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Ministry Servi ces & How to Use ACT                        
 

WHAT  IS  THE  ACT  MINISTRY?  

 

The Asbury  Career  Transition  Ministry  (ACT  Ministry)  is a response  to  the  needs  of  individuals  and  

families  who  are  affected  by  unexpected  layoffs  and  unemployment.  With  the  ever -changi ng  global  

economy  more  and  more  families  are  experiencing  the  reality  of  the  loss  of  job  and  income.  As 

Christians  we  want  to  respond  to  those  in  need  and  help  shoulder  the  burdens  of  one  another  and  

fulfill  the  law  of Christ  to love  one  another  in every  situation  of  life.  

 

 

PURPOSE  

The purpose of the ACT Ministry is to provide spiritual, emotional, and practical support and 

encouragement in a confidential Christian atmosphere for those who are experiencing transitions in 

employment.  To assist in developin g the current job -hunting skills relevant in an ever changing job 

market.  To share best practices regarding new and emerging job seeking technologies and techniques.  

 

WHO  CAN  PARTICIPATE  IN THE ACT  MINISTRY?  

The Asbury  Career  Transition  Ministry  is open  to anyone  who  would  like  to  participate.  You do  

not  have  to  be a member  of  Asbury  UMC to  share  in  the  emotional  and  spiritual  support  as well  

as the  wealth  of  information,  knowledge  and  expertise that  will be made available  to  all  who are  in 

need.  

We cannot  guarantee that  you  will find  the  perfect  job by  participating  in this  ministry,  but we  can  

guarantee  that  you  will be  treated  with love  and  respect as  you  search.  
 

 

HOW THE  ACT  MINISTRY  WORKS -  

ACT recruits individuals with expertise in job -hunting from bo th the membership of Asbury UMC and 

from experts in the surrounding Birmingham area looking to volunteer their time to assist job seekers.  

These volunteers serve in a various positions, which include one -on-one mentoring, resume writing, 

interviewing skil ls, job -searching techniques and prayer support.  In addition, guest speakers are 

brought in to share and discuss various aspects of finding employment in todayôs challenging job 

market.  

SERVICES  OFFERED  

 

Mentors  -  One-on -one  confidential  mentoring.  This  resource  is provided  to  each  job  seeker  in  the  

ACT ministry.  The mentor  is the  job  seekerôs primary  point  of  contact and works  with  the  job  seeker  

to  help  identify  what  they  want  to  do in  their  career.  They help  in  organizing  and  managing  their  job  

search , and  i n  determining  their  target  market in which to network.  The mentor  also  works  with the 

job seeker  to determine what additional ACT services  may be of help.  

 

Synopsis of the mentor service:  -  Relationships between ACT mentors and participants  are stri ctly 

confidential;  are organized  at a time, frequency and place and platform to suit both parties;  

The mentor  is always contactable by the client for advice or discussion;  

The mentor  helps the client work through specific corporate or personal issues and c hallenges in a óback-

roomô, strategic and confidential manner.  Any suggestions or recommendations that emanate from a 

mentor /Client relationship are seen as the clientôs óown workô.  

For Veterans specific advice :  

        http://veterans.nbcnews.com/ementor/make - the -most -of -your -mentoring - relationship/  

 

 Resume Writing Review ï ACT provides resources to assist job seekers in preparing resumes and  

cover letters b ased on the industry in which they are seeking future employment. Participants may 

request a review of their resume via their mentor.  

http://veterans.nbcnews.com/ementor/make-the-most-of-your-mentoring-relationship/
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Vocational &  Career Aptitude  Testing  information ï ACT maintains a resource list to assists job  

seekers  in  determinin g what  local  and  Internet  testing  opportunities  are  available.  Vocational  testing  

is a useful  tool  in  determining  new  areas  of  employment  that will utilize  a job seekerôs skills, aptitude  

and  interests  

 

Interview Coaching  ï ACT provides assistance to job s eekers in developing interviewing skills 

commonly sought by hiring authorities. Assistance includes preparation for telephone interviews, one -

on -one interviews, behavioral interviews, team interviews, technical interviews and interview testing.  

Your mento r will work with you to prepare you for your interview.  See the interview section of this 

handbook for useful instructions.    

 

Individual and family counseling  ï This resource area is provided to job seekers who are 

experiencing high levels of stress in t heir marriage and family relationships due the loss of job and 

income. Dr. Dixon Mitchell, a licensed psychologist and ordained United Methodist minister, will provide 

this counseling service. There is no charge for this counseling service. For participant s in need of these 

services, your ACT mentor should contact our mentor coordinator, Myrtice Carr for referral ð 

Myrticecarr@att.net      

 

Networking  ð ACT Job Opening Email Distribution ï Periodically, the ACT m inistry is notified of job 

openings from businesses aware of the ministry, previous ACT members, and individuals who contact 

the ACT committee with specific job openings. In addition to posting them on the Asbury ACT bulletin 

board, they are emailed to all  current ACT participants. If you are aware of any job openings, email 

them to actminjobline@gmail.com . 

 

Prayer  Partner ï Provided  to  job  seekers  to  incorporate  prayer  in  their  search  for  employment.  ACT 

pr ayer  partners  are  both Asbury  clergy  and  members of  the  church  who  have  agreed  to  pray  daily  for  

all  ACT participants.  A Prayer  P a rtner  available only upo n request from the participant to the ACT 

Director.  Some  people  may  want  to  be contacted  on  a regular  basis;  others  may  just  prefer  to  know  

that  someone is  in  prayer  for  them.  

 

ACT  Ministry  meetings  ð 1 st  and 3 rd  Monday of  each  month  from  6:30 -8:30  PM in  room  

113.  Our a genda  includes  guest  speakers,  one -on -one  counseling,  resume  consultation,  and  group 

networking  circle  discussion.  You never know when you will meet someone who knows someone who 

can help you find what you want.  We want you to benefit from the ministry in every way.  

 

ACT  Bulletin  board  ï contains  job  postings  and  general  information  on  the  ACT Ministry.  

 

¶ The best  way:  Access  our web  site:  www.asburyonline.org/ACT    You will find  general  
information,  a sign -up sheet, meeting  dates and  times, upcoming  speakers, job  postings  and  other 
relevant  information.   The ACT Handbook on - line edition is available on this site.  

 

¶ Email  asburycareertransition@gmail.com  

 

¶ Call  271 -9934,  leave  your  name,  number  and  email address  

 

¶ Attend a  Monday  night  ACT meeting  (times  and  places  listed above)  
 

 

There  is  no  charge  to  use  any  of  the  services  of  this  ministry . 
 
 
 
 

mailto:Myrticecarr@att.net
mailto:actminjobline@gmail.com
http://www.asburyonline.org/ACT
mailto:asburycareertransition@gmail.com
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ASBURY CAREER TRANSITION  MINISTRY  

 

Benefits  of  the  ACT M inistry  

 
Encourages  individuals to turn to God for career  and job search  guidance  

Offers  ongoing encouragement  and  support  

Facilitates  the  development of professional  networks for  career  development  

and job  search  

Provides  one -on-one  career  counseling and  guidance  

Helps  Asbury  better  meet the  needs  of church  members  and  of the community   

Prov ides  a way  for all  members  of  Asbury  to get involved  in a caring  ministry  

 

 

]  
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I NSPIRATIONAL  PASSAGES   

Deuteronomy 31:6  Be strong and courageous. Do not be afraid or terrified because of them, for the 

Lord your God goes with you; he will never leave you n or forsake you.   

 

2 Corinthians  4:8 -10  We are  pressed  on  every  side by  troubles,  but  we  are  not  crushed  and  broken.  

We are  perplexed,  but  we  donôt give  up and quit.  We are  hunted  down,  but  God never  abandons  us.  

We get knocked  down, but we get  up again  and  keep  going.  Through  suffering,  these  bodies  of ours  

constantly  share  in the  death  of  Jesus so that  the  life  of  Jesus may  also be  seen  in our  bodies.  

 

Psalm  55:22   Give  your  burdens  to the  Lord,  and he will  take  care  of  you.   He will  not  permit  the  

godly  to slip  and  fall.  

 

Matthew  11:28  Then  Jesus said,  ɶCome to  me,  all  of  you  who  are  weary  and  carry  burdens,  and  I  

will  give  you  rest.  

 

James  1:2 -4    Dear  Brothers  and Sisters,  whenever  trouble  comes  your  way,  let  it  be an  opportunity  

for  joy.   For when  you r faith  is tested,  your  endurance  has  a chance  to  grow.   So let  it  grow,  for 

when  your  endurance  is fully  developed,  you  will  be strong  in character  and  ready  for  anything.  

 

Philippians  4:6 -7  Donôt worry  about  anything,  instead,  pray  about  everything.  Tel l God what  you  

need, and  thank  him  for all  he has  done.  If  you  do this,  you  will  experience  Godôs peace,  which  is 

far  more  wonderful  than  the  human  mind  can  understand.  

 

Psalm  62:1 -2  I  wait  quietly  before  God,  for  my  salvation  comes  from  him.  He alone  is my  rock  and 

my  salvation,  my  fortress  where  I  will  never  be shaken.  

 

Proverbs  3:5 -6  Trust in  the  Lord with  all  your  heart;  do not  depend  on your  own  understanding.  

Seek  his will  in  all  you  do,  and he will  direct  your  paths.  

 

1 Corinthians  1:4  He comforts  us in all  our  troubles  so that  we  can  comfort  others.  When  others  are  

troubled,  we will  be able  to give  them  the  same  comfort  God has given  us.  

 

Isaiah  40:31  Those  who wait  on the  Lord  will  find  new strength.  They  will  fly  high  on wings  like  

eagles.  They  wi ll  run  and  not  grow weary.   They  will  walk  and not  faint.  

 

Philippians  4:13  For I  can do everything  with  the  help  of Christ  who  gives  me  the  strength  I  need.  

 

Psalm  62:8  O my  people, trust in  him  at  all  times.  Pouring  out  your  heart  to him,  for God is our  

refuge.  

 

James  1:5 -7  If  you  need wisdom ðif  you  want  to know what  God wants  you  to  doðask  him,  and  he 

will  gladly  tell  you.  He will  not  resent  your  asking.   But  when  you  ask  him,  be sure  that  you  really  

expect  him  to answer,  for  a doubtful  mind  is as unset tled  as a wave  of  the  sea that  is driven  and 

tossed  by  the wind.   People  like  that  should  not  expect  to  receive  anything  from  the Lord.  

 

Isaiah  40:29  He gives  power  to  those  who  are  tired  and  worn  out;  he offers  strength  to  the  weak.  

 

Galatians  6:9  So donôt get  tired  of  doing  what  is good.  Donôt get  discouraged  and  give  up, for  we  

will  reap  a harvest  of  blessing  at  the  appropriate  time.  

 

Psalms  16:8  I  know the Lord  is always  with me.  I  will  not  be shaken,  for  he is right  beside  me.  

 

1 Corinthians  1:3 -4 He com forts  us in all  our  troubles  so that  we  can  comfort  others.  When  

others  are  troubled,  we will  be able  to give  them  the same  comfort  God has  given  us.  

 

Joshua  1:9  Be strong  and  courageous!  Do not  be afraid  or discouraged.   For  the Lord  your  God is 

with  you  wherever  you  go.  

 

Psalm  25:4  Show  me  the  path  where  I  should walk,  O Lord;  point  out  the  right  road  for  me  to  follow.  
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Section 2:  

Getting Started/Testing  

 
RESOURCES  

 

Resources for Unemployment Compensation/Benefits  
 

TO FILE AN UNEMPLOYMENT CLAIM  

 

QUESTIONS  OR PROBLEMS ABOUT 

1-866 -234 -5382  

 

205 -458 -2213  (or)  

YOUR UNEMPLOYMENT CLAIM 1-800 -362 -3905  

TO FILE AN APPEAL 205 -458 -2213  

TO REPORT FRAUD 1-800 -392 -8019  

OVERPAYMENT INFORMATION  1-800 -392 -8019  

 

HOW DO I  FILE FOR UNEMPLOYMENT BENEFITS? 
 

Å Call  1-866 -2-FILE UC.  (1 -866 -234 -5382).  Call  between  8:00 -4:30,  Monday -  Friday. If  you  get  a 

busy  signal, please  try  again  later. Cell  phones  are not  recommended.  

 

Å Be sure  to  have  on  hand:  Social  Security  #, Driverôs license  or  Alabama  ID#  or Alien  

Registration  Card,  address  & phone  numbers  of last  two employers, and  a copy  of  your  check  for  bank  

account  information  if you  want  your  benefit  check  to  be directly  deposited  to  your  bank.  

 

Å Call  from  a comfortable,  seated  location  in case  of wait. Answer  a series  of questions  from  the 

automated  system  and,  if needed, a specially  trained  customer  service  representative  will  speak  to  you.  
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ALABAMA SEVERANCE  PAY EXEMPTION  

A law  passed  during  the  1997 regular  session of  the Alabama  Legislature,  allows  for an  exemptio n from  

Alabama  income  taxes for  certain employees  who lose their jobs as a  result  of ñadministrative 

downsizing.ò 

 

Act  number  97 -705,  now  codified  as section 40 -18 -19.1, Code  of Alabama,  1975,  exempts the first  

$25,000 of severance pay  (including  unemploym ent  compensation,  termination  pay,  or  income from  a 

supplemental  income plan) received by  an  employee,  who, as a result  of ñadministrative downsizingò 

loses his or her  job.  

 

Rule number 810 -3-14 - .11 , which  became  effective on March  27, 1998,  requires  emplo yers  to apply  for  

approval  to exempt the severance payments.  Employers may  request  approval for  the  exemption by  

submitting  their  written  request  to:  

 

Director  Individual  and Corporate  Tax  Division  Alabama  Department  of  Revenue  

MAIN PHONE LINE 242 -1000  

https://revenue.alabama.gov/incometax/icindex.cfm  

 

The request  must accompany  the  companyôs downsizing  plan and  must  provide  the  following  

information.  

 1.  Alabama  Withholding  Account  number.  

 2.  Federal  Employer  ID  number.  

 3.  The  reason  for administrative downsizing.  

 4.  The  number  and  description of  employees  affected.  

     5.  The  total  amount of benefits  to be  paid  to the affected  employees , which  will be  exempted.  

 6.  The  method used  to compute  the severance pay.  

 7.  The  calendar  year  of payment  of exempt  severance pay.  

 

The employer  should also provide  a copy  of  any  severance/termination  information  that  is distributed  

to the  affected  employees.  Employers  must obtain  approval  to exem pt the  payments  for  each  calendar  

year  the  payments  are  made.  

 

Alabama  income  tax  must  not be  withheld when  exempt severance payments are made.  Also, the  

amount  of the  exempt severance payments should  not be included  in Alabama  taxable wages  (box  16) 

of  th e employee W-2 form, but should be  disclosed in box  14  (Other)  of the  W-2 as exempt severance 

payments.   The approval  letter  may  be faxed  to (334) 242 -0064.  

 

https://revenue.alabama.gov/incometax/icindex.cfm
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Did You Prepare for  Your  Layoff?   
Six Tips  for  Managing  Your Finances   
by  Lee Miller  ï from  MSN-Monster.com  
 

Here  are  useful tips:  
 
Determine  How  You  Are  Spending  Your  Money.  

When  times  are  good,  most  people  do not  think  about  how  they  spend  money.  We know how  much  the 

mortgage  or  rent  and monthly  car  payments  are, but  we  donôt pay  attention  to  daily  spending.  How 

much  do we spend  on going  out  to eat?  What  is our  weekly  grocery  bill?  What  about  utilities  and  

insurance?  Being more  aware  of  how you  spend your  money  will  cause  you  to  spend  it  more  carefully.  

 

See Where  You Can  Cut  Back .  

If  youôre facing  a layoff,  you  need  to come  up with a  plan  for  cutting  expenses . Develop  a budget  that  

eliminates  most  unnecessary  expenses,  but  donôt completely  cut  entertainment.  You need  to  maintain  

your  spirits  and keep  up with  contacts.  However,  you  can  cut  those  expen ses back  substantially.  Locate  

inexpensive  places  to  go out  to eat  and  drink.  Go to movies  instead  of plays,  and look  for discount  

admissions.  Donôt give  up the  gym  but  consider  joining  a less  expensive  one, unless  you  use  the gym  to  

make  business  contacts . Turn your  thermostat down  in the  winter  and up  in summer.  

 

Avoid  Major  Purchases.  

This  is no  time  to buy  that  new car  or CD player.  If  you  are  already  in debt,  particularly  credit  card  

debt,  you  may  want  to  consolidate  your  loans  into  a single  monthly  payment  with  a lower  interest rate.  

If  you  own  a home,  consider  a low - interest  home  equity  loan.  

 

Negotiate  a Severance  Package.  

When youôre let  go,  you  will  probably  be offered  some  severance.  You should  have  negotiated  that  

severance  when  you  were  hired,  because  that is when  you  have  the most  bargaining  power.  But  you  

can still  try  to negotiate  a better  package  at  the  time  you  are  terminated.  

 

Take  Advantage  of  Available Programs.  

There  are  a number  of  governmental  programs  to help  you  in the  event  of  a lay off  ð take  advantage  of  

them.  You will  most  likely  be eligible  for  unemployment  insurance.  In  some  states,  you  may also be 

eligible  for  training,  loans  or  unemployment  while  you  set  up  your  own  business.  

 

Find  Part - Time  Work.  

You will  be able  to  stretch  yo ur  savings  if you  have  additional  income.  Consider  part - time  work  while  

you  look  for  a job. While  it  would  be best  if  you  could  find  temporary  or part - time  work  in  your  field,  

your  hobbies  and  other  interests  may offer  possibilities  for  income.   

 

Remember:  Your  primary  job is to  find  reemployment.  Any  part - time  work  should  allow time  and 

flexibility  to  actively  pursue  your  job search.  You may be unemployed  for only  a short  time,  and  a 

change  in  your  spending  habits  may turn out  to  be unnecessary.  But  no mat ter  how  good  your  

prospects,  it  wonôt hurt  to get  your  finances  in  order.  If  you  get  a job quickly,  it  may help you  to start  

saving  and investing  for  the  future.  However,  a little  financial  planning  may  keep  you  from  having  to  

settle  for  a job you  donôt wa nt  simply  because  youôve run out  of  money  
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Beating  the  Odds  
Looking  for  Work  in  Troubled  Times  

by  Therese  Droste  ï from MSN-Monster.com  

 

Itôs hard to job hunt in a strong  economy. But  now,  with the  media  full  of dreary  news  about  corporate  

layoffs,  even  th e heartiest  job seeker  may  be inclined to  roll over  and  catch  a few  more  zôs rather than  

hit the streets.  

 

Donôt quit before  you  start. During  troubled  times,  job hunting  requires  you  to pull out all  the stops and 

take the basics to a  new  level.  You truly  have  to work  it.  Ironically,  the  challenge of  a tighter  job  

market  may  work  for  many  job seekers  by  forcing them to think  of  new  approaches.  It  all  boils down to 

attitude, stresses  executive recruiter  Diane  Barowsky,  president  of  Barowsky  Search  Partners,  Ltd.,  in 

Olympia Fields,  Illinois.  ñWe underestimate the importance  of that positive  attitude,  but thatôs what  

gets  you  through  the day,ò she  says.  Gain confidence by  asking  yourself,  ñWhat do I  have  to  lose?ò ñItôs 

easier to take  a risk  and  call that inti midating  contact  when  you  feel  [this way],ò says  Barowsky.  ñOn 

the  flip  side,  when  things  are  going  well,  you  donôt need to  do anything  to  keep  your  job  going.ò 

Barowsky  also  offers the  following  job search  advice:  

 

Expand Your Search  

If  youôre a general  administrative  assistant,  but  youôve always  wanted to  get  into human  resources,  

nowôs the time  to give  it a shot. Find  out what  skills are needed  in the  area  you  want  to shift into, and  

then match  your  experience  up with those  requirements.  Transfer  the exp erience  you  have  into another  

area.  

 

Be  the Problem  Solver  

Pick five  companies  youôve heard good  things  about and research  them to  get  a feel  for  them. Then  see 

if there  is any  tie  between what  they  are  trying  to do and what  you  have  done  in the  past.  
Once  you  figure out this connection,  contact  the  hiring  manager  and  present  yourself  as someone  who 

can  help  solve the  problems.  If  you  can  identify  the companyôs business  issues  and  then persuade  the 

hiring  manager  you  can help  the  company  with them,  you  will  ultimately  get  hired.  Itôs best to tie  your  

presentation to numbers or  other  results  when  possible. Say  something  like:  ñI want  to work for  you.  

Here  is what  I  can  do for  you  and  where my  skills complement  yours.  Iôm the  best  researcher  youôll 
ever find.  I  can  save  you  X amount  of time completing  your  proposals.ò 

 

Keep  up with Business  Trends  

Start  expanding your  information repertoire.  Youôve never  picked  up a  Wall Street  Journal?  Now is  the 

time to get  savvy  about  which  companies  are  doing  well. Besides,  ignorance never pays  off.  

 

Volunteer and Expand  Your Network  

You donôt have  to be at  Ground  Zero  to feel  that  youôre lending  a helping  hand. Look  for organizations  

in  your  own backyard  and  find out how to volunteer.  Perhaps  youôve been meaning  to voluntee r at  the  

local childrenôs hospital, zoo or  museum. Nowôs the time.  In  addition  to feeling  better about  yourself,  

youôll meet  new people  you  would  never  have  come  across before.  And people  know  people  who  know 

people  who can  help  you  get  a job, so let every one  you  come  in contact with know  youôre job hunting.  

And  who knows?  Maybe  a full - time position will open  up at  the  organization  youôre volunteering for.  

 

Just remember  that  it only  takes a few  steps  to open new  doors  and  avenues.  Be creative  in how  you  

approach  your  job hunt.  

 

Read more:  

http://career -advice.monster.com/job -search/Getting -Started/Look - for -Work - in -Troubled -

Times/article.as px  

 

TO ACCESS ALL LINKS USE CTRL+CLICK  

 

http://career-advice.monster.com/job-search/Getting-Started/Look-for-Work-in-Troubled-Times/article.aspx
http://career-advice.monster.com/job-search/Getting-Started/Look-for-Work-in-Troubled-Times/article.aspx
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7  DONôTS 
 

Before  taking  any  steps toward  reemployment , consider  that  following  your  natural  inclinations may  

hurt  your future  opportunities.  

 
Be prepared  to present  yourself  with maximum effectiveness.  

 

1. DONôT tell people  that  you  are  unhappy,  fired  or quitting.  

2. DONôT make  up and  mail mass resumes.  

3. DONôT ask  friends  and  relatives to keep  their  ears  open  for  job opportunities.  

4. DONôT tell anyone what  your  current  earnings  are -or  what  you  want,  need  or expect  to earn.  

5. DONôT contact  those  who once expressed  an  interest  in  you  to tell  them that  you  are  now 

available.  

6. DONôT assume that  you  must stay  in  your  current  career  path.  
 

INSTEAD...  

DO  tell  acquaintances  that  approach  you  that  you  are  using  your  present  situation  as an  opportunity  

to prepare  for the  next step  in  your  career.  

 

DO  let  people  know  that  you  appreciate  their  interest  and  will  get  back  to  them  when  you  are  ready  to 

make  the best use of  their  time and  expertise.  
 

USE YO UR MENTOR  
Your mentor is a Volunteer -a person who has been in your shoes ïhe or she has been terminated/down -

sized -without a job at least once in their working life.  Mentors devote considerable time and effort to 

increase the participantsô prospects to secure a new position or career. 

Mentors a re positive people who will help you find the lessons in your experience and use them to move 

forward.  Make  good use  of this  opportunity  to  improve  the  match  between  your  greatest  strengths  and 

your  next  career  move.  
 

Here is an  acronym to define a good m entoré 

M  ï Motivates you to accomplish more than you think you can.  

E ï Expects the best of you.  

N  ï Never gives up on you or lets you give up on yourself.  

T ï Tells you the truth, even when it hurts.  

O ï Occasionally kicks your butt.  

R ï Really cares abou t you and your success.  

 

Here are a few online sites tha t are worth your time to review.  

These sites are recognized to contain usable and valid guidance/examples and worthwhile discussions 

about starting your job search, resumes, interviewing, follow up af ter interviewing and networking.  

Note:  there are hundreds of sites -  so do be specific in your search to avoid being overwhelmed.  

 

RECOMMENDED JOB SEARCH WEBSITES FOR JOB SEEKERS  

 

http://guides.wsj.com/careers/  

 

http://career -advice.monster.com/job -search/Getting -Started/jobs.aspx  

 

http://www.forbes.com/pictures/mkl45fhhd/spend -only -10 -of -your - job -search -hours -on - job -sites/  

 

https://www.usajobs.gov/  

TO ACCESS ALL LINKS USE CTRL+CLICK  

http://careerrocketeer.com/top-best-job-search-websites/
http://guides.wsj.com/careers/
http://career-advice.monster.com/job-search/Getting-Started/jobs.aspx
http://www.forbes.com/pictures/mkl45fhhd/spend-only-10-of-your-job-search-hours-on-job-sites/
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SO YOU ARE  STARTING  A JOB SEARCH,  BEWARE...  

 

When  you  go into a  job search,  there are  many  seemingly  great  opportunities that  may  come  your  way.  

The following  is a list of suggestions compiled  from  various  professionals  and job seekers  on what to 

avoid and how  to sear ch.  Like many  things  in life,  the  term  ñcaveat emptorò (buyer  beware)  applies.  

 

1. Do not just look at  the  money  when  searching  for a  job. The number  one  reason  people  switch 

jobs is lack  of job satisfaction.  Be sure  you  are  going  to be satisfied  at  your  new job  and  can  enjoy  

working  with the people  in the company.  

 

2. If  you  are  currently  employed,  DO NOT tell  your  co-workers that  you  are  looking  for  a new  job.  All 

too often,  your  ñbest friendò at  work  suddenly  wants  your  job.  If  word  gets  back  to  your  employer , you  

may  lose  your  job or diminish any  chances  for  promotion.  

 

3. If  you  currently  have  a job, DO  NOT post  your  resume to the  Internet  unless  you  do not care  if  

your  current  employer  knows  you  are  in the  job  market.  

 

4. Never  pay  anyone  to assist  you  in  your  jo b search.  Professionals  are paid by  companies and  clients  

to find qualified  candidates.  

 

5. If  you  use  a recruiter,  do  not let  the  recruiter  tell  you  that they  are  the only  one  you  can  work  with 

in  your  job search.  The object  of the  exercise  is for  you  to fin d a  suitable  job, not just be  a commission  

for  a recruiter.  

 

6. If  you  have to buy  product to resell  on a  one - to -one  basis  or create  a ñdownlineò, consider  who is 

making  the money.  Be sure  to investigate  very  carefully  any  Multi -Level Marketing  (MLM)  or get  r ich 

quick  schemes.  Very  few people  actually  make  money  in MLM or  get  rich  quick schemes,  much less 

support a  family.  

 

7. If  you  are  looking at  a straight  commission position, look carefully  at  how  many  people have  

succeeded  in the  job and  what  type  of support  is provided.  

 

8. If  you  are  not certain  as to  what  type  of job  you  want, take a skills inventory  test or  career  

directions  assessment  to identify  what type  of job  would best  suite  you.  

 

9. Recognize that finding  a job is a full  time job itself.  It is necessary that you spend the required 

time to research  new  companies,  sending out resumes,  keeping  a journal, networking  and  making  

follow  up  phone  calls and sending follow up letters (email).  

 

Tip:  Be open to interim positions or consulting projects. These will al low you to draw an income, keep your 

skills fresh and position yourself for prime roles once regular hiring levels return.  

 

Tip :   Do not send ñblind resumesò out with the hope of receiving responses.   

 Yes, it can occasionally happen but rarely.   

 

Rathe r, identify a few companies that interest you.   

Then, find  out what you need to know about these organizations a nd develop a ñcampaignò to sell 

YOURSELF to them .  Whether the company has a current opening or not, your campaign can and often 

will have an i mpact on the hiring person when an opening should occur.  You will be ñknownò as 

someone who has shown the initiative to pursue the opportunity at that company.   
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A FULL  TIME  JOB  LOOKING  FOR A JOB  
  

UPDATING JOB  SEARCH SKILLS  

¶ Understanding  the TIME Elemen t  and Using  that  TIME wisely  

1. A schedule  will  help  you  maintain a  professional  appearance  and  attitude.  

2. Establish a  consistent  daily  schedule  of job search  activities  such  as visiting the  Internet,  

scanning  newspapers for current  industry  news,  attending  fr ee workshops  and Job Fairs,  

and  EXERCISE. Set number  of hours  to work on  the  project.  

3. Commit to  the schedule  by  setting  the alarm  clock,  preparing  yourself  both  physically  

and  mentally  as if going  to work.  

 

1. Take  Inventory  of Yourself - this task will also gi ve you the answer if asked on an 

interview:  ñtell me about an important contribution you have made in your career.  

2. Identify  ñemployableò accomplishments  you  have  achieved  at work,  as a  volunteer  in  

organizations,  or in school.  

3. Break  these accomplishments  into 3 components.  

¶ The goal,  the  problem,  or  the situation  

¶ The actions  you  took to manage it  

¶ The results  of  your  actions  

4. Incorporate  these  components  into  your  resume  and  into  your  interview  responses.  

¶ Visit  Your Local  Job Service  Office  ð locate  nearest  one at  https://joblink.alabama.gov/ada/  

some are  called  One Stop Career  Centers  

1. They offer  ð resume workshops,  interview  workshops,  professional  contacts,  job search  

advice,  resume  proofing,  Internet  access,  fax  machines,  laser  printers,  computers,  

resume paper  with  matching  envelopes.  

2. Registration  ð many  employers  wish  to hire  through this service  as it is free  of  charge  to 

them  

 

¶ Network,  Network,  Network --- there are several good sites on the net to help you make use of 

the networking strategy.  Here are a couple to check out:  

http://www.helpguide.org/life/job_networking_how_to_find_job.htm  

http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=237235

89244&t=search&p=&m=p&adpos =1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Aw

g 

 

1. Form  a job search  support group ð meet weekly  to discuss  techniques,  progress,  

resume  suggestions  and  interview  techniques ðthis can make you take action each week 

versus giving yourself excuses.  

2. Call  and  e-mail  friends  and family  ð Ask for contacts that  might  prove  helpful as most  jobs are 

located  by  this method.  

3. Attend free events  such  as with  the local  chamber  of  commerce,  job services, small  business  

centers,  and  Job Fairs.  Be prepared to deliver yo ur personal commercial and hand out 

business cards.  

4. Perform  Labor  Market  Surveys  yourself :  Use the  Yellow  Pages,  the  Alabama  Industrial  

Directory , and  local  Chamber  of Commerce  directories for company  names,  contact  persons, 

and telephone numbers.  

5. Tip :  t ry searching certain  company  names,  obtaining  their  web  sites, and  then getting  

contact  information  or job listings  there.  When calling,  just state  that  you  are  performing  a 

Labor  Market Survey  if  you  do not wish to reveal  that  you  are  looking  for  yourself . 

6. Lastly,  share  your  findings  with  your  support  group.  If  there  are  three persons in  your  group, 

look how many  more  job possibilities that  will be  located  this way.  

7. Attend  the ACT meetings and arrange  to meet your  job search  support group immediately  

after wards.  Ideas  will begin  to flow  and  these will be  shared  with each  other.  

 

 

https://joblink.alabama.gov/ada/
http://www.helpguide.org/life/job_networking_how_to_find_job.htm
http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Awg
http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Awg
http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Awg
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A word about your next position:  determine What You  Want to  Negotiate  BEFORE You Interview or 

speak with a hiring manage  

 

1. Salary  range  for  your  field  www.acinet .org)   

2. Or type in  ñOccupational Outlook  Handbookò and  follow  instructions on that  web  site to locate  

salary  ranges.  You can  obtain ranges  specific to  the state  from  www.acinet.org . 

3. Determine  you r priorities for  your  next position, included  money,  flexible  schedule  time off,  or  

environment.  

