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Presenter
Presentation Notes
Even armed with knowledge about today’s workplace and what you can do to adapt to it, you still need to learn about the process of seeking employment. As the slide above shows, the process of searching for employment has six steps: 
1. 	Building toward a career.
2. 	Preparing a résumé.
3. 	Understanding the interview process.
4. 	Preparing for an interview.
5. 	Taking an interview.
6. 	Following up and accepting an offer.
 The first two tasks are discussed in this chapter; the rest are discussed in Chapter 18. The more you know about this process, the more successful you’ll be in your job search. 


What Do Employers Seek?

Results Orientation Workplace Achievements

Versatility and Flexibility Signs of Progress

Standards of Excellence Communication Skills



Presenter
Presentation Notes
To write a successful résumé, you need to convey the following qualities that employers seek:
Think in terms of results
Know how to get things done
Exhibit versatility, flexibility, and adaptability
Show signs of progress
Have personal standards of excellence
Possess strong communication skills. 
As you organize and compose your résumé, think about how you can convey those qualities. 
Although you may want to include a little information in all categories, emphasize the information that has a bearing on your career objective, and minimize or exclude any that is irrelevant or counterproductive. To interest potential employers in your résumé, call attention to your best features and downplay your weaknesses—but be sure you do so without distorting or misrepresenting the facts.
	

http://www.careerwriters.com/recruiters.html
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Presenter
Presentation Notes
Subscribe to a major newspaper and scan the business pages every day. Watch some of the television programs that focus on business. 
Once you've identified a promising industry and career field, compile a list of specific organizations that appeal to you. The web offers an amazing amount of company and employment information, both general and specific.
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Presenter
Presentation Notes
In addition to gaining detailed information about your prospective employers, you can use the web to look for and respond to job openings.
You have any number of options for networking with people who work at the organizations you’re interested in or who work in a field you would like to investigate. You may be able to network with executives in your field by joining or participating in student business organizations. You might try visiting some organizations, contacting their personnel departments, and talking with key employees. Via the World Wide Web, you can locate and communicate with potential employers through numerous types of discussion groups dedicated to your field.  
College placement offices offer individual counseling, credential services, job fairs, on-campus interviews, and job listings. They can give you advice on résumé-writing software and provide workshops in job-search techniques, résumé preparation, and interview techniques. You can also find job counseling online. 


Know Yourself —

Conduct a SW.O.T. Analysis

What Can You Offer?

What Do You Want?

Your Workplace Value?



Presenter
Presentation Notes
When seeking employment, you must tell people about yourself, about who you are. So you need to know what talents and skills you have. You’ll need to explain how these skills will benefit potential employers. 

http://www.iccweb.com/

What Can You Offer?

Personal Educational
Achievements Preparation
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Presenter
Presentation Notes
Before you limit your employment search to a particular industry or job, analyze what you have to offer and what you hope to get from your work. 
Get started by jotting down 10 achievements you're proud of, such as learning to ski, taking a prize-winning photo, tutoring a child, or editing your school paper. Think carefully about what specific skills these achievements demanded. For example, leadership skills, speaking ability, and artistic talent may have helped you coordinate a winning presentation to your school's administration. As you analyze your achievements, you’ll begin to recognize a pattern of skills. Which of them might be valuable to potential employers?
Next, look at your education, work experience, and extracurricular activities. What do your knowledge and experience qualify you to do? What have you learned from volunteer work or class projects that could benefit you on the job? Have you held any offices, won any awards or scholarships, mastered a second language?
Take stock of your personal characteristics. Are you aggressive, a born leader? Or would you rather follow? Are you outgoing, articulate, great with people? Or do you prefer working alone? Make a list of what you believe are your four or five most important qualities. 



