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Career Insider is a career information resource sponsored by Vault. It is a helpful place to start when researching 

careers. There is information from various job markets and estimated career salaries to videos and blogs on recent 

trends in the workforce. Career Insider also offers guides that students can download. The Career Insider Guides 

are a great way for you to get insider information for the career you want. Below is a list of guides for specific 

industries, employers, and career topics. There are over 80 guides listed with several more online. The guides are a 

great resource for students who want to find out more about certain careers or industries.  

 

To access the Career Insider Guides: 

 Go to the Capital University Career Development website:  http://www.capital.edu/careerdevelopment/. 

 Click on the Career Insider link at the bottom of the home page. 

 If it is your first time to Career Insider, you will need to create an account. If you are a returning user, you 

just need to log in. 

 Click on Guides on the left side of the navigation bar. 

 Click on the specific guide category you are looking for on the left side of the screen. 

 The guides in this booklet are arranged by major or area of interest. The page number provided 

corresponds with the pages on the Career Insider website. 
 

Industry Guides 

 

Business 

 
Vault Career Guide to Accounting (Page 4 of 4) 

―Accounting is a system by which economic information is identified, recorded, summarized and reported for the use of 

decision makers.‖ The Career Guide to Accounting offers information on why you should enter the accounting field with a list 

of pros and cons. The guide discusses the different types of accounting, as well as different jobs you could have as an 

accountant. The industry trends and outlook are also listed within the guide. You can read more information about internships 

in accounting, interviewing and resume skills for the job search, information about the CPA exam, and examples of what a 

typical days is like for certain accountants. The guide also gives an overview of some of the bigger-named accounting firms 

including the Big Four – Ernst & Young, PricewaterhouseCoopers, KPMG, and Deloitte & Touche USA. 

 

Vault Career Guide to Advertising (Page 3 of 4) 
―Advertising is defined as the art of positioning and creating brands and persuading consumers to buy them through messages in 

mass media.‖ The Career Guide to Advertising allows you to read up on the basics of advertising—branding, trends, creating an 

ad campaign, and a brief history of the industry. You will learn about the various types of advertising agencies—media, PR, and 

specialized--and the different types of jobs you could have in those agencies. The guide offers information about preparing for 

the job search such as interview, resume, and portfolio tips. You will also find information about various companies and 

organizations within the advertising world. Another bonus you‘ll find is a glossary of helpful terms within advertising. 

 

Vault Career Guide to Consulting (Page 4 of 4) 
―Consulting --advising companies on top business practices -- is a dynamic and intellectually rewarding field.‖ The Career Guide 

to Consulting is a helpful resource for you to learn all about a career in consulting. The guide breaks down the different aspects 

of being a consultant and gives you a list of skills that every consultant should possess, services that consultants offer, and 

different types of firms at which you could potentially work. You will find worthwhile tips on resume writing for consulting jobs, 

networking, and interviewing skills. The guide even offers a wide range of example interview questions—even guesstimates and 

brainteasers! Consulting is a highly competitive job market, so it is important to figure out if this is the career for you. You will 

find a breakdown of what your first month would be like, as well as the career progression. You will also find a helpful list of 

key terms used in the consulting world.  

 

Career Insider Guides 
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Vault Career Guide to Hedge Funds (Page 2 of 4) 
A hedge fund is ―a private, unregistered investment pool encompassing all types of investment funds, companies and private 

partnerships that can use a variety of investment techniques such as borrowing money through leverage, selling short, derivatives 

for directional investing and options.‖ The Career Guide to Hedge Funds offers all the insight into a career in hedge funds. You 

will find examples of different types of investing, a strategy breakdown for investors, and a breakdown of different jobs and tasks 

within hedge funds. The guide also aids in the job search with a wide range of interview questions. Additionally, you can find 

profiles on the leaders in hedge funds, online resources about hedge funds, and a list of key terms. 

 

Vault Career Guide to Investment Banking (Page 4 of 4) 
―Investment banking is the term used to describe the business of raising capital for companies and advising them on financing 

and merger alternatives.‖ The Career Guide to Investment Banking breaks down the many different options within I-banking. 

You will be able to read about the different types of investment banks and the different positions you could hold in those jobs. 

The book will give you key tips on trading and sales that will help you in your job. Another great asset is the glossary of terms 

and suggested reading material in the back of the guide. This information will allow you to learn even more about the industry 

and give you an edge against the competition. 