4. If  not offered  what  you  want,  decide  what  you  will ask for instead.  

5. You can  negotiate  ð give  a counter  offer. Even  if  your  counter  is refused,  you  still  have a job 

offer  in hand  that  you  can  accept.  

6. Pray  for guidance!  

 

¶ Develop Your PERSONAL COMMERCIALé VERY IMPORTANT  

YOUR ñWHAT YOU SHOULD KNOW ABOUT ME SPEECH ò ï  

      What  features  of  your  background  you  wish to  highlight  in 15 -30 -seconds . 

SEE SECTION 4 FOR DET AILS AND HOW TO STEPS TO DEVELOP YOUR COMMERCIAL on  pages 95 -100  

 Your Personal Commercial  

 

FACT: You have less than 1  minute to advertise  yourself. So what do you say?  

It is about advertising yourself while keeping in terest and keeping points short and concise. In 

the words of Chris Westfall, World Elevator Pitch Champion, ñIt ends with an invitationò. You 
carry the listener through a short, fast, highlight of your life/professional experience while 
keeping interest an d showing the person  how YOU can help THEM .  

Hiring managers  care about 1 thing: how can you make my company money? Could this be 
by increasing productivity? Could you bring me a new product or can you invent a new 

product that can do what ours does better  and uses less resources?  

You SELL YOURSELF. And then you invite them.  Always end your comments  with ñHereôs my 

business card, would you like to connect with me on LinkedIn  or perhaps meet over coffee ? 
OR-ñperhaps you know of people who I should contact òéor similar.  (see page 16)  

Your Personal Commercial -  YOU in 15 -30 seconds  

http://www.acinet/
http://www.acinet.org/
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Business Cards: An Essential Job - Search Tool  

1.  Business cards give people the ability to follow up . 

2.  Business cards show that you are a profession al  -  The littlest things we do send out the biggest 

m essages.  

3.  Having a business card keeps one focused on the goal . 

4.  Business cards are helpful when making referrals .   Your card may help you get a referral.  

5.  Business cards are the currency of meetings ;  but if youôre a typical college student you donôt 

have  any business cards or if youôre a career changer you either do not want  to u se your regular 

business cards or you do not have cards.  

 

¶ Invest  In  Printed  Business Cards  or  Print Your  Own.  

1. Distribute  these  cards at  Job Fairs,  conferences  and job service offices,  or just  anywhere.  

2. You can  order on line  www.Vistaprint .co.   

3. No current  job title  available!  Do not despair as you  can  replace that with your  degree  (s),  

informati on or  career  choice.  

4. This  effort  and  expense  will  set  you  apart  as more professional . 

 

Tips on the d esign of the card:  

do not make it too busy, not too flashy and do not use any unusual or neon  colors  or ditto with any 

strange effects .  While both vertica l and horizontal are used, we recommend a horizontal format.  

Current information is essential. Note:  n o home address is necessary.   

Appropriate email address  is important . A professional email address will help foster a sense of trust in 

you  as a job can didate.   

To restate:   use one that is "sensible".  No cute names , e.g., garagesalegal.com or toolman.com     

 

When youôre job-hunting, take would want to take your resume with you wherever you go ð and use 

every opportunity to grow and strengthen your netw ork of contacts.  

But what do you do in situations where passing out a handful of resumes is not feasible?  

Use your business card .  ñDonôt leave home without it!ò 

 

One reliable source:  vistaprint Networking Cards -  

http://www.vistaprint.com/networking -
cards.aspx?GP=12%2f31%2f2015+11%3a35%3a48+AM&GPS=3719804022&GNF=1  

 

 

Read more:  How to Choose a Professional Email Name  

https://www.linkedin.com/pulse/20140502212310 - 6796088 - busines s- cards - a- job - search -

tool  

 

http://www.vistaprint/
http://www.vistaprint.com/networking-cards.aspx?GP=12%2f31%2f2015+11%3a35%3a48+AM&GPS=3719804022&GNF=1
http://www.vistaprint.com/networking-cards.aspx?GP=12%2f31%2f2015+11%3a35%3a48+AM&GPS=3719804022&GNF=1
http://www.ehow.com/how_6465662_choose-professional-email-address-resume.html#ixzz31vjPZpLW
https://www.linkedin.com/pulse/20140502212310-6796088-business-cards-a-job-search-tool
https://www.linkedin.com/pulse/20140502212310-6796088-business-cards-a-job-search-tool
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TESTING  INFORMATION  
 

For specific  testing  information  contact:          Myrtice  Carr at  991 -7858  

 Myrticecarr@att.net  

 

Career O p p o r t u n i t y    Placement    Form  ( COPF).  This battery tes ts the  following  three  
areas: Interest/Abilities/Values.  

 

General  Aptitude  Test  Battery . A test  researched  and  developed  by  the U.S.  Government. It  

measures  various  aptitudes  to  be correlated  into  a vocation  profile  for  potential  vocational  
placement.  

 
DIS C. A personality  inventory  profile, providing  information  on  work  characteristics  and  
preferences. Requires  licensed  administrator  to  give  the  profile  locally.  Can be accessed  on  

the Internet  for a minimum  cost at http://www.resourcesunlimited.com . 

 

Strong  Campbell  Interest  Inventory . A widely  used  assessment  of  occupational  interests 
and  is designed  to  compare  your  interests  to  individuals  in  many  different  occupations.  
Available  at  Jefferson  State  by  contacting  Nancy  Beauchmont  (pronounced  as if Beach -am)  

at  856 -8588  for  career counseling.  Approximate  3-hour  process  is available  for  $35.00. If  
you  are  considering  changing  careers  to  obtain  employment,  assistance  with  the  testing  

cost  may  be available  th rough  the  Career Center  at  the  Alabaster  Employment  Office  at  
telephone  663 -2501.  

 

Myers -Briggs . Personality  Inventory. A free online  abbreviated version  of  the  Myers -

Briggs  test can be taken  by  going to:   http://www.humanmetrics.com/cgi -
win/Jtypes1.htm  

Or for  a small  fee  the  full  version  can  be taken  by  going  to:   
http://www.DiscoverYourPersonality.com . 

For testing  information  conta ct  Myrtice  Carr  or Al Bradshaw -Whittemore.  

 

The  Self -Directed  Search  Interpretive  Report . This  test  provides a guide  to  career  planning  

that  works  much  like an interest  test  or  inventory.  Go online  to  http://www.self -directed -
search.com  for more  information  on  this  test.  

Book:  ñDiscover What  Youôre Best  Atò, by Linda  Gale, available  from  Books -a-Million  for  
$14.00. Contains  a series  of  timed  tests, selfðadministered,  to  determine  primary  skills  in  
busi ness, clerical,  logic,  mechanical, numerical, and  social.  Also  contains  self -scoring  

information  and  some  interpretative  information.  

 

Note:  Most  of  the  career  assessment  tools  listed  have  a cost  associated  with  administering  
the  test, and  usually  have  to  be given  and  interpreted  by  designated  administrators  trained  

and/or  licensed  on  a particular  instrument.  
 

mailto:Myrticecarr@att.net
http://www.resourcesunlimited.com/
http://www.humanmetrics.com/cgi-win/JTypes1.htm
http://www.humanmetrics.com/cgi-win/JTypes1.htm
http://www.discoveryourpersonality.com/
http://www.self-directed-search.com/
http://www.self-directed-search.com/
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RESOURCE  AND  FACILITY INFORMATION  

UNEMPLOYMENT COMPENSATION  DIVISIONS:  

 

ALABASTER EMPLOYMENT OFFICE (for Shelby  County  residents)  109  Plaza Circle  

Alabaster, Alabama  35115  

Telephone:  663 -2501  

 

BIRMINGHAM  CLAIMS  OFFICE (for Jefferson  County  residents)  3420  3 rd  Avenue  South  

Birmingham,  Alabama  35222  

Telephone:  254 -1280  

 

EMPLOYMENT  SERVICE  DIVISIONS:  

 

CAREER CENTER 

109  Plaza Circle  

Birmingham,  Alabama  35 115  

Telephone:  685 -9585  

 

ALABASTER EMPLOYMENT OFFICE 

109  Plaza Circle  

Alabaster, Alabama  35137  

Telephone:  663 -2542  

 

VOCATIONAL  REHABILITATION  SERVICES 

236  Godwin  Crest  Drive  Homewood, Alabama  35209  

Telephone:  290 -4400  

 

Note:  State  Employment  offices  do off er  some  testing  services  free. Those  opportunities  can  be 

explored  by  contacting  the  Career  Center  in  Alabaster  at  telephone  685 -9585.  
 
 

 

Career  Exploration  Class  Offered  by  One - Stop Career  Center  for  Undecided  Majors  

 

The One -Stop  Career  Center  at  Jeffers on  State  College offers a  short class in career  exploration  for  

students  who have not decided on  a major.  Students will start  a career  portfolio,  conduct  career  

exploration,  study  market statistics,  and  determine a major.  

 

The students will take assessment s to determine interests  and  attitudes  and  how to use  this 

information  to select  a satisfying,  successful career.  Students  will take  the Strong  Interest  

Inventory,  the Myers  Briggs,  Employability  Inventory,  and  Abilities  and  Possibilities.  

 

Students will a lso study  majors,  curriculums  offered,  and  careers  resulting  from  those  majors.  

 

The mission of  this course  is to assist  students in choosing  a major  leading  to  a successful  career  

choice.  

 

The class  will be  offered  in six, one -hour blocks of time.  Cost is  approximately  $35.00  (2014)  and  

includes  cost  of assessments  and  materials.  

 

Call  the One-Stop  Career  Center  to register  at  (205)  856 -8588  or stop by  LWH 216 for more  

information.  Or email Professor Payne at tlpayn@jeffstateonline.com.  

http://www.jeffstateonline.com/  

http://www.jeffersonstate.edu/?s=one+stop  

 

 

http://www.jeffstateonline.com/
http://www.jeffersonstate.edu/?s=one+stop
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Career  Interest  and  Personality  Testing  Links  

 

¶ Personal  Profile  System  ï http://www.resourcesunlimited.com  

 

¶ Career/Lifeskills  Resources  ð http://career - lifeskills.com  

 

¶ Self -Directed  Search  ï http://www.self -directed -search.com  

 

¶ Jung personality test http://www.humanmetrics.com/cgi -win/jtypes1.htm  

 

 

¶ Myers -Briggs  (full)  ï http://www.discoveryourpersonality.com  

 

 

¶ Enneagram  ð http://www.enneagraminstitute.com  

 

 

¶ Variety  of short  tests  ð http://similarminds.com/  

 

 
 

TO ACCESS ALL LINK S USE CTRL+CLICK  

http://www.resourcesunlimited.com/
http://career-lifeskills.com/
http://www.self-directed-search.com/
http://www.humanmetrics.com/cgi-win/jtypes1.htm
http://www.discoveryourpersonality.com/
http://www.enneagraminstitute.com/
http://similarminds.com/


 
- 20 - 

 

 

 

 

Section 3:  

Resumes and Cover Letters & Tips  
 

TO ACCESS ALL LINKS USE CTRL+CLICK  

"A résumé should be a statement of fact ð 'this is what I've 

accomplished; here are my skills, background, etc.,'" said Ed Fleischman, 

CEO of The Execu|Sea rch Group  staffing and recruitment firm.  

"Avoid personality attributes. If [you have] strong communication and 

organization skills, it will be seen through the way you write your 

résumé." 
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Resumes  
 

The good news: there is a lot of information and sources  available on the internet  

The bad news:  there is a lot of information and sources available on the internet  

Do not overburden your resume or cover letter with extraneous details.  

 
Before we get into the nuts and bolts of preparing  your resume, it is crit ical to know :  
FACT:  companies/ recruiters receive literally hundreds of resumes a day and spend only about 

10 seconds "skimming" through each resume.  

FACT:  Potential employers look at the resume as your one chance to make a great first 

impression.  If you  take the easy way out with your resume when you are trying to make the 
best impression, what will that mean when you are an employee?  

Therefore, it is imperative that if you do  possess the requirements of the position, you must 
GRAB the recruiterôs attention IMMEDIATELY with your relevant skills, your expertise and your 
experience.  

1. Everyone who  critiques  your resume will have  different  opinions,  so do not worry  ï 

choose  your  own style.  If  you  get  no response  from  your  style,  then change it !  

2. Basics  in a  resume  

a. Needs  to be  job -specific  and  catered  to the  open  position.  

b. Use very  short phrases  and appropriate  buzzwords for  particular  job types  ð go to  

www.acinet.org  and  click on ñWhat It  Takesò to  determine appropriat e buzz  words.  

Do your homework/research  about the companies :  

The best scenario is to customize each and every resume that you send  and tailor it to 
each companyôs "hot buttons"  to  catch the employer/recruiters attention within 5 -10 

seconds . 

Today, resumes should be pleasing to the eye and appealing to read  from beginning to end. A 
clean resume makes a positive first impression by simplifying the information into readable 

columns that still lend themselves to plenty of detail if needed. Nix the flowery gramm ar  in 
favor of clear, concise bursts of information about exactly who you are ...    

PROOF READ AGAIN AND AGAIN: Take the extra time to print out and review your resume 
thoroughly  plusé have a second person print out and review your resume . Then make 
changes  and print out again. It is not uncommon that you may print out five versions before it 

is error free and exactly what you want.  

Use Your Mentor:  Discuss your resume with your mentor and determine if the resume 

specialist volunteer should become involved.  Your mentor has experience is can be an 
important resource for you. With most job seekers, more than one resume is needed, i.e., a 
focused resume and one that is more ñgeneralò in nature.  Donôt try to do everything yourself; 

your mentor wants to be of as sistance to you.  

Source:  By Robin Reshwan Jan. 2, 2014 ; US  News & World Report, ñOn Careersò 

http://money.usnews.com/money/blogs/outs ide -voices -careers/2014/01/02/resume -writing -
tips - for - the -new -year  

Read more:   

http://www.net - temps.com/career -advice/view -article.html?id=3233#ixzz3tpCFzbG 3 

http://www.acinet.org/
http://money.usnews.com/money/blogs/outside-voices-careers/2014/01/02/resume-writing-tips-for-the-new-year
http://money.usnews.com/money/blogs/outside-voices-careers/2014/01/02/resume-writing-tips-for-the-new-year
http://www.net-temps.com/career-advice/view-article.html?id=3233#ixzz3tpCFzbG3
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New Dilemma for Job Seekers:  

Do you use Traditional Re sume speech  

Or  do you use ñHuman Voicedò Resume language 

Conflicting Advice: Traditional v. Human - Voiced Resume?   Most vote with adhering 

to the traditional style  

 

The issue  of  resume  style *  has  no thing  to  do  with  whether  one  is more  or  less  technical  or  at  
a higher  or  lower  level  in  an  organization.  It's  a matter  of  personal  preference,  strictly.  We 

have  to  decide  for  ourselves  how  we  want  to  be branded.  
 
How  you  identify  yourself  is a matter  of  ma king  choices.  It  isn't  a halfway  endeavor.  A 

traditional  resume  labels  us one  way.    Human  Voiced  label s us a different  way.    
When  we  go to  the  market  as that  person,  we  have  to  expect  the  market  to  react  to  us as 

we've  instructed  it  to.   
 
Many  experts  te ll  us:   
× DONôT use personal pronouns or articles (ñIò or ñmeò). A resume should be written in a 

telegraphic way, omitting personal pronouns and limiting articles. (For example, ñI developed a 

new product that added $2 million in salesò should be changed to ñDeveloped a new product 

that added $2 million in sales.ò) 

 
Other  experts  tell  us:    
× HR managers  are  tired  of  stilted  sounding  resumes  and  correspondence.   A dash of human voice 

applied to a professional resume is a good idea, but  it  is more  suitable  to  th e cover  letter  and  

post - interview  thank  you  notes . It is far more important to project a clear, human and 

professional voice during the interview than at the resume stage.  
 
Example of Traditional  style profile  statement:  

Accomplished Project Manager with 1 0+ yearsô experience specializing in web production, 

education publications, public outreach and consumer packaging. Professional, creative, flexible 

with proven analytical skills. Skilled at researching and crafting award winning marketing 

campaigns for a  wide variety of clients and products.    
 
Example of human voiced style profile  statement:  

I am a highly accomplished and seasoned marketing executive with expertise managing creative 

initiatives for a variety of clients .  You will find me skilled in plann ing and managing high -

performance creative teams.  
The above human voiced is about as ñpersonal as you will  want  to be in your  correspondence. 
 
*resume style:  Should I  use a human voice style or  not? Should I  listen to the traditionalists,  or  make the leap?" 

From Liz Ryan *  

Do employers want to see a human voice in the resume?  

How to  Brand Yourself in  Your Resume Summary  

How to Write Human Voiced Resume -- from LINKEDIN  

 

https://www.quora.com/Do-employers-want-to-see-a-human-voice-in-the-resume-of-applicants
http://www.forbes.com/sites/lizryan/2014/08/15/how-to-brand-yourself-in-your-resume-summary/
https://www.linkedin.com/pulse/20140626010712-52594-how-to-write-a-human-voiced-resume
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Resume Tips for Older Work ers  
 

http://career - advice.monster.com/resumes - cover - letters/resume - writing - tips/get - your - 50 -

plus - resume - right/article.aspx  

http://www.foxbusiness.com/personal - finance/2011/11/10/tips - for -boomers  
 

How Older Workers Can Balance Experience with Relevancy  

By: John Rossheim, Monster Senior Cont ributing Writer  --  Text  of article:  

 

When older workers hit the job market, they tend to take two common --  and ill -advised --  

strategies for resume preparation.  

 

Many 40 -plus job seekers adopt an "I am what I am" approach. Believing there's no sense in 

repackaging the defining moments of their careers, they simply update the top of their 
traditional chronological resume with a brief description of recent projects, while subtracting a 
few lines from the bottom to abbreviate (not eliminate) mention of a job  at a company they 

left a quarter of a century ago.  

 

The opposite tack, often taken out of fear of age bias and professional obsolescence, is the "I 
am whatever they want me to be" approach. Swayed by well -meaning friends or strident self -
help books, thes e older job seekers start from scratch, selectively creating a chronology - free 

professional identity from their past that precisely matches the needs of the hiring company 
du jour. The resulting functional resume is so artful that it could be mistaken for fiction.  

 

Career experts recommend a superior alternative: The middle path. Workers should highlight 
their latest and greatest accomplishments in terms that will appeal to youthful recruiters and 

hiring managers, customizing each resume to directly addres s the needs of prospective 
employers without pandering to each job posting down to the bullet point. Here's how to get 
started.  

 

The Age -Old Question: Which Resume Format?  

Choosing a resume format can seem like such a critical decision that it paralyzes some 40 -

plus job seekers. A common -sense approach may help you address this issue.  

 

"There's no reason to disguise the dates in a work history; just don't use your entire history," 
says Sarah Hightower Hill, CEO of Chandler Hill Partners, a career search strategies firm.  

 

Many experts suggest setting a time limit on work history. "Experience more than 10 years 
old is irrelevant, because work has changed so much," says Carleen MacKay, a practice leader 
at staffing firm Spherion.  

 

And when it comes to your  education, some degrees may be perceived as having an 
expiration date. One solution: Include dates on a time - limited work history but omit them 

from your resume's education section.  

Emphasize Accomplishments, Not Years of Experience  

Too many dates going  too far back will not be  the only factor that ages a resume. Another 

common mistake is to brag about depth of experience as a virtue unto itself. By contrast, 
recent accomplishments that are relevant to the job opening automatically make a candidate 

appea r more youthful.  

 

 

http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/get-your-50-plus-resume-right/article.aspx
http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/get-your-50-plus-resume-right/article.aspx
http://www.foxbusiness.com/personal-finance/2011/11/10/tips-for-boomers
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As you draft your resume, "compare yourself to younger workers, who are engaged with the 
job market and know what employers want," says Karen Riggs, a professor of 

telecommunications at Ohio University and author of Granny@Work: Aging a nd New 
Technology on the Job in America.  

 

Claims of experience that may span the lifetime of an industry also raise another risk 
commonly faced by older candidates: Being seen as overqualified. Avoid that dubious 

distinction by deemphasizing prestigious a ssignments not immediately relevant to the current 
opening.  

 

Address the Technology Issue Head -On  

Whether you're a programmer analyst or a sales executive, your resume must confront any 
reservations the prospective employer may have regarding your techni cal aptitude.  

 

One concern employers have about hiring older workers is that they haven't kept up with 

technology. So you should flaunt what you've got in this area, whether it's an impressive list 
of certifications or a simple mention of office -productiv ity software training you've 
undertaken.  

 

You also can't ignore the fact that many employers, especially large ones, winnow the 
thousands of resumes they receive by analyzing the keywords they contain, especially for 

technical positions. With the help of a knowledgeable friend or coworker, audit your resume to 
make sure it speaks your target industry's current language.  

 

I'm Overqualified    by: John Rossheim, Monster Senior Contributing Writer  

You were laid off from your executive job by a company that's  now six feet under. You've sent out 800 

resumes, done one interview and received zero offers. You find yourself looking lower and lower on 

the totem pole and occasionally eyeing openings for line managers at the competitor that killed your 

former employer . If you must apply for a position for which you're clearly overqualified, how do you 

actually land the job?  

 

Withhold Your Resume  

Here's what not to do :  

Fire off a volley of resumes to human resources departments. "Sending a resume is simply a way to 

oblivion," says Jeffrey Fox, author of Don't Send a Resume. HR departments must quickly eliminate 

nearly all of the hundreds of resumes submitted for a single opening. At the first whiff of your extra 

qualifications, most screeners will stamp "no" on your a pplication. "Resumes are read to be rejected," 

Fox says.  

What's the workaround for overqualified candidates? Go directly to the hiring manager to pitch your 

ability to excel in the open position. You can either call or write, but hold back your resume in the first 

round of communication with the employer.  

 

DO Sell to the Employer's Need  

Once you've found out as much as you can about the company and the position, you've got to imagine 

how your qualifications mesh perfectly with the job requirements. "If y ou're overqualified, you need to 

articulate how a handful of your skills will help that specific employer," says Nick Corcodilos, author of 

Ask the Headhunter. At least at first, say nothing about higher - level skills that don't pertain to the 

position at h and.  

 

Your personal commercial/introduction:  

  Your Personal Commercial -  YOU in 15 -30 seconds  
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DO Use Emphasis to Shape Employer Perceptions  

Sooner or later, you'll probably have to send a resume. More than you ev er have before, you'll need to 

customize your one -page presentation of yourself. To de -emphasize those over - the - top elements of 

your professional background, "you can make some information lessé but you've got to be careful 

about misrepresenting yourself,"  says Corcodilos.  

 

How do you tread this fine line? One solution is to create a functional resume where relevant skills are 

pumped up in detail toward the top of the resume, while overly impressive titles are demoted to the 

bottom and given little ink. St rategic emphasis is integral to persuasion; omission of recent, important 

rungs in your career ladder is unethical deception.  

 

DO Make a Virtue of Your Extra Qualifications  

In the interview, if your prospective employer says that your extraordinary quali fications cast doubt on 

your candidacy, recast your past as an asset to your future at the company. Emphasize that "you're 

getting somebody with the potential to move up," says Frances Haynes, coauthor with Daniel Porot of 

101 Toughest Interview Questions.   

 

DP Draw Out Objections; Don't Volunteer Them  

Employers typically have the following objections to candidates with extra qualifications: You'll get 

bored quickly; you won't be satisfied with the salary; you'll jump to another company as soon as you 

get a better offer. "Employers are pretty reticent to hire overqualified people, because they believe 

when the economy picks up, they'll lose those people," says Haynes.  

 

If you raise these issues early in the application process, you risk short - circuiting yo ur candidacy. 

Instead, see what's on the minds of your interviewers by asking open -ended questions such as these: 

"What else do you need to hear to be convinced that I'm the best fit for the job? Do you have any 

questions about my candidacy that I haven't yet had the chance to answer?" Just make sure you've 

already ferreted out all the tough questions that your work history could possibly raise --  and 

practiced answering them.  

 

The Ultimate Issue  

Finally, be prepared to answer one question that the interv iewer may be too embarrassed to ask: 

Won't it be humiliating for you to take a job that many people would consider beneath you? You can 

address this issue indirectly through the positive attitude you convey in everything you say about the 

available positio n and your fitness for it. "You have to be perceived as the kind of person who believes 

there is honor in every job," says Haynes.  

 

How to Brand Yourself  After 50  

Job-Hunting Tips for Baby Boomers  

 

TO ACCESS ALL LINKS USE CTRL+CLICK  

 

http://www.foxbusiness.com/personal-finance/2011/09/22/how-to-brand-yourself-after-50/
http://www.foxbusiness.com/personal-finance/2011/09/22/job-hunting-tips-for-baby-boomers/?intcmp=related
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Interested in a Nonprofit Career?  

If you want to wo rk for a non -profit organization, it goes without saying that a passion for the 
organization's mission and a genuine desire to contribute your time and effort toward helping 
others ðeven if it means doing mundane tasks ðare an absolute must.  

That's because n on-profit organizations, unlike public or private companies, don't operate 
under the premise of earning the highest profits possible for owners or shareholders. Rather, 
they're working toward a specific cause or goal, whether it's finding a cure for breast  cancer, 
providing disaster relief, or improving education.  

Helpful site for someone wanting to pursue non - profit position:  

http://www.bridgespan.org/Publications -and -Tools/Transition -Nonprofit/Getting -
Started/Adapting -Resume - for -Nonprofit.aspx#.UxN2Q_ldVcg  

http://nonprofit.about.com/od/nonprofitwork/tp/gettingjob.htm  

Find a job in the nonprofit sector wi th these national listings.  

In AL:  http://www.aansocial.org/  

SOCIETY FOR NON PROFITS: 

https://www.snpo.org/nonprofitcareers/jobresults2.php?gclid=CjwKEAiAkb -

zBRC2upezwuyguQ4SJADZG08vfMQe2cRXXcyvc_iGpWk7h99A1GSynI0GUZVjxYvytBoC1n7w_wcB  

GENERAL SEARCH FOR NON -PROFIT JOBS ON GOOGLE:  

https://www.google.com/search?q=Interested+in+a+Nonprofit+Career&rlz=1C1KMZ B_enUS566US566

&oq=Interested+in+a+Nonprofit+Career&aqs=chrome..69i57.31678j0j7&sourceid=chrome&es_sm=12

2&ie=UTF -8 

Sample Non -Profit Resume Samples and Specific Information  

https://www.google.com/search?q=SAMPLE -NONPROFIT-
RESUME&rlz=1C1KMZB_enUS566US566&oq=SAMPLE -NONPROFIT-

RESUME&aqs=chrome..69i57j69i60.611922j0j4&so urceid=chrome&es_sm=122&ie=UTF -8#  

 

Core competencies / SKILLS examples FOR NON PROFIT RESUME  

http://www.bing.com/search?q=core%20competencies%20examples%20FOR%20NON%20PR
OFIT%20RESUME&qs=n&form=QBRE&pq=core%20competencies%20examples%20for%20no
n%20profit%20resume&sc=0 -41& sp= -

1&sk=&cvid=B9811BCEF5C74131ABDD95A05D4D6871

http://www.bridgespan.org/Publications-and-Tools/Transition-Nonprofit/Getting-Started/Adapting-Resume-for-Nonprofit.aspx#.UxN2Q_ldVcg
http://www.bridgespan.org/Publications-and-Tools/Transition-Nonprofit/Getting-Started/Adapting-Resume-for-Nonprofit.aspx#.UxN2Q_ldVcg
http://www.aansocial.org/
https://www.snpo.org/nonprofitcareers/jobresults2.php?gclid=CjwKEAiAkb-zBRC2upezwuyguQ4SJADZG08vfMQe2cRXXcyvc_iGpWk7h99A1GSynI0GUZVjxYvytBoC1n7w_wcB
https://www.snpo.org/nonprofitcareers/jobresults2.php?gclid=CjwKEAiAkb-zBRC2upezwuyguQ4SJADZG08vfMQe2cRXXcyvc_iGpWk7h99A1GSynI0GUZVjxYvytBoC1n7w_wcB
https://www.google.com/search?q=Interested+in+a+Nonprofit+Career&rlz=1C1KMZB_enUS566US566&oq=Interested+in+a+Nonprofit+Career&aqs=chrome..69i57.31678j0j7&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=Interested+in+a+Nonprofit+Career&rlz=1C1KMZB_enUS566US566&oq=Interested+in+a+Nonprofit+Career&aqs=chrome..69i57.31678j0j7&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=Interested+in+a+Nonprofit+Career&rlz=1C1KMZB_enUS566US566&oq=Interested+in+a+Nonprofit+Career&aqs=chrome..69i57.31678j0j7&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=SAMPLE-NONPROFIT-RESUME&rlz=1C1KMZB_enUS566US566&oq=SAMPLE-NONPROFIT-RESUME&aqs=chrome..69i57j69i60.611922j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=SAMPLE-NONPROFIT-RESUME&rlz=1C1KMZB_enUS566US566&oq=SAMPLE-NONPROFIT-RESUME&aqs=chrome..69i57j69i60.611922j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=SAMPLE-NONPROFIT-RESUME&rlz=1C1KMZB_enUS566US566&oq=SAMPLE-NONPROFIT-RESUME&aqs=chrome..69i57j69i60.611922j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
http://www.bing.com/search?q=core%20competencies%20examples%20FOR%20NON%20PROFIT%20RESUME&qs=n&form=QBRE&pq=core%20competencies%20examples%20for%20non%20profit%20resume&sc=0-41&sp=-1&sk=&cvid=B9811BCEF5C74131ABDD95A05D4D6871
http://www.bing.com/search?q=core%20competencies%20examples%20FOR%20NON%20PROFIT%20RESUME&qs=n&form=QBRE&pq=core%20competencies%20examples%20for%20non%20profit%20resume&sc=0-41&sp=-1&sk=&cvid=B9811BCEF5C74131ABDD95A05D4D6871
http://www.bing.com/search?q=core%20competencies%20examples%20FOR%20NON%20PROFIT%20RESUME&qs=n&form=QBRE&pq=core%20competencies%20examples%20for%20non%20profit%20resume&sc=0-41&sp=-1&sk=&cvid=B9811BCEF5C74131ABDD95A05D4D6871
http://www.bing.com/search?q=core%20competencies%20examples%20FOR%20NON%20PROFIT%20RESUME&qs=n&form=QBRE&pq=core%20competencies%20examples%20for%20non%20profit%20resume&sc=0-41&sp=-1&sk=&cvid=B9811BCEF5C74131ABDD95A05D4D6871
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What elements a resume should include:  

A resume which will be deemed competitive needs to hold an engaging professional 
profile/summary  that will provide information about  your expertise, accomplishments and  

skills. What is also important is mentioning of your core competencies, relevant experience 
and educational background. If applicable, mention specific abilities  to perform the job that 
you are applying for.  

 

Professional profile/summary  

TASK:  Write a 40 -  to 50 -word summary that includes reasons someone should hire you .  The 

summary should accurately  describe your abilities and what you bring to the company.   

Since you have limited space, itôs important to carefully plan what goes into your summary 
statem ent. Your statement must be concise AND represent the strongest elements of you as a 

professional.  

http://biginterview.com/blog/2013/11/resume -summary -statement -exam ples.html  

 

Few Good examples :  

Engineering  Project  Coordinator  with  over  15  yearsô experience  managing  industrial  projects  
ranging  from  small  private  projects  to  full  scale  multi -million  dollar  high  profile  

projects.  Versatile  professional  with  ability  to  oversee  and  manage  hundreds  of  individuals  
while  ensuring  timely  completion  of  project  deadlines  all  while  remaining  on  or  under  budget.  

===========================  

Analytical  IT  professional  with  financial  expertise  delivers  strong  technical  solutions  tha t  solve  
business  problems  with  an  eye  on  bottom  line  business  benefit.  Builds  and  manages  IT  teams  
that  consistently  develop  high -quality  dependable  systems  and  services.   