What Do You Want To Do?
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Presenter
Presentation Notes
Knowing what you can do is one thing. Knowing what you want to do is another. Don’t lose sight of your own values. Discover the things that will bring you satisfaction and happiness on the job. Here are some questions to ask yourself:
What would you like to do every day? 
How would you like to work?
What specific compensation do you expect? 
Can you establish some general career goals? 
What size company would you prefer? 
What type of operation is appealing to you? 
What location would you like? 
What facilities do you envision? 
What sort of corporate culture are you most comfortable with? 

http://www.mpc.edu/cl/climain.htm
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Presenter
Presentation Notes
While looking for employment, you’ll need to send out messages such as résumés, application letters, job inquiries, and follow-up letters. Whenever you send out such employment messages, you have an opportunity to showcase your communication skills—skills valued highly by the majority of employers. So write these messages carefully by following the three-step writing process. To distinguish you from all the other people looking for work, you need to start with a well-written résumé. In fact, you’re success in finding a job will depend on how carefully you plan, write, and complete your résumé. 



Planning Persuasive Messages

Purpose
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Presenter
Presentation Notes
Unlike routine positive messages, persuasive messages aim to influence audiences who are inclined to resist. Therefore, persuasive messages are generally longer, are usually more detailed, and often depend heavily on strategic planning. Persuasive messages require that you pay particular attention to your purpose, your audience, your credibility, and your ethics.


http://planet.tvi.cc.nm.us/ba122/Letters%20and%20Memos/Persuasive.htm
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Presenter
Presentation Notes
Your résumé must be more than a simple list of jobs you've held. As with other business messages, planning a résumé means analyzing your purpose and your audience. 
A résumé is a structured, written summary of your education, employment background, and job qualifications. Many people have misconceptions about résumés. The fact is that a résumé is a form of advertising. It is intended to stimulate an employer’s interest in you—in meeting you and learning more about you. A good résumé is flexible and can be customized for various situations and employers. 
To provide all the information your audience will need, gather every scrap of pertinent personal history you can think of, including all the specific dates, duties, and accomplishments of any previous jobs you’ve held. You’ll want to have every bit of this information at your fingertips before you start to write your résumé. It's up to you to combine your experiences into a straightforward message that communicates what you can do for your potential employer.
Your résumé will have little time to make an impression, so adopt a “you” attitude. Think about your résumé from the employer's perspective. Take some time now to learn what you can about the individuals who may be reading your résumé. Try to put yourself in your audience’s position so that you’ll be able to adapt your résumé to satisfy your audience’s needs.

http://leo.stcloudstate.edu/resumes/index.html
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Presenter
Presentation Notes
The first thing an employer needs to know is who you are and where you can be reached: your name, address, phone number, and e-mail address.  
Some experts argue that your objective is obvious from your qualifications. Others say that employers will categorize you anyway, so you should make sure they attach the right label. Instead of stating an objective, you could summarize your qualifications and highlight your strongest points. 
If you're still in school, education is probably your strongest selling point. Present your educational background in depth, choosing facts that support your "theme." The education section also includes off-campus training sponsored by business or government. Education is usually given less emphasis in a résumé after you've worked in your chosen field for a year or more. 
The work experience section focuses on your overall theme. Tailor your description to highlight the relationship between your previous responsibilities and your target field. When describing your work experience, list your jobs in chronological order, with the current or last one first. 
Describe any volunteer activities that demonstrate your abilities. List projects that require leadership, organization, teamwork, and cooperation. 
Experts advise you to leave personal interests off your résumé—unless including them enhances the employer’s understanding of why you would be the best candidate for the job.

http://purdue.placementmanual.com/resume/resume-01.html
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Presenter
Presentation Notes
Employers complain about the following common problems:
Too long or too short or sketchy. The résumé is not concise, relevant, and to the point. The résumé does not give enough information. 
Hard to read. A lack of "white space" makes the reader's job more difficult.
Wordy. Descriptions are verbose, with numerous words used for what could be said more simply.
Too slick. The résumé appears to have been written by someone other than the applicant, which casts doubts on the applicant’s qualifications. 
Amateurish. The applicant appears to have little understanding of the business world or of a particular industry.
Poorly reproduced. The print is faint and difficult to read.
Misspelled and ungrammatical throughout. Recruiters conclude that candidates who make spelling and grammar mistakes lack good verbal skills.
Boastful. The overconfident tone makes the reader wonder whether the applicant's self-evaluation is realistic.
Dishonest. The applicant claims to have expertise or work experience that he or she does not possess.
Gimmicky. The words, structure, decoration, or material used in the résumé depart so far from the usual as to make the résumé ineffective.