 

Vault Career Guide to Marketing & Brand Management (Page 4 of 4) 
―It's a branded world - we just live in it.‖ The Career Guide to Marketing & Branding is an extensive booklet that can answer all 

your questions about the branding world. You will read about the different types of marketing and how to critique different 

advertisements. You will also learn the process of creating a brand. The guide offers great advice on resumes and the job search 

for people interested in this career. You will also find key marketing buzzwords and profiles of some of the leaders in marketing 

employment.  

 

Vault Career Guide to Middle Market Investment Banking (Page 1 of 4) 
With all the talk about a global economic slowdown, the conventional investment banking wisdom is that corporate buyouts will 

be sharply curtailed. But the increase in the number of smaller deals, known in the financial world as the middle market, has 

grown significantly in the past few years. As organic growth stagnates, many companies turn to acquisitions as a good way to 

expand. This means that smaller deals will proliferate—and the middle market will be where the action is. Today, those looking 

to launch an investment banking career might want to broaden their search to include some of these numerous midsized banks, 

and the new Vault Career Guide to Middle Market Investment Banking will provide the inside scoop on how.  

 

Vault Career Guide to Pharmaceutical Sales & Marketing (Page 3 of 4) 
―The pharmaceutical and biotech industries are an ever-growing part of the U.S. and world economy.‖ The Career Guide to 

Pharmaceutical Sales & Marketing is a helpful place to start if you are thinking about a career in pharmaceutical sales or just 

want to learn more about the industry. The guide will give you an overview of the career and some of the current trends you 

would expect to see. The guide also goes through the process of discovering, testing, and approving the medications being sold. 

You will also get some great tips regarding resumes, cover letters, and interviews. Additional resources include a glossary of key 

terms, a breakdown of the key pharmaceutical companies, and information about internships.  

 

Vault Career Guide to Private Equity (Page 3 of 4) 
―Private equity is an investment derived from a nonpublic entity.‖ The Career Guide to Private Equity is a great place to start to 

learn more about a career in private equity. You will find an overview of the industry, as well as information about institutional 

investment management, hedge funds, mutual funds, and venture capital. The book also offers tips that are great interviewing 

and career advice. You will read about what life on the job is like and about career paths at private equity firms and beyond. 

 

Vault Career Guide to Sales and Trading (Page 1 of 4) 
―The pace of sales and trading is fast and furious in the heat of battle, but passion and initiative can produce extraordinary 

results.‖ The Career Guide to Sales and Trading will be a great asset to you in your career search. It offers a great deal of 

information on the basics of S&T and some of the trends within the industry. The guide breaks down the many different career 

paths that could be taken in this field. You will see valuable tips about internships and interviews in the industry. 
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Science/Health 

 
Vault Guide to Allied Health Care Careers (Page 1 of 4) 

―The term ―allied health‖ stems from the idea that physicians (i.e., medical doctors and dentists) are the primary source of 

health care in our society. Then there are a variety of professionals who ―ally‖ with them to deliver comprehensive health care 

to patients.‖ The Guide to Allied Health Care Careers is a great resource for you if you are thinking about a health care career. 

The guide gives you information about your education and job search. The guide breaks down over 14 different career paths 

within the allied health care field. Each example gives you a little more information about the job, the hours you would work, 

any necessary training, and the type of lifestyle you would expect to have with that career.  

 

Vault Guide to Biotech (Page 3 of 4) 
―‗Biotechnology‘ refers to the application of biological research techniques to develop products and processes using biological 

systems, living organisms, or derivatives of organisms.‖ The Guide to Biotech is a great resource for this rapidly growing 

industry. You will find an overview of the biotech industry and the many different career paths you could take. The guide 

breaks down some options within lab and non-lab research. It also shares profiles of four different professionals in the biotech 

industry, as well as gives an idea of the lifestyle one could expect from having a biotech career.  

 

Vault Career Guide to Health Care Management (Page 4 of 4) 
―Health care managers work for organizations and individuals, from physician groups to hospitals, insurance companies and 

government agencies. Their roles are diverse as well, ranging from line supervisors to directors and middle managers to 

executives.‖ The Career Guide to Health Care Management offers insight into the broad field of health care management. You 

will find information about the history and current state of the health care system and read about what health care managers do. 