Core  Competencies  
Å Technology  Asset  Management  Å Deployment  and  Implementation   

Å Project  Management  Å Cross  Functional  Management   
Å Performance  and  Productivity  Improvement  Å Change  Management   

===========================  

Proven  and  skillful  Administrative  Office  Manager.  Versatile,  reliable  and  efficient  with  eight+  
years ô experience  supporting  managers  and  executives  in  high  paced  environments.  
Diversified  skills  include  client  relations,  human  resources,  recruiting,  project  management,  

and  administrative  support.  Excellent  phone  and  digital  communication  skills.  

===================== ======  
Accomplished  Project  Manager  with  10+  years ô experience  specializing  in  web  production,  

education  publications,  public  outreach  and  consumer  packaging.  Professional,  creative,  
flexible  with  proven  analytical  skills.  Skilled  at  researching  and  crafti ng  award  winning  

marketing  campaigns  for  a wide  variety  of  clients  and  products.    

===========================  

Are you getting the hang of these?   Okay, hereôs another one: 

Experienced  sales  manager  in  retail  industry  with  strengths  in  customer  service,  sales  and  
negotiations.  Over  13  yearsô proven  expertise  in  marketing,  advertising,  product  integration  
and  promotions.  Successful  in  developing  strategies  that  have  resulted  in  an  over  20%  

increase  in  new  customers.  Instrumental  in  developing  an  incentives  rewards  program  with  a 
repeat  customer  success  rate  of  over  45%.  

 

http://biginterview.com/blog/2013/11/resume-summary-statement-examples.html
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The dos and donôts of information in a resume. 

Dos  

Å Use professional and easy to read fonts such as Arial, Calibri and V erdana  (Times New 

Roman is somewhat old fashioned -and serif fonts, su ch as Times Roman or Cambria may be 

rejected by screening software )  

Å Underline, bold or italicize information to emphasize important categories 

Å Tailor your resume for each position  

Å Quantify your accomplishments and use power verbs to provide credence to your 

statements   

Å Use bullet points for clarity-but do not overload the document with characters  

Å Put special emphasis on transferable skills  

Å Proofread and edit your resume several times before you submit it-ask someone to review  

Donôts 

Å Do not write your resume based on a template  alone -OK to modify template but these 

ñformsò appear ñcannedò 

Å Do not use  fancy fonts and colors  

Å Never exaggerate your experiences or accomplishments. You will be tested on them 

Å Never include personal information like marital status, social security number or date of 

birth (An exception is federal resumes )  

Å Do not list your references. If required, provide your references on a separate page or 

enclose letters of reference with your job application package.   This may  surprise you but do 

not list on initial resume you submit  

If you are applying for an entry level position :  you will have to write more information 

pertaining to your skills as that is all you will have to bank on. This means that you may have 

to tweak the  sections on a resume according to what you need to write ï core competencies 

will become academic accomplishments etc. However, if you are an experienced individual, 

you may want to take full advantage that different sections in a resume provide to you.  

 

Helpful Tips & Guidelines to Make the Best Resume in 2016  & Beyond  

Below are some general guidelines and tips that must be kept in mind when attempting to 

build t he best resume for any position:  

Use the descriptors shown in the job posting: You will show a s a stronger match with 

requirements (especially if ATS (Applicant Tracking System) is used  by company.  Computer 

will seek out key descriptors in this process.  

Use of Adjectives and Power words:  Replacing a few verbs with stronger action words and 

adding a few powerful adjectives here and there in your resume can work wonders. These 

power words will magically enhance the impression your resume is going to make on potential 

employers.  

Objectivity:  Since recruiters donôt have spare time to go through long sentences or 

paragraphs, they prefer objectively formatted resumes. You can replace your qualifications 

section with a 3×3  or similar  tabular Core Competencies section to relieve the readerôs eyes. 

Length:  Never split a section on two pages.   Keeping resume to one page is not a hard and 

fast rule.  ñIt dependsò on your experience, age, qualifications.  Not one rule fits all.  That is 

why it is critical to have someone besides yourself review and re - review your resume and 

cover letters.  

Evidenced Accomplishmen ts:  As the competition increases in the market, every claim will 

need to be verified . This is where solid, quantified accomplishments come in.  
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Keywords:  As noted above, r esume scanning has increasingly become computerized. Make 

sure you include market spec ific keywords enough for the software and human beings to 

detect relevance in your resume.   Use the job posted descriptors in your resume to increase 

match potential.  

Performance Summary:  A well stated summary can set the desired tone for any resume. 

Inves t time in coming up with a power packed performance summary highlighting your 

maximum value.   A set off SHORT paragraph or a couple bullets to sum up your performance 

in position does much to solidify your competency.  Example:  

Contributions Snapshot:  Increased product revenue by 30% year to year and improved profitability performance by 
bringing a new organization process to a division with stagnate historical sales performance.   

Layout and Format:  Disagreement exists between using a chronological resume  or a 

function based/skill based format.  In technical fields there is a drift  towards  functional/skills 

based resumes  as well as comb ination resumes. Many recruiters agree that these are easier 

to scan and provide information that is needed instantly. Moreover, with Applicant Tracking 

Systems in place and widely used, your resume needs to be honed to work with this smart 

search tool.  

Read more:  

Should I use a functional or chronological resume?  

https://www.google.com/search?q=should+i+use+a+functional+or+chronological+resume&rl

z=1C1KMZB_enUS566US566&oq=do+I+use+functional+or+chron&aqs=chrome.1.69i57j0.72

40j0j7&sourceid=chrome&es_sm=122&ie=UTF -8 

4 Reasons Not to Use a Functional Resume Format  

Tips to get your resume past the screening software :  

http://www.businessinsider.com/formatting - rules - to -get -your - resume - through - the -scanning -

software -2013 -2#ixzz2r7nBVp6C  

 

 

TO ACCESS ALL LINKS USE CTRL+CLICK  

 

http://coverlettersandresume.com/resume/what-is-a-skills-based-resume/
http://coverlettersandresume.com/resume/what-is-a-skills-based-resume/
https://www.google.com/search?q=should+i+use+a+functional+or+chronological+resume&rlz=1C1KMZB_enUS566US566&oq=do+I+use+functional+or+chron&aqs=chrome.1.69i57j0.7240j0j7&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=should+i+use+a+functional+or+chronological+resume&rlz=1C1KMZB_enUS566US566&oq=do+I+use+functional+or+chron&aqs=chrome.1.69i57j0.7240j0j7&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=should+i+use+a+functional+or+chronological+resume&rlz=1C1KMZB_enUS566US566&oq=do+I+use+functional+or+chron&aqs=chrome.1.69i57j0.7240j0j7&sourceid=chrome&es_sm=122&ie=UTF-8
http://susanireland.com/job-lounge/4-reasons-not-to-use-a-functional-resume-format/
http://www.businessinsider.com/formatting-rules-to-get-your-resume-through-the-scanning-software-2013-2#ixzz2r7nBVp6C
http://www.businessinsider.com/formatting-rules-to-get-your-resume-through-the-scanning-software-2013-2#ixzz2r7nBVp6C
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THE APPLICANT TRACKING SYSTEM (ATS)   

What Is an Applicant Tracking System?  

 

An Applicant Tracking System  is a type of software application that sorts through resumes to 
determine which ones are the best fi t for the  position .  An Applicant Tracking System 

processing your resume is not so different from a recruiter glancing at your resume for ten 
seconds, as both are looking for certain criteria of importance to the position/company.  

Applicant Tracking Syste ms operate by keyword searches within resumes.  

 

Why Do Employers Use Applicant Tracking Systems?  

With Applicant Tracking Systems there is no risk of an employer accidentally deleting the 
email containing the resume of the applicant the company wants to hir e. Applicant Tracking 

Systems were first used by large corporations that receive thousands of applications, but 
smaller businesses are now also using them.  

 

How Do Applicant Tracking Systems Work?  

When you submit your resume through an Applicant Tracking System, the ATS stores your 
resume in the database. The recruiters then searches for keywords chosen as qualities for a 
particular job opening or requisition. If your resume contains the keywords the employer 
wants, then the Applicant Tracking System will rank you higher in search results. The keyword 

searches by recruiters namely include the skills and experiences specific to the particular job 
opening. The employer can even command the ATS to search the companyôs entire database 

of resumes to look for can didates with certain qualifications, which means that even if you 
submitted your resume a long time ago but never got a response, the company may have 

kept it on file in its database, and the ATS might identify you as a good candidate for a 
different posit ion that opened up long after you originally submitted your resume.  

 

Research is Key  

You may have heard the piece of advice that you should tailor your resume specifically for 

each job application you submit. Whether this means making major or minor change s to your 
existing resume, your resume should answer the call presented in the particular job ad in 
response to which you are sending it. Every employer is looking for certain qualifications, 

whether they will first be noticed by a recruiter or a keyword -seeking ATS. Whether you are 
networking face to face or trying to optimize for keywords, you should find out as much as 

possible about the organization to which you are applying. If current employees of the 
company have social media profiles (especially Lin kedIn), read their profiles and see if you 
have similar qualifications or keywords and if you seem like you would fit in with them as 

colleagues. You may wish to contact your potential colleagues, just as you might do if there 
were no ATS involved. That wa y, when you do make it to the phone interview and face - to -

face interview stage, you will already know some people at your future workplace.  

 

No Fluff  

When recruiters search for keywords in Applicant Tracking Systems, they are usually looking 
for certain co ncrete skills in your resume. If you are applying for a job as the manager of a 

hotel restaurant, for example, a recruiter may search for phrases such as ñrestaurant 
managerò and ñhotel restaurantò or for the word ñhospitalityò in the education section of your 
resume. Recruiters will probably not look for words and phrases like ñoutgoingò and ñteam 

playerò. One of the main purposes of the ATS is to ease recruitersô search process for the 
candidates whose resumes are the most closely in line with the particu lar job for which it is 

reviewing applications. The ATSô decision about how high your resume ranks among other 
candidates is based heavily on keywords, whereas the recruiters bases his or her decision not 
only on mental keywords but also, despite his or he r best efforts to the contrary, on at least a 
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little bit of arbitrary human judgment.  

 

Read More:  

http://newtonsoftware. com/blog/2013/12/11/tips - job -applicants -2014 -submit - resume -
applicant - tracking -system -successfully/  

 

https://www.jobscan.co/blog/2014/07/19/8 - things -you -need - to -know -about -applicant -
tracking -systems/  

 

http://www.theladders.com/career -advice/resume - technology - resume - format -machine -
friendly  

 

Tips to Beat the Applicant Tracking Systems  

1. Use standard resume headings  

Whether you call it ñProfessional Summaryò or ñCareer Summary,ò or ñWork Experienceò or 
ñWork History,ò sticking to these standard headings is the best way to go.  Or, do not give t he 
section a title . 

Do not over -customize their resume headings (for example, using ñAbout Meò and 
ñAccreditationsò). This backfires because Applicant Tracking Systems are typically unable to 
recognize nonstandard headings , and as a result theyôre unable to sort the content 

appropriately in their databases.  

Many qualified resumes have been rejected because their format was not optimized 
for an ATS.  

 

Headers and footers are best left empty  (leave your contact information out of there!) with 
standard 1- inch m argins .  For all job seekers applying to creative positions, such as web 
designer or architect, save the color and creativity for the in -person interview and times when 

youôll use a paper copy of your resume (for example, a job fair). 

Read more:  https://premium.linkedin.com/jobsearch/articles/the -easy -how - to -
guide - for - formatting - resumes - for -applicant - tracking -systems  

 

3. Echo resume keywords exactly  

What this means:  use the skills and qualifications that appear in the posting for the job .  If 
anything on a resume can beat Applicant Tracking Systems, it would b e those trusty resume 

keywords.  

However, simply using any fo rm of these keywords will not win over an ATS: keywords must 
be formatted to echo the original job description exactly (to an ATS, there is a difference 

between ñMicrosoft Word,ò ñMS Word,ò and ñWordò). 

 

Jobscan is an excellent online resource to make sure  you have included all your resume 
keywords and formatted them correctly.   This site has a free review:  
https://www.jobscan.co/  

FORMATTING  

Left alignment  and conservative typeface -- Use left alignment for your resume  text. Center 
and right text alignment can give resumes a formal or edgy appearance and boost their 
chances of standing out. Unfortunately, this will not boost their chances to beat Applicant 

Tracking Systems; the system may not parse the content correctly . 

Any typeface  that is not conservative (such as Helvetica, Times New Roman, Verdana, Arial, 
Tahoma, or Calibri), or that is not a standard size, runs the same risk.  

Write out all acronyms .  Applicant Tracking Systems are stuck in the Stone Age when it com es 

http://newtonsoftware.com/blog/2013/12/11/tips-job-applicants-2014-submit-resume-applicant-tracking-system-successfully/
http://newtonsoftware.com/blog/2013/12/11/tips-job-applicants-2014-submit-resume-applicant-tracking-system-successfully/
https://www.jobscan.co/blog/2014/07/19/8-things-you-need-to-know-about-applicant-tracking-systems/
https://www.jobscan.co/blog/2014/07/19/8-things-you-need-to-know-about-applicant-tracking-systems/
http://www.theladders.com/career-advice/resume-technology-resume-format-machine-friendly
http://www.theladders.com/career-advice/resume-technology-resume-format-machine-friendly
https://premium.linkedin.com/jobsearch/articles/the-easy-how-to-guide-for-formatting-resumes-for-applicant-tracking-systems
https://premium.linkedin.com/jobsearch/articles/the-easy-how-to-guide-for-formatting-resumes-for-applicant-tracking-systems
https://www.jobscan.co/
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to acronyms.   Even if an acronym is well known (for example, BMW or IBM), it may not be 
recognized or categorized correctly by an ATS.   To avoid misunderstandings, always spell out 

the acronym first before including the acronym (if necessary):   

 

 

EXAMPLES 

Companies and Associations: International Business Machines (IBM); American Cancer 

Society (ACS)  

Products: Applicant Tracking Systems (ATS)  

Brands: Minnesota Mining and Manufacturing (3M)  

  Years: 2014 -2015 (never 2014 -ô15 or ô14-ó15) 

 

 
12 Ways to Optim ize Your Resume for Applicant Tracking Systems  
BY MONA ABDEL -HALIMMAY 27, 2012  Mona Abdel -Halim is the co - founder of  Resunate.com  

You filled out t he job application, updated your resume and clicked ñSubmit.ò But as the days or weeks 

pass, you never receive a phone call or email from the employer. What happened?  

Unbeknownst to many job seekers, a whopping 72% of resumes are never seen by human eyes. Why? 

Well, employers large and small now use applicant tracking software to parse the information from your 

resume and map it into a database called an  ATS (applicant tracking syste m). From this information, 

the system will assign you a score based on how well you match the job the employer is trying to fill  

and then rank and sort all candidates. Naturally, the potential employees with the highest scores move 

on, while others are lef t in the dust.  

Wondering how you can optimize your resume and rank highly in the employerôs ATS? 

Here are several tricks to improving your resumeôs score with employers who use ATS . 

1. Use Language from the Job Description:  Look through the job listing to determine the skills 

required. Identify industry terms, buzzwords and jargon the hiring manager uses most frequently in the 

description and incorporate these words into your resume when possible and applicable ð the ATS is 

looking for these keywords.  

2. Ge t Rid of Images and Graphics:  Remember -the ATS is breaking down the information youôre 

providing and sorting it into different ñbuckets.ò It will not be able to read or understand an image. 

3. Choose Fonts Carefully:  Stick with standard web -safe fonts like  Arial, Georgia, Impact, Courier, 

Lucinda, Tahoma or Trebuchet.  

4. Donôt Hide Keywords: Think adding in a bunch of keywords in white text is the best way to rank 

highly?    

5. Get Rid of Irrelevant Information:  Only include past positions and skills that ar e relevant to the 

job at hand. Irrelevant positions just end up as filler ð a waste of valuable real estate on your resume.  

6. Donôt Use Any Special Characters: Standard bullets are fine, but other characters (such as 

arrows) can cause issues that could pr event the ATS from correctly parsing your information.  

7. Avoid Fancy Borders and Shading:  Stick to simple templates that are easy to read.  

8. Pump Up Your Skills Section:  Most employers  use  ATS to search by specialized or technical skills. 

Make sure your resume includes any special skills youôve attained, such as computer programs, 

http://mashable.com/author/mona-abdel-halim/
http://resunate.com/
http://mashable.com/2012/04/28/applicant-tracking-systems/
http://mashable.com/2012/02/27/job-applicant-tracking/
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strengths, competencies and other abilities. Spell out your skills and include industry -specific 

abbreviat ions or acronyms that the employer may also search for when finding candidates with the 

right experience.  

9. Create a Customized Professional Summary:  Include a list of bulleted achievements and 

qualifications that relate to the job description and desired  skills.  

10. Ditch Spelling Errors:  The ATS will miss important keywords when they are misspelled. Avoid 

mistakes: Spell check, read your document backwards and have a friend (or two) look it over. You can 

never be too safe.  

11. Place Contact Information a t the Top:  Donôt forget to include vital information, such as your 

phone number and email address. The ATS may even send an email after youôve applied to the position 

with additional instructions ð so check your spam folder religiously to ensure you donôt miss further 

communications.  

12. Tailor Each and Every Resume:  Different ads will contain different keywords and phrases. If you 

want your resume to be one of the top rated for each position, you must tailor your skills and 

experience to each opportunity.  

Unless you know your highly stylized resume wonôt be taking a trip through an ATS, itôs best to save 

your infographic resume for the in -person interview and upload a .doc or PDF instead.  

Useful article about how to format your resume  

Remember that job appl ication you filled out about three weeks ago? You probably have not 

gotten a call back about it. Why? Because your application probably was not even reviewed by a 

real person. In this day and age, companies large and small are using more technology, 

partic ularly applicant tracking systems. 72% of submitted applications are never read by an 

actual person. When you send your application in, a program looks it over, and tries to match you 

up with what the company wants in an employee. The applicants are then r anked based on the 

criteria the program is looking for. When someone else has a better rank or credentials, your 

application goes to the back of the line. Hereôs a sneak- peak into how ATS look like:  

So what can you do to get your application seen? 

1. Spell words correctly. Misspelled words do not look good on a resume in the first place, and they will 
look even worse to a computer that cannot empathize with you. Make sure to proofread, use spellcheck, 
and have a friend or two go over your resume with you. It is better to be safe than sorry. 

2. Use resumes optimization tools. Use tools like Jobscan to optimize your resume keywords. Jobscan 
compares your resume against job descriptions and calculates how well you match the job, what keywords 
your resume is missing, and it even recommends you jobs that you match. Using tools like this gives you a 
great competitive edge over hundreds of other applicants who arenôt aware of such tools. 

3. Keep your resume simple. Do not use fancy borders, shading, or fonts. It is also unwise to use pictures, 
or fancy arrows, as they can confuse the program. It is best to use a simple font, with simple bullet points 
listing your job-related achievements. Acceptable fonts include Arial, Tahoma, Impact, Georgia, Courier, 
Lucinda, and Trebuchet. Save a more interesting-looking resume for your actual interview. Remember, a 
program will not appreciate it as much as a real manager might. 

4. Use keywords from the job description. These will jump out at the program and may stand out when a 
living, breathing human being reviews your resume. Also take care not to hide your keywords. Use them to 
your advantage, and donôt white them out. 

http://www.jobscan.co/
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5. Only use information that is relevant, and beef up your skill set. Most companies are not interested 
in jobs you have had that do not apply to the job you want. They are, however, interested in certain job-
specific lingo like acronyms and abbreviations that may pertain to your job, and the list of skills that you 
have to bring to the table. You may want to include a professional summary, including any qualifications or 
achievements that you have that are relevant to the job for which you are applying. 

6. Make sure to put your contact information first, at the top. Do not forget to include pertinent 
information like your phone number and email address. Many programs will send you an email immediately 
after reviewing your resume, so be sure to check your spam folder in case you do not see anything. 

7. Finally, keep each and every resume unique to the situation. You have to keep reworking what you 
say in your resume, as every program looks for different keywords that are specific to the job that you are 
applying for. Use tools mentioned above to quickly identify important keywords you should have for each 
version of your resume. If you use the information above to help write up your next resume, you should 
have a job in no time at all. 
By James Hu - Founder and CEO 
Triple your interview chances at Jobscan 

 

Read more  

http://www.businessinsider.com/formatting - rules - to - get - your - resume - through -

the -scanning -software - 2013 - 2#ixzz2r7nBVp6C  

 

How Can  I Make Sure My Resume Gets Past Resume Robots and into a Human's  

Hand?  
https://premium.linkedin.com/jobsearch/artic les/the -easy -how - to -guide - for - formatting -
resumes - for -applicant - tracking -systems  

 

http://www.hloom.com/download -professional - resume - templates/#ATS_Optimized  

 

https://premium.linkedin.com/jobsearch/articles/the -easy -how - to -guide - for -

formatting - resumes - for -applicant - tracking -systems  
 

 

TO ACCESS ALL LINKS USE CTRL+CLICK  

 

http://jobscan.us8.list-manage2.com/track/click?u=4fb95e4b0cbf2cc6fd8c66803&id=c7c6940a8f&e=ab9ea61819
http://www.businessinsider.com/formatting-rules-to-get-your-resume-through-the-scanning-software-2013-2#ixzz2r7nBVp6C
http://www.businessinsider.com/formatting-rules-to-get-your-resume-through-the-scanning-software-2013-2#ixzz2r7nBVp6C
http://lifehacker.com/5866630/how-can-i-make-sure-my-resume-gets-past-resume-robots-and-into-a-humans-hand
http://lifehacker.com/5866630/how-can-i-make-sure-my-resume-gets-past-resume-robots-and-into-a-humans-hand
https://premium.linkedin.com/jobsearch/articles/the-easy-how-to-guide-for-formatting-resumes-for-applicant-tracking-systems
https://premium.linkedin.com/jobsearch/articles/the-easy-how-to-guide-for-formatting-resumes-for-applicant-tracking-systems
http://www.hloom.com/download-professional-resume-templates/#ATS_Optimized
https://premium.linkedin.com/jobsearch/articles/the-easy-how-to-guide-for-formatting-resumes-for-applicant-tracking-systems
https://premium.linkedin.com/jobsearch/articles/the-easy-how-to-guide-for-formatting-resumes-for-applicant-tracking-systems
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Basic Formats for Resumes  

Gimmicky resumes formats arenôt recommended.  
¶ Chronological  

Far and away the most common type of resume format. Relevant experience is simply organized 

according to time, with the most recen t roles at the top. This straightforward format can be used in any 

industry, and gives a good overview of a candidateôs experience and progression. 

¶ Functional  

Functional resumes focus on  skills  instead basic of a linear employment history. Be careful  using t his 

format.  Be aware that some hiring managers and recruiters think job seekers who choose a functional 

resume format are trying to obfuscate employment gaps ( because the dates are less prominent).   

¶ Combination or Hybrid  

Two resume formats in one: this format combines elements from both the chronological and functional 

formats. This type of resume can show off both a steady work history and  a wide range of skill s, 

depending on what you want to play up.  

Chronological  Style     Functional  Style    Combination  Style  

 

Read more:  

https://resumegenius.com/resume - formats  

 

Interesting site with before/after resumes:  

http://www.blueskyresumes.com/our - guides/guide - to - resume - writing/#startreading  

 

 

TO ACCESS ALL LINKS USE CTRL+CLICK  

http://www.jobscan.co/blog/2015/01/19/top-resume-skills-for-2015/
https://resumegenius.com/resume-formats
http://www.blueskyresumes.com/our-guides/guide-to-resume-writing/#startreading
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Identify your skills and create a ñbulleted list ò of your key abilities  
This can be a bold highlighted list of abilities to be further discussed in your list of responsibilities for 

previous positions that you have held.  If you are still uncertain about what your abilities  are  here is an 

example of  a well written Professional Summary/Introduction:   

Expertise  in  combining  training  in  economics  and  business  administration  with  hands -on  

experience  in  sales  and  operations  support.  Consistent  record  of  delivering  assignments  

accurately,  efficiently,  and  on - time . Known  for  providing  best - in -class  customer  service  and  

communications  in  a variety  of  business  settings.  

The Art of Writing a Great Resume Summary Stateme ntðusing the HUMAN VOICE  

I am a h ighly accomplished and seasoned marketing executive with expertise managing creative 

initiatives . for a variety of  clients .  You will find me s killed in planning and managing high -

performance creative teams.  

Here  is a lis t of some general key  Qualities / Core Competencies /Skills/Expertise  terms:  

You will want to find out what the core competencies are for your chosen position/industry/specialty.    

By definition: A core competency is knowledge or expertise in a given area. These skills/expertise  can 

be assessed by observing a person's behavior at work,  

Read more at  

http://examples.yourdictionary.com/core - competency -examples.ht ml#HxGqLQrkaa4j2xvs.99  

 

Employers typically use some of the following as their key Qualities/Skills/Expertise 

Competencies:  

¶ Analytical Thinking -  Applies logic to solve problems and get the job done.  

¶ Client Service -  Ability to respond to the clients and anticipate their needs.  

¶ Computer Competency -  Is skilled at operating a computer.  

¶ Conflict Resolution -  Works to resolve differences and maintain work relationships.  

¶ Continuous Education -  Implements professional development and training.  

¶ Creative Thinking  -  Ability to look outside the box and develop new strategies.  

¶ Decision Making -  Can make decisions and take responsibility for them.   

¶ Empowers Others -  Gives employees confidence and allows freedom to complete tasks.  

¶ Ethics -  Has personal and professional  ethics and fosters a diverse and respectful workplace.  

¶ Evaluation -  Ability to evaluate according to accepted methodologies.  

¶ Adapts -   to changes while keeping focus on goals and apply knowledge to new circumstances.  

¶ Influence -  Can enlist the support and cooperation of others and encourage them to be proactive.  

¶ Initiative -  Ability to obtain information from several sources to address present needs.  

¶ Interpersonal Relations -  Exhibits respect and understand of others to maintain professional relationships.  

¶ Interpersonal Awareness: The ability to have and show empathy to others. Listens well and responds in a 

non - threatening way.  

¶ Leadership -  The ability to establish a team effort that promotes working towards a common goal.  

¶ Management Skills -  Financial and people management as well as the management of information on 

several levels.  

¶ Manages Change -  Has the ability to implement and deal with change and creates the environment that 
helps people change.  

¶ Excellent Oral Communication /Public Speaking  -  Skilled at  oral communication and can express oneself  in 
conversations and when addressing an audience. Can organize ideas,  including summarizing, and explain 
them concisely.  

¶ Personal Credibility & Integrity -  Takes responsibility for actions and shows that one is r eliable and 

trustworthy. Is honest and does his or her fair share.  

¶ Persuasive Communication -  Skilled at both oral and written communication that can influence others. Uses 

effectual examples and visual aids that have an impact on the audience.  

¶ Problem Sol ving -  Solves problems while ensuring rules and directives are followed.  

¶ Project Management -  Can bring together all aspects of a project, such as resources or planning, that are 

needed to complete it efficiently and in a timely manner.  

¶ Risk Management & A ssessment -  Taking action to evaluate and minimize risks to the company and its 

employees.  

¶ Thoroughness -  Sees to it that one's own and others' work is accurate and complete. Works with diligence 
and care and ensures all commitments are fulfilled.  

 
Read mo re at http://examples.yourdictionary.com/core -competency -

examples.html#HxGqLQrkaa4j2xvs.99  
  

http://biginterview.com/blog/2013/11/resume-summary-statement-examples.html
http://examples.yourdictionary.com/core-competency-examples.html#HxGqLQrkaa4j2xvs.99
http://examples.yourdictionary.com/core-competency-examples.html#HxGqLQrkaa4j2xvs.99
http://examples.yourdictionary.com/core-competency-examples.html#HxGqLQrkaa4j2xvs.99
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Example of skill use:   

Primary ñCore Competencies ò term:  Som e experts like the term and some do not.  

A core competency is knowledge or expertise in a given area. Professional competencies are the skills, 

knowledge and attributes that are specifically valued by the professional associations and bodies 

connected to your profession . 

When applying for specific jobs/internships, tailor your resume by using the key words & competencies 

in the position description. Why does this matter?  

Employers look for these words when reading your resume, and Search Engine Optimization  (SEO) 

programs scan for specific words. Linking your skills and accomplishments increases your chances of 

getting your resume noticed  

 

TIP:  Cut YOUR SPECIFIC List Down to nine  top  skills .  A lengthy list of skills is overwhelming to the 

reader.  It is un likely that the reader will take the time to read through the entire block skills.  

THIS IS BORING:  
Motivated Administrative Professional skilled in all MS Office applications, a stickler for details and looking 
for a new challenge. 
 

THIS IS a simple profi le example that is to the point -  

Skilled Administrative Assistant looking for a busy office to organize. Proven experience  in managing an 

overbooked CEO's schedule and commitments so that he or she can focus on leading  the company .



 
- 38 - 

 

Be sure to list applicab le abilities  for YOUR industry.  Here is an example of nine Administrative 

Assistant skills :  

Adaptability  

Organization  

Proactive  

Client Service  

Business Understanding  

Computer/Technical Skills  

Good Judgment  

 

Example of Marketing Assistantôs Profile Statement:  

ÁMaster in producing content for optimal and effective marketing programs  Á Specialist in 

communicating insights and ideas effectively  Á Motivated to listen, learn and take innovative steps 

to create initiatives exceeding client expectations  Á High lev el of attention to detail; organizational 

abilities.  

 

Read more:  

http://www.elevateadmins.com/the - 9 - core - competencies - of - successful - administrati ve -

professionals/  

 

http://careersdonewrite.com/blog/resume - help - core - competencies/  

 

http://examples.yourdictionary.com/core - competency -examples.html#bf7rkOve9M1QFHEX.99  

 

If you are advertising yourself to employers on LinkedIn :   LinkedIn recently 

released its list of the 10 most globally overused profile buzzwords in the past y ear :  
 You may want to avoid the over use of the following  

1.  Motivated  
2.  Passionate  
3.  Creative  

4.  Driven  
5.  Extensive experience  

6.  Responsible  
7.  Strategic  
8.  Track record  

9.  Organizational  
10. Expert  

Other trite words include "problem -solving," "dynamic" and "innovative," according to 

general U.S. LinkedIn profile data, and industry -specific buzzwords from professions 

like marketing and sales.   

[10  Ways  to  Make  a Perfect  LinkedIn  Profile]  

Worthless words for LinkedIn Profile  

http://www.elevateadmins.com/the-9-core-competencies-of-successful-administrative-professionals/
http://www.elevateadmins.com/the-9-core-competencies-of-successful-administrative-professionals/
http://careersdonewrite.com/blog/resume-help-core-competencies/
http://examples.yourdictionary.com/core-competency-examples.html#bf7rkOve9M1QFHEX.99
http://www.businessnewsdaily.com/6717-perfect-linkedin-profile.html
http://www.businessnewsdaily.com/3510-linkedin-buzzwords.html%23sthash.qRiV2IIs.dpuf
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If youôre sending out r®sum®s and not getting many calls to interview  

If so, thereôs a good chance that your résumé is the probl em. If youôre like most people, your r®sum® 

could use some work ï and like most people, youôre probably not sure where to start. Many times you 

donôt need to start from scratch. You can often significantly improve your  résumé  by just making 

a handful of ch anges.  

Here are important changes that will have a big impact.  

Source: Minor tweaks to the text could result in a significant change in your job search.  

By Alison Green  

1. Consider removing the ñobjectiveò.  Or, include as sentence in your profile.  Many times, résumé 

objectives  donôt help and often hurt. Not only do they feel outdated at this point, but they're all 

about what you want, rather than what the employer wants, which is what this stage of the 

hiring process is all about.  Your résumé should be focused on you r showing your experience, 

skills and accomplishments. Itôs not the place to talk about what youôre seeking in your next job. 

2. Add a profile section to the top of your  résumé.  Profile sections or summaries have replaced 

objectives at the top of current -day résumés. A profile is just a quick list  or statements  of the 

highlights of your achievements, strengths and experience . This sums up in just a few sentences 

or the bullet s point out who you are as a candidate and what you have to offer  the company . A 

we ll -written profile or summary can provide an overall framing of your candidacy,  preparing the 

hiring manager  for the rest o f your  résumé  through that l ens (what the hiring manager wished 

you knew).  

