a t  i s  a n  A n n o t a t e d  B i b l i o g r a p h y ?

An annotated bibliography provides a brief account of the available research on a given topic. It is a list of research
sources that includes concise descriptions and evaluations of each source. The annotation usually contains a brief
summary of content and a short analysis or evaluation. Depending on your assignment you may be asked to reflect,
summarise, critique, evaluate or analyse the source. An annotated bibliography may be a component of a larger
assignment or it may be a stand-alone assignment. While an annotation can be as brief as one sentence, the standard
annotated bibliography consists of a citation followed by a short paragraph.  An example is provided on the next page.

Purpose of an Annotated Bibliography
Depending on your specific assessment, an annotated bibliography may serve to:
• review the literature of a particular subject;

• demonstrate the quality and depth of reading that you have done;

• exemplify the scope of sources available—such as journals, books, web sites and magazine
articles;

• highlight sources that may be of interest to other readers and researchers;

• explore and organise sources for further research.
When set as an assignment, an annotated
bibliography allows you to get acquainted with the
material available on a particular topic.

Questions to Consider
You need to consider carefully the texts that you
select for your annotated bibliography. Keep the
following questions in mind to help clarify your
choices.

1. What topic/ problem am I investigating?

2. What question(s) am I exploring? Identify the aim
of your literature research.

3. What kind of material am I looking at and why?
Am I looking for journal articles, reports, policies
or primary historical data?

4. Am I being judicious in my selection of texts? Does
each text relate to my research topic and
assignment requirements?

5. What are the essential or key texts on my topic?
Am I finding them? Are the sources valuable or
often referred to in other texts?

Which writing style should I use in the
annotations?

• Each annotation should be concise. Do not write too
much—remember, you are writing a summary, not an
essay. Annotations should not extend beyond one
paragraph unless otherwise stipulated in your
assignment guidelines. As this is not an extended piece
of writing, only mention significant and relevant details.

• Any information apparent in the title of the text or journal
can be omitted from the annotation.

• Background materials and references to previous work
by the same author usually are not included. As you
are addressing one text at a time, there is no need to
cross reference or use in-text citations to support your
annotation.

• Unless otherwise stipulated, you should write in full
sentences using academic vocabulary.

• Refer to the Learning Centre’s online guides
<http://www.lc.unsw.edu.au/onlib/> for more academic
writing strategies.



Prepared by Shannon Kennedy-Clark, Tracey-Lee Downey and Pam Mort © 2006 The Learning Centre, The University of
New South Wales. This guide may be distributed or adapted for educational purposes. Full and proper acknowledgement is
required.

What does an annotated
bibliography look like?
An annotated bibliography starts with the
bibliographic details of a source (the citation)
followed by a brief annotation.

As with a normal reference list or bibliography, an
annotated bibliography is usually arranged
alphabetically according to the author’s last name.
An annotated bibliography summary should be
about 100 - 200 words per citation—check with
your lecturer/tutor as this may vary between
faculties and assessments. Please also check with
your lecturer about the elements each annotation
should include.

Sample Annotation
The citation goes first and is followed by the
annotation. Make sure that you follow your faculty’s
preferred citation style. The summary needs to be
concise (please note the following example is
entirely fictitious).

In the sample annotation below, each element is
numbered (see Key).

Contents of an Annotated Bibliography
An annotation may contain all or part of the following
elements depending on the word limit and the content of
the sources you are examining.

• Provide the full bibliographic citation

• Indicate the background of the author(s)

• Indicate the content or scope of the text

• Outline the main argument

• Indicate the intended audience

• Identify the research methods (if applicable)

• Identify any conclusions made by the author/s

• Discuss the reliability of the text

• Highlight any special features of the text that were
unique or helpful (charts, graphs etc.)

• Discuss the relevance or usefulness of the text for your
research

• Point out in what way the text  relates to themes or
concepts in your course

• State the strengths and limitations of the text

• Present your view or reaction to the text

1.  Trevor, C.O., Lansford, B. and Black, J.W., 2004, ‘Employee turnover and
job performance: monitoring the influences of salary growth and promotion’,
Journal of Armchair Psychology, vol 113, no.1, pp. 56-64.