http://resume.monster.com/articles/resumeblunders/

Avoid Resume Deception

* Exaggerating education or experience
* Inflating grade point average

* Stretching employment dates

* Claiming self-employment

e Referring to defunct companies

* Omitting embarrassing jobs



Presenter
Presentation Notes
In an effort to put your best foot forward, you may be tempted to waltz around a few points that could raise questions about your résumé. Although statistics on the prevalence of résumé inflation are difficult to gather, the majority of recruiters agree that distortion is common. 
Do not claim educational credits you don’t have. 
Do not inflate your grade-point average. 
Do not stretch dates of employment to cover gaps. 
Do not falsely claim to be self-employed. 
Do not claim to have worked for companies that are out of business. 
Do not omit jobs that might cause embarrassment. 
Think twice before trying one of these ploys yourself. If you misrepresent your background and your résumé raises suspicion, you will probably get caught, and your reputation will be damaged. A deceptive résumé can seriously affect your ability to get hired and pursue your career.
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Presenter
Presentation Notes
Make your résumé chronological, functional, or a combination of the two. The "right" choice depends on your background and your goals.
In a chronological résumé, the "Work Experience" section dominates and is placed in the most prominent slot. This approach is the most common way to organize a résumé. It has three advantages: (1) employers are familiar with it, (2) it highlights growth and career progression, and (3) it highlights continuity and stability. The chronological approach is especially appropriate if you have a strong employment history and are aiming for a job that builds on your current career path. 
A functional résumé emphasizes skills and accomplishments, identifying employers and academic experience in subordinate sections. This pattern stresses individual areas of competence, so it's useful for people who are just entering the job market, want to redirect their careers, or have little continuous career-related experience. The functional approach also has three advantages: (1) without having to read through job descriptions, employers can see what you can do for them, (2) you can emphasize earlier job experience, and (3) you can de-emphasize any lack of career progress or lengthy unemployment.
A combination résumé includes the best of the chronological and functional approaches. Nevertheless, it is not commonly used for two reasons: it tends to be longer, and it can be repetitious if you have to list your accomplishments and skills in both the functional section and the chronological job descriptions.


http://www.abastaff.com/career/resume/restype.htm

Resume Format - CHRONOLOGICAL

 Chronclogical resume. . e PHIBIE D i

e Lists jobs, education and events T
in a chronological order.

PROFESSIONAL ORJECTIVE

Long-term employment that allows for advancement in both learning potential and
professional development within the drafting field. Am open to residential and/or
commercial design.

QUALIFICATIONS

. I t e m S a re p re S e n t e d CAD Operation—Completed training on “virtual reality” software, invested 300 hours in lab

study. Am knowledgeable in AutoCAD 14 and 2000.

“" b k d ” t t H H t h t h Architectural Drafting and Design—Created models and architectural drawings for urban
a C Wa r ) S a r I n g W I e design, also researched applications for federal grants, and made final sketches accompanied by

notes and specified dimensions.

p re S e n t a n d WO r k i n g b a C k i n Specifications Writing—Rendered directions and explanations of architectural plans for use by

contractors and other on-sitc building personnel, prepared program development reports
regarding cost analysis and building code analysis, and assisted with design proposals for low-

.
t I l I l e cost housing for senior citizens.
L]

EMPLOYMENT HISTORY
Gerold Mills Architectural Associates, Littleton, Colorado, 2001-2004

Architect
Was responsible for urban design of large-scale architcctural projects and site plans that
shaped an urban environment. Created and rendered urban design plans and concepts.

e Most common and easiest to ol b P ol
write if you have a long stable
WO r k h i Sto ry. C a n S h OW University of Colorado, Boulder, Colorado, Graduate, Architecture degree, 1999.