3. Focus on work accomplishments, not job duties.   This canôt be stressed enough..  DO NOT LIST 

what you were responsible for  in  each job you held.  You must state what you 

accomplished/achieved at these posit ions.   Rewriting to focus on accomplishments will make it 

far more effective and more likely to catch a hiring managerôs eye.  

For instance, get rid of lines like ñmanaged email listò and replace them with lines like ñincreased 

email subscribers by 20 per cent in six monthsò ï in other words, something that explains how 

you performed, not just what your job was.  

4. Get rid of big blocks of text.  If your résumé is filled with  large blocks of text  ï as opposed to 

bullet points ï thereôs a good chance that youôre putting hiring managers to sleep. They want to 

quickly skim the first time they look at your résumé, and big blocks of text make that difficult 

and make most hiring managersô eyes glaze over. Theyôll pay more attention and absorb more 

info rmation about you if your résumé includes  bullet points rather than just paragraphs.  

5. Shorten it.  You want to ensure that your resume is reviewed.  If your résumé is multiple pages, you 

might be diluting the impact of its contents. With a shorter résumé,  youôll ensure that in an 

initial quick scan, the hiring managerôs eyes fall on the most important things. Plus, long 

résumés can indicate the applicant canôt edit and doesnôt know what information is essential and 

whatôs less important. As a general rule, your r®sum® shouldnôt be longer than two pages, 

maximum.  And if youôre a recent grad, it probably should only be one page, because you 

havenôt yet had enough work experience to justify a second one.  

6. Give yourself permission to remove things that donôt strengthen your candidacy.  You donôt 

need three lines explaining boring,  10 things to leave off your resume  ï especially if these 

respo nsibilities are going to be implied by your title. Similarly, you donôt need to include that 

summer job from eight years ago. Your résumé is a marketing document -promoting YOU , not a 

comprehensive listing of everything about you; include the things that st rengthen your 

candidacy and delete  the rest.  

7. Any mention of high school. If you're more than a few years past your high school graduation 

date, employers don't care which high school you attended or how accomplished you were 

there. Keep any mention of h igh school off your resume.  

8. Extra pages. If you're in your 20s, your resume should only be one page; there's not enough 

experience to justify a second one. If you're older, two pages are fine, but you go over that limit 

at your own peril. Hiring manager s may spend only 20 or 30 seconds on your application 

initially, so extra pages are either ignored or they dilute the impact of the others. Your resume 

should be for highlights, not extensive detail.  

http://money.usnews.com/money/blogs/outside-voices-careers/2009/03/09/objectives-leave-them-off-your-resume
http://money.usnews.com/money/blogs/outside-voices-careers/2009/03/09/objectives-leave-them-off-your-resume
http://money.usnews.com/money/careers/slideshows/21-things-hiring-managers-wish-you-knew
http://money.usnews.com/money/careers/slideshows/21-things-hiring-managers-wish-you-knew
http://money.usnews.com/money/blogs/outside-voices-careers/2012/08/13/10-reasons-your-resume-isnt-getting-you-interviews
http://money.usnews.com/money/blogs/outside-voices-careers/2012/06/20/10-things-to-leave-off-your-resume


 
- 40 - 

 

9. Your salary. Resumes don't typically include a salary  history, so candidates who include it come 

across as naive. And by sharing that information unbidden, you'll also compromise your 

negotiating power later.  

10. Any mention of references, including the statement: "references are available upon request." 

You don't need to say that you'll provide references if asked, because that goes without saying. 

You're not causing any harm by including that now somewhat -dated statement, but it takes up 

space you could use for something else .  

What you don't include on your  resume can be as important as what you do include.  

 

The most important question s to consider regarding the content  you include in your resume is the 

amount of information  and the overall content.  Employers do want to know about accomplishments 

and impor tant work youôve done throughout your career ï but they do not need or even want to know 

every detail .  Summarize your best achievements .  Do not bore the reader with every detail of a 

position.  Most recruiters and employers do not review past the last 7 -8 years.   Moreover, do NOT 

compose your resume to read like a job description .   

 

Your resume has only a few seconds  to impress .   Remember that when you start listing minutiae. 

You must be very careful choosing what content to emphasize.   Im portant:  TO REPEATédo not write 

your work experience like a ñjob descriptionò.  Summarize what you have achieved  and accomplished .  

 -- Nothing will help land your resume in a ñnoò pile faster than making it too long, too cluttered, and 

too cumbersome to read                    

Read more :  

 http://www.ccpace.com/resume - writing - tips/  

https://www.getinterviews.com/ are - you - letting - too - much - information - ruin - your -

resume.html  

 

In Summary : there are three things a well -written summary should address:  

(1) your experiences and skills as they relate to your job; (2) what you can bring to the organization 

and the open posi tion that no other candidate can; and (3) your professional goals.  

 

 

-- Tip:  DONôT: Use the Same Exact Resume for Every Type of Job  

One resume doesnôt fit all. Take the time to tailor your resume for each position . ñAvoid a cookie cutter 

resume at all co sts, ò says Greg Antonelle, recruiter director for AimHire Associates.  ñEspecially now    

because t here are so many job seekers and a lot of people who could do the job. ò 

Read more :   

http://money.usnews.com/money/blogs/outside -voices -careers/2014/02/10/how - to -write -a-cover -

letter - that -will -get -you -an- interview  

http://resume.monster.com/coverletter/home.aspx  

http://www.garage.com/resources/writing -a-compelling -executive -summary/  

 

Top Resume Rules  from a Recruiter:  

https://www.linkedin.com/pulse/top -10 - resume -writing - tips - from - recruiter -glen -cathey  

Recruitersô Top 10 Resume  Pet  Peeves :  

https://www.linkedin.com/pulse/recruiter -pet -peeves - top -10 -pitfalls -drive -

them -crazy -molly -moseley  

http://www.ccpace.com/resume-writing-tips/
https://www.getinterviews.com/are-you-letting-too-much-information-ruin-your-resume.html
https://www.getinterviews.com/are-you-letting-too-much-information-ruin-your-resume.html
http://money.usnews.com/money/blogs/outside-voices-careers/2014/02/10/how-to-write-a-cover-letter-that-will-get-you-an-interview
http://money.usnews.com/money/blogs/outside-voices-careers/2014/02/10/how-to-write-a-cover-letter-that-will-get-you-an-interview
http://resume.monster.com/coverletter/home.aspx
http://www.garage.com/resources/writing-a-compelling-executive-summary/
https://www.linkedin.com/pulse/top-10-resume-writing-tips-from-recruiter-glen-cathey
https://www.linkedin.com/pulse/recruiter-pet-peeves-top-10-pitfalls-drive-them-crazy-molly-moseley
https://www.linkedin.com/pulse/recruiter-pet-peeves-top-10-pitfalls-drive-them-crazy-molly-moseley
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TOO IMPORTANT NOT TO SAY AGAINé 
Fact:  Many r ecruiters spend less than 10 s econds reviewing a resume.   If your resume fails to show 

how your background specifically relates to the job requirements in this 10 second window, you may be 

in for a long job search.   by  Norma  Mushkat  ïfrom  MSN-monster.com  

 

ɶThe Internet  has  changed  the  focus  of  a job  search , explains  Michael  Worthington  of  

ResumeDoctor.com.  ɶJust because  your  resume  is nice  on  paper,  it  doesn ôt mean  itôs nice  on  a 

computer.   In  fall  2002,  ResumeDoctor.com  asked  more  than  2,500  recruiters  fro m  a variety  of  

industries what  they  see on resumes  that they  just canôt  stand,  and  created  a list of the  top   20  pet  

peeves . ɶThis  is what  the  industry  is saying,  so you  better  listen  to  it,  Worthington  warns.   Site:  

http://resumedoctor.com/ResourceCenter.htm#petpeevesurvey  

 

Here  are  the  top 10 pet peeves  from the survey  and some  advice  from recruiters  for  eliminating  them 

from  your  resume:  

 

1. Spelling  Errors,  Typos and Poor Grammar  

According  to  Bruce Noehren  of J. Douglas  Scott  & Associates, this directly  reflects  your  

reputation.  ɶYou donôt gain  anyth ing  by  getting  it  right,  he says.  ɶThis  is credibility  you  should  

already  possess.  Spell  check,  but  that  wonôt catch  every  mistake.  ɶManger  is a correctly  spelled  

word,  but  it  means  something  very  different  from  ɶmanager.   Be sure  to  pay  close  attention  to  

those  buzzwords  related  to  your  field.  

 

2. Too Duty - Oriented  

ɶIf  youôre  using  your  company ôs job  description,  youôre  missing  the  point  of  your  resume,  says  

Paul  Schmitz  of  Hufford  Associates.  Recruiters  already  know  what  the  job  is;  your  resume should 

highli ght  your  accomplishments  in that position . Schmitz  advises  you  show what  youôve really  

done  by  outlining  the process,  outcomes and  results  that are  specific  to  you.  

 

3. Inaccurate Dates  or  None at  All  

Recruiters  need  to know  when  you  worked  where  to get  a bet ter  understanding  of  your  working  

history  and to use  the dates  for background checks.  According  to Kathi Bradley  of  Bradley  

Resources,  ɶMissing dates,  especially  for  long  periods  of  time,  could  send  up  a red  flag,  and  the  

resume  may  be discarded  as a result.   Include  specific  ranges  in  months and  years  for every  

position.  If  you  have  gaps,  explain them either  in  your  cover  letter  or  intro duction,  but  not  in  your  

resume.  ɶIt  always  helps  to  continue  your  education  and  training  and  to  list  any  volunteer  work  

during  a slow  period,  says  Bradley.  ɶListing these  under  education  or  volunteer  work  should  

explain  some  of  the  gaps.  

 

4. Inaccurate or  Mi ssing Contact  Information  

ɶYou create  a resume  for  one  reason:  To get  a phone  call,  says  Kim  Fowler  of  Fowler  Placement  

Service  Inc.  How can  someone  contact  you  if the  phone  number is missing  a digit  or  your  email  

address  is incorrect?  Be sure  every  resume  you  send  has  your  correct  contact  information,  

including  name,  phone  number, email  address  and street address.   Recruiters  will  not look  you  

up; they ôll  move  on to  the next candidate.  

 

5. Poor  Formatting  

Different  typefaces  and  boxes may  look nice on paper, but if the  resume  needs to be  scanned,  they  

can  cause  confusion.  Recruiters  suggest  keeping  your  resume  in plain  text.  

 

6. Functional  Resumes -Not Ideal  

Whenever  possible, recruiters  advise  you  go with a chronological  resume  and focus  on  the skills and 

accompl ishments  that  pertain  to the  job  youôre seeking.  If  youôre concerned  about  a layoff,  be 

assured  that  ɶnowadays,  unemployment  is quite  prevalent,  and  recruiters  regard  it  differently,  says  

Jeanne  Pace of  Pace Search  Services.  ɶMost  people  do something  to  keep their  work  [skills]  going.  

Use that  information  to  fill  in  the  gaps.  

 

 

 

http://resumedoctor.com/ResourceCenter.htm#petpeevesurvey
http://resumedoctor.com/ResourceCenter.htm#petpeevesurvey
http://resumedoctor.com/ResourceCenter.htm#petpeevesurvey
http://resumedoctor.com/ResourceCenter.htm#petpeevesurvey
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7. Long Resumes  ---------  and 8. Long Paragraphs  

ɶI simply  donôt have  the  time  to  read  them , says  Bob  Moore  of  Computer  Recruiters  Inc.  Focus  on 

the  skills and  accomplishments  that  dir ectly  apply  to the  job  youôre trying  to  get.  Every  word counts  

so donôt dwell  on the specifics  of each  job, but rather  the  highlights  specific to  you.  

 

9. Unqualified  Candidates  

You may  want  a job, but  if  you  donôt have  the skills and experience needed,  recru iters  will feel  

youôre wasting  their time.  Look  at  the  job description.  Be sure  to highlight  the  skills they  are  looking  

for with  a bulleted  list  of  your  related  qualifications  at  the  top of  the document.  

 
10. Personal  Information  Unrelated  to  the  Job  

General rule:  unless your personal data corresponds with the job -do not include it on your resume.  

With the limited  time recruiters  spend  on  your  resume,  you  donôt want to distract  them  with  your  

age,  height,  weight  and interests  unless they ôre directly  related  to the  work  you  want  to  do.  ɶYou 

need  to  make  the  link  between  what  a recruiter  needs  and  what  you  bring  to  the  table,  explains  

Fowler.  ɶAnything  personal  that  is not  directly  linked  to  the  position  takes  away from  the  point  of  

the  resume.  

 
11.  Best font to use for your resume and lette rs:   

It depends who you ask.  Modern resumes seem to use Georgia that is easier to read on the screen 

versus Times New Roman that this binder uses.  Others will prefer Verdana or Arial .  Whatever font 

you use do not use too many bolds/underlines or italic s.  

 

A few reliable sites  on the web for assistance:   With a few clicks you can download free sample 

resumes.  Spend time and give your resume a professional and modern appearance.   

The options can be overwhelming so do take time to determine what style an d format is best for you.  

Your mentor will be a great  help to you with your resume and job search correspondence.  

Create a Resume on Monster  

Examp les Of Resumes  

ResumeDoctor.com  

http://jobsearch.about.com/od/onlineresumes/tp/how - to -make -an-online - resume.htm  

http://lifehacker.com/5866630/how -can - i-make -sure -my - resume -gets -past - resume - robots -and -

into -a-humans -hand  

http://newtonsoftware.com/blog/2013/12/11/tips - job -applicants -2014 -submit - resume -

applicant - tracking -system -successfu lly/  

http://www.experience.com/entry - level - jobs/jobs -and -careers/networking/  

http://newton software.com/blog/category/tips - for - job -seekers/  

Resume Examples by Professional Writers  

http://www.quintcareers.com/executive_res ume_pet -peeves.html  

 

 
 

TO ACCESS ALL LINKS USE CTRL+CLICK  

http://resume.monster.com/?re=nv_gh_gnt1378_%2Fsearch%2F
http://woocv.com/
http://resumedoctor.com/ResourceCenter.htm%23petpeevesurvey
http://jobsearch.about.com/od/onlineresumes/tp/how-to-make-an-online-resume.htm
http://lifehacker.com/5866630/how-can-i-make-sure-my-resume-gets-past-resume-robots-and-into-a-humans-hand
http://lifehacker.com/5866630/how-can-i-make-sure-my-resume-gets-past-resume-robots-and-into-a-humans-hand
http://newtonsoftware.com/blog/2013/12/11/tips-job-applicants-2014-submit-resume-applicant-tracking-system-successfully/
http://newtonsoftware.com/blog/2013/12/11/tips-job-applicants-2014-submit-resume-applicant-tracking-system-successfully/
http://www.experience.com/entry-level-jobs/jobs-and-careers/networking/
http://newtonsoftware.com/blog/category/tips-for-job-seekers/
http://www.resume-resource.com/
http://www.quintcareers.com/executive_resume_pet-peeves.html
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ENTRY LEVEL JOB SEARCH  
Looking for an entry level job? Are you a college student starting to job search? Or, are you considering 

a mid - life career change?    

Perhaps you have been out of the wo rk force for some time and you do you need a little help in getting 

started in finding an entry level job.  

 

Here Are Some Helpful Entry Level Job Sites  

There are a variety of job sites which focus on entry level job openings and entry job search help for 

college students, alumni, and career changers or if you are still in school and need work.  

http://www.careerealism.com/entry - level - interview/  

http://jobsearch.about.com/cs/entryleveljobs/a/entryleveljobs.htm  

http://coverlettersandresume.com/entry - level/entry - level -customer -service -cover - letter/  

http://jobsearch.about.com/od/cover - letter -examples/  

 

If you are getting ready to jump back into the professional world after a break from the work fo rce, you 

may have to start at the entry level position and reprove yourself to the employer.  The following may 

be of some help.  

Stay connected:  

Often, employers hire people they know through networking. If you are planning to work again, 

consider join ing  some professional associations or groups and go for the meetings at least once in a 

month. This way you will not only stay abreast with the industry changes but might even discover some 

hidden opportunities that will work well with your plan. You could als o consider getting a subscription to 

professional magazines to re - familiarize yourself with the latest industry trends.  

Communicate the reason for your break:  

You should never be apologetic for your time off or feel embarrassed about your leave. There was a 

reason why it happened! So, talk about it and clarify the reason for your break during your job 

interview or while talking to your future employer. This will help put things in perspective and will not 

have a negative impact on you.  

 

Focus and talk more  about the professional skills that youôve developed during the interim or 

any voluntary assignments that you have taken. If you have done any freelancing or taken up 

any voluntary work, convey that during the interview. Explain the reasons for taking up s uch 

assignments, the accomplishments and the learning thereof. This could be crucial to jump start 

your career once again and lure employers to explore more facets of the professional in you.  

Exude Confidence:  

This is something that is hard to define but i s a crucial ingredient of the interview process. You need to 

convince your employers that you are highly stimulated, driven and devoted to bringing value to the 

new role and organization. That you are somebody who can immediately hit the ground running! Yo ur 

body language needs to emit this energy and passion! Typically, if you have been on a career break for 

a while, your confidence might be low and you might have problems promoting yourself.  

 

Career break or no career break, changing careers can take any  amount of time! Re -entering the 

professional world after a break can get taxing. You will not taste success almost immediately! It is 

very important to take a planned and prepared approach to finding employment.  A rifle versus a 

shotgun approach.  If som e employers see your employment ñbreakò in a dim light so do not give them 

a reason for concern. Speak about it with confidence and show a good enough reason for the break 

even if it wasnôt your own doing. 

Source: http://resume.naukri.com/articles/how - to - restart -your -career -after -a-break/  

http://www.careerealism.com/entry-level-interview/
http://jobsearch.about.com/cs/entryleveljobs/a/entryleveljobs.htm
http://coverlettersandresume.com/entry-level/entry-level-customer-service-cover-letter/
http://jobsearch.about.com/od/cover-letter-examples/
http://resume.naukri.com/articles/how-to-restart-your-career-after-a-break/
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Tips for Parents Returning to Work  

By Kim Isaacs, Monster Resume Expert  
 

Hundreds of thousands of parents decide to venture back to the workplace every year. These tips can  

help you get your resume noticed despite the employment gap.   

 

Highlight Related Activities  

You need to convince employers that you have the skills and experience to do the job, so your 

resumeôs content must actively sell you. When writing about your time out of the paid workforce, 

include only those activities that back up the skills relevant to your career goal . 

 

ñMost women who stay at home for a period of time are not just doing laundry and homework 

oversigh t," says Kathryn Sollmann, cofounder of http://www.womenatworknetwork.com/  

an organization dedicated to helping women reenter the workforce. "Most women are involved in 

significant volunteer efforts, and t hat is the experience that should be included in a resume." Sollmann 

successfully returned to the workforce by leveraging her volunteer and freelance experience.  

 

Select the Best Resume Format   

According to Linda Matias, president of CareerStrides, the ri ght resume format is critical to getting 

noticed. Matias suggests that parents avoid chronological resumes and consider using a combination 

resume format. Note:  a chronological resume can eliminate a parent's candidacy in seconds, she says.   

Therefore, p arents who have been out of the workforce for a number of years and have minimal 

alternative experience such as volunteer work may need a functional resume. Although functional 

resumes are not preferred by hiring managers, this format allows you to emphasi ze your skills while 

downplaying your employment history.   THERE ARE MANY OPINIONS ON THIS USE OF FUNCTIONAL 

RESUMEéTRY A COMBINATION 

 

And the first step, of course, is updating that resume. Hereôs what you need to know. 
 

Consider a Chronological Resume Wi th a Robust Summary  

The best resume style for re -entering professionals is more of a hybrid between ñshowcases my skills 

and core proficienciesò and ñchronological.ò The most common resume style (for all types of job 

seekers) is exactly this. You highligh t the stuff youôre most proud of, best known for, and can 

completely kill it at in your next job in an ñExecutive Summaryò section at the top. Then, you create a 

ñCore Proficienciesò section that outlines the things you know how to do (e.g. ñProject Management,ò 

ñClient Relations,ò and ñCost Controlsò). Finally, you get into your career chronology, listing the most 

recent positions first and working backward.  

 

Read more:  

http://www.forbes.com/sites/dailymuse/2013/07/08/stay -at -home -parent -how - to -kill - it -on -your -

comeback - resume/  

http://careerstrides.com/  

http://money.usnews.com/money/blogs/outside -voices -careers/2015/05/11/tips - for -stay -at -home -

parents - returning - to - the -workforce  

 

Your Cover Letter:  Be Hon est  and use  your cover letter to briefly explain your recent gap, but 

emphasize that you have kept your skills up to date and are energized to return to the workforce.  

READ MORE:  

http://national.deseretnews.com/article/308/how - to - relaunch -a-career -after -being -a-stay -at -home -

parent.html  

http://www.quintcareers.com/ stay -at -home -parents -careers/  

http://money.usnews.com/money/blogs/outside -voices -careers/2015/05/11/tips - for -stay -at -home -

parents - returning - to - the -workforce  

http://career -advice.monster.com/resumes -cover - letters/resume -writing - tips/resume - tips -parents -

returning - to -work/article.aspx  

 

 

http://www.womenatworknetwork.com/
http://www.forbes.com/sites/dailymuse/2013/07/08/stay-at-home-parent-how-to-kill-it-on-your-comeback-resume/
http://www.forbes.com/sites/dailymuse/2013/07/08/stay-at-home-parent-how-to-kill-it-on-your-comeback-resume/
http://careerstrides.com/
http://money.usnews.com/money/blogs/outside-voices-careers/2015/05/11/tips-for-stay-at-home-parents-returning-to-the-workforce
http://money.usnews.com/money/blogs/outside-voices-careers/2015/05/11/tips-for-stay-at-home-parents-returning-to-the-workforce
http://national.deseretnews.com/article/308/how-to-relaunch-a-career-after-being-a-stay-at-home-parent.html
http://national.deseretnews.com/article/308/how-to-relaunch-a-career-after-being-a-stay-at-home-parent.html
http://www.quintcareers.com/stay-at-home-parents-careers/
http://money.usnews.com/money/blogs/outside-voices-careers/2015/05/11/tips-for-stay-at-home-parents-returning-to-the-workforce
http://money.usnews.com/money/blogs/outside-voices-careers/2015/05/11/tips-for-stay-at-home-parents-returning-to-the-workforce
http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/resume-tips-parents-returning-to-work/article.aspx
http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/resume-tips-parents-returning-to-work/article.aspx
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ACTION WORDS : POWER WORDS FOR YOUR RESUME & COVER LETTERS  

Consider using the following words to accurately describe your experience and accomplishments. Break 

out your thesaurus if you are still s tuck for the right verb or adjective.  DO NOT PLUG IN A POWER 

WORD JUST TO EMPHASISE YOUéMAKE SURE THE WORD/PHRASE IS DESCRIPTIVE AND ACCURATE 
 

The  worst  words to use on your résumé:  

Go-getter  
Think  outside  of  the  box  

Synergy  
Go- to  person  
Thought  leadershi p 

Value  add  
Results -driven  

Team  player  
Bottom - line  
Hard  worker  

Strategic  thinker  
Dynamic  

Self -motivate  
Detail -oriented  
Proactively  

Track  record  

The words hiring managers  want  to  see :  

Achieved  
Improved  

Trained/mentored  
Managed  
Created  

Resolved  
Volunteered  

I nfluenced  
Increased/decreased  
Ideas  

Negotiated  
Launched  

Revenue/profits  
Under  budget  
Won  

 

Source s: Resume Keywords and Phrases from About.com     by  Dori Reuscher  

http://certification.about.com/cs/jobs/a/resume_3.htm    
http://wanderlustandwords.blogspot.com/201 0/09/be - bold - add - power - words - to - your - resume.html  
 
 

http://certification.about.com/bio/Dori-Reuscher-7996.htm
http://certification.about.com/cs/jobs/a/resume_3.htm
http://wanderlustandwords.blogspot.com/2010/09/be-bold-add-power-words-to-your-resume.html
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POWERFUL VERBS  from the muse.com  
You Led a Project  
If you were in charge of a project or initiative from start to finish, skip ñledò and instead try: 

1. Chaired  

2. Controlled  
3. Coordinated  
4. Executed  
5. Headed  
6. Operated  
7. Orchestrated  
8. Organized  

9. Oversaw  
10. Planned  
11. Produced  
12. Programmed  

 
You Proposed and Brought to Life a Project  
And if you actually developed, created, or introduced that project into your company? Try:  

13. Administered  
14. Built  
15. Charted  
16. Created  
17. Designed  
18. Developed  

19. Devised  
20. Founded  
21. Engineered  
22. Established  
23. Formalized  
24. Formed  
25. Formulated  

26. Implemented  
27. Incorporated  

28. Initiated  
29. Instituted  
30. Introduced  
31. Launched  
32. Pionee red  

33. Spearheaded  
 
You Saved the Company Time or Money  
Hiring managers love candidates whoôve helped a team operate more efficiently or cost -effectively. To demonstrate  
just how much you saved, try:  

34. Conserved  

35. Consolidated  
36. Decreased  
37. Deduct ed 
38. Diagnosed  

39. Lessened  
40. Reconciled  
41. Reduced  

42. Yielded  
 
You Increased Efficiency, Sales, Revenue, or Customer Satisfaction  
Along similar lines, if you can show that your work boosted the companyôs numbers in some way, youôre bound to 
impress.  In these cases, consider:  

43. Accelerated  
44. Achieved  

45. Advanced  
46.  Amplified  
47. Boosted  
48. Capitalized  
49. Delivered  
50. Enhanced  

51. Expanded           
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52. Expedited  
53. Furthered  
54. Gained  
55. Generated  

56. Improved  
57. Lifted  
58. Maximized  
59. O utpaced  
60. Stimulated  
61. Sustained  

 

You Changed or Improved Something  
So, you brought your departmentôs invoicing system out of the Stone Age and onto the interwebs? Talk about the 
amazing changes you made at your office with these words:  

62. Centralized  
63. Clarified  
64. Converted  

65. Customized  
66. Influenced  

67. Integrated  
68. Merged  
69. Modified  
70. Overhauled  
71. Redesigned  

72. Refined  
73. Refocused  
74. Rehabilitated  
75. Remodeled  
76. Reorganized  
77. Replaced  
78. Restructured  

79. Revamped  
80. Revital ized  
81. Simplified  
82. Standardized  

83. Streamlined  
84. Strengthened  

85. Updated  
86. Upgraded  
87. Transformed  

 
You Managed a Team  
Instead of reciting your management duties, like ñLed a teaméò or ñManaged employeeséò show what an inspirational 
leader you were, with terms like:  

88. Aligned  
89. Cultivated  
90. Directed  
91. Enabled  
92. Facilitated  
93. Fostered  

94. Guided  

95. Hired  
96. Inspired  
97. Mentored  
98. Mobilized  
99. Motivated  
100. Recruited  

101. Regulated  
102. Shaped  
103. Supervised  
104. Taught  
105. Tr ained  
106. Unified  
107. United  
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You Brought in Partners, Funding, or Resources  
Were you ñresponsible forò a great new partner, sponsor, or source of funding? Try: 

108. Acquired  
109. Forged  

110. Navigated  
111. Negotiated  
112. Partnered  
113. Secured  

 
You Supported Customers  
Because manning the phones or answering questions really means youôre advising customers and meeting their 

needs, use:  
114. Advised  
115. Advocated  
116. Arbitrated  
117. Coached  
118. Consulted  

119. Educated  
120. Fielded  

121. Informed  
122.  Resolved  

 
You Were a Research Machine  
Did your job include research, analysis, or fact - finding? Mix up your verbiage with these words:  

123. Analyzed  
124. Assembled  
125. Assessed  
126. Audited  
127. Calculated  
128. Discovered  
129. Evaluated  

130. Examined  
131 . Explored  
132. Forecasted  
133. Identified  

134. Interpreted  
135. Investigated  

136. Mapped  
137. Measured  
138. Qualified  
139. Quantified  
140. Surveyed  
141. Tested  
142. Tracked  

 
You Wrote or Communicated  
Was writing, speaking, lobbying, or otherwise communica ting part of your gig? You can explain just how compelling 
you were with words like:  

143. Authored  
144. Briefed  

145. Campaigned  

146. Co -authored  
147. Composed  
148. Conveyed  
149. Convinced  
150. Corresponded  
151. Counseled  

152. Critiqued  
153. Defined  
154. Do cumented  
155. Edited  
156. Illustrated  
157. Lobbied ô 
158. Persuaded  

159. Promoted  

160. Publicized  
161. Reviewed  
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You Oversaw or Regulated  
Whether you enforced protocol or managed your departmentôs requests, describe what you really did, better, with 

these words:  
162. Authorized  
163. Blocked  
164. Delegated  
165. Dispatched  
166. Enforced  
167. Ensured  

168. Inspected  
169. Itemized  
170. Monitored  
171. Screened  
172. Scrutinized  
173. Verified  

  
 

You Achieved Something  
Did you hit your goals? Win a coveted departmen t award? Donôt forget to include that on your resume, with words 
like:  

174. Attained  
175. Awarded  

176. Completed  
177. Demonstrated  
178. Earned  
179. Exceeded  
180. Outperformed  
181. Reached  
182. Showcased  

183. Succeeded  
184. Surpassed  
185. Targeted  

 

Phrases  

These are just a few examples of phrases that could be used in your resume. Use the power 

words above to create descriptive phrases such as . . .  

Solutions -oriented  

Well organized  

Highly motivated  

Top- ranked  

 

Use phrases such as these to describe qualitati ve accomplishments . . .  

Increased revenue by. . . %   

Exceeded Goals by  . . . .%  

Decreased costs by $ . . . Million  

Improved profitability by  . . .%  

Team ranked #1  

Exceeded quotas by . . .  

Exceeded expectations  

Improved productivity  

Substantially improve d . . .by . . .%  

Consistently ranked number one  
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 Sample Resumes  
 

TO ACCESS ALL LINKS USE CTRL+CLICK  

 
Note:  resumes shown are not specifically formatted for the Applicant Tracking Systems 

described earlier.  Refer to that section and/or web sites for deta ils if you are sending text or 

similar resume to company/recruiter.  Formatting details such as borders/bullets may not 

ñtranslateò well into the Applicant Tracking System search. 

 

Resume Style shown is primarily Traditional versus the newer ñHuman Voiceò Resume.  You will 

find many links to information regarding the newer style in the resume section of this handbook.  

 

As noted earlier, there is controversy regarding which style/format is preferred.  The old 

adageéòbeauty is in the eye of the beholderò holds true with resumes.  

 
 

You will notice address is omitted in most of the resumes.  This is optional.  Reason address 

line is not shown:  increase of personal identity theft.  There is no reason to give your address 
information to people you do not know.  
 

You will find completed sample resumes and some resumes with fill - in - the -blank sections.  
There are several types of positions called out in the following pages.  We hope these samples 

are helpful to you.    
 

Below are sample resumes included:  

Customer Service  (3 samples)  

Project Manager  

Accounting  

Project Manager  

Sales Rep  

Mid-Level Manager  

Inside Sales Representative  

Mid-Level Executive  

IT Professional Information Technology  

Experienced Registered Nurse  

Software Support Professional  

Entry Level Administrative  Assistant/Clerk/Secretary  

Recent RN Graduate  

Health Care Administrator  

IT Support/Technical Trainer  

Modern Format Resume For A Ce0/Coo -  

Experienced Electrical Engineer -Could Be Adapted To Mechanical/Civil Engineer  
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Sample Resume for Custo mer Service or related position  

 
[Your Name] 

[phone] 
[e-mail] 
 

Highly developed customer service skills in a customer service position within an 
organization that affords upward mobility; and on-going training to achieve 
excellence in customer satisfaction.   

 Areas of Expertise 

Dedicated manager with __ years of experience in retail with consistent recognition 
due to the improvements established and implemented that significantly improved 
the customer satisfaction rating and the improvement of underperforming 
departments. 