2.  In this article Trevor et al. review the influences of pay and job opportunities
in respect to job performance, turnover rates and employee motivation. 3.  The
authors use data gained through organisational surveys of blue-chip companies
in Vancouver, Canada to try to identify the main causes of employee turnover
and whether it is linked to salary growth. 4.  Their research focuses on assessing
a range of pay structures such as pay for performance and organisational reward
schemes. 5.  The article is useful to my research topic, as Trevor et al. suggest
that there are numerous reasons for employee turnover and variances in
employee motivation and performance. 6.  The main limitation of the article is
that the survey sample was restricted to mid-level management, 7.  thus the
authors indicate that further, more extensive, research needs to be undertaken
to develop a more in-depth understanding of employee turnover and job
performance. 8.  This article will not form the basis of my research; however it
will be useful supplementary information for my research on pay structures.

Key
1. Citation

2. Introduction

3. Aims & Research methods

4. Scope

5. Usefulness (to your research/
to a particular topic)

6. Limitations

7. Conclusions

8. Reflection (explain how this
work illuminates your topic or
how it will fit in with your
research)
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850-X-2-.01 Definitions Of Terms.

(1) To the extent not defined within these rules and
regulations, Code of Ala. 1975, §34-30-1 (1991) also provides for
definitions of the following terms:  Board; Social Work; Social
Work Practice; Social Work Specialty; Social Work Method;
Full-Time Social Work; Part-Time Social Work.

(2) Social Work Practice.  The Board defines social
work practice as including both direct and indirect practice.
Direct practice includes the delivery of services to individuals,
families, groups, and communities.  Indirect practice includes
conducting research into problems of human behavior and conflict,
and applying principles and techniques of consultation, social
planning, administration, and supervision.  The teaching of social
work by an individual employed in social work education and
presenting him/herself to the public as a social worker is
considered social work practice.  

(3) Social Work Method.  Areas of practice methods
include the following:

(a) Social Casework.  A method of helping people based
on knowledge, understanding, and the use of techniques skillfully
applied to helping individuals solve and manage problems.  It is
individualized and although scientific, i.e., derives its
understanding from the disciplines of science, also includes
artistic effort.  It helps individuals with personal as well as
external environmental difficulties.  It is a matter of helping
through a relationship that taps personal and other resources for
coping with problems.  Interviewing is a major tool of social
casework.



(b) Clinical Social Work Practice.

(i) Clinical social work shares with all social work
practice the goal of enhancement and maintenance of psychosocial
functioning of individuals, families, and small groups.  Clinical
social work practice is the professional application of social
work theory and methods to the treatment and prevention of
psychosocial dysfunction, disability, or impairment, including
emotional and mental disorders.  It is based on knowledge of one
or more theories of human development within a psychosocial
context.  The perspective of person-in-situation is central to
clinical social work practice.  Clinical social work includes
interventions directed to interpersonal interactions, intrapsychic
dynamics, and life-support and management issues.

(ii) Clinical social work services consist of
assessment; diagnostic impression; treatment, including
psychotherapy and counseling; client-centered advocacy; and
evaluation. It includes direct client intervention, client
centered supervision and client centered consultation.  It
involves the scientific, artful, ethical application of social
work theories and methods of assessment, diagnostic impression,
prevention and treatment.  Assessment of interpersonal
relationships, mental health status, family dynamics,
environmental stresses and supports, social systems and the impact
of physical, emotional and mental illness and disability on
functioning are the emphasis of clinical social work practice.

(iii) Clinical social work also includes crisis
intervention, case management and client centered advocacy.
Treatment methods are designed to provide the client and
opportunity to express himself or herself, and foster an
atmosphere of candid self observation, expectations of change and
amenability to the social worker's efforts to facilitate such
change.

(iv) The primary focus of the clinical social worker is
on the needs, interests and welfare of the client.  The goal of
clinical social work practice is to relieve a client's
psychosocial distress; to help the client to modify barriers that
are preventing the client from realizing his or her human
potential or enjoying rewarding interpersonal relationships; and
to improve the overall functioning of the client.  The basic value
postulates of social work practice are essential to the process.



(c) Community Organization.  A conscious process of
social interaction and method of social work concerned with
bringing about and maintaining adjustment between needs and
resources in a community or other areas; helping people to deal
more effectively with their problems and objectives by helping
them develop, strengthen and maintain qualities of participation,
self-direction and cooperation, and bringing about changes in
community and group relationships and in the distribution of
decision-making power.  The community is the primary client in
community organizations.  The community may be an organization,
neighborhood, city, county, state or national entity.

(d) Social Work Research.  The professional study of
human capabilities and practice of social work specialties,
including direct and indirect practice, through the formal
organization and the methodology of data collection and the
analysis and evaluation of social work data.