Internship with Howdershell Planners, Westminster, Colorado.

p rO g re S S i O n I n yo u r Ca re e r fi e I d Bay Valley Technical Institute, Hays, Kansas, Associate’s degree in Architectural Drafting, 1995.
L]

Licensed: State of Colorado

CAD and board design plus writing specifications for usc by contractors for low-cost housing.

Membership: American Association of Architects




Resume Format - FUNCTIONAL

Functional resume. EXHIBIT 2.2

MATTHEW ALLEN
e Lists the information gathered under " e e S
skill headings without focusing on —

d a te S . A position in the field of Electronics, prefer Satellite/Communications Systems related.
FIVE-YEAR CAREER GOAL: Communications Analysis Management.

SUMMARY OF QUALIFICATIONS

Electronics Applications—Four years. Installed, maintained, transferred, and repaired
2-way radios, telecommunications, electronic, and data equipment. Experience with elec-

° M a | n sect | on ”Qu a | |f | cat | ons trical controls, cireit construction and applications.

Computer Applications—T7hree years. Computer programming and microprocessors to

Summary,” under which the skill sets e

Mathematics—Four years. Performed daily algebraic/geometric and trigonometric calcu-

yo u W i S h to m a r ket O r e m p h a S i Ze a re lations with emphasis in Electronic Communications systems.

Teamwork—Seven years. Worked on diverse teams in different applications stemming

| i St e d W it h d e S C ri pt i O n S t h at from military career, electronic employment, and the mechanical aspect of maintenance

repair in the communications industry.

demonstrate your abilities. Use action

V e r b S New York Institute of Electronics, New York, NY, 2004

. Associate’s degree with double major: Computer Programming and Electronics Emphasis in
programming, microprocessors, electronic applications with enhanced troubleshooting skills.
GPA: 3.9 with Honors. Peer Counselor Team member, Tutor for Algebra, Trigonometry,
and Computer Programming/Assembly. Perfect Attendance.

University of California, Irvine, Irvine, California, 2001
Completed Veterans’ Upward-Bound Program with advanced studies in Mathematics,

® GOOd for recent gradS’ career Science, and English. 120 clock houss.
changers, or a desire to highlight EMPLOYMENT BACKGROUND

Arrow Electronics, New York, New York

ce rta | NnsS kl I I S. GIN. Rentals, Yevine, Califomnis

Astech, Division of Electronic Research, Irvine, California
United States Navy, San Diego, California

REFERENCES

Professional references are available upon request



Resume Format - HYBRID

e Combination of Chronological and
Functional formats.

e You list functional transferable
skills and jobs held (usually in
years rather than dates).

e You can include dates of
employment under “Employment
History.”

Hybrid resyme-,‘,i

EDWARD F. MARTINEZ

9803 Aspen Road, Thornton, Colorado 80229
(303) 252-9187, Cell: (303) 367-9023, efmartinez@rockynet.net

OBJECTIVE: A position in the medical field, preferably as a Medical Assistant in a
free-standing emergency center or a fast-paced medical office.

SKILLS “Training in the processing of insurance claim forms, surgical procedures

SUMMARY: EKG and radiology, front and back office procedures, computer
applications including DOS, Excel, WordPerfect, Windows, and
Medisoft. Typing speed of 55 wpm.

>

EDUCATION: Parks Junior College, Thornton, Colorado 2004
Associate’s degree in Medical Assisting, GPA: 3.9 (4.0)
Internship: University of Colorado Medical Center

University of Northern Colorado, Greeley, Colorado 2002
Completed 100 credit hours in Biology/Fuman Anatomy and
Pre-chiropractic Medicine.