ÁCustomer Service Management 

ÁCustomer Satisfaction Enhancement 

ÁSales & Margin Improvement 

ÁComplaint Handling & Resolution 

ÁTeambuilding & Training 

Á Cost-Reduction Strategies 

Employment History 

 ABC SUPERSTORE τ Hometown, AL 35000                                      2000 τ Present   

Customer Service Manager 

Retail Floor Supervisor 

Promoted to manager position to recruit, train and supervise 25+ customer service 
reps and cashiers. Established an environment in which guests enjoy high levels of 
service and employees are motivated to deliver top performance. Manage front-end 
operations to ensure friendly and efficient transactions at checkout.  

Selected Contributions & Achievements 

²ƻƴ ά{ŜǊǾƛŎŜ 9ȄŎŜƭƭŜƴŎŜ !ǿŀǊŘέ ŦƻǊ ƛƴǎǘǊǳƳŜƴǘŀƭ ǊƻƭŜ ƛƴ ŘǊƛǾƛƴƎ ǊŜŎƻǊŘ-high sales 
increases, propelling store to improve ranking from #32 in territory to #5 by 2007. 

Reduced staff turnover by 15% in 2007, benchmarking a record-setting improvement 
in staff retention due to the success of employee-development and morale-building 
programs. 

9ƭŜǾŀǘŜŘ ǎǘƻǊŜΩǎ ƎǳŜǎǘ-satisfaction index from 86% to 92% within two years; ensured 
the swift resolution of customer issues to preserve customer loyalty while complying 
with company policies. 

Served on special taskforce charged with turning around under-performing stores. 
Trained CSRs and managers in five struggling stores, and contributed to significant 
improvements in guest satisfaction and sales. 

 

Education and Training 

ABC COMMUNITY COLLEGE τ Sometown, AL                                              1996 τ 2000 
B.A., Psychology 
Training: Completed numerous courses and seminars in customer service, sales 
strategies, inventory control, loss prevention, time management, leadership and 
performance assessment . 
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Alicia B. Berger  
 A PROVEN CUSTOMER SERVICE PROFESSIONAL 

alicebb@someline.com                                                                                                                            333-3333                                                                 

Address:  Optional 

aƻǊŜ ǘƘŀƴ ψψψ ȅŜŀǊǎΩ ǎǳŎŎŜǎǎŦǳƭ ŜȄǇŜǊƛŜƴŎŜ ƛƴ ψψψψψψψψψψψψψψ ǿƛǘƘ ǊŜŎƻƎƴƛȊŜŘ ǎǘǊŜƴƎǘƘǎ ƛƴ 

problem-solving and trouble-shooting, sales staff support, and _______________________  Á  An 

acknowledged manager with team building skills that achieve company goals Á Practical planning that 

resulted in notable increase in morale in all departments Á Developed new procedures for audit and 

variance analyses Á Possess solid computer skills including ______, _____ and __________. 

Significant Contributions ¶ Increased customer retention by ___%, from over ________ period. 

¶ Trained staff of __ and motivated staff to achieve __% customer 
satisfaction for ___ years.   

¶ Created customer satisfaction survey that significantly reduced 
potential problems. 

¶ Implemented cost-savings program that reduced returns by __% for 
over two years. 

 

 Customer Service Manager 

ABC Department Stores, Birmingham, AL 

1995-
Present 

¶ Consistently over quota with responsibility for more 
than ___individual and corporate accounts. 

¶ Effectively managed and supported sales reps in 
opening new accounts and upgrading existing service. 

¶ Quickly and effectively solved customer challenges and 
problems. 

¶ Maintain quality control/satisfaction records, constantly 
seeking new ways to improve customer service. 

¶ Contributed to company overall success and savings of 
more than $2.1 million. 

 

 

Education University of South Alabama, Montgomery, AL 1995 

 Associate of Arts: Communications & Public Relations 
 

 

 

 
 



 
- 53 - 

 

 

Marie 

Clark  

HOME: (860) 555-5555 

mclark@somedomain.com 

 

  

 Customer Service Representative with Expertise in Call Center Settings 
Polished, professional customer service rep offering: 
Á 10 years of experience providing customer support in busy call center 

environments for public utility and insurance industry employers.  

Á An unwavering commitment to customer service, with the ability to build 
productive relationships, resolve complex issues and win customer loyalty. 

Á Strategic-relationship/partnership-building skills -- listen attentively, solve 
problems creatively, and use tact and diplomacy to find common ground and 
achieve win-win outcomes. 

 

Customer Service Representative                                                              2005-Present 

ABC UTILITY COMPANY, Hartford, CT 

Á Managed a high-volume workload within a deadline-driven environment. Resolved an average of 
550 inquiries in any given week and consistently met performance benchmarks in all areas (speed, 
accuracy, volume). 

Á .ŜŎŀƳŜ ǘƘŜ ƭŜŀŘ άƎƻ-ǘƻέ ǇŜǊǎƻƴ ŦƻǊ ƴŜǿ ǊŜǇǎ ŀƴŘ ǇŀǊǘƛŎǳƭŀǊƭȅ ŎƘŀƭƭŜƴƎƛƴƎ Ŏŀƭƭǎ ŀǎ ƻƴŜ ƻŦ ǘƘŜ 
ŎƻƳǇŀƴȅΩǎ ǇǊƛƳŀǊȅ ƳŜƴǘƻǊǎκǘǊŀƛƴŜǊǎ ƻŦ ōƻǘƘ ƴŜǿ ŀƴŘ ŜǎǘŀōƭƛǎƘŜŘ ŜƳǇƭƻȅŜŜǎΦ 

Á Helped company attain the highest customer service ratings (as determined by external auditors) -- 
earned 100% marks in all categories including communication skills, listening skills, problem 
resolution and politeness. 

Á Officially commended for initiative, enthusiasm, tenacity, persuasiveness, intense customer focus 
and dependability in performance evaluations. 

Á Completed voluntary customer service training to learn ways to enhance customer satisfaction and 
improve productivity. 

 
Customer Service Agent                                                                                 2001 - 2005 

DEF INSURANCE COMPANY, Hartford , CT 

Á wŜŎƻƎƴƛȊŜŘ ŀǎ άІм /ǳǎǘƻƳŜǊ {ŜǊǾƛŎŜ wŜǇέ όƻǳǘ ƻŦ нл ǊŜǇǎ ƛƴ ŘƛǾƛǎƛƻƴύ ƛƴ Cŀƭƭ нллпΦ wŀƴƪƛƴƎ ǿŀǎ 
based on accuracy, customer service, duration of calls and availability. 

Á Co-developed on-the-job training program that reduced training time from eight weeks to five. 

Á Contributed to an 8% sales increase in 2004 by improving lead-generation and sales-tracking 
techniques. 

 

Customer Service Skills Training  
Action Studies, Hartford, CT 
Honors graduate of skill building course.   
Completed five 4-hour modules of customer service training. Topics included how to: 

Á Greet transfer and hold calls 

Á Build rapport, listen, clarify and manage conversational flow 

Á Manage upset customers, conflicts and challenging situations 

Á Deliver outstanding service, exceed expectations and build long-term loyalty  

Á Work in teams and in a self-directed environment 

 
9/1996-6/2000, XYZ High School, Hartford, CT 
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An example of an Accounting Professional resume  
 

Joe James - Accounting Specialist 
(123) 456 7890  

Cell: (123) 987-6543                                      jjames@email.com 
          

Meticulous accountant, who undertakes complex assignments, meets tight schedules and delivers superior 
performance. Practical knowledge in corporate finance.  Operates with a strong sense of urgency and thrives in a 
fast-paced setting.  Effective at multi-tasking.  Highly trustworthy, discreet and ethical.   

Core competencies include:  Financial Reporting À Project Management À Financial Statements À  
Client Relations À Excellent written and verbal communication skills. 

 

Accounting Assistant                           2000 τ Present 

ABC Construction Co., Birmingham, AL                   
Largest concrete contractor in southeast specializing in public projects 

¶ Managed budget exceeding __million while  saving over $___,000 by employing new procedures. 
¶ Directed financial departments and consistently ensured compliance with accounting deadlines. 
¶ Skillfully prepared company accounts and tax returns for audit and coordinated all payroll functions 
¶ Effectively communicated with bankers, insurers and solicitors regarding financial transactions. 

 
Accounting Assistant                     1997 τ 2000 
Creative Design Inc., Hoover, AL 
Leading branding agency in Shelby County, AL 

¶ Reduced credit period from 90 days to 60 days by effective management of accounts payable, accounts 
receivable, and payroll departments. 

¶ Administered online banking functions accurately and built  team attitude within department 
¶ Managed payroll function for 140 employees and monitored company expenses. 

 
Administrative Assistant                     1995 τ 1997 
First Response Graphics, Somewhere, AL                                 
Design firm for advertising specialties 

¶ Recognized for exceptional customer service  
¶ Capably performed general office duties and administrative tasks to support sales department. 
¶ Prepared weekly confidential sales reports for presentation to management..  

 

EDUCATION: 
BS in Computer Science: Boston College, Boston, MA                              1995 
BS in Accounting, Boston University, Boston, MA                              1993 
 
COMPUTER SKILLS: 
Microsoft Programs and Applications À QuickBooks Software  

 



 
- 55 - 

 

 

An example of 2-page Resume for Project Managerτ2 pgs. 
 

Jo Jefferson ς Results Oriented Project Manager  
Tel: (123) 987.1111   Email: someone@success.com  Cell: (123)234.4444 

 
A self-managed and result-oriented professional  project manager specializing in ____________ industry.  Over _____ 
years of experience in ___________ and __________________.  Proven experience in managing 
______________________ projects with value of up to $________ million. Recognized ability to identify business 
opportunities that consistently exceed assigned goals; and provide the management and technical expertise to sales 
representatives to achieve revenue targets.   
 

Project Manager 
ABC GROUP, Lone Pine, AL                             1998 τ Present 
ABC Group is the world leader in _____________________________. The company has set the standard for 
___________________ and _____________________________ for over ___ years. 
 
Recent Accomplishments 

¶ Successfully managed _________________projects in excess of $___million 

¶ Increased market share by over __% by successfully ____________________________________  

¶ Generated additional revenue of $xxxd,xxx  

¶ Recognized by senior management as ___________________for ___ consecutive years 

¶ Contributed to company overall success and revenue growth ς from $___million in ___ to $__ million in ____ 
 
PROJECT MANAGEMENT 

¶ Manage projects in excess of $___million from concepts through to successful installations.  

¶ Collaborated with ____, _______, ___________________ and _______ in formulating project strategies and 

ŘŜƭƛǾŜǊƛƴƎ ǎƻƭǳǘƛƻƴǎ ǘƻ ƳŜŜǘ ŎƭƛŜƴǘǎΩ  ǊŜǉǳƛǊŜƳŜƴǘǎ  

¶ Minimize problems through project evaluation and working collaboratively with all involved in project  

¶ Developed, maintained and fostered effective relationships with clients, providing update on projects and 

resolving any issues/concerns promptly to ensure their satisfaction 
 
OPERATIONS MANAGEMENT 

¶ Ensured smooth operations by creating schedules complete with timelines and budgets   

¶ Selected, interviewed and recruited ƴŜǿ ǎǘŀŦŦ ŀƴŘ ƻǊƛŜƴǘŜŘ ǘƘŜƳ ƻƴ ŎƻƳǇŀƴȅΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ ǉǳŀƭƛǘȅ ŎƻƴǘǊƻƭ 

standards related to all type of industrial and commercial installations  

¶ Conducted on-site meetings, discussing project progress with staff; and troubleshoot and resolve any 

issues/problems impeding smooth workflow or project deadlines  
/ƻƴǘƛƴǳŜǎΧ 
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Page 2 
 

Jo Jefferson - Project Manager                    
Tel: (123) 987.1111   Cell: (123)234.4444           
Email: someone@success.com   
 

 

TECHNICAL SALES TRAINING AND DEVELOPMENT 

¶ Simplified highly technical manuals and standardize training materials training to all new recruits, including 

all account executives to keep them inform of new product development, product launches, technical 

requirements and specifications 

¶ Collaborated in team sales presentations of high level technical complexities with strong emphasis on helping 

the sales team to win new contracts and/or increasing business with existing accounts 

¶ Effectively trained new staff on proper application, techniques and processes 

¶ Maintained a high degree of morale and efficiency by providing ongoing support and motivation to crew 

members and the sales force 
 
 

 

EDUCATION 
Auburn University, Auburn, AL                       2000 
BS Engineering, Chemical Engineering    

¶ Completed courses in: ___________________, __________________, _______________ and 

_________________ 
 
COMPUTER SKILLS & OTHER TECHNICAL TRAINING 

¶ Experienced in _________, _______ and _______ 

¶ Trained __________ and _________________ Courses 

¶ Microsoft Office ς Word, Excel and Project Management Software & Applications 
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An example of a Sales Rep with Moderate Experience  
 

Sally or Stan Successful         Cell: (123)234.4444 

   someone@success.com        

AN AMBITIOUS TOP PERFORMER WITH STRONG ACADEMIC CREDENTIALS COMBINED WITH 
άw9![ ²hw[5έ .¦{Lb9{S EXPERIENCE.  A DIVERSE BACKGROUND OF EXTRA-CURRICULAR 
ACTIVITIES AND INTERESTS.  POSSESSES STRONG LEADERSHIP SKILLS ALONG WITH THE ABILITY 
TO WORK CREATIVELY AND PRACTICALLY WITH PROBLEMS/ISSUES AND INTERACT EFFECTIVELY 
WITH COLLEAGUES AND CLIENTS. 

Relevant Skills  
Professionalism, diplomacy, tactfulness  
Negotiation skills 
Outstanding people skills 
Accomplished presenter 
Excellent communication skills ς written and aural 
Creative, insightful, innovative, assertive 
Leadership ς result oriented and goals achiever 
Entrepreneurial attitude 
Enthusiasm 
Efficient under pressure 
 

National Sales Manager 

[Company Name] [City, ST]    [Year ς Year]  
Á Increased sales from $50 million to $100 million. 

Á Doubled sales per representative from $5 million to $10 million. 

Á Suggested new products that increased earnings by 23%. 

 
District Sales Manager 

[Company Name] [City, ST]  [Year ς Year]  

Á Increased regional sales from $25 million to $350 million. 

Á Managed 250 sales representatives in 10 Western states. 

Á Implemented training course for new recruits τ speeding profitability. 

 
Senior Sales Representative 

 [Company Name] [City, ST]  [Year ς Year]  

Á Tripled division revenues for each sales associate. 

Á Expanded sales to include mass market accounts. 

Á Expanded sales team from 50 to 100 representatives. 

EDUCATION 

 [Year ς Year] [College Name] [City, ST] 

Á [Degree Obtained] 

Á [Award, honor or minor degree] 
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Example of Mid Manager resumeτ2 pages 

 

 

John Smith    
john techncy@someone.com  

A self-managed and result-oriented Project Manager/Engineer with six years of experience in all aspects of Project 
Management.   Experienced in managing large scale industrial and commercial projects with value of up to $5 
million Á Proven ability to identify business opportunities and provide the management and technical expertise to 
sales representatives to achieve revenue targets   

Expertise includes: Estimating, FRP/Bid Development, Contract Negotiation/Administration, 
Budgeting, Warranty Management, Product Development/Launch, Training/Development, Crew 
Supervision, Technical Support, and Client Relations 

Strong interpersonal, communication, problem solving and decision making skills Á Ability to establish and maintain 
strong alliances; lead and motivate teams Á convey complex technical requirements/data; exceed customer 
expectations and achieve fiscal bottom-line results    
 

 
Project Manager/Field Engineer 
ABCDEF GROUP, Somewhere USA      1998 - Present 
ABCDEF is the world leader in _________________ systems. The company has set the standard for industrial, 
institutional commercial, polymer, epoxy, and resilient ___________________ for over 50 years. 
 
SELECTED ACCOMPLISHMENTS 

¶ Successfully managed industrial and commercial installation projects in excess of $5,000,000  
¶ Increased market share by successfully launching 12 new products in the Canadian market  
¶ Generated additional revenue of $280,000 by researching, testing and developing a new product 
¶ Played a key role in team sales presentations which led to acquiring large contracts with major corporations 

such as _____, ___________________________________, ______________________ and _________. 
¶ Reduced warranty claims/repairs by 27% through detailed quality control inspection of projects upon 

completion and analysis of failure reports 
¶ Recognized by senior management as Top Engineer in Canada for three consecutive years 
¶ Contributed to company overall success and revenue growth ς from $27 million in 1999 to $62 million in 

2003  
 
Report to the Vice President of Engineering & Sales with full accountabilities for the following areas: 

PROJECT MANAGEMENT 

¶ Manage projects in excess of $350,000, from concepts through to successful installations and warranty 
management, which include liaison with both internal and external clients, contract and project 
administration, monthly cash flow and planning and scheduling construction crews 

¶ Manage the administrative process of contracts for major clients, including GM, Ford and Chrysler, Cami 
Automotive, Parmalat-Black Diamond 

¶ Prepare competitive quotes of various sizes for entire projects, estimating the cost of materials, labor and 
equipment and applying prices aimed at securing a strong profit margin 

¶ Collaborate with Sales, Marketing, R&D, Engineering and Contractors in formulating project strategies and 
ŘŜƭƛǾŜǊƛƴƎ ŎǳǎǘƻƳƛȊŜŘ ǇƻƭȅƳŜǊ ǎȅǎǘŜƳǎκǎƻƭǳǘƛƻƴǎ ǘƻ ƳŜŜǘ ŎƭƛŜƴǘǎΩ  ǊŜǉǳƛǊŜƳŜƴǘǎ  

 
/ƻƴǘƛƴǳŜǎΧ 
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Page 2 
 

Res: 444.444, 444.2222    Cell: 444.245.3333       
john techncy@someone.com  

 
OPERATIONS MANAGEMENT 

¶ Ensure smooth operations by creating work schedules for 60 contractors complete with timelines, budgets 

and specification guidelines for construction and installation of polymer systems 

¶ Manage contraction crews working on multi-million dollar industrial and commercial projects, ensuring high 

level of workmanship and effective utilization of labor, materials and equipment 

¶ Review and interpret specifications, blueprints and architectural drawings to create project bids  
 
 

TECHNICAL SALES TRAINING AND DEVELOPMENT 

¶ Simplify highly technical manuals and standardize training materials; provide product knowledge training to 

all new recruits, including all account executives to keep them inform of new product development, product 

launches, technical requirements and specifications 

¶ Collaborate in team sales presentations of high level technical complexities with strong emphasis on helping 

the sales team to win new contracts and/or increasing business with existing accounts 

¶ Train new installation crews on proper flooring application, techniques and processes 
 
 

EDUCATION 

RYERSON UNIVERSITY, Toronto, Ontario 2000 

BS.Eng. Chemical Engineering    
¶ Completed courses in: reactor design, process control, chemical plant design and simulation, equipment 

sizing and wastewater treatment 
 
 

COMPUTER SKILLS & OTHER TECHNICAL TRAINING 

¶ 9ȄǇŜǊƛŜƴŎŜŘ ƛƴ !ǳǘƻ/!5Σ tC5ΩǎΣ ŀƴŘ tϧL5Σǎ 

¶ Trained in WHMIS and Fall Arrest Safety Courses 

¶ Microsoft Office ς Word, Excel and Project 
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Sample:  Inside Sales Representative Position 

JOHN DILLAN 
Home: [phone]    salessuccess@somedomain.com   Cell:  [phone] 

 
TOP-NOTCH AND READY FOR ADVANCEMENT - INSIDE SALES REPRESENTATIVE / TELESALES 

¶ Quota-surpassing sales representative with a history of exceeding employer expectations across diverse 
industries. Enjoy talking to people and establishing a long-term, loyal customer base. 

¶ Persuasive communicator; use consultative selling skills to identify opportunities, overcome objections, 
build relationships and turn cold canvassing into sales. 

¶ Tenacious negotiator and closer; adept in conveying the benefits of products/services and generating 
customer interest. Quickly learn, master and sell new product offerings.  

 
Core Sales Skills 

¶ Account Acquisition & Retention 
¶ Cold Calling & Telephone Sales 
¶ Territory Management  
¶ Customer Support 

¶ Powerful Presentations 
¶ Business-to-Business & Consumer Sales 
¶ Lead Qualification & Generation 

 
CAREER PROGRESSION 

Inside Sales Representative  
ABC COMPANY τ Houston, TX (NASDAQ: ABC) τ 1/04 to Present 
Major supplier of telecommunications accessory products and system solutions 
 

Proven success by initiating and closing sales for a leading supplier of telecommunications solutions. Achieved 110% 
over quota consistently since 2004.  Expanded customer base within the Northern Alabama territory by 30%.  Built 
solid client  relationships with key decision makers and matched customers with the right solutions for their needs. 

Major Contributions/Achievements 
Served as integral member of team that delivered single-year sales increase of 18%, benchmarking year-end 
revenues of $5.25M in 2006 

¶ Earned recognition as one of the top 10 reps (out of 125) based on call volume. 
¶ Awarded άRep of the Quarterέ (12/08) for sales, service and relationship-building excellence. 
¶ Nominated by manager for άSales Rep of the Yearέ award (2009). 

 

Sales Representative 
DEF COMPANY τ Houston, TX (NASDAQ: DEF) τ 1995 to 12/03 
 

Leading pharmaceutical producer of cancer screening serums 
Solicited business for a major pharmaceutical supplierΩs ABC Suite of Products. Managed customer accounts, built 
positive relationships with customers and grew account base within territory.  
Sales Results: 
Achieved $785K in sales in FY2003, exceeding gross profit objective by 150%. 

¶ Gained PresidentΩs Club membership for outstanding sales achievement in 2002. 
¶ Earned άChannel Performance Awardέ for total channel sales in 2001. 

 
EDUCATION  
XYZ UNIVERSITY, Houston, TX   Bachelor of Arts in Communications                                        1995 
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Sample of Mid-level executive 

William B. Executive 
   wbrexecutive@email.com                      (123) 987-6543 
 

Strategic, manager with strong interpersonal, communication, problem solving and decision making 
skills Á Proven ability to lead and motivate teams; drive projects to successful completion; exceed 
customer expectations and achieve fiscal bottom-line results Á Repeatedly promoted into senior 
leadership roles based on demonstrated success, executing strategy, improving client relations, 
identifying growth opportunities and increasing market share. 

 
CORE COMPETENCIES 

Strategic Planning  À Business Development  À  Client Relations  À  Marketing Strategy 

 
OPERATIONS MANAGEMENT EXPERTISE 

 Spearheaded continuous improvements across all l business units.  Increased revenue by__%; improved quality 
metrics __%; increased net profit of operating divisions by __%.  
 
 Established customer-focused organizations that truly understand the customer and exceed their needs and 

expectations.  Increased customer base while improving service quality beyond expectations.   Won 
_..............................................award for ΧΧ_years straight. 

 
 Pioneered value-added staff models to give incentives and engage everyone in the project.  

Established mentor program that teamed younger staff with the senior talent while aligning organizational needs 
ǿƛǘƘ ŜŀŎƘ ǇƭŀȅŜǊΩǎ ƴŜŜŘǎΦ Reduced employee turnover by __% .  
  
 Delivered outstanding P&L / financial / fiscal planning and control.  Reduced cost per  

production unit while increasing quality per unit.  

   
CEO 
XYZ Corporation, Atlanta, GA                2006 -  Present  

 Aligned separate functions into single top-performing  administrative group, managing __ direct reports with 
staff of ___and P&L of $$___ million.  
 
  Created άhǇŜǊŀǘƛƻƴǎ /ŜƴǘǊŜ ƻŦ 9ȄŎŜƭƭŜƴŎŜέ ōǳƛƭǘ ƻƴ ŜǘƘƛŎǎΣ ǇŜƻǇƭŜΣ ǇǊƻŎŜǎǎΣ ŀƴŘ ǾŀƭǳŜ ǎǳǇǇƻǊǘƛƴƎ ǎǘǊŜƴƎǘƘǎ ƻŦ 
knowledge, accuracy, responsiveness, attitude, timeliness, and ease of doing business. Realigned operating model 
after lift out by predecessor failed.  

  
President                               1997 - 2003  

 Introduced technology initiatives to increase controls, improve service and reduce costs.  
Directed shareholder processing, servicing financial controls/compliance for retail/retirement funds and 
institutional money funds from broker dealer operations and manual shareholder processing of direct 
investments.  
 
 Managed 7 direct senior vice president reports with staff up to 1,200 in two cities and delivered   P&L of $150 

million.  
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-Continues- 

Robert Executive          page 2  
Senior Vice President τ Director of Administration and Secretary          1993 - 1997  

 Tripled size of fund while increasing client service level tenfold 
Led staff of _____ in P&L, accounting, legal and accounting functions.   

.  

  
Partner of Operations  
EDWARD JONES, Jackson, MS                  1978 - 1993  

   Directed operations for: __________________, ________________- and ______________.   
 
 Built directed staff in the implementation to support growth from 200 branch offices to over 8,000.  

  Integrated procedures and controls for Mutual Fund Operations that reduced booked liabilities by 
   $10 million and ultimately reduced full time staff by 30%.  
 Collaborating with IT, designed and launched one of first true online, real time new systems for  

  account, trade entry, and execution, moving directly between market of execution and branch office.   

  

EDUCATION  

 Certificates τ Masters of Business Management and Business/Marketing  

 Tulane University Freeman School of Business (2007)  

 

  

See attached Education, Accreditations, and Community Leadership Addendum for complete list. 
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Sample IT Professional Information  Technology   

Ben  H.  Bachman  

200  Long  Road  Drive   Ema il :  bhbackman@email.com  

Birmingham,  Alabama  35242          Home:  (205)  555 -1212    

Mobile :  (205)555 -1111  

  
SENIOR HELP DESK / T ECHNICAL SUPPORT PRO FESSIONAL  

Over 10 years of success supporting over 51,000 users of financial techno logy suites with 

major investment firms  

Expertise and proven  experience  designing,  deploying,  and  supporting  enterprise  hardware  

and  software  solutions  that resulted in system cost savings of 30%  

 

TECHNOLOG Y PROFICIENCES · Windows 9x/2X  

· MS Office 2X · TSO · FTP/ NDM  

· Red Hat Linux  

· TCP/IP  

· Netview · Remedy · Active Directory  

· MVS/ESA · HP Openview  

· VTAM  

· DPU/MacAfee  

· Command Post  

· HP-UNIX  

 

 

Sales  Systems  Engineer  ð Global  Sales  Operations  
UNIX  Software,  I nc.  ð Birmingham,  Alabama          1999  ð present  
 
Implemented  expansion  of  the  Alabama,  Mississippi,  and  Tennessee  territories  including  
sales  to  healthcare,  financial,  and  utility  industry  customers.  
¶ Supported  $5  million  server  infrastructure  win  at  a lar ge financial  industry  customer  
¶ Provided  architectural  recommendations  and  designed  solutions  based  on  customer  

requirements  and  budget  
¶ Performed  technical  account  management  for  the  focus  customers  in  the  territory  
¶ Recommended  hardware  sizing  and  configura tion  to  customers  and  channel  

partners  based  on  interaction  with  UNIX  Software  Centers  for  solutions  such  as 

Oracle,  PeopleSoft,  and  SAP 

 
Information  Technology  Architect   
SBC Corporation  ï Dallas,  TZ            1992  ï 1999  
                
Consistently  del ivered  on - time  and  on-budget  a conversion  of  hardware,  operating  system,  
and  application  software  of  the  SBC consumer  sales  and  service  call  centers  from  HP-UX to  
Sun  Solaris  
¶ Participated  on  the  vendor  selection  team  for this  $30  million  technology  migrati on  

project  
¶ Reduced  the number  of  servers  deployed  in  the  region  from  1200  to  400  
¶ Provided  planning,  configuration,  deployment,  installation,  and  problem  resolution  

 
 

Continues -  
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Ben H. Bachman     page 2  

 
Staff  Analyst  /  System  and  Software  Configura tion    `                1994  ï 1998  

        
Supported  three  software  development  teams  and  two  testing  teams  for  large  client/server  

application.  Provided  UNIX  system  administration  for  a software  development  and  testing  
environment  consisting  of  Hewlett  Packard  (HP-UX)  servers,  X- terminals,  and  Sun  Solaris  
servers  
¶ Performed  software  builds,  Korn  Shell  programming  
¶ Administered  software  releases  with  the  Configuration  Management  Version  Control  

tool  
¶ Led the  Software  Configuration  Control  Board  in  planning  sof tware  release  and  

distribution  activities  for  testing  groups  and  production  sites  
 

Analyst  ï Information  Technology  Operations              1992  ï 1993  
¶ Performed  software  distribution  and  installation  activities  for  various  software  

applications  across  the  SBC LAN/WAN  environment  
¶ Resolved  hardware  and  software  issues  from  a UNIX  (HP-UX)  help -desk  environment  

 
Largest  Health  Insurance  Company  of  Texas  ï Austin,  TX        1990  ï 1992  
Junior  Programmer  ð Systems  Development  
¶ Created  and  modified  claims  activity  reports  in  COBOL 
¶ Developed  workflow  metrics  and  supported  special  projects  for  the  Quality  Control  

group  

 
EDUCATION   

The  University  of  South  Texas  
Master  of  Business  Administration                                                  ð 1992  

 
The  University  of  Texas  
Bachelor  of  Science  in  Commerce  and  Business  Administration      ð 1989  Magna  
cum  Laude  Major:  Management  Information  Systems  

Minor:  Computer  Science  
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Example of Experienced Registered Nurse resume  

 

Your name 
[phone]   ×   [e-mail] 

Highly skilled dedicated registered nurse 
 ¶ More than 20 years practical experience in hospital, home health, and primary care environments. 

¶ Established in STD and AIDS patient support including assessment, counseling, education regarding 
medications and treatment, lab work, documentation with care plan for diagnosis, and administration of 
treatment procedures. 

¶ Computer skilled, managing heavy daily patient volume including telephone triage, appointment scheduling, 
and patient referral. Proficient in all documentation/record maintenance/paperwork to ensure accuracy and 
patient confidentiality. 

¶ All areas of major and minor surgical procedures performed in hospital environment. 

CREDENTIALS 
 Board Examination 1981 

 License, State of Texas 1985 

EXPERIENCE 
 Office/Surgical Nurse 1991-Present 

Maria Hammond, MD, Kerrville, Texas 

Supervisor - Home Health Aides 1989-1991 
Private Healthcare, Fort Worth, Texas 

OR/PACU Nurse 1986-1989 
County Hospital, Fort Worth, Texas 

ICU Supervisor 1985-1986 
Twin Firs, Fort Worth, Texas 

Office/Surgical Nurse 1983-1985 
William Vong, MD, Montgomery, Alabama 

Clinical/Classroom Instructor 1982-1983 
LVN/EMT/NA, Oak Tree Institute 

EDUCATION 
 Associate, Nursing 1981 

Elm Tree School Of Nursing, Montgomery, Alabama 
St. Margaret Scholarship Student 
 

AFFILIATIONS 
 ¢ŜȄŀǎ bǳǊǎŜǎΩ !ǎǎƻŎƛŀǘƛƻƴ  

American Nursing Association  
!ƭŀōŀƳŀ bǳǊǎŜǎΩ !ǎǎƻŎƛŀǘƛƻƴ 
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Sample Software  Support Professi onal  

 
Billy  Bob Smith  

bbmail@mail.com            555 -123 -4444  

 
 

EDUCATION  
Bachelor of Science in Education                State University, Bigtown, AL  
May, 1995 cum  Laude  

 
  EDUCATION  

Bachelor of Science in Education                State University, Bigtown, AL  
May, 1995 cum Laude  

Information  Systems  Coordinator,  Student  Life,  Inc.,  Bigtown,  AL.      2008 -  2012  
¶ Researched,  purchased,  installed,  and  maintained  computer  equipment.  
¶ Designed  and  maintained  FileMaker  Pro rel ational  databases.  
¶ Developed  and  maintained  corporate  web  sites.  
¶ Developed  and  implemented  training  materials  and  classes  for  employees.  

¶ Consulted  and  contracted  with  outside  support  vendors  and  service  providers.  
 

Registration  Coordinator,  Student  Life,  I nc.,  Bigtown,  AL.              1997  -  1998  
¶ Provided  simple,  systematic  registration  processes  for  groups  ranging  

in  size  from  200  to  2,600  people  attending  company -produced  events.  
¶ Installed  and  maintained  all  computer  equipment.  