(e) Social Work Administration.  The practice concerned
primarily with translating laws, technical knowledge and
administrative rulings into organizational goals and operational
policies to guide organizational behavior; designing
organizational structure and procedures or processes through which
social work goals can be achieved; and securing resources in the
form of material, staff, clients and societal legitimation
necessary for goal attainment and organizational survival.

(4) Psychosocial Assessment.  The determination of
psychosocial functioning involves a comprehensive process,
assessment and evaluation conducted by the social worker in order
to learn about the client.  It includes four levels of analysis:
the individual; the interpersonal system; the family unit and the
family’s interchange with its social network; and other
environmental or ecological factors.  Interviewing is the major
tool of psychosocial assessment.  Psychosocial assessment does not
include making diagnoses, nor interpreting of psychological tests.

(5) Psychotherapy.  A specialized, formal interaction
between a social worker and a client (individual, couple, family
or group) in which a therapeutic relationship is established to
help resolve symptoms of mental disorder, psychosocial stress,
relationship problems and difficulties in coping in the social
environment.

(6) Counseling. Counseling is to render evaluation
and therapy that includes, but is not limited to, providing
individual counseling, family counseling, marital counseling,



group therapy, group counseling, play therapy, rehabilitation
counseling, art therapy, human growth and development counseling,
couples counseling, chemical abuse or dependency counseling,
career counseling, and vocational disability counseling utilizing
specific methods, techniques, or modalities. 

Author:  Alabama Board of Social Work Examiners
Statutory Authority:  Code of Ala. 1975, §34-30-1 (1991);
§34-30-57(6) (1991).
History:  Repealed and Replaced:  Filed October 31, 1997;
Operative December 5, 1997; effective January 1, 1998; Filed July
19, 2007; effective December 12, 2007 (See Rule 850-X-1-.19).

850-X-2-.02 Classification Of Social Workers.  The Board is
required by statute to promulgate rules and regulations which set
forth professional standards for the four classes of social
worker.  Alabama law recognizes four classes of Social Workers:
Licensed Bachelor Social Worker; Licensed Graduate Social Worker;
Licensed Certified Social Worker; Private Independent Practice.
Consistent therewith, and pursuant to the authority granted the
Board by the Alabama legislature, the classes of licensed and
certified social workers are as follows:

(1) Licensed Bachelor Social Worker (LBSW) is the basic
licensing level.  The LBSW must have a baccalaureate degree in
social work from an accredited college or university whose social
work program is approved or accredited by the Council on Social
Work Education.  The candidate for the LBSW licensure must pass an
exam as prescribed by the Board, then the LBSW is prepared to
assume the beginning level professional role in public and private
social service agencies.  The Board requires that the LBSW work
under the continuing supervision of a licensed graduate social
worker or a licensed certified social worker for two (2) years or
more, without further supervision as long as the LBSW remains in
the same field of social work practice, job responsibilities are
similar, and holds a current license.  Licensed Bachelor Social
Workers are prepared through beginning professional knowledge in
human behavior in the social environment, generalist social work
practice, knowledge of the history of social policy, knowledge of
how to utilize social research finding in their practice and
having had supervised field practicum experience.  The LBSW
provides generalist services in the role of social broker,
enabler, counselor, case manager, educator, client advocate and
mediator.  Licensed Bachelor Social Workers may work with
individuals, families, communities, groups and organizations. 



Licensed Bachelor Social Workers may conduct psychosocial
assessments and may take social histories and/or conduct home
studies.  The LBSW utilizes the basic problem-solving process of
gathering information, assessing that information at a beginning
professional level, developing a plan of care, then assuming the
roles enumerated above, implements the plan and conducts
follow-up.  An LBSW may not prescribe medication, nor make
diagnoses, nor interpret psychological tests. An LBSW may take
verbal orders from physicians only pertaining to social work
practice.  

(2) Licensed Graduate Social Worker (LGSW) - The LGSW
must have a master of social work or a doctor of social work
degree from a college or university approved or accredited by the
Council on Social Work Education.  The candidate for licensure at
the LGSW level must pass an exam as prescribed by the Board. An
LGSW must keep a current license.  An  LGSW provides a wide range
of services.  The LGSW has preparation as a generalist social
worker, knowledge of the history of social policy, knowledge of
how to utilize social research finding in their practice and
having had supervised field practicum experience with additional
specialization in either direct or indirect services such as work
in a field of practice or with a specific population.  The LGSW
may evaluate and assess difficulties in psychosocial functioning,
develop a plan to alleviate those difficulties and either carry
out the plan or refer clients to other qualified resources for
assistance.  An LGSW may provide preventive and treatment services
pertaining to individuals, families, groups, communities, and
organizations.  The LGSW should be able to engage the client
system, develop a relationship and employ a series of
interventions that modify or eliminate targeted behaviors and can
promote positive growth and development.  The LGSW can explain and
interpret the results of social evaluations in the problem-solving
process.  The LGSW is able to supervise Licensed Bachelor Social
Workers and practice in social casework, clinical social work,
community organization, social work research, and social work
administration.  An LGSW may not prescribe medication, nor make
diagnoses, nor interpret psychological tests. An LGSW may take
verbal orders from physicians only pertaining to social work
practice.