EMPLOYMENT: COMPUTER ROOM ASSISTANT, Parks Junior College
4/04 to present. Data entry, running programs and printing rosters.

JOB COACH, Shafer Rehabilitation Center, Denver, Colorado
12/02-4/04. Helped in the instruction of mentally disabled adults in
learning how to work in the community.

VETERINARY ASSISTANT, New Life Center, Fort Collins, Colorado.
1/02-12/02. Front office duties of answering phones, making
appointments, billing and filing. Back office responsibilities of assist-
ing in surgery, removing sutures, giving injections, and sterilizing

equipment.

ACHIEVEMENTS:  Alpha Beta Kappa
Director’s List for GPA of 3.5 or above
Perfect Attendance Awards
Colorado State Scholarship recipient

REFERENCES: See attached reference letters.
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Presenter
Presentation Notes
ASCII is a common plain-text language that allows your résumé to be read by any scanner and accessed by any computer, regardless of the word-processing software you used to prepare the document. To convert your résumé to a plain- text ASCII file, remove all formatting (boldfacing, underlining, italics, bullets, centering, graphic lines, etc.) and all formatting codes such as tab settings or tables. 
Résumés in ASCII format look plain in comparison to traditional résumés. Use the formatting techniques which are acceptable for scannable résumés to enhance the résumé’s overall look. Remember, scannable résumés are read by computers, so you can submit multiple pages. Do not fold or staple the résumé and provide a printed original, if possible.
Employers generally search for electronic résumés nouns rather than verbs. To maximize the number of matches (or hits) include a key word summary that defines your skills, experience, education, professional affiliations, and so on. Place this list right after your name and address. 
Another way to maximize hits on your résumé is to use words that potential employers will understand. Also, use abbreviations sparingly (except for common ones such as BA or MBA). Learn and use the important buzzwords in your field. Look for current jargon in the want ads of major newspapers and in other résumés in your field that are posted online. 


http://resume.monster.com/articles/scannableresume/
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Presenter
Presentation Notes
With less than a minute to make a good impression, your résumé needs to look sharp and grab a recruiter's interest in the first few lines. If yours doesn’t stand out, the recruiter won’t look at it long enough to judge your qualifications.
To give your printed résumé the best appearance possible, use a clean typeface on high-grade, letter-size bond paper (in white or some light earth tone). Your stationery and envelope should match. Leave ample margins all around, and make sure that any corrections are unnoticeable. Avoid italic typefaces, which are difficult to read, and use a quality printer.
Try to keep your résumé to one page. If you have a great deal of experience and are applying for a higher-level position, you may need to prepare a somewhat longer résumé. 
Lay out your résumé to make information easy to grasp. Break up the text with headings that call attention to various aspects of your background, such as work experience and education. Underline or capitalize key points, or set them off in the left margin. Use lists to itemize your most important qualifications, and leave plenty of white space.  



Completing Your Résumé

Revising

Proofreading

Printing &
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Presenter
Presentation Notes
The last step in the three-step writing process is no less important than the other two. As with any other business message, you need to revise your résumé, produce it in an appropriate form, and proofread it for any errors. For résumés, you’ll also be concerned with submitting electronic versions and building online versions.



Resume Best Practices @

* Write in the third person present or past tense
* Be concise and use impactful and descriptive words

* List demonstrated skills and experience relevant to the
job description and employer’s needs

* Use action verbs to describe how you created results

* Include tangible, quantifiable data, results, and
achievements relevant to each position

* Show job progression / promotions / lateral transfers
* Add work or academic projects relevant to the industry

* List additional responsibilities not common to role ( i.e.
training coworkers / managing teams)

* Include relevant volunteer work experience
* Note awards, accolades, and recognitions
* Include professional and academic affiliations



Professional References

An applicant should always be certain that a hiring manager has at
least three professional references that they could easily contact
who will vouch for the suitability of the candidate—either verbally
or via email.