 

Senior  Support  Specialist ,  
State  University  Computer  and  Telecommunication  Services,  Bigtown,  AL.     
March 1996 -March 1997  

¶ Researched  and  coordinated  the  purchase  and  installation  of  all  new  
computer  hardware  and  software  for  the  campus.  

¶ Major  projects  included:  Acquisition  and  installation  of  new  computer  
equipment  for  the  Office  of  the  President,  1996 -1997;  $20,000  
purchase  for  Department  of  Athletics.  

 

Software  Support  Specialist,  State  University  Computer  and  Telecommunication  
Services,  Bigtown,  AL. April  1993 -August  1996.  

¶ Supported  PC applications  for  campus  community  via  telephone,  E-
mail,  or  on -site  assistance  and instruction . 

 
Network  Installation  Technician , Rehabilitation  Corporation,  Bigtown,  AL. June -August  
1994  

¶ Evaluated,  installed,  and  tested  desktop  computer  network ing  equipment.  
 

Kids  Saving  Kids  Drug  and  Alcohol  Prevention  Program           Summers  1991 -1994  Computer  
Skills  

Adobe  GoLive  Macintosh  OS 8.6,  9.1,  10.1,  10.1  Server  
Adobe  Acrobat  Microsoft  Windows  95,  98,  2000,  and  XP 
Adobe  Photoshop  Microsoft  Office  fo r Windows  and  Macintosh  
Apple  iMovie  FileMaker     

Pro/Server/Mobile/Unlimited/Developer    

 
 

 
 
 

mailto:bbmail@mail.com
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Example of Entry level administrative assistant/clerk/secretary  
 

Donna Dooing 
Phone    
________________________________________ 
Administrative support professional offering versatile office management skills and proficiency in Microsoft Office 
programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds 
expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality. 
EDUCATION 
Executive Assistant Certificate, 2008, ABC SCHOOL, Sometown, NY 

Relevant Courses: 
ω Project Management for Executive Assistants 
ω MS Office for Professional Staff 
ω Electronic Presentations for Business Professionals 
ω Keyboarding and Document Formatting 
ω Communication Skills for Executive Assistants 
ω Finance for the Non-Financial Manager 
ω Professional Office Procedures 
  
Professional Development: 
ω Microsoft Office Specialist (MOS), 2007 
________________________________________ 
Office Skills 

ω Office Management 
ω Records Management 
ω Database Administration   
ω Event Management  
ω Front-Desk Reception 
ω Executive Support 
ω Travel Coordination 

 
Computer Skills 
Facile with all Microsoft applications for business 
________________________________________ 
ABC SCHOOL, Sometown, NY 
Assistant / Practicum, 2007 to 2008 

Handled multifaceted clerical tasks (e.g., data entry, filing, records management and billing) as the assistant 
to the registrar and admissions offices. Coordinated travel arrangements, maintained database and ensured 
the delivery of premium service to students. Quickly became a trusted assistant known for "can-do" attitude, 
flexibility and high-quality work. 

 
Highlights: 

· Co-developed comprehensive, 60-page training manual that enabled faster ramp-up for newly hired support 
staff. 

· Developed innovative PowerPoint presentation used by the Office of Admissions to market executive support 
programs to potential students. 

· Communicated effectively with multiple departments to plan meetings and prepare welcome packages for 
new students. Established strong relationships to gain support and effectively achieve results. 

· Helped coordinate dozens of recruitment events (average of 12 large gatherings per year) that contributed to 
consistently high enrollment levels. 

· Entrusted to manage office in the supervisor's absence. Provided timely, courteous and knowledgeable 
response to information requests; screened and transferred calls; and prepared official school 
correspondence.  
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Sample Of Recent RN GRADUATE 

 

Tracy  Q.  Candoit  
tqnusing@bbb.com         222 -555 -1212  
 

Diligent and hardworking new Nursing RN graduate wit h over ___ years of coursework and 

training in medical care Á Proven to ably handle medical emergenc ies  or situation s with the 

necessary skill - set to perform under pressure  Á Passionate about preventative care education 

Á Excellent interpersonal skills and  a dedicated worker with a sense of purpose  Á Allow me to 

use my excellent earned skills and knowledge to assist your hospital in a nursing role . 
 

 

Á Nursing internship at ______________  Hospital, __________     
Á Magna Cum Laude graduate with BS in Nursing  

 

EDUCATION:  Bachelor of Science in Nursing,              2____  

 ___________________  University, ________, __  

Relevant Coursework:  
Management and Leadership  Pediatrics  
Community Health  Nursing of Childbearing Families  

Health Appraisal  Rehabilitation  
Critical C are Nursing  Psychiatric Mental Health  

 

PROFESSIONAL EXPERIENCE:   

 

Nursing Internship, May 2002 ð August 2002  
Childrenôs Hospital, Dallas, Texas  

Å Summer intern responsible for covering for vacationing LPNôs 

Å Primarily assigned to the Intensive Care ward  

Å Responsible for updating chart information, including temperatures, 

blood pressure and pulse of all patients in the ward  

Å Delivered and administered daily doses of oral medications.  

Å Updating charts to reflect changes in patient conditions  

 

Nursing Assistant, May 2000  ð August 200 1  

Methodist Hospital, Dallas, Texas  

Å Provided assistance to nursing staff on an as -needed basis  

Å Answered patient calls for care and feeding  

Å Assisted immobile patients with bathing, feeding and clothing  

 

ACTIVITIES :     Vice President, Stu dent Nurse Association, 2002 -2003  

Captain, Womenôs Intramural Volleyball Team, 2002 
HEALTHCARE PROFESSIONAL  

mailto:tqnusing@bbb.com
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Sample of Health Care administrator  

 

Angela Smart 

Multi -Dimensional Healthcare Administrator 
Phone: 100-555-1212    ω    e-mail: asmart1@email.com 

Proven and dedicated health care professional with over ___ years of ____________________ experience 
specializing in __________________  ω Master at finding quick turnaround to problems Recognized as superior 
performer in managing the implementation of equipment at facilities ω Additional experience as a 
___________________ in a ____________________ setting.     
 

Equipment Coordinator/buyer       1999 - 2014         
Really Big Healthcare Corporation, Birmingham, AL 
#1 facility equipment in southeast serving over 300 clients 

Á Ensured timely startup of medical equipment that enables early revenue generation 

Á On-site supervision of equipment installations for various facilities resulted in quick start 

Á Cut budget costs 12% for major medical equipment using negotiations skills 

Á Managed equipment budgets for Ambulatory Division projects in the Eastern 

Á Utilized excellent communication skills to negotiate lower pricing on capital equipment 

Á Developed productive relationships with colleagues, vendors, and staff members of all levels 
 
Accounts Payable Clerk         1997 - 1999         

Ensured timely payment of invoices to various vendors, utilities, employees expense reports and patient refunds. 
Issues regarding payments were resolved in a timely manner. Worked closely with staff accountants to ensure 
correct general ledger postings. 

Á Processed invoices, wage garnishments, expense reports and patient refunds 

Á Handled problems with invoices and payments 

Á Utilized computer skills 
 

 
Education  
Bachelor of Science in Business Administration τ UAB, Birmingham, AL 
Relevant Administrative Skills: 

Á Utilized computer skills using programs such as Microsoft Word, Microsoft Excel, Microsoft Access, and 

PeopleSoft 
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Stephen Skilly 
IT Support/Technical Trainer  
 

Á Innovative IT professional who takes pride in resolving complex problems with basic technology while getting the 
Ƴƻǎǘ ŦǊƻƳ ŀ ŎƻƳǇŀƴȅΩǎ ǘŜŎƘƴƻƭƻƎȅ ƛƴǾŜǎǘƳŜƴǘΦ  

Á Recognized as a tenacious researcher and problem solver focused on making technology work.  
Á Skilled at breaking complex issues into understandable and executable tasks. Natural talent for translating a love 

of learning into a love of teaching, and helping others to learn.  
 
Verifiable Success: 
άThere is nothing technical that can outsmart Stephen. HeΩs the tech support guy for your front line IT people.έ Don D. 
Boss, BI Industry Expert  
 

Professional Experience    
XYZ Technics, Inc.      Birmingham, AL     2009-present  
IT Manager   

Analytical IT professional with financial expertise delivers strong technical solutions that solve business problems; 
always keeps an eye on bottom line business benefit. Offers a proven record of making outcome-based decisions that 
drive business process improvements and system-wide standardization. Builds teams that take pride in developing 
high-quality, dependable systems and services.  

 Core Competencies 
ω ¢ŜŎƘƴƻƭƻƎȅ !ǎǎŜǘ aŀƴŀƎŜƳŜƴǘ ω 5ŜǇƭƻȅƳŜƴǘ ŀƴŘ LƳǇƭŜƳŜƴǘŀǘƛƻƴ  
ω tǊƻƧŜŎǘ aŀƴŀƎŜƳŜƴǘ ω /Ǌƻǎǎ CǳƴŎǘƛƻƴŀƭ aŀƴŀƎŜƳŜƴǘ  
ω tŜǊŦƻǊƳŀƴŎŜ ŀƴŘ tǊƻŘǳŎǘƛǾƛǘȅ LƳǇǊƻǾŜƳŜƴǘ ω /ƘŀƴƎŜ aŀnagement  

  
TEXAS HEALTH & SERVICES        Houston, TX             1997ς2009  
Manager, IT Service Delivery  
wŜŎǊǳƛǘŜŘ ōȅ ǘǿƻ ƻŦ ǘƘŜ ƴŀǘƛƻƴΩǎ ƭŜŀŘƛƴƎ L¢ ŎƻƴǎǳƭǘƛƴƎ ŦƛǊƳǎ ǘƻ ǇǊƻǾƛŘŜ ǇǊƻƧŜŎǘ ƳŀƴŀƎŜƳŜƴǘ ƻǾŜǊ ƭŀǊƎŜ-scale, top-
priority and complex technology initiatives. Managed budgets of up to $8M and cross-functional teams of up to 25 
developers, programmers, analysts and network specialists. 
 

¶ Drove the high-quality completion of systems engineering, software/database development and 
enterprise wide implementation projects for F500 clients. 

 

Education & Credentials 
XYZ University       MBA (GPA: 3.8)               Sometown, NY    2008 
ABC University    BS in CIS (GPA: 3.75)      Sometown, NY   1997 
DEF College     AS in Accounting  Sometown, NJ    1994 
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Lengthy -30+ yrs.  experience -  modern format  resume for an executive - level applicant:  THIS 
FORMATTING OK FOR PRINT BUT NOT FOR APPLICANT TRACKING SYSTEM REVIEW  

 

Daniel Devine 
 

A talented management professional with extensive Business Development experience 
 

Senior executive with verifiable year-after-year success achieving revenue, profit, and business growth 
objectives within start-up, turnaround, and rapid-change environments.  Extensive experience with delivering 
business solutions, that require deep understanding of critical business drivers in multiple markets and 
industries; highly successful in building relationships with upper-level decision makers, seizing control of critical 
problem areas, and fulfilling customer commitments.  Customer-focused and performance-driven.  Led and 
motivated nationwide teams comprised of inside and outside employees, managed P&L for business divisions 
exceeding $100 million in revenue. 

 

¶  30+ years of business development experience  ¶   Proven change management  ¶   Developed Strategic 

Partnerships    ¶   Developed comprehensive business solutions   ¶    Adept at planning, forecasting, and 
execution                  

 
 

Southeast Regional Sales Manager 
ACC, Inc., Somewhere, AL                               2003 ς Present 
A 50 year-old, privately-held, residential cabinetry manufacturer with distribution throughout the entire United 
States, as well as several offshore locations.   

¶ Directed activities and product distribution for Southeastern United States and several offshore markets. 
¶ Increased annual sales between 2003 and 2006 by 300% ($32M to $101M in 36 months).  Continue to meet or exceed 

annual sales goals. 
¶ 5ŜǾŜƭƻǇŜŘ ŀƴŘ ƛƳǇƭŜƳŜƴǘŜŘ ǎǘǊŀǘŜƎƛŜǎ ŦƻǊ ǘƘŜ ŘƛǾŜǊǎƛŦƛŎŀǘƛƻƴ ƻŦ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ōǳǎƛƴŜǎǎ-base by increasing sales in the 

retail/remodel segments of the market. 
¶ Successfully introduced new products and services to over 400 dealers in the marketplace, enabling our customers to 

deliver additional value to end-users. 
¶ Participated as a contributing member on the Leadership Team in developing long-term, corporate strategic initiatives. 
¶ Winner of the Premier Achievers Award every year offered. 

 
 
 
 
 
 

National Sales Manager/Residential and Commercial Building Materials 
The Big Guy Group, Birmingham, AL            2002 ς 2003 
A private equity firm invested in small-to-midsize manufacturing companies servicing the Building Materials market.   

¶ Set up sales team for each of the two subsidiaries consisting of both in-house sales, and independent representatives. 
¶ Established all sales forecasts and developed the criteria in which to measure and evaluate sales performance.  
¶ Created the training curriculum to be used by sales and customer service. 

 
 
 
 

 

 

Continues-- 
 

Birmingham, Alabama 
ddevine@email.com 
(205) 555-5555 

Contributions Snapshot:  LƴŎǊŜŀǎŜŘ ŘƛǾƛǎƛƻƴΩǎ ǘƻǇ-line by 300% and improved profitability performance by bringing 
a new vision, energy, and organization to a division with stagnate historical sales performance.  Stabilized sales 
during the housing drop by diversifying business base with an increase in distribution to the retail and remodel 
segments of the market. 

Contributions Snapshot:  Built two entirely new sales organizations for the companies under my responsibility.  
Reestablished relationships with past customers, and grew business through increases in new customers, market 
expansion, and new product development. After acquiring one of our component manufacturers, found market 
for excess capacity in non-competing segments of the industry. 
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Best Manufacturing Company, Anywhere, GA           1999 ς 2002 
Yƴƻǿƴ ǇǊƛƳŀǊƛƭȅ ŀǎ ǘƘŜ ƴŀǘƛƻƴΩǎ ƭŀǊƎŜǎǘ {ǘŀƛƴƭŜǎǎ {ǘŜŜƭ {ƛƴƪ ƳŀƴǳŦŀŎǘǳǊŜǊ. 
  
¶ General Sales Manager for a builder-direct kitchen cabinet manufacturer with three resident sale forces located in Central 

Arizona, Tucson, Arizona, and Albuquerque, New Mexico. 
¶ Worked with National Builders to establish Regional Business Opportunities in the Southwest.  
¶ Supervised the management of the Customer Service department and field installation consisting of over 70 employees 

and 15 direct reports. 
¶ Increased sales from $6 million to $18 million in less than two years. 
¶ Improved profitability percentage ǊŀƴƪƛƴƎ ŦǊƻƳ ƻƴŜ ƻŦ 9ƭƪŀȅΩǎ ƭƻǿŜǎǘ ǇŜǊŦƻǊƳŜǊǎ ǘƻ ƻƴŜ ƻŦ ƛǘǎ ƘƛƎƘŜǎǘΦ  

 
 
 
 
 
 
 
 
Acme Golf Holdings, Inc., Phoenix, AZ           1992 ς 1999 
A start-up golf ball manufacturer that grew to over $10 Million in sales in five years, and went public after three as a way to 
support expansions through the purchase of a second manufacturing facility in the United States and a joint-venture in Seoul, 
Korea.  Held a patent based on recycled raw material that allowed for a manufacturing cost reduction advantage, and a 
άDǊŜŜƴέ ƳŀǊƪŜǘƛƴƎ ŀƴŘ ǇǊƻƳƻǘƛƻƴ ƻǇǇƻǊǘǳƴƛǘȅΦ 
 
Co-Founder and Vice President of Sales and Marketing 

¶ Brought Patented Technology to the company, as well as a $6 billion-dollar industry that had unique properties which 
changed the way the industry looked at golf ball manufacturing. 

¶ Raised $4 million from the investment community to equip two manufacturing plants in Central Arizona. 

¶ Through an Officers Offering in 1995, took the company public to secure additional capital and to provide an exit strategy 
for initial private placement investors. 

¶ Increased sales from $160,000 in 1992 to over $10,000,000 in 1997. 

¶ Sold Company in 1997 to an investment group and maintained a management role for two years in compliance with the 
buy-out agreement.  

 
 
 
 
 
 
 

 
Hotel of the Day, Flagstaff, AZ         1989 ς 1992 
A privately-held Days Inn of America Franchisee property located one hour south of the Grand Canyon in Flagstaff, Arizona.  
The property was 157 rooms with a restaurant, a bar, and a lounge area for entertainment.  Prior to becoming the General 
Manager, the property was under probation and slated to be dropped by Days Inn. 
 
General Manager 

¶ Responsible for all aspects of Property Management including Sales & Marketing, Finance, Quality Assurance, and the 
establishment of long-term Corporate Objectives. 

Continues-- 
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Contributions Snapshot:  {ŜǾŜǊŀƭ ǇƻƻǊƭȅ ƳŀƴŀƎŜŘ ŀŎǉǳƛǎƛǘƛƻƴǎ ǇǊƛƻǊ ǘƻ 9ƭƪŀȅΩǎ ǇǳǊŎƘŀǎŜ ƻŦ aŀǎǘŜǊ/ǊŀŦǘ ƭŜŦǘ ǘƘŜ 
company with little to no brand equity.  Developed the re-branding strategy that enabled us to recapture the 
ōǊŀƴŘΩǎ ŦƻǊƳŜǊ prominence with the National Home Builders.  Realigned pricing to reflect increases in raw 
material, and quality, improving profitability, and supporting rapid sales growth. 

Contributions Snapshot:  Originally started to be a Private-Label manufacturer, producing golf balls for Rawlings, 
Royale, and MacGregor.  Global grew to be the 6th largest Range Ball producer and customer logo golf ball 
manufacturer selling promotional products to the gift and sport industries using Business-to-Business selling and 
the 16,000 distributors in the ASI market. 
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¶ Held additional position as Director of Marketing for the Southwest Alliance which included twenty-two properties located 
throughout Arizona & New Mexico. 

¶ Maintain a 102% occupancy average by diversifying business base to include corporate accounts, as well as all Airline 
accounts allowing a number of rooms to be turned more than once per day. 

 
 
 
 
 
 
 
 

EDUCATION 
 
Northern State, Anytown, AZ                                1992 

¶ B.S., Business Administration/Marketing 

¶ Emphasis: Sales and Sales Management 

¶ A.A., Business Administration 
 

Contributions Snapshot:  During tenure as General Manager, attended college full-time and was the recipient of 
the following awards:  Days Inn Quality Assurance Award, Most Improved Property Award, and Days Inn of the 
Year Award.  In 1992, was recognized as an Olympic Management Gold Award Recipient. 
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Sample of experienced Electrical Engineer-could be adapted to mechanical/civil engineer 
 

DAVID DORIGHT ς  

An Accomplished Electrical Engineer in Commercial & Industrial Installations 
email@address.com                                                                                                                                              0400 000 000 

Proven in-depth knowledge of distribution boards and am looking to expand and diversify with a position that 
combines new builds as well as maintenance contracts. 

 
Electrical Engineer           MM-YY > MM-YY 
Metipacto Ltd | Example City  
Leading manufacturing/engineering firm of XXXXXXX and YYY 
Significant Contributions 
¶ Saved $40,000 productions costs by identifying strategic improvements to product life cycle during a New 

Product Development process. 
¶ Successfully developed testing validation procedures leading to a 2.3% increase in sensor reliability. 
¶ Played key role in ensuring team efforts met and exceeded all financial, performance, quality and reliability 

goals. 
¶ Centralized purchasing, created a core component list and consolidated the supplier base to reduce material 

costs by 3.5% 
 
Electrical Technician           MM-YY > MM-YY 
XYZ Systems | Example City  
Large multi-disciplined full service firm 
Achievements 
¶ Conceived solution to improve high resolution analog measurements and increase production quality 
¶ Contributed to increased throughput by rapidly diagnosing and correcting issues that impacted baseline 

performance 
¶ Successfully leveraged sound signal integrity principles and noise reduction leading to improved system 

reliability. 
 

Junior Electronic Technician  
Ted Systems | Example City  
MM-YY > MM-YY 
 
Achievements  
¶ Built collaborative rapport with Controls Engineer to effectively conduct I/O systems and HMI 

troubleshooting  
¶ Expertly performed preventative maintenance and calibration of equipment and systems, earning 

outstanding reputation for proficiency and quality. 
  
PROFESSIONAL CERTIFICATES 

¶ Bayer Advia 1650/2400 training course 

¶ Furuno CA400 training course 

¶ Yellow Belt Six Sigma quality control programmer 

¶ Hitachi 717 photometric analyzer 
 

Continues-- 
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¶ DAVID DORIGHT 

KEY SKILLS 

Technical Skills 
¶ MS Office  
¶ AutoCAD 
¶ Visio 
¶ Mat lab 
¶ Mathcad 
¶ EPRI MCTN 

 
Memberships 
¶ Institute of Electrical and Electronics Engineers 

 

 
EDUCATION 

¶ Example University 
HNC Electronic & Electrical Engineering  

¶ Example College 
BTEC National Certificate in Electrical Engineering 
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COVER LETTERS  

 
Included in this section are useful  tips/resources/expert 

advice along with  several sample letters for your 
reference.   

 
You will also find many links to online resources.  Do be 

selective using the sites  and discuss the best options with 
your mentor.   We hope these examples and tips are helpful 

to you  
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COVER  LETTERS  
 

¶ Who Ne eds  A Cover Letter?  

¶ What  Makes  a Good  Cover  Letter?  

¶ Recommended  Books on Cover Letters  

 
Who Needs  a Cover Letter? -- & -- Cover Letter with ATS (Applicant Tracking Systems)  
There is much disagreement/controversy about using cover letters.  Below is a bit on  both sides of this issue.  

- from  CareerJournal.com  

From ñThe Ladders.com articleò 
While experts talk less about cover letters, they must navigate the same course as your resume.  

If the sources are quiet on cover letters, do they matter anymore?  
Granted, your  resume is center stage. Your cover letter may not be read at all, and it wonôt salvage a poor  
resume, but it must be crafted just as carefully to satisfy software algorithms and HR screeners.  

 
The introduction of the ATS as a first link in the chain has changed everything about the writing process, say 

CPRWs and HR managers. Like your resume, your cover letter has little room for error and demands 
exacting attention to structure and usage of keywords.  

 
To determine the best rules for writing a cover lette r, The Ladders asked the many experts how cover letters are 

handled throughout the process.  
 
To start with, do you even need a cover letter?   With an ATS?  
Technology -wise, some ATS  applications  treat cover letters as searchable text, the same as your resum e; many 

donôt. Human process-wise, however, itôs the rare recruiter who even bothers to pass cover letters on to 

hiring managers.  
 
But that doesnôt mean that you should stop writing them. Cover letters are a concise way to communicate your 

value to a compa ny, and some recruiters and hiring managers do use them to winnow candidates. They 
demonstrate your attention to detail and anticipation of the companyôs needs. Finally, small employers donôt 
necessarily employ ATSes, meaning your cover letter will more li kely be read by human eyes.  

 
How an ATS handles a cover letter  

Like many ATS  application accepts cover letters as text pasted into its online form, not as an attachment. 
Therefore, the application stores cover letters with the resume as searchable text.  

 
From that vantage point, Shackles recommends that job seekers look at the cover letter as a way to put in 

additional skills and credentials to add additional searchable keywords that a company may have 

programmed in the ATS to identify candidates for a spec ific job posting.  
 
Your e -mail is the cover letter  
Many ATSes  also process resumes received via e -mail. In those cases, the ATS renders the content of your e -

mail as the cover letter and assumes any attachment is your resume. Thus, when asked to e -mail a r esume 
as an attachment, assume your e -mail content will be saved as a cover letter and write it accordingly.  

 

On the flip side are ATSes that only process resumes, not cover letters.  
Most ATS programs update or create a job seekerôs profile by uploading a resume; next, they cherry -pick 

information to parse and fill in the fields to create a profile within the ATS. While Boyle has seen ATS 

software parse ñall sorts of resumes and formats,ò he noted that SilkRoad only renders cover letters as 
attachments and  doesnôt divide it up into fields. 

 

That means the ATS doesnôt render your cover letter as searchable text. Thus, finessing the cover to make it 
machine -friendly by seeding it with keywords wonôt influence your applicationôs ranking with this type of 
ATS. 

 
Once a cover letter has become an attachment, itôs unlikely that it will be searched and processed like a resume.  

Boyle said,  
 

How do humans process your cover letter?  
 
What happens to your cover letter once it reaches human hands?  
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David Couper, a c areer coach, said that the recruiters at most Fortune 500 companies donôt even send him the 
cover letter, let alone scan it into an ATS.  

 
His experience is backed up by research conducted by Phil Rosenberg, president of reCareered, an executive 

career -coaching service. Over the past two years, Rosenberg has surveyed hundreds of HR managers and 
recruiters and interviewed management at the Top 10 job boards. He found that:  

 
Less than 10 percent of HR departments scan cover letters.  
Eighty percent of HR staff,  hiring managers and recruiters read the resume first.  
Job boards don't keyword -search cover letters, only resumes.  
However, donôt count those cover letters out. According to the survey: 

 
Most hiring managers have denied interviews to candidates qualified by their resumes, but disqualified by 

additional information in their cover letters  
Tailor the resume as well as the cover letter  
 
Couper advises his clients that you just never know whether someone is going to read the cover letter and 

whether it will mak e or break your application. ñI recommend that the job hunter matches the job posting 
and includes keywords,ò he said. ñI also suggest that you lead in with a hook, preferably a personal contact, 

to someone the recruiting manager knows or some specific inf ormation that relates to the company or 
industry. é The cover (letter) is one of those items that you never know about but in the end you hope that 
it gets to someone ð not a machine ð and they read it.ò 

 
But this attention to customized cover letters may be missing the mark as far as achieving a high ATS ranking. 

Rosenberg noted that most candidates ñput the majority of their customization (if any) in their application in 
a cover letter, using a largely static resume.ò 

 
Career Advice from TheLadders  
Writin g Cover Letters That Sizzle  
Cover Letters that Command Attention  
Composing a Persuasive Cover Letter  

Help, The Internet Ate My Resume!  
Job seekers do that in the hope that the words on their resume ñmagically match the keywords a company's HR 

department or  recruiters are searching for in their prescreening process,ò he said. But the odds of matching 
keywords between a job listing and an non -customized resume ñstink,ò Rosenberg said, generating response 

rates that range between 0 percent and 5 percent in hea lthy hiring years and sank to less than 2 percent in 
the current job market. Hence, he advises clients to spend more time customizing their resumes than 

tinkering with their cover letters.  
 
Whatôs the safest thing to do? Tailor both your resume and your cover letter to match specific job listings. Mandy 

Minor, a resume writer with J Allan Studios, handles the possibility of ATS scanning by giving her clients 
several choices of what to use in a cover letter:  

 
ñI build a template with phrases such as, óI am an accomplished [CHOOSE ONE: marketing manager or 

marketing director or project manager]ô so that they can pick the title that will line up best for each job 
opening,ò she said. ñI also use industry keywords in a brief, bulleted list of accomplishments in the cover 
letter, which gets the attention of not just the ATS but also the human reader.ò 
 

FACT:   i f you do not include a cover letter it can be  regarded  as  a sign  of  laziness .  

Further, if your cover letter does is not tailored to the specific company you  win 
ñ0ò points.  

 

The cover  letter  gives  you  another  chance to emphasize  what  you  have  to contribute to  
the  company  or organization.   Donôt give  the person  screening  the  resumes  a second to  

entertain  the  thought:  ɶBut  how  can  this  person  help  us?  Your  cover  letter  needs to  answer  
that question  in  your  own  words.  Your  resume will also answer  that  question but in a  
somewhat  more rigid  format.  
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DIGGING INTO COVER LETTERS  

You will also find disagreement among experts about cover letters.  Do you even use one 
and if you doéin what style? 

 
Here is information about the new PAIN LETTER versus the traditional cover letter.  

Spend some time and research which is better for your situation.  
 

What is a ñPAIN LETTERò? 

A Pain Let ter is a new -millennium alternative to a cover letter. Itôs a letter. It has black or 

blue ink on a white page, but thatôs about all that a Pain Letter has in common with a cover 

letter.  

According to some experts:  

When you send a cover letter with a resume  into some kind of faceless Black Hole recruiting 

pit, you know your odds of hearing back from the employer range from slim to none.  Here  is a 

horrifying  story  we heard from a job -seeker who was told by a company recruiter that she 

doesnôt even look at the resumes coming in through the firmôs Applicant Tracking System. 

She ignores t hose resumes and finds her own candidates via LinkedIn!  

 

When you send a Pain Letter, you donôt pitch it into a Black Hole career portal to die. You 

send it to directly to your hiring manager at his or her desk. I think I know what youôre 

thinking: how do I find my hiring manager?    
 

The Pain Letter: The Best Way to Write a Cover Letter That Gets Results  
By Adrian Granzella Larssen  

Hiring managers donôt just want people who can do the job. 

Idea lly, they want people who will make their lives easier. People who can hit 

the ground running, who can go above and beyond the duties listed in the job 

description, and who can help the team or company hit its goals.  

To that end, itôs time to stop drafting cover letters that  detail only what youôve 

done in the past .  In fact, it might be time to stop drafting cover letters at all.  

One authority, Liz Ryan,  in a recent  Forbes  article , suggests sending a ñpain 
letter,ò instead. In a pain letter, you talk about your hiring managerôs biggest 

problem and how you, if hired, would plan to solve it. In doing so, you highlight 

not only your skill set and how it applies to the new position, but also your 
knowledge of the company and your excitement about coming in and making 

an instant impact on th e job.  

ñPain Letter users tell us that their Pain Letters result in callbacks about 
twenty -five percent of the time. Thatôs a lot better than their results lobbing 

resumes into the Black Hole recruiting portals,ò Ryan explains. ñBetter yet, the 

conversatio ns that result from compelling Pain Letters are more substantive 
than the cursory screening calls that standard cover letter and resumes 

generate.ò 

http://www.forbes.com/sites/lizryan/2014/11/21/the-horrible-truth-about-online-job-applications/
http://www.forbes.com/sites/lizryan/2014/11/21/the-horrible-truth-about-online-job-applications/
https://www.themuse.com/author/adrian-g-larssen
https://www.themuse.com/advice/best-of-2013-5-ways-your-cover-letter-lost-you-the-job?ref=search
https://www.themuse.com/advice/best-of-2013-5-ways-your-cover-letter-lost-you-the-job?ref=search
http://www.forbes.com/sites/lizryan/2014/10/12/forget-cover-letters-write-a-pain-letter-instead/
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So, how do you know what an employerôs pain point is? Sometimes, you can 

tell right from the job description . (Think: ñWe need to double our team in the 
next two months and are looking for a recruiter to lead the chargeò or ñWeôre 

looking for a savvy growth hacker who can help us reach two million users.ò) 

But other times, youôll need to do a little digging. See if you can find out who 
the hiring manager is, then do a little LinkedIn stalking to find people in your 

network who might know him or her. Once youôve identified someone, reach 

out for a quick coffee or call ( hereôs how) to ask, ñIôm applying for the 
marketing manager job at the Lightning Co. and want to make sure to tailor my 

application. Do you have any insight into what theyôre really hoping for 

someo ne to focus on in this role?ò 

If you donôt have anyone you can ask, you can search for people who hold 

similar roles at different companies and ask what their biggest challenges are. 

Youôll probably notice some themes and can hypothesize about the hiring 
managerôs pain points. Orðyouôve heard it beforeðdo your research, reading 

press releases, reviews on Glassdoor, and current news about the company. 

Whether itôs going through layoffs, growing pains, or entry into a new market, 
learning about the major issues a company is dealing with as a whole will offer 

a great starting point for understanding the challenges in your potential role.  

Once  you have that pain point? Get to work describing just how youôll come in 
and relieve it. Hop over to  Ryanôs article to learn more.  