The guide breaks down the different career opportunities within the field. It also discusses some key points to resume writing, 

interviewing, and schooling. The guide also offers great advice about the hiring process, qualifications for the job, resumes and 

interviewing. You will find a few day-in-the-life features and get a true representation to the rewards and challenges of this 

career. 

 

Vault Career Guide to Nursing (Page 2 of 4) 
―The worldwide demand for nurses both in and out of hospitals is currently extremely strong and is expected to grow for the 

next 15 years or more.‖ The Career Guide to Nursing discusses the benefits and challenges of the nursing field. You will read 

about the trends of the industry, different career paths, and the skills you need to possess to be a successful nurse. The guide 

offers information about your educational path and the hiring process, as well as resources to help you in your search to 

become a nurse. 

 

Vault Career Guide to Physical Therapy (Page 2 of 4) 
―Physical therapy is a growing area of medical practice encompassing four main components: examination, treatment, 

consultation and research.‖ The Career Guide to Physical Therapy offers information about the duties of a physical therapist, 

the trends of the industry, and tips on the hiring process. You will also read about different career paths you could take in this 

field and two day-in-the-life stories. The guide also has many resources including a glossary of key terms, the major employers 

in the industry, and a list of the accredited physical therapy education programs. 

 

Vault Guide to Veterinary and Animal Careers (Page 1 of 4) 
 ―People who work with animals are usually drawn to the field through a natural sense of bonding with animals that developed 

at an early age. For that reason, careers with animals can offer a sense of fulfillment that other jobs often don't.‖ The Guide to 

Veterinary and Animal Careers breaks down the many paths within veterinary and animal careers. It discusses everything from 

becoming a vet or farmer to working at a zoo or in government jobs. The guide also gives a list of the major employers in the 

many different career paths. You will find information on the type of education required for your specific interest and tips on 

finding a job. The guide also offers additional resources like professional organizations and accredited schools.  
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English/Communication/RTVF 

 
Vault Career Guide to Book Publishing (Page 3 of 4) 

The process of producing books combines the art of great writing and the "science" of getting content packaged, printed, and 

delivered to somebody who wants it.‖ The Career Guide to Book Publishing will give you a great idea of what it‘s like to work in 

the publishing industry. The guide will take you through the process of getting a book published, inform you about the top 

companies within the publishing industry, and share the latest trends. You will receive tips on resume and cover letter writing, 

interviewing strategies, and the rewards and challenges of having a career in publishing. The guide also offers the different 

career paths and day-in-the-life stories. 

 

Vault Career Guide to Journalism & Information Media (Page 3 of 4) 
―News and Information Media encompasses a wide variety of different media and organizations, creating content that informs, 

inspires and educates consumers.‖ The Career Guide to Journalism & Information Media offers a look at the many different 

careers within the broad category of journalism and information media. These include careers in newspapers, magazines, radio, 

TV news, documentaries, public relations, online media, children‘s media, and ethnic media. You will read about the paths 

taken in each of these different career choices, the key leaders in the industry, and more information to help you understand 

the careers. 

 

Vault Guide to Library Careers (Page 1 of 4) 
―All types of individuals are found in the profession of librarianship and working in paraprofessional or clerk positions in 

libraries. It‘s not so much about the books these days as it is about information regardless of the format: print, electronic or 

digital.‖ The Guide to Library Careers offers insight into the many different paths for a library career. You will learn about 

some of the most famous libraries in America and where you can go within the library industry. The guide will also give you 

some tips about resumes, interviews, and networking. 

 

Vault Guide to Media, Entertainment, & Journalism Careers (Page 4 of 4) 
―The media and entertainment industry encompass an enormous spectrum of jobs in both creative and business capacities. 

Opportunities abound in everything from orchestrating the music in a major motion picture to orchestrating the mergers and 

acquisitions of media conglomerates.‖ The Guide to Media, Entertainment, & Journalism Careers will allow you to read up on 

the many facets within the entertainment industry. You will read about the trends in entertainment industry or careers in motion 

pictures, television, publishing, and music. The guide also offers profiles on some of the dream jobs within entertainment and 

useful resources about the leading companies. 