The applicant must provide the contact information for each
reference including their name, current or past position / title and
company name, daytime phone number, and email address.

Additionally, it is helpful to include a brief explanation of the
manner in which the applicant is acquainted with the reference, for
example, ‘Former Supervisor at XYZ Company’.




Professional References

Current or former
Current or former Current or former clients,
supervisors coworkers distributors, or
suppliers

Affiliates from

Current or former Teachers or o Professional
subordinates Coaches - Associations or
Organizations




Criteria for a Professional Reference

Known applicant for minimum of two years

Knowledgeable about applicant’s character, work
habits, capabilities, and overall suitability for
employment




Reference Rules to Remember

The applicant should first ask permission of the
reference before providing the references’ personal
contact information to an employer.

The applicant should inform their references when they
are actively searching for a job.

The applicant should give the references details about
PH the types of employers and positions for which they are

applying.



Reference Rules to Remember

The reference document should be a separate
document--independent of the resume.

The job applicant’s complete contact information should
be included in the first section of the reference
document.
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Building Interest

Solicited Unsolicited

Increasing Desire

Motivating Action



Presenter
Presentation Notes
If you’re sending a solicited application letter (in response to an announced job opening) you’ll know what qualifications the organization is seeking. You’ll also have more competition because hundreds of other job seekers will have seen the listing and may be sending applications too. In some respects, an unsolicited letter (sent to an organization that has not announced an opening) stands a better chance of being read and receiving individualized attention. 
Both solicited and unsolicited letters present your qualifications similarly. The main difference is in the opening paragraph. In a solicited letter, you need no special attention-getter because you have been invited to apply. In an unsolicited letter, start by capturing the reader's attention and interest.
Like your résumé, your application letter is a form of advertising, so organize it as you would a sales letter: Use the AIDA approach, focus on your audience, and emphasize reader benefits (as discussed in Chapter 9). Make sure your style projects confidence. To sell a potential employer on your merits, you must believe in them and sound as though you do. 


http://owl.english.purdue.edu/handouts/pw/p_applettr.html

Writing Application Letters

Do Not Include

22 Spoulils Salary Details

Keep it Aim for
Concise High Quality



Presenter
Presentation Notes
Whenever you submit your résumé, accompany it with a cover, or application, letter to let readers know what you’re sending, why you’re sending it, and how they can benefit from reading it. Always send your résumé(s) and application letter together, because each has a unique job to perform. The purpose of your résumé is to get employers interested enough to contact you for an interview. The purpose of your application letter is to get employers interested enough to read your résumé. 
Keep your letter straightforward, fact-based, short, upbeat, and professional. Some quick tips for cover letters include the following:
Be specific. Avoid general objectives. Be as clear as possible about the kind of opportunity and industry you’re looking for.
Include salary. If you’ve been working in your field, include your current salary, but make sure your reader understands that this information is not a demand but intended to inform and assist.
Make e-mail covers even shorter. When sending a cover letter by e-mail, make it a bit shorter than traditional application letters. Remember, e-mail readers want the gist very quickly.
Aim for high quality. Meticulously check your spelling, mechanics, and grammar. Recruiters are complaining about the declining quality of written communication, including cover letters.

http://leo.stcloudstate.edu/resumes/coverlet/index.html

Cover Letter Format

. « Make a personal connection with a specific
Open|ng individual or a title of the person in charge of the
position applying for.

* Why you are writing the letter — position
applying for.

e How you match the listed job requirements or
company vision.

First paragraph

Second / third e State qualifications you have for the position.
pa ragraph e Relate your qualification to THEIR needs.

CIOSing e Thank the reader for taking time to review
pa ragraph your resume and always ask for an interview.




Careers@ CareerCreators.Consulting
www.CareerCreators.Consulting

THANK YOU!

Amber@CareerCreators.Consulting
1250 Capital of Texas Hwy South Building 3, Suite 400 Austin, TX 78746
Office Phone: (512) 788-2012
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