A quick exa mple of an opening/intro paragraph:  

Iôm a software  development  Project  Manager  whoôs equally  at  home  debating  technical  

features  and  working  with  marketing  folks  on  launch  plans.  Iôm drawn  to  the  human  

side  of  project  management,  where  every  voice  is heard  and  political  or  cultural  

roadblocks  are  appropriate  topics  for  conversation.  I  grew  up  at  Wang  Laboratories  

managing  mainframe  projects,  and  more  recently  Iôve helped  a string  of  startups  get  to  

funding,  acquisition  or  IPO.  

 

https://www.themuse.com/advice/how-to-ask-for-an-informational-interview-and-get-a-yes
https://www.themuse.com/advice/the-ultimate-guide-to-researching-a-company-preinterview?ref=autocomplete
http://www.forbes.com/sites/lizryan/2014/10/12/forget-cover-letters-write-a-pain-letter-instead/
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What  makes  a Good  Cover  Lett er?  
1. No spelling or  typing errors.   Not even one.  

 

2. Address  it to  the  person  who can  hire  you.  Resumes  sent  to the personnel  
department  have  a tougher time  of it.  If  you  can find out (through  networking  and  

researching)  exactly  who  is making  the hiring  dec ision, address  the  letter  to  that  
person.   Be sure  the  name  is spelled  correctly  and  the title is correct.   A touch of  
formality  is good  too:  address  the  person  as ɶMr., ɶMrs .,  ɶMiss,  ɶDr.,  or  

ɶProfessor.   
 

3. Write  in  y our  own  words  so that  it sounds like  yo uðnot  like something  out of a  
book.  Employers  are  looking  for knowledge,  enthusiasm,  and  focus.  

 

4. Being  ɶnatural  makes  many  people  nervous.  And  then  even  more  nervous  

because they  are  trying  to avoid spelling  errors  and grammatical  mistakes.   If  you  
need  a little help  with grammar,  check  out the  classic work  on simple  writing,  Strunk 
& Whiteôs Element  of Style , published  in  1918 and  now online.  A good  place  to  

begin  is ɶChapter  5:  words  and  Expressions  Commonly  Misused.  
 

5. Show  that you know  something  about t he company and  the industry.   This is  
where  your  research  comes in.  Donôt go overboard ðjust make  it clear  that  you  

didnôt pick  this company  out the  phone  book.  You know  who they  are,  what they  do 
and  you  have  chosen them!  

6. Use  terms  and phrases  that are  me aningful  to the employer.   (This  is where  
your industry  research  and networking  come  in.)  If you  are  applying for  an  

advertised  position, use  the requirements  in the ad  and  put them  in  Bold  type.    
For  example:   the  ad says -  
ɶ2 yearsô experience  processing  magnetic  media  (cartridge,  tape,  disc);  interface with 

benefit  plan  design, contracts  and  claims;  and  business  background with  strong 

analytical  & technical  skills ðdBase,  Excel,  R&R, SQL. 

 

Make  sure  your  cover  letter  contains  each  of these  requirements  and  shows  how  you  
measure  up to the position you are seeking in this job searchéi.e., be specific. 

 

Helpful  Book and Sites:  on Cover  Letters  
 The  Complete I dio tôs Gui de  to  t he Perfect  Cover  Lett er  , Susan  Ireland.  

 
http://www.theladders.com/career -advice/getting -cover - letter -noticed  

http://susanireland.com/letter/cover - letter -examples/  

http://susanireland.com/  

http://www.resume -help.org/cover_letter_tips.htm  

http://career -advice.monster.com/resumes -cover - letters/careers.aspx  

http://ezinearti cles.com/?Writing -a-Meaningful -Resume -Objective -Statement&id=4071981  

http://www.sampleresumeobjective.org/  

http://career -advice.monster.ca/resumes -cover - letters/cover - letter - tips/how -not - to -write -a-
cover - letter -canada/article.aspx  

 

 

 
 

http://www.sampleresumeobjective.org/
http://www.theladders.com/career-advice/getting-cover-letter-noticed
http://susanireland.com/letter/cover-letter-examples/
http://susanireland.com/
http://www.resume-help.org/cover_letter_tips.htm
http://career-advice.monster.com/resumes-cover-letters/careers.aspx
http://ezinearticles.com/?Writing-a-Meaningful-Resume-Objective-Statement&id=4071981
http://www.sampleresumeobjective.org/
http://career-advice.monster.ca/resumes-cover-letters/cover-letter-tips/how-not-to-write-a-cover-letter-canada/article.aspx
http://career-advice.monster.ca/resumes-cover-letters/cover-letter-tips/how-not-to-write-a-cover-letter-canada/article.aspx
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Emailing Your Resume  
When you're sending an email resume, it's important to follow  the employer's instructions on 

how to submit your cover letter and resume. The employer may want your resume attached 
to the email message and sent in specific format, typically as a Microsoft Word document or a 

PDF.  

A Helpful Article:  How  to  Email  Your  Resume  

By Kim  Isaacs,  MA,  CPRW, NCRW from  MSN-Monster.com  

 

How  does  your  resume  look after  you  hit the  ñSendò button?  While  the truth  might  hurt a  

bit, it can  help  explain why  your  job search isnôt exactly  humming  along  as planned.  Here  
are  guidelines  for  emailing  your  resume  so that  you  make  the best  impression and  
maximize  your  resume ôs response  rates.  Also, one option that is useful: write your cover 

letter in the body of the email and attach a copy of your resume. This eliminates the need to 
click on two attachments (on the receiving end).  

 

1. Create an ASCII/Plain Text Resume and Cover Letter.  

Your  ASCII  resume  will be  stripped of  formatting  enhancements  such as bold and  underline, 
so it wonôt be as attractive  as your  word -processed  resume.  However,  it w ill be  universally  

compatible,  allowing  you  to control  its appearance.  The ASCII  file should  contain  manual  
line breaks at 65 characters  or  less. To convert  your  file from  MS Word:  

 

Open  your  document,  go  to Edit > Select  All and  change  the font  to Courier  12 pt. ; go to  
File >  Page Setup  and  change  the left  and  right  margins  to 1.5.  

Go to File >  Save  As >  Under  ñSave as  Type, ò select  ñText  Only  with  Line  Breaks. ò Select  
ñYesò at  the  prompt that  warns about  features  being  compatible.  
Close and  reopen  the  fil e, which  now has  a text (.txt)  extension.  

Review and  clean  up  your  document.  Change bullets to asterisks  or dashes;  ensure  that  
your  contact  information  is in a logical  sequence; add horizontal  lines  using  a series  of  

dashes  or  asterisks (up to 65 characte rs)  to separate  sections;  and  remove  symbols  (such  
as accent  marks)  that didn ôt convert properly.  

 

2. Test  the  File.  
Open  the text file,  copy  and paste  into  your  email  message box  and  send  to  yourself  and  a 

few  friends  (preferably  ones who use  different  email  programs)  to ensure  that the  text  
transfers  as intended.  

 

3. Select  an Email  Address  to be  Used  Throughout  Your Job Search.  

Use a personal  email  address,  not one  associated  with  your  office,  and  pick a n email  name  
that  sounds professional.    

Watch Your Email  Address -  
Use one that is "sensible".  No cute names.   No addresses that are "suggestive".  Unless 
it is your legal name, try to have email names that do not spell a word -- especially if that 

word is not one you would use in a business setting. Unprofession al e -mail addresses are 
just one way of sending hiring managers the wrong message.  Monster.com cites using a 

"cutesy" personal email handle for professional correspondence as the No. 1 way to show 
you're unprofessional.  
Read more: http://www.ehow.com/how_6465662_choose -professional -email -address -

resume.html#ixzz31vjPZpLW  
 

4. Create the Email  Message.  
Some employers  provide instructions  for  emaili ng  a resume  ð follow these  precisely.  If  no 

instructions  are  given,  follow  these steps:  
Open  your  email  program  and set  your  message  format to plain  text, not HTML.  Enter  the 
recipient ôs address  and write a subject  line that  sells  your  value and  references  the  

http://www.ehow.com/how_6465662_choose-professional-email-address-resume.html#ixzz31vjPZpLW
http://www.ehow.com/how_6465662_choose-professional-email-address-resume.html#ixzz31vjPZpLW


 
- 83 - 

 

position opening  or  your  career  objective.  
 

Open  your  ASCII  resume and  cover letter  file. Customize  your  letter  to suit  the company  
and  job opening.  If  you  normally  use  a long  cover  letter,  edit  it so that  it is brief  (a couple of  

paragraphs).  Rename the  file for  your  records.  When  you  are  finished editing your  letter,  
copy  the text of  your resume  and  cover letter  to  your  clipboard.  
 

Place the curser  in the  email message  section  and  paste  your ASCII  cover  letter  and  
resume.  Hereôs an example  of how  you r message  would appear:  

 
Unless  the  employer  has  requested  no  attachments,  attach  your  virus - free  Word resume  
(.doc  or .rtf  file).  This will accommodate  hiring  managers  who prefer  to see  a traditional  

resume.  Review  your  documents to ensure  perfection and  send  your  message.  
 

Further Reading :  
 
E-resumes  by  Susan  Whitcomb  and Pat Kendall  

Complete  Idiot ôs Guide to Finding  Your  Dream  Job Online by  Julia  Cardis  Resumes  in 
Cyberspace  by  Pat Criscito  

Electronic Resumes  and Online  Networking  by  Rebecca  Smith  
 

Helpf ul sites:  
http://jobsearch.about.com/od/resumetips/qt/emailresume.htm  
http://jobsearch.about.c om/od/jobsearchemail/f/how - to -send - resume.htm  

http://www.forbes.com/sites/lisaquast/2013/11/11/job -seekers -what -you -nee d- to -
know -before -submitting -your - resume -online/  

http://www.resume - resource.com/  

http://www.boston.com/jobs/new s/jobdoc/2011/01/submitting_a_resume_via_email.ht
ml  

http://careercenter.cofc.edu/documents/emailresume.pdf  

http://career -advice.monster.ca/resumes -cover - letters/resume -writing - tips/how - to -

send -your - resume -via -email/article.aspx  
 
 

 
 

TO ACCESS ALL LINKS USE CTRL+CLICK  

 
 

 

http://jobsearch.about.com/od/resumetips/qt/emailresume.htm
http://jobsearch.about.com/od/jobsearchemail/f/how-to-send-resume.htm
http://www.forbes.com/sites/lisaquast/2013/11/11/job-seekers-what-you-need-to-know-before-submitting-your-resume-online/
http://www.forbes.com/sites/lisaquast/2013/11/11/job-seekers-what-you-need-to-know-before-submitting-your-resume-online/
http://www.resume-resource.com/
http://www.boston.com/jobs/news/jobdoc/2011/01/submitting_a_resume_via_email.html
http://www.boston.com/jobs/news/jobdoc/2011/01/submitting_a_resume_via_email.html
http://careercenter.cofc.edu/documents/emailresume.pdf
http://career-advice.monster.ca/resumes-cover-letters/resume-writing-tips/how-to-send-your-resume-via-email/article.aspx
http://career-advice.monster.ca/resumes-cover-letters/resume-writing-tips/how-to-send-your-resume-via-email/article.aspx
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LETTERS FOR CHANGING CAREERS  

I f you are changing careers:  
You know you need a career change, but whatôs the best way to go about it?   

How do you know exactly where in the new industry or field you best fit?   
How do you make the change and how do you know exactly what and where  best f its YOU?  

 

Become an expert on the career you want to pursue:   
From the moment you begin considering a change, start to read as much as you can about 

the industry , company, market or specialty that you want to pursue.     
ðTalk to anyone who works or has w orked in the field you want to join .  If there are 
associations in your area try to attend a meeting of that specialty where you can introduce 

yourself/your interest and learn about the industry.  You taking the initiative  will impress 
people and improve y our chances to be considered in this new field of work.  Nothing beats 

talking to a real person who has firsthand experience in the profession that interests you. Ask 
your existing contacts if they know anyone in your desired field they would be willing 

in troduce you to.   
Always ask, ñWho do you know that I should?ò 
 

Know which companies are in the news , what the hot products or services are and when key 
conferences are taking place. Being in the know will help you discover organizations that 

might be hiri ng and will help you make a good impression as you begin networking and 
eventually interviewing for positions in your new industry.  Again, if there are local meetings 
of the field try to gain admittance and learn/meet/start your networking in this field.  

 
One site that can help (and there may be others) is LinkedIn.  This site now offers a free 

service that will allow you to select content of interest to you and you can follow industries 
you prefer versus the wide swath of news that is usually presented.  
Here is link: http://www.linkedin.com/today/  

Itôs easy to get started: just search for specific keyword, topics or products youôd like to track 
and find the hottest trending topics in your desired industr y.  

 
Helpful websites/articles:  

http://coverlettersandresume.com/cover - letter -samples/career -change/  

http://career -advice.monster.com/resumes -cover - letters/resume -writing - tips/resume -
dilemma -career -change/article.aspx  

htt p://www.helpguide.org/life/job_networking_how_to_find_job.htm  
http://www.pongoresume.com/articles/458/how - to -make - the - right -career -change.cfm  

http://www.forbes.com/sites/jacquelynsmith/2012/11/12/how - to -start - thinking -about -

a-career -change/  

http://money.usnews.com/money/careers/slideshows/14 -secrets - to -career -change -

success  

http://jobsearch.about.com/od/careeradvice/  

http://www.quintcareers.com/career_change.html  

http://www.forbes.com/sites/kathycaprin o/2013/10/11/a -step -by -step -plan - to -
change -your -career - to -something -you - love/  

http://www.rd.com/advice/10 - things -career -changers -need -on- their - resume/

http://www.linkedin.com/today/
http://coverlettersandresume.com/cover-letter-samples/career-change/
http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/resume-dilemma-career-change/article.aspx
http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/resume-dilemma-career-change/article.aspx
http://www.helpguide.org/life/job_networking_how_to_find_job.htm
http://www.pongoresume.com/articles/458/how-to-make-the-right-career-change.cfm
http://www.forbes.com/sites/jacquelynsmith/2012/11/12/how-to-start-thinking-about-a-career-change/
http://www.forbes.com/sites/jacquelynsmith/2012/11/12/how-to-start-thinking-about-a-career-change/
http://money.usnews.com/money/careers/slideshows/14-secrets-to-career-change-success
http://money.usnews.com/money/careers/slideshows/14-secrets-to-career-change-success
http://jobsearch.about.com/od/careeradvice/
http://www.quintcareers.com/career_change.html
http://www.forbes.com/sites/kathycaprino/2013/10/11/a-step-by-step-plan-to-change-your-career-to-something-you-love/
http://www.forbes.com/sites/kathycaprino/2013/10/11/a-step-by-step-plan-to-change-your-career-to-something-you-love/
http://www.rd.com/advice/10-things-career-changers-need-on-their-resume/
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It is important  to present a good career change cover letter that will prove your skills 
and abilities  are relevant to positions within the company you have targeted .   It is a 

good idea to personalize each cover letter for each employer. With word processing 
you can tai lor the cover letter to reflect what aspect of your experience and skills 

match what the employer is looking for -now or in the future .  You must show how your 
abilities are transferable to this company.  

 

A career change cover letter must concentrate on you r skill level  and expertise  and it must 
immediately capture the attention  of the employer .  Your letter must showcase your 

adaptability and give you a chance to show good reason for changing your previous 
career /industry.   You must emphasize how your skill s can be put to productive use by the new 
company and how you will contribute to the success of the company. It is  here, in your cover , 

letter  that the employer will see you are ready and able to take on a new responsibility at 
their company.   

 
Changing ca reers is always a challenge, but if you do your research, carefully draft your cover 
letter, and remain flexible you should find success in your search to start a new career.    

Article Source : http://EzineArticles .com/9 09209  
 

Writing a career change cover letter needs time and ground work  to make it right . In this kind 

of letter, you need to relate your skills and your expertise gained through your previous jobs 

that will translate to the new industry you are seeking in a new position.  

The cover letter s that follow will help you while you are changing your field and f inding a job 
in another field or discipline .  Donôt forget --  your cover letter is the first thing employers see 

when they open your materials.  

How to send o ut a ñcoldò letter to prospective employer you have researched:  
Do your research/homework:  Donôt skip on this task.  This letter must showcase your skill set 

and qualifications to a prospective employer (or recruiter) that has no advertised job 
openings.  You want to introduce yourself via a highlight of your relevant success and 

experience.   
The purpose of a cold -contact letter ï like that of  any  cover letter  ï is to  introduce your 
resume  and highlight your relevant skills and accomplishments. What makes it different from 

a regular cover  letter is that it must emphasize how w ell you would fit in with and strengthen 
the  organization , rather than how youôre the right person for a specific job.  Focus your 

attention  on requirement -and -qualification matching , the most important factor in causing 
your candidacy to get noticed durin g a job search.  
 

Letôs say youôve identified an up-and -coming company, one that can benefit by having 
someone with your skills and experience on its staff. Even better: You might know someone 

who works there and talks about how it inspires creativity, pays  well, and offers great 
benefits.  
 

Even though there seem to be no openings at this company, youôre interested in working for 
them. Youôve prepared a resume , but you need a cover letter to  accompany it.    

Tell Them Why They Need You  
 
Hereôs how you put it together:*    

The Opening - After you  research the company  to de termine where itôs going and where 
you might fit in, use your first paragraph to emphasize your findings and introduce yourself . 

Address the cover letter to a specific person . Ask your contact, or do the research to find the 
name and title of a person who has knowledge of the positions or department that would 
accommodate your skills.  

 

http://ezinearticles/
http://www.pongoresume.com/services/21/cover-letter-builder.cfm
http://www.pongoresume.com/articles/39/cover-letter-gateway.cfm
http://www.pongoresume.com/articles/39/cover-letter-gateway.cfm
https://www.pongoresume.com/resumes.cfm
http://www.resume-resource.com/resumeblog/writing-a-cover-letter-research-tips-worth-exploring/31/
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Hereôs an outline/ example  (example is for an IT position:  
Mr. Michael Jones  

Chief Information Officer  
ABC Company, Inc .  
123 Anywhere Blvd .  

Somewhere, AL   35000  

RE:   Empl oyment Opportunities for Skilled IT Professional  

Dear Mr. Jones:  

I have been following recent news about ABC Company, especially its acquisition of XYZ 
International and recent public offering of an additional 1 million shares of common stock 

to help fund more acquisitions. I believe my skills and extensive experience in the 
information technology field, most notably as a project manager and database 

administrator, can benefit ABC as it carries out its global growth strategy.  

The Second Paragraph  

Build on t he previous paragraph, citing further information, such as professional certifications 
and recent accomplishments that  will spur the reader to look at your resume. Example:  

I recently spearheaded the integration of and application upgrades for 250 desktop and 

mobile devices following an acquisition. My team finished the two -month project a week 
ahead of schedule and within budget. I believe my record of accomplishments such as this 

one, as well as my certification as a Senior IT Project Management Professio nal, could 
greatly benefit your company as it embarks on its ambitious plans.  

The Third Paragraph  

Offer to talk with the addressee further about the company, your skills and background, and 
how they might benefit the company. Example:  

I welcome an opportun ity to meet with you to discuss how my skills and professional 
experience can help ABC. I will call your office a week from today to see whether we can 

schedule an appointment.  

The Closing  

To finish the letter, plug your resume a little, and be optimistic and respectfully assertive 
about continuing a dialogue with the hiring manager. Example:  

My resume offers a more complete picture of my experience and qualifications, and what I 

can do for you and your company. I look forward to talking with you next week.  In the 
meantime, if you have any questions or would like to schedule an interview, please 

contact me at your convenience.  

Sincerely,  

Joseph P. Smith  

 
There you have it: A concise letter that strikes a  confident, positive tone , points out the 

benefits you could bring to the business, and invites the reader to learn more about you.  
Á Emphasize the value you can bring to the company now, rather than your time away  

Á Recount past work success es in specific terms, as if they happened yesterday  
Á Network in depth, asking for critiques of your resume and interview skills  
Á If asked, explain your career break briefly and in positive terms, then move on  

* Source:  http://www.pongoresume.com/articles/39/cover - letter -gateway.cfm  
 

 

http://hubpages.com/hub/Cover-Letter-Example
http://www.pongoresume.com/articles/39/cover-letter-gateway.cfm
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Quick example:  

Dear  Hiring  Manager:  
 

It  is with  great  enthusiasm  that  I  submit  my  application  for  the  position  
of  __________________________.   As an  administrative  coordinating  professional  with  over  
ten  yearsô experience,  I  know  my  diverse  skills  and  qualifications  will  make  ``me  an asset  to  

the  team.  
 

Tip:  

I f you do include an Objective  write it as specific as possible to the position you are apply ing 
for at that company.  
If you are changing your career path an Objective can help the potential employer will 

favorably note you took the time to define your goals.  Also refer back to the Qualifications 
Summary noted in earlier.  

Helpful sites:  
http://ezinearticles.com/?Writing -a-Meaningful -Resume -Objective -
Statement&id=4071981  

http://www.sampleresumeobj ective.org/  
 

 

SAMPLE COLD LETTERS FOR CHANGING CAREERS  
Here is an example for an applicant who is changing careers: --  
[date]  

[Name], [Title]  
[company]  

[address]  
[city], [st]  [zip]  
 

Objective:  accomplished administrator seeking to leverage my extensive b ackground in 
_____________m anagement and __________ _.  Extremely  motivated for career change goal 

and eager to contribute to a companyôs growth and goals in a ___ _______________ position.  
 

Dear [salutation] , 

You need a top producer for the ________________ __  position . I believe that my experience 

and education will make me a competitive candidate  and the i mportant  and relevant strengths 
that I possess include, but are not limited to, the following:  

Á Provide exceptional contributions to _____________________ .   
Á Strong  communication skills   
Á A self -starter  and ea ger to learn new procedures . 

 
You will find me to be well - spoken, energetic, confident, and personable, the type of person 

on whom your customers will rely. I also have a wide breadth of experience that  gives you the 
versatility to place me in a number of contexts with confidence that the level of excellence 
you expect will be met. Please see my resume for additional information on my experience.  

 
I hope that you'll find my experience and interests intrig uing enough to warrant a face - to - face 

meeting, as I am confident that I could provide value to you  as a member of your team.  
I can be reached anytime via my cell phone, 555 -555 -5555. Thank you for your time and 
consideration. I look forward to speaking wit h you about this employment opportunity.  

Sincerely,  
 

 
 

http://ezinearticles.com/?Writing-a-Meaningful-Resume-Objective-Statement&id=4071981
http://ezinearticles.com/?Writing-a-Meaningful-Resume-Objective-Statement&id=4071981
http://www.sampleresumeobjective.org/
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sample é..y ou have done research on company  of interest  
 

CUSTOMER SERVICE MANAGER OR SIMILAR POSITION  
 
[date]  

[Name], [Title]  
[company]  

[address]  
[city], [st]  [zip]  

RE:   Employment Opportunities for  [POSITION]  

Dear [salutation]:  
 

I have had interest in your company for some time.  I admire [company] for the consistent 
quality of your ___________________ [ products ]  and the leadership role you have earned 

within your market.  I am most interested to lea rn more about the opportunities for a career 
at [company].  
 

I have read the requirements of the Customer Service Manager position and I believe I am a 
perfect match for this job due to my extensive knowledge and transferable skills in 

___________ and _____ ______.  My [years] of verifiable success will be of benefit to 
[company] and enable me to perform the duties of this position effectively.  
 

At present , I am working in the _________ department of [current company]  where many  of 
my duties include customer care and related work. I have the demonstrated the ability to 

perform customer -care duties such as addressing customer needs and their complaints, 
following up on calls and  increasing overall customer  satisfaction.   Additionally, my positive 

attitude and troubleshooting skills would be a definite asset to your organization.    
 
You will find me to be an enthusiastic and customer - focused individual with both customer 

satisfaction and the company goals in my sight at all times.  I look forward to an opportuni ty 
to meet with you in order to discuss my qualifications and transferable skills in more detail. I 

will contact your office in a few days to confirm the receipt of my summary and resume 
arranging  a convenient time for us to meet  to discuss opportunities t hat may be or may 
become available .  I can be reached any time on my cell at [phone #] or via email at [Email].  

 
Thank you for your time and consideration.  

 
Sincerely yours,  
 

(Signature)  
 

 
Enclosure:   
 

 
 

 
 
 

 
Resume  SAMPLE LETTER FOR APPLICANT IN FINANCE  OR SIMILAR  WHO WANTS TO CHANGE 
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CAREERS-REQUEST FOR A MEETING (ADVICE & COUNSEL-FOR HELP) -Research Done On This 
Company  

 
[date]  

 
[Name], [Title]  
[company]  

[address]  
[city], [st]  [zip]  

RE:   Employment Opportunities for [POSITION]  

 

Dear [salutation]:  

In  a rec ent  conversation  with [FIRST] [LAST] o f [NAME OF BANK]  Bank,     he  
recommended  that  I  speak  with  you.   Recognizing your  leadership  and  

understanding  of  Birmingham  business  and  expertise in the accounting  profession,  I  
believe  your  advice and  counsel would  be most valuable as  I  refocus my  career.  

 
A brief overview:  
I  am  currently  exploring different ways  to transition my  career  into a position with 

the opportunity for upward advancement. My core strengths include 20  years of 
verifiable year -after -year succe ssful experience  as a financial  professional,  strong  

communication  skills, technical  expertise in management  accounting,  and  a BS in  
Accounting.  
 

Please do not misinterpret  my  intentions.   I  do not  expect  you  to have  a position for  
me,  nor do  I  expect  you  to  know of  any  specific job openings;  however,  I  do believe  

that  your  opinions on this concern  would be  most beneficial  in helping  me to achieve 
my  career  objectives.  

 
I  understand  your  busy  schedule and  I  can  assure  you  that  I  am  requesting only  a 
brief  meeting.   I  will call  you  within the next few  days  to set up an  appointment  at  

your  convenience.   Thank  you  for  your  support.  
 

 
Sincerely,  
 

Xxxxxx  J Zzzzzzzzzzzzz  
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COLD LETTER TO COMPANY APPLICANT HAS RESEARCHED ð 

 
Payroll/accounting position  

 
[date]  
 

[ Name], [Title]  
[company]  

[address]  
[city], [st]  [zip]  

RE:   Employment Opportunities for [POSITION]  

Dear [salutation]:  

I have followed [company]ôs success for some time and I was excited to see the posting for a 

[JOB TITLE] .   Accordingly, I am submitting my application for this position because my 
qualifications, education and experience have provided me with adequate capability to 

perform this job efficiently.  
 
As you will see on my resume I have gained hands on experience in payroll systems through 

my wo rk at [CO NAME] . I am a hardworking individual and pride myself as quite 
knowledgeable about the payroll system globally and all that its execution entails. I am 

capable of carrying out payroll services in accordance to the processes, procedures and 
standa rds of the department.  
 

Specifically, my experience related to this position includes :  
Å Timely input of personnel information changes into the HRIS and payroll system 

Å Filing and maintaining record 
Å Entering data for unit payroll on personal computer 

 
My oral and written  communication skills  are excellent.  Moreover, I am a  dependable and 
confident individual who can work under stressful conditions and require minimal supervision.  

 
I would welcome an interview to discuss  opportunities at [COMPANY].  I a m confident the 

proven success and experience out lined on the enclosed resume  will demonstrate my 
qualifications for your company . Thank you for your time and interest.  
 

Sincerely,  
 

Sam Success  
Email/phone FOLLOWUP TO PHONE CONVERSATION REGARDING CAREER CHA NGE 
 

 
[date]  

 
[Name], [Title]  
[company]  

[address]  
[city], [st]  [zip]  
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RE:   Employment Opportunities for [POSITION]  

 
Dear [salutation]:  

 
Thank  you  for your  time  to  speak  with  me  on _________.   I  found our  discussion about  

Birmingham  business and  networkin g to be stimulating  and  very  helpful.  
 
I  found  it particularly  interesting  discussing  my  strong background and skills in 

______________ and  how they  might  be useful  in other  _________________ - industries.   I  
believe  my  experience shows  that  I  am  a results  or iented  individual successful  at  organizing 

and focusing groups  of  people to  accomplish  objectives.  
 
I  have  enclosed my  resume as  you  requested.  As you  can see,  I  am  a motivated 

_________________  professional  with over  20  years  successful  experience primari ly  with 
three  major  companies  in progressively  responsible positions.  I  am  focused , eager  to learn  

and  open to  new  challenges.   Although  much of  my  time has  been  concentrated  in  
________________ , I  believe  that there  are  many  critical and transferable skil ls such as 
those  mentioned above that can be  applied  in most financial organizations  with successful  

results.  
 

Again,  thank  you  for  your  time  and  assistance. . As we discussed,  I  would appreciate  you  
keeping  me  in mind as  you  consider  further  a fit for  the ______________  or  other  
opportunities  at your company.   If  you  happen to think of additional  contacts  or  suggestions  

that  may  be of  assistance in my  career search,  I  would really  appreciate  knowing  about  them.   
Iôll keep  you  informed  of my  progress.  

 
Since rely,  
 

Xxxxxx  J Zzzzzzzzzzzzz   
 

Enclosure  
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Cover Letters for Different Situations  
 

LETTER TO COMPANY ï MUTUAL ACQUAINTENCE RECOMMENDED CONTACT  

[date]  

[ Recipient Name ]  
[ Title ]  

[ Company Name ]  
[ Street Address ]  
[ City, ST  ZIP Code ]  

RE:   Employment Opportunities for [POSITION]  

Dear [ Recipient Name ] :  

Your former colleague _______ _ _ __________ sugg ested I contact you.   He and I were 

discussing how easily my background in _____________ could transfer to your 
____________operations and there may be a possible opportunity with your company for me.   
I have taken the liberty of enclosing my resume for y our review  and I t hank you in advance 

for your consideration.  
 

I have a very high regard for your product line.  In fact, while I have not been selling 
technical products. I have often recommended your products after individuals have asked for 
my recommend ations for ____________ type products.  

 
I am a strong sales professional with solid technical skills .  For the past _______years I have  

been successful in all my sales endeavors.  I would like to pursue a sales position with 
_________________, Inc . 
 

I hav e more than 20 years of successful and verifiable sales experience. I offer you the 
following:  

¶ A strong closer  and excellent market  development skills  
¶ A professional demeanor  

¶ A strong network of contacts  that include satisfied clients  
¶ Enthusiasm and high e nergy  

 

Although my resume is detailed, it cannot fully profile the manner in which I have been 
successful. This can only be accomplished in a face - to - face meeting where we can exchange 

information and examine whether there might be mutual interest. I will call you in the coming 
week to arrange an interview. Again, I thank you for your time and consideration, and I look 
forward to meeting with you at your earliest convenience . 

 
Sincerely,  

[ Your Name ]  
[ Ti tle ]  
Enclosure  

cc: ___________ ______________  
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LETTER TO COMPANY-Entry level position  
 

 
Name  

Title  
Organization  
Address  

City, State, Zip Code  
 

Dear Mr./Ms. Last Name:  
 
Your need for a top -performing {POSITION] is an excellent match to my _______ye ar history 

as a __________________.  
 

Your _______  department has advertised a job opening for which my experience directly 
qualifies me.  My experience in  _____________  has exposed me  to this kind of regulatory 
environment and I recognize how vital IT is f or the record keeping that is necessary for 

dealing with that kind of scrutiny.  
 

I would welcome the  opportunity to talk with you or someone in your organization to see 
where my skill set would be of the greatest benefit to your company.  

 
Sincerely,  
 

Your  Signature  
 

Your Typed Name  
 
 

 
http://college.monster.com/benefits -entry - level - resume/articles/233 - ten -entry - level - job -

cover - lette r-mistakes  
 
 

http://college.monster.com/benefits-entry-level-resume/articles/233-ten-entry-level-job-cover-letter-mistakes
http://college.monster.com/benefits-entry-level-resume/articles/233-ten-entry-level-job-cover-letter-mistakes
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SAMPLECOVER LETTER FOR CUSTOMER SERVICE POSITION  
 

 
Date  

 
 
HR Manager  Name  

Company Name  
Company Address  

 
Dear Mr./Mrs./Ms. (Managerôs Name),  
  

Look no further to fill  your companyôs Customer Service Representative opening. I have been 
workin g as a __________________ at _____________________for more than ____ years 

and have developed impeccable phone manners  and a keen  ability to deal with agitated or 
distressed customers. I am accustomed to working on multiple projects simultaneously, and 
can  offer new ideas to help your company grow and surpass your goals and objectives.  