 

Vault Guide to Screenwriting Careers (Page 3 of 4) 
―There is probably no profession more difficult to break into, and stay in, than that of a professional screenwriter. The jobs are 

few and far between, and you are always hopping from one to another with little -- if any -- assurance of stability. But if you have 

decided that this is the profession for you, that you have always wanted to be a voice in the world of film, then you owe it to 

yourself to take a pragmatic, almost scientific approach to what makes the wheels of the industry turn.‖ The Guide to 

Screenwriting Careers informs you of the basics to the many aspects of screenwriting. You will also learn about different film 

schools that could help you find a career in screenwriting.  

 

Vault Guide to Television Writing Careers (Page 2 of 4) 
―Television has been called everything from "the global village" to "the idiot box;" its presence and influence in our lives assessed 

as simultaneously overpowering and underutilized, and its original, scripted programming, no matter how good, rarely seems to 

get the respect it deserves. But television's power as a universal storytelling medium remains unparalleled.‖ The Guide to 

Television Writing Careers offers information about the world of writing television sitcoms and dramas. You will also read 

about different writing programs and internships that can help you in your search for a television writing career. 
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Government 

 
Vault Guide to Capitol Hill Careers (Page 3 of 4) 

―Washington, DC offers one of the most unique and exciting job markets in the world.‖The Guide to Capitol Hill Careers 

offers great insight into the diverse world of working in Washington. You can find information from where to live and 

information about internships to different jobs and career paths.  

 

Vault Guide to Government Agency Careers (Page 1 of 4) 
―This first edition of the Vault Guide to Government Agency Careers offers a leg-up to would-be government employees, with 

advice on how to get a foot in the door, how to market oneself in a noncommercial environment, and how to plan for the 

future.‖ You will read about what you would be doing in a government agency career. The guide also includes a comprehensive 

list of the many different types of agencies within the government. 
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Service/Other 

 
Vault Guide to Culinary Careers (Page 2 of 4) 

―Cooking skills are a life insurance policy of sorts. Learn how to cook, and you can secure work for the rest of your life, 

wherever you travel or decide to live. While cuisines will vary, cooking is most certainly a universal language.‖ The Guide to 

Culinary Careers is a great resource to find out what it would be like to cook everywhere from hotels and fancy restaurants to 

catering companies and private home. The guide offers an idea of a career path you could follow, as well as information about 

resumes, cover letters, and networking. You will also benefit from a list of terms and cooking techniques you should be familiar 

with in the industry. 

 

Vault Guide to Education Careers (Page 1 of 4) 
―Nearly one in four Americans is an enrolled student at any given time. This enormous segment of the population has a wide 

range of educational goals from learning to read to obtaining an M.D., but they all need the support of dedicated educators.‖ 

The Guide to Education Careers will give you an idea of what it takes to be a teacher. You will learn about the field from 

primary to secondary school and private to public schools. There are also day-in-the-life stories. The guide helps with tips for 

resumes, cover letters, and interviewing also. 

 

Vault Career Guide to Electrical Engineering (Page 2 of 4) 
―America's dependence on electronics is so great that most people can't get through a day without using a product that has a 

microcontroller or other electronic circuitry.‖ The Career Guide to Electrical Engineering gives you the inside scoop on this 

industry. You will learn about different career paths, tips on getting a job, and even a basic explanation of electrical design. 

 

Vault Career Guide to the Energy Industry (Page 2 of 4) 
―With concerns about "energy security" and new advances in renewable energy resources, the energy industry is sure to be one 

of the most exciting and important career fields in the 21st century.‖ The Career Guide to the Energy Industry is a great 

resource if you are planning on having a career in the energy industry. The guide breaks down some of the most recent issues 

about energy and the major energy industries. You will also read about the different career paths you could take, as well as tips 

on the interviewing process with questions specific to the energy industry. 

 

Vault Guide to Environmental Careers (Page 1 of 4) 
‖Environmental workers span a diverse range of career types, skills, goals and backgrounds, and their ranks, by all industry 

estimates, will continue to expand, making the environmental field an excellent career choice well into the future.‖ The Guide 

to Environmental Careers offers useful information about careers dealing with the environment. You will find out about the 

current trends within environmental careers and learn about the different jobs you could have, including jobs in the government 

and non-profit organizations. The guide also offers tips about resumes, cover letters, and interviewing.  