(3) Licensed Certified Social Worker (LCSW) - The LCSW
must have a master of social work or a doctor of social work
degree from a college or university approved or accredited by the
Council on Social Work Education and hold a current LGSW license.
The LCSW must have received two (2) years or more of postgraduate
continuing supervision provided by an LCSW prior to application



for the LCSW exam.  The LCSW candidate must pass an exam as
prescribed by the Board.  The LCSW should be able to exercise
independent judgment.  The LCSW should be able to demonstrate
skill and interventions directly related to individuals, families,
groups, communities, or organizations.  In at least one of these
client groups, the LCSW shall demonstrate in-depth knowledge and
skills.  The LCSW should be able to employ practice theory and
research findings in all aspects of their practice.  The LCSW may
supervise Licensed Bachelor Social Workers and  Licensed Graduate
Social Workers.  Methods of social work practice recognized by the
Board for the LCSW include: social casework, clinical social work,
community organization, social work research, and social work
administration.  An LCSW may not prescribe medication, nor make
diagnoses, nor interpret psychological tests. An LCSW may take
verbal orders from physicians only pertaining to social work
practice.

(4) Private Independent Practice (PIP) - An LCSW may
apply to the Board to engage in Private Independent Practice of
social work.  Private independent practice of social work means
that portion of social work practice in which a Licensed Certified
Social Worker is independently engaged in the provision of social
work services in one (1) or more areas of practice methods: social
casework, clinical social work, community organization, social
work research, and social work administration.  The LCSW with a
PIP certification must maintain a current LCSW license.  For
purposes of this section, the term “postgraduate” refers to that
portion of experience acquired after having received one’s master
or doctoral degree in social work.  The applicant for
certification for private independent practice must present
verifiable information regarding the appropriate degree,
experience as defined in this section and appropriate supervision.
The LCSW applying for PIP certification must have;
(a) three (3) years full-time or five (5) years part-time

experience after receiving the MSW and legally practicing in
the specified social work method, or

(b) one (1) year full-time or two (2) years part-time
postgraduate experience in the specified social work method
after receiving the LCSW.  

Furthermore, the applicant must define the practice method for
which application is being made and present all information in
relation to that defined practice method.  An applicant may submit
information relating to more than one (1) practice method and may
be certified, at the outset, in more than one (1) practice method.
The examination for private independent practice is the same as
that for the LCSW license. 
Author:  Alabama Board of Social Work Examiners



Statutory Authority:  Code of Ala. 1975, §§34-30-3 (1991);
34-30-23 (1991); 34-30-57(6) (1991).
History:  Repealed and Replaced:  Filed October 31, 1997;
Operative December 5, 1997; effective January 1, 1998; Filed July
19, 2007; effective December 12, 2007 (See Rule 850-X-1-.19).

850-X-2-.03 Supervision.

(1) “Supervision” for this and all other sections
wherein it is addressed means guidance in the professional
application of social work practice as defined by law.
Supervision is seen as a relationship between a supervisor and
supervisee designed to promote responsibility, competency, and
accountability, and which teaches the skills and techniques
associated with social work practice.

(a) Individual supervision is defined as one supervisee
meeting “face-to-face” with one supervisor.

(b) Group supervision is defined as a maximum of six
supervisees with similar responsibilities meeting “face-to-face”
with one supervisor.

(2) Supervision can occur within an agency,
institution, or group practice setting.

(3) Supervision for the purpose of these rules is not
necessarily synonymous with the relationship of employer/employee.
It is considered to be the responsibility of the licensee to
negotiate a supervisory relationship, if such a relationship is
not available within the employing agency.
Author:  Alabama Board of Social Work Examiners
Statutory Authority:  Code of Ala. 1975, §34-30-57(6) (1991).
HISTORY:  REPEALED AND REPLACED:  FILED OCTOBER 31, 1997;
OPERATIVE DECEMBER 5, 1997; EFFECTIVE JANUARY 1, 1998 (SEE RULE
850-X-1-.19).