 

Vault Guide to Fashion Careers (Page 3 of 4) 
 ―Although the recent economy has changed the face of the fashion consumer, there are still many opportunities for growth in 

certain niche areas.‖ This Guide to Fashion Careers takes you inside the world of fashion jobs—from buying and merchandising 

to design and modeling—with a look at academic programs for fashion careers, typical days in the life for key positions in the 

fashion industry, and tips on the interview and getting hired. You will read about information about jobs in design and 

production, manufacturing, buying and merchandising, retail, cosmetics, fashion publishing, and modeling. 

 

Vault Guide to Flight Attendant Careers (Page 4 of 4) 
―Five-star hotels, hob-nobbing with celebrities, working eight days per month and jetting around the world. Is it the life you've 

always dreamed of? Did we mention two-hours' notice to get to the airport, 5 a.m. departures and constant fatigue? Welcome to 

the world of flight attendant careers.‖ The Guide to Flight Attendant Careers gives you insight into the exciting career of a flight 

attendant. You will read about the duties required of a flight attendant, tips for getting a job, and information about some of the 

top airlines. 

 

Vault Career Guide to Fundraising & Philanthropy (Page 1 of 4) 
―Noble as it is, it can be argued that charity has always been a business. The Career Guide to Fundraising & Philanthropy 

describes the evolution of this career, from early religious doctrine to one of the most dynamic industries in modern day 

America.‖ You will read about the trends of the industry, different career paths, and tips for getting a job. 
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Vault Guide to Human Resources Careers (Page 2 of 4) 
―The human resources (HR) profession has changed a great deal over the past 15 years. Once seen as only administrative, HR 

now plays a major role in helping organizations run better and employees become more satisfied.‖ The Guide to Human 

Resources Careers takes you through what exactly an HR employee does, the different career paths you could find yourself on, 

and tips for getting hired. It also offers some helpful information in the way of terms and acronyms you should know. 

 

Vault Career Guide to Interior Design (Page 3 of 4) 
―Magazines and television portray interior design as a glamorous career of unlimited creativity and fun. No time is spent 

explaining the gritty details.‖ The Career Guide to Interior Design offers the inside scoop on exciting careers in interior design 

but also some of the challenges that go with the career. The guide brings you the information you need about education and 

certification, the major design firms, and keys to success. The guide provides a breakdown of career paths, including residential 

and commercial design, sales and furniture design. 

 

Vault Career Guide to International Development (Page 1 of 4) 
―Careers in international development generally involve work in developing countries, the underlying goal being the 

improvement of living standards. Professional development practitioners include nongovernmental organizations, civil society 

organizations, private voluntary organizations and some private companies, and development projects may work with the public, 

civil or private sectors, using resources from developed countries to fund such projects.‖ The Career Guide to International 

Development will allow you to see what a career in international development would be like with tips on the hiring process, 

different career paths, and the challenges and rewards of the industry. 

 

Vault Guide to Real Estate Careers (Page 4 of 4) 
―Over the last 10 years, the domestic real estate industry has experienced a dramatic rise and decline. Real estate may be a 

cyclical game, but there are some major career opportunities available for the determined.‖ The Guide to Real Estate Careers 

will give you information about industry trends, career paths, hiring tips, and the top real estate employers.  

 

Vault Career Guide to Social Work (Page 2 of 4) 
―Social work is a vast and dynamic field that offers boundless opportunities to grow and learn based on the world around you as 

well as the turns your own life takes. Depending on what area of social work you choose and with whom you decide to work 

with, your success will depend on your skills, both learned and innate. But your opportunities will only be limited by your own 

imagination.‖ The Career Guide to Social Work is a great resource to find out all about careers within social work. You will 

read about what exactly social workers do and where they are found. The guide breaks down different career paths and includes 

a few day-in-the-life stories. 

 

Vault Career Guide to Supply Chain Management (Page 2 of 4) 
―Supply chain management is the coordination of efforts of a network of vendors that provides materials and components for a 

company's products.‖ The Career Guide to Supply Chain Management offers tips for the hiring process, trends in the industry, 

the basics to supply chain management, and the job responsibilities. 

 

Vault Guide to Technology Careers (Page 4 of 4) 
―High tech isn‘t just an industry—it‘s a vital part of virtually every industry. And given the speed of technological advancements, 

some positions may completely transform or disappear in a matter of just a few years. The key to staying on top of trends in the 

tech industry is to stay one step ahead of the game.‖ You can do that with the Guide to Technology Careers where you will read 

about industry trends, different job opportunities, hiring tips, and a glossary of useful terms. 

 

 