Success is my keyword.  I continually exceeded my goal of _____  calls a day to business and 
private individuals to solicit sales for goods and services. During my tenure, I i mplemented a 

new sales strategy, reducing training expenses by __ % and increased the close ratio by __ % 
within _____  months.   I was often recognized for my extensive knowledge and success 

upselling services and goods to clients.  Further, m y experience at 
_____________________ has helped me improve my leadership skills and improve 
organizational  skills .  I am ready for a mid -management position.   

I look  forward to discussing the position and my qualific ations with you in more detail at your 
earliest convenie nce.   I am confident that I fulfil the requirements for the Customer Service 

Representative position. Thank you for your time and consideration.  

Sincerely,  

 

Your name,  
Phone/email  
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Section 4:  

Interviews  

&  

Your Personal Commercial  
éa Brief Introduc tion of You  

 
What is a personal commercial?  
The  personal commercial  is one of the hardest pieces for people to feel comfortable 

with  using - but so important . It seems to contradict all the messages you hear about 
not bragging or tooting your own horn. Disco vering how to introduce yourself the right 

way, though, can boost your self -esteem  and your success . 
 

IMPORTANT  

After 20 se conds, no one can remember your comments if it is full of numbers and 

statistics.  Thereforeédonôt get too specific with your introduction.   
You might tell a storyé 

For example:  o ne person then told a story about how he had gone from project to 
project over the last year, and how he had found success at each job. You want to 

create a story that the listener will remember -without being  ñcuteò. 
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YOUR PERSONAL COMMERCIAL  -  YOU in 15 - 30 seconds  
Also known as your ñelevator speechò 

 

If you wish  to network successfully, you need an personal commercialéan introduction as to 
what you would bring to a company -a brief summary  of you !  
Your speec h should answer four questions:  

Who are you ?      
What do you do ?        

What are you looking for ?       
What you offer ?   

 

It is your chance to communicate in a relaxed setting.  
-- Design your commercial  around them - the listener -not you . Remember, the fol ks you 

give your personal commercial  to have their antennas tuned to WIFM  (Whatôs In It for Me).   
 
Your introduction should be a  short (15 -30 second) sound bite that introduces you. It is called 

an personal commercial  because if you were in an elevator wi th someone and that person 
asked about you, you have about the time it takes to go up a few floors to quickly give the 

person information about you to make them want to know more about you.  
 
 

-- You must deliver this EFFORTLESSLY .  You should be able to re el off your personal 
commercial  speech at any time, from a job interview to an informal meeting, at church, at a 

grocery store, a restaurant ðanywhere you may meet/see someone who might be able to help 
you land a job.   You absolutely  need more than just one  type - for formal and informal 

situations.  
 
This cannot be emphasized enough.  The biggest complaint  from people that include hiring 

managers or folks receiving networking and job -search calls :   the callers are rambling, ill -
prepared and  unfocused - many tim es the listener just tunes the speaker ñout.  If you 

want  the person to help you , your  initial contact must be prepared, polished, and 
with the listener in mind -not you. This will also be a life saver the first time an 
interviewer says, ñSo, tell me about yourself.ò 

 
-- Be sure to Engage the Person with  a Question  

After you communicate your speech, you need to engage the listener.  Come up with a couple 
of questions that canôt be answered with a yes or no answer that will draw them into the 
conversation.  

Example:  You might ask the personé.òSo, how would my skills fit into your company?ò  
Or, ñHow would you see me fitting in with companies you may know?ò Just something as 

short as that can get you to the next step.  
-- And, be sure to ask -  éñCould you suggest a couple people that I may contact?ò 
 

One important point  about your personal commercial :   it shows you know yourself .  It 
shows y ou know your key strengths, objectives and what your interests are.  You also need to 

be able to ask the person what he/she can  do as a result of hearing your introduction .  Do you 
want a business card? a referral? an introduction? Or, an interview for a job after the person 
learns about you?  

 
Next important point:  Tailor the message to them, not you .  Here are a few examples:   

Note: contrary to what you may read on the internet, your speech does not have to be 
ñcleverò. as you may believe these to be; you must keep the listener in mind.  What is in it for 
him/her?   
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 The following will gain the listenerôs attention-but are the y right for YOU?  

-- A sales rep might sayò ñI make my clients cash registers ringò 

-- A cosmetics representative might say: "I help women look beautiful."  

-- A mechanic might say:  ñI keep my customers on the roadò 

-- A computer techie may say: ñI keep my customers onlineò  

-- A waiter or waitress could say: ñI make customers smile.ò  

Get the idea?  

Here are a couple examples to get you started:  

Fill in the blanks in this short example  
Let me introduce myself. My name is ________________. I am an experienced _________________ with expertise 
in all aspects and_________________. I am pursuing opportunities in the ____________ field.  I believe I have 
much to offer the right company.  Here is my card.  Who would you suggest I contact for advice and to learn about 
openings. 

 

Here are a couple completed examples:  
   used for a cold call to a potential employer 

Hello, my name is Amy K. I am an experienced market researcher with a full knowledge of advertising and 
product tracking studies including questionnaire design, data analysis and report. I have made major presentations 

to company executives  When can I set up a personal interview to tell you more about my qualifications ? 

 

   used in a cover letter  (  )= you would use your own data 

Hello, Iôm Sandy L.  I am an experienced human-resources generalist (job title) with a full knowledge 

of employment policies and guidelines (major category of skills). I have eight years' experience in interviewing, 

recruiting and counseling (specific, related skills). I will be calling you soon to request a personal interview so that 

we can discuss how my credentials may fit your needs . 
 

used as an introduction (  )= you would use your own data 

My name is Roger H. I am an experienced mechanical engineer (job title) with a full knowledge of machine 
design(major category of skills) including research and development, pneumatic, hydraulic and electrical 

controls(specific related skills). I also have a solid background in project management procedures (another skill or 

accomplishment you want to emphasize). It's a pleasure to meet with you today. 

 
Here is how to start writing your personal commercial :   Action Steps -   

Start by answering the following questions. Then use the answers to write a message that you 
can share with someone in 15 -30 +/ -  seconds (no more than about 150 or so words at most).    

 
After you have written the speech ðand --  you may want to compose a couple different ones 
for different situations -- ask your family and/or friends to take the time to listen to your 

speech.  Ask for  their critique and ask them what ñactionò they may want take on your behalf 
after hearing your speech.  

Hint: One method that works well and you can do it alone -- record it and listen to  
how you sound .  Do you sound confident? Do you sound sincere? Is it e ngaging? If 
not -- tweak accordingly.  

 
Letôs get started:   

 
1. Who are you? And, if you are now employed, what is your position?  
__________________________________________________  

 
2. What are you looking for in a job? 

_____________________________________ _____________.  
 
 3. What are your most important skills? (just one or two key skills/abilities will do) 

_____________________________ _____________________________.  
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4. What do you want in a job? ïbe specific as possible 

__________________________________ _______________________.  
  

5. What specific quality (one thing where you stand out) can you offer? 
__________________________________________________________.  
  

6. Ask for the person for help -and/or ask if their company can put your skills to work for th e 
future growth of the company. 

__________________________________________________________.  
 
7. Thank them for listening and ask: Who do you know, that I  should know?  

 
8."What advice do you have for me?  What people do you suggest that  I should contact?"  

 
Put it on paper.  Write down everything you want a prospective employer to know about 
your skills, accomplishments and work experience that are applicable to the position you want 

to pursue  
 

THEN :   EDIT - EDIT -EDIT.   
Improving your personal commercial  wil l allow you to explain concisely  what you are 

looking for in a career opportunity. Even if you've previously worked on this, it never hurts to 
polish it a little more. You'll want to explain who you are  and what you're looking for  in a very 
concise way.  E ven if you now have an personal commercial  ï why not improve it.  Perhaps 

you're tired of rattling off the same speech you've been using for years, or your goals may 
have changed, which would require an updated speech.  

 
CHECKLIST  FOR  FINE - TUNING  
STEP 1: Cut out the jargon and details. Make strong short and powerful sentences. Eliminate 

unnecessary words.  
STEP 2: Your introduction has to flow natural and smoothly. Donôt rush. 

STEP 3: Memorize key points and practice presentation so that it does not sound mem orized.  
STEP 4:  When  you  give  the  speech,  look  the  person  in  the  eye,  smile  and  deliver  your  
message  with  a confident,  upbeat  delivery.  

STEP 5: Have you really appealed to the concern of your listener:  WHAT CAN YOU DO FOR 
THEM? 

STEP 6: Create different ve rsions of your personal commercial  for different business 
situations.  Note them on professional business cards.   The back of your business card can 
contain a couple or three of your qualities that will remind the listener about you.  

 

A few more examples to get you started:  ALWAYS GIVE THE PERSON YOUR 

BUSINESS CARD.  If you do not have cards, go to Vista Print:  $10  

For an IT type:  Hi, I am ____________________.  It is nice to meet you.  Simply put, I 
solve problems for customers and Iôm interested in pursuing a career in _________________.   

My in -  depth experience in IT support has prepared me to take on more challenges.  As a 

determined tech professional it would be pleasure to use my creativity and technical expertise 
for a potential employer.  Can yo u suggest companies  or individuals  I should contact?  

For Accounting/Bank applicant : Hi, my name is _______________.   I enable 
management to know where they stand.  I have a solid background in most accounting 
functions and Iôve worked for ______________________ in accounts payable for several 

years.  I am looking for career advancement in accounting where I may use all of my expertise 
and where I have the opportunity for advancement within the company.  I would appreciate 

discussing with you any  
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opportunit ies--- or openings you may have for this position.  Or, perhaps you might suggest 

people I should contact.  

General Statement : --  Hello, Iôm ____________ and it is a pleasure to meet you.  Your 

company is one Iôve watched for a long time.  You should be proud of your success.  I have a 
great interest in ___________ and ________________ .  If you have the time, I'd be thrilled 
to share more about my background in _________________.  Maybe we can set up a time to 

meet and talk about how my background would be a fit with your company.  

Applicant Wants New Career :  -- Hi, Iôm ____________________ .  It is a pleasure to meet 

you.    My great interest is ____________________________.  I am looking for a new career 
in the ______________________field.   At present I am wo rking as 
a______________________.  You may be interested to know that I have a strong credentials  

in _______________________________.  Perhaps you know who I should contact in this 
field?  May I have your card?  

 
 
Wants New Career 2 : -- Hello, it is nice to m eet you. My name is ______________. I want to 

change careers.  I am interested in the ________________market and would like the 
opportunity to interview with your company.  Or, who might you know that I should in this 

area?  
-- Hello.  It is a pleasure to me et you.  My name is _______________.  I'm seeking an 

opportunity to leverage my experience and expertise in _________________ to help a 
company do well in ________________________ area.  Perhaps you know of some 
companies who may have positions where I may  be of value to them.   

 
 

For applicant who has researched & knows the company : -- Hello, I am 
_______________. We may have a perfect fit.  I was impressed with what I found out about 
your company on your website.   And, I have over ____years of proven 

_____ __________experience and I would be very interested in the opportunity to help your 
company grow.  Would your company have openings where my experience can pay off?   

 
II . Your  Personal commercial  Lives On:  

Á Your commercial can be showcased in several busin ess and professional 
settings, including:  

Á At an interview, in answer to the question: "(Would you) tell me about 
yourself?"  

Á In a cover letter to highlight your background and key abilities.  
Á For cold calls to employers to explain how you might be of service  to them.  
Á During any professional, social or organizational meeting when you're asked to 

introduce yourself.  

Your personal commercial  can also be a good response for the often asked  
question during your interview:  ñWhy should we hire you?ò    
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Resourc es on the Internet:   You can find many guides/outlines/examples on the internet.  
You might search for ñexamples of personal commercial  for jobòðor ñhow to prepare an 

personal commercial ò.  You must tell what you do and show enthusiasm.  
 
 DONôT FORGET-- The problem with most commercials/introduction is that people create them 

on paper  but not adjusted to sound like how a real person speaks . 
http://www.careerjournale urope.com/jobhunting/strategies/20010426 -ormont.html  

 

Short video :  http://www.howcast.com/videos/297027 - How - to - Perfect - the -
Elevator - Pitch  

 

Other helpful sites:   

http://bschool.pepperdine.edu/career/content/elevatorspeech.pdf  

http://career - advice.monster.com/job - search/Professional -
Networking/Prepare -Your - Elevator - Speech/article.aspx  

http://www.wikihow.com/Develop -Your -Personal -Elevator - Pitch  

https://www.youtube.com/watch?v=ttX6ItyPr8A  

TO ACCESS ALL LINKS USE CTRL+CLICK  

http://www.careerjournaleurope.com/jobhunting/strategies/20010426-ormont.html
http://www.howcast.com/videos/297027-How-to-Perfect-the-Elevator-Pitch
http://www.howcast.com/videos/297027-How-to-Perfect-the-Elevator-Pitch
http://bschool.pepperdine.edu/career/content/elevatorspeech.pdf
http://career-advice.monster.com/job-search/Professional-Networking/Prepare-Your-Elevator-Speech/article.aspx
http://career-advice.monster.com/job-search/Professional-Networking/Prepare-Your-Elevator-Speech/article.aspx
http://www.wikihow.com/Develop-Your-Personal-Elevator-Pitch
https://www.youtube.com/watch?v=ttX6ItyPr8A
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Prepare For Your Interview:  

Prepare Your Two  Minute Drill   
--- Again, Your p ersonal commercial  is Good  for the Introduc tion  

 

Many interview scenarios include the o pen ended question  such as:  

"Tell me about yourself."    

There is no reason to ñdreadò this question.  It is a good question that can tell the interviewer 

a lot about you.   

Donôt panic.  Letôs examine it: 

This i s not cut in stone.  Make this two -minute drill personal; you don't need to follow the 

suggestions below exactly. In practicality, you may have 10 minutes of material that you have 

memorized and rehearsed that will allow you to mold the two -minute drill to  any situation. 
The two -minute drill doesn't have to be done in order from top to bottom. For instance, you 
may be introduced by someoneéthen you can skip first 15 or so seconds.   

 

First 15  seconds  is a brief review of who you are (My name is _____. Use Your Personal 

commercial  or a version of it.  

 

The next 30  seconds  is a review of your background :  current work successes/responsibilities; 

your , education and if applicableélife experience.  

 

The next 30  seconds  is a review of special characteristics from y our work experience, i.e. , 

leadership  positions, responsible experience and other successes  or other experiences that led 
you to the interest in this position .  Here a problem/solution format can be very effective.  

How you contributed to the success of ñxò when a situation/problem occurred. 

 

Final fifteen seconds  is a review of why you're interested in this position  specifically and what 

attracted you to this company  here and now.   Now, this can be crucial.  Tie your strengths 
into the position and how you  will make contribution(s) to the growth/success of this 

company.  

 

Optional closing if this question does not occur during the int erview:  

 "Tell me more about the position and your work within  the company.   

This is intended as an icebreaker that gives the  interviewer enough information about you and 

your background and interests to start a longer conversation.  

 
More Help:  

When asked by an interviewer "Tell me about yourself', you should follow a six -point outline  
in giving a response. The interviewer is l ooking for a brief answer . Therefore, you should be 
able to cover the entire outline within two minutes or less! Read over the rough outline 

presented below and start to formulate words to put into the blanks. Once you have filled in 
the blanks, memorize y our answer. Then practice your answer in front of a mirror. Look at 

your facial expressions and listen to what you are saying. Does your presentation sound 
sincere? Convincing?  

 

It would help if you recorded your answer. When listening to what you recorded , pay 
attention to the tone of voice you are using. Do you emphasize with voice inflexion key 

words? Listen closely to your recording and ask yourself, "Would I hire this person?"  
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Remember, you only have 120 seconds to get your career experience, educ ation, how they 
are suitable to the company to which you are interviewing, and interest in the position 

across to the interviewer. This is a classic case of where "practice, practice, practice" is of 
the utmost importance.    

Here is a stop watch set at 2 m inuteségive it a try 

https://www.youtube.com/watch?v=U6tHNp11nNM  
 
 
Here  is the  outline:  

 
1. Name,  Professional  Designation  and  Career  Objective  
  Hello, m y name is  __________________________________ ___      
  
 At present, I am ________________________ and I am interested in seeking  
     

________________________________ _______________________________  

 

2. Professional  Background  and  Current  Situation  (if  appropriate)  
 
I  have  years ô experience  as    
 
My pos itions  (or  assignments)  have  included     

 

3. Education,  Training  and  Professional  Preparation  

My education  (and/or experience)  and  training  have  prepared  me  for    
 
  I  have     

 

4. Career  Highlights  and  Recent  Accomplishments  
 

In  my work  as a  _, I  have  (mention 1 -3 major  accomplishments  -  keep  it  short)     

Most  recently,  I  have      

 

5. Relevance  to  the  Potential  Employer  
I  firmly  believe  my  skills  and  experience  could  benefit  you  (or a  company)  the following  ways:   

______________________________, ____________________ ___ and 
_________________.  

 

6. Positive  Closing  
 
I  am  very  interested  in  this career path (or  position  or  company)  and  look  forward  to  learning 
more how my abilities and experience can fit  within this field.  

 
 

TO ACCESS ALL LINKS USE CTRL+CLICK  

  
 

 

https://www.youtube.com/watch?v=U6tHNp11nNM
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The  Almos t  Perfect  Interview  Planner  

(Hint,  hint  -  You can  never be  really  sure  if it is perfect)  

 

The whole interview  process  should be approached  by  serious candidates  in  a no  
nonsense  manner.  The  process  should always  include  networking  and informational  

intervi ewing.  There IS  NOT a job offer without  THE interview.  You gotta  get  there.  
 
If  I  had  ALL the answers  with respect  to career  search  I  would already  have  put them  in  a 

book and  be rich! However,  what  follows  covers  a lot  of  you  need to know  territory.  

In ad vance of  the interview,  research  and answer the following:  

Company/organization  & name:  What does it do? (products  & services)  

What is its missioné strategic  objectives?  Who is the competition?  What  factors  influence 

the  company's  success?  What do  you  know  about  the  person  with  whom  you  are  
interviewing?  What are the company's  values? How  do you  find out these things?  

 

WHAT  IS YOUR INTERVIEW  AGENDA?  
There  MUST be  one. Plan it. Refer  to the  agenda  during  the interview  from notes.  Prepare  

to do the  following  and  you  WILL  do WELL!  

¶ List  5 important  things  you  want  to MAKE SURE the  interviewer  learns about  you 

¶ List  5 powerful  questions  you  want to ask  during  the interview (takes  homework )  

¶ Describe  3 SPECIFIC ways  you  can  contribute  to a company's  SUCCESS  

Hereôs a particularly  hard agenda point that requires  YOU to KNOW  you!  

¶ How  can  you  bring  VALUE to ANY  company?  What is  your  UNIQUE  selling  point?  

¶ Describe  5 specific things  you  have  done  that demonstrate  how  you  can contribute  to  a 

company's  success.  DO NOT descr ibe  past  duties; explain RESULTS produced.  

¶ What  are  your  three  most  significant  leadership  qualities?  Cite  a past  situation  that  

demonstrates  each  quality.  

 
Once  you  have  found  out  a "Job Description" ---  What do they  REALLY want...  what  is their  
URGENT nee d with respect  to that job! Hint: what  was  NOT accomplished  by  the  previous  

person  in that position?  

 

You should anticipate  ALL questions  -  here's  how!  

¶ List  5 questions  you  anticipate being  asked (read  YOUR resume)  

¶ List  the  3 TOUGHEST questions  you  could  be asked.  These  are  often  BARRIER 

questions  (the  ones  you  would rather  they  leave  off...but)  
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BE PREPARED FOR IMPORTANT QUESTIONS THAT WILL ñTELLò THE INTERVIEWER 

WHAT TYPE OF EMPLOYEE YOU WOULD BE SIX MONTHS DOWN THE ROAD:  

Good interviewers will want to k now how you would act/perform in given situations.  Here are 

three questions you should be prepared to answer at the interview:  

 

1. "How would you handle this situation?" The interviewer will describe a business scenario 

and ask the candidate to role -play how he would handle it.  

 

2. "If not this, then what?" An often asked question isé "If you are not hired for this role, 

what will you do next?" While there is not one "right" response, there are a lot of wrong ones.  

 

If you say, "Uh, I don't know. I haven't  thought about that," you basically have told the 

interviewer that no  preparation and planning for what may happen.   The key here is to let 

the interviewer know that you do have a road mapéyou have selected ñxò number of 

companies to pursue and that you have are discerning and committed to building a career 

with the right company.  

 

3. "Describe what you think this role is about and why it is important to our company."   This 
tells the interviewer if you are both on the same page. If you can't express that  the key 

aspects of the position the interviewer will assume there will be problems cropping up down 
the road.  Moreover, it may show that you are not committed enough to invest the time to 
know all you can about the job opening. 
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Tips to  Boost Your Inter view Skills  
By Carole Martin  

Monster Contributing Writer  

  
Even the smartest and most qualified job seekers need to prepare for job interviews. Why, 

you ask? Interviewing is a learned skill, and there are no second chances to make a great first 
impression.  So study these 10 strategies to enhance your interview skills.   
 

Practice Good Nonverbal Communication   
It's about demonstrating confidence: standing straight, making eye contact and connecting 

with a good, firm handshake. That first nonverbal impression can be a great beginning --  or 
quick ending --  to your interview.   
 

Dress for the Job or Company   
Today's  casual dress codes  do not give you permission to dress as "they" do when you 

interview. It is important to look professional and well -groomed. Whether you wear a suit or 
something less formal depends on the company culture and the position you are seeking. If 
possible , call to find out about the company dress code before the interview.   

 
Listen   

From the very beginning of the interview, your interviewer is giving you information, either 
directly or indirectly. If you are not hearing it, you are missing a major opportun ity. Good 
communication skills include listening and letting the person know you heard what was 

said.  Observe your interviewer , and match that style and pace.   
 

Don't Talk Too Much   
Telling the interviewer more than he needs to know could be a fatal mistake. When you have 
not prepared ahead of time, you may ramble  when answering interview questions, sometimes 

talking yourself right out of the job.  Prepare for the interview  by reading through the job 
posting, matching your skills with t he position's requirements and relating only that 

information.   
 
Don't Be Too Familiar   

The interview is a professional meeting to talk business. This is not about making a new 
friend. Your level of familiarity should mimic the interviewer's demeanor. It i s important to 

bring energy and enthusiasm to the interview and to ask questions, but do not overstep your 
place as a candidate looking for a job.   

 
Use Appropriate Language   
It's a given that you should use professional language during the interview. Be a ware of any 

inappropriate slang words or references to age, race, religion, politics or sexual orientation --  
these topics could send you out the door very quickly.   

 
 
Don't Be Cocky   

Attitude plays a key role in your interview success. There is a fine bal ance between 
confidence, professionalism and modesty. Even if you're putting on a performance to 

demonstrate your ability, overconfidence is as bad, if not worse, as being too reserved.   
 
Take Care to Answer the Questions   

When an interviewer asks for an  example of a time when you did something , he is seeking a 
sample of your past behavior. If you fail to relate a sp ecific example, you not only don't 

answer the question, but you also miss an opportunity to prove your ability and talk about 

http://career-advice.monster.ca/job-interview/interview-appearance/business-casual-the-new-dress-code-canada/article.aspx
http://career-advice.monster.ca/job-interview/interview-questions/gathering-information-at-your-interview-canada/article.aspx
http://career-advice.monster.ca/job-interview/interview-questions/greatest-strengths-and-weaknesses-canada/article.aspx
http://career-advice.monster.ca/job-interview/interview-questions/answering-behavioral-interview-questions-canada/article.aspx
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your skills.   
 

Ask Questions   
When asked if they have any questions, most candidates answer, "No." Wrong answer . Part 

of knowing h ow to interview is being ready to ask questions to demonstrate an interest in 
what goes on in the company. Asking questions also gives you the opportunity to find out if 
this is the right place for you. The best questions come from listening to what you're  asked 

during the interview and asking for additional information.   
 

Don't Appear Desperate   
When you interview with the "please, please hire me" approach;  you appear desperate and 
less confident. Maintain the three C's during the interview: cool,  calm  and  confident . You 

know you can do the job; make sure the interviewer believes you can, too.  
 
Helpful sites:   
 

http://www.swiveltime.com/2013/01/sabotaging -yourself - in - in terviews.html  

http://myfuture.com/careers/tools -checklists/wrapping -up -an-

interview?campaign_id=SEM201 3:on:google:Interview:tips_for_interviewing:Broad  

http://m.jamaicaobserver.com/mobile/career/10 -questions -never - to -ask - in -a- job -
interview_16002 680  

 

DONôT OVERLOOK 

TO BE AT YOUR BEST, FIND SOMEONE ( SUCH AS YOUR MENTOR OR SOMEONE WITH 
EXPERINECE) AND DO  A MOCK INTERVIEW WITH YOU AND IF POSSIBLE RECORD YOUR 
INTERVIEW SO YOU WILL SEE YOUR STRENGTHS AND YOUR AREAS THAT NEED WORK PRIOR 

TO THE INTERVIE W 

TO ACCESS ALL LINKS USE CTRL+CLICK  

http://www.swiveltime.com/2013/01/sabotaging-yourself-in-interviews.html
http://myfuture.com/careers/tools-checklists/wrapping-up-an-interview?campaign_id=SEM2013:on:google:Interview:tips_for_interviewing:Broad
http://myfuture.com/careers/tools-checklists/wrapping-up-an-interview?campaign_id=SEM2013:on:google:Interview:tips_for_interviewing:Broad
http://m.jamaicaobserver.com/mobile/career/10-questions-never-to-ask-in-a-job-interview_16002680
http://m.jamaicaobserver.com/mobile/career/10-questions-never-to-ask-in-a-job-interview_16002680
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INTERVIEW  DAY  PREPARATION  

 

¶ Know  yourself.  Know what  you  are  looking  for.  Know  how  you  can  add  value.  

--- Again, Your Personal commercial  can be your best tool to establish your credentials during 

your interview.  Know i t by heartéand be ready to recite it at the drop of a hat. 

¶ Know  some  current  things about  the  company's  business. You should have done your 

homework on the company.  Be prepared to ask questions about how the position has an 
impact on the success of the co mpany, etc.  Take notes with  you.  

¶ Practice answering common and uncommon interview questions.   

¶ Bring  at  least  two  extra  resumes  and  reference  sheets  with  you.  Have  a leather  or  

leather - look  portfolio with a  clean  note  pad and a  pen.   

¶ Take some  prepared  questions with  you.  Ask the questions throughout  the  interview.  
Interviews  love  to be  asked questions  about  the  company,  job, and their own  perspectives.  

Asking good  questions  is one  of the  best  ways  to stand out.  

¶ Start  early  so that  you  can get  through  tra ffic  delays,  find  a place  to park, find the  office,  

and  get  composed  without being  flustered  approximately  10 minutes  early.  

¶ Remember,  someone may  be watching  from a  window as you  get  out of  your  car.  

¶ Remove  chewing gum.  Be cautious  about  smoking in the  car,  you  do not want to have  an 

aura of  smoke  as you  enter  the interviewer's  office.  

¶ Turn  off  cell phones  and  pagers.  

¶ If  you  have  a coat  with  you,  make  sure  you  can  get  up and shake hands  smoothly  without 

juggling  or dropping  things.  

¶ Be nice  to the  reception ist  (gatekeeper).  They  can  be a source  of important  information  

and also  register  a positive  first  impression to the  interviewer  about  you!  

¶ Take at  least three deep breaths  if  you  are  nervous.  

¶ When the interviewer  comes to meet  you,  smile,  extend  your  hand , and  shake  hands  

confidently.  

 

Helpful Resources on the Internet:  

http://theundercoverrecruiter.com/infographic - the -most -common -and -uncommon - int erview -

questions/  

http://humanresources.about.com/od/interviewing/a/interview_odd.htm  

http://w ww.forbes.com/pictures/efkk45eedff/follow - the - leader/  

http://money.usnews.com/money/blogs/outside -voices -careers/20  

 

TO ACCESS ALL LINKS USE CTRL+CLICK  

http://theundercoverrecruiter.com/infographic-the-most-common-and-uncommon-interview-questions/
http://theundercoverrecruiter.com/infographic-the-most-common-and-uncommon-interview-questions/
http://humanresources.about.com/od/interviewing/a/interview_odd.htm
http://www.forbes.com/pictures/efkk45eedff/follow-the-leader/
http://money.usnews.com/money/blogs/outside-voices-careers/20
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TIPS FOR PHONE INTERVIEW S:   

STAND UP -  

YOU WILL THINK BEST STANDING UP  

Mastering the Phone Interview  

By Peter Vogt, Monster Senior Contributing Writer  

 

You just got word that you landed a job interview with a company that really interests you --  

only there's a slight catch.  

You wo n't be meeting with your interviewer(s) face to face. Instead, you'll be taking part in a 
phone interview, the results of which will determine whether you're invited to meet with 

company representatives in person.  

Many companies use phone interviews as an initial employment screening technique for a 

variety of reasons. Because they're generally brief, phone interviews save companies time. 
They also serve as a more realistic screening alternative for cases in which companies are 
considering out -of - town (or o ut -of -state and foreign) candidates.  

So the chances are pretty good that, at some point in your job hunt, you'll be asked to 
participate in a 20 -  to 30 -minute phone interview with either one person or several people on 

the other end of the line. In many wa ys, the way you prepare for a phone interview isn't all 
that different from the way you'd get ready for a face - to - face interview --  save for a few slight 
additions to and modifications of your list of preparation tasks.  

Here's what to do:  

¶ Treat the phone i nterview seriously, just as you would a face - to - face interview.  

¶ Have your resume and cover letter in front of you.  
¶ Make a  cheat she et . 
¶ Get a high -quality phone.  

¶ Shower, groom and dress up (at least a little).  
¶ Stand up, or at least sit up straight at a table or desk.   

 

A phone interview seems so informal on the surface that it can be easy to fall into the trap of 

"phoning it in" --  i. e., not preparing for it as well as you would for an in -person interview. 
Don't get caught with your guard down. Be sure to research the company, study the job 
description, and practice your responses to anticipated questions, just as you would for any 

oth er interview.  

You'll almost certainly be asked about some of the information that appears on these 

documents. You might also want to have in front of you any supporting materials that relate 
to information in your resume and cover letter, like documents yo u've designed or written, a 
portfolio of your various projects, or the written position description from your key internship.  

Jot down a few notes about the most critical points you want to make with your 
interviewer(s). Are there certain skills and experi ences you want to emphasize? Do you have 

certain interests or passions you want your interviewer(s) to know about and understand? Be 
sure these pieces of information appear on your crib sheet. Then touch on them during the 
interview, even if your only chan ce to do so is at the end of the session when the interviewer 

asks you  if you have any questions  or anything to add.  

 

http://career-advice.monster.com/job-interview/interview-preparation/interview-cheat-sheet/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/interview-do-you-have-any-questions/article.aspx
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This isn't the time to use a cellphone that cuts in and out, or a cheaply made phone that 
makes it difficult for you and your interviewer(s) to hear and understand each other.  

Odd advice? Perhaps. But focusing on your appearance, just as you would for a no rmal 
interview, will put you in the right frame of mind from a psychological standpoint. You won't 

do as well in your phone interview if you're lying in bed, for example, or if you're draped over 
your couch in your pajamas.  

Again, there's a psychological, frame -of -mind aspect to consider here. But on a more tangible 

level, research has shown that you project yourself better when you're standing up, and you'll 
feel more knowledgeable and confident.  

Phone interviews can be tricky, especially since you aren't able to read your interviewers' 
nonverbal cues like facial expressions and body language during the session --  a big 
difference from the typical interview. But if you prepare well for your phone interview, you 

won't need to read anyone's nonverbals to gaug e your performance. You'll know for sure how 
you've done because you'll be invited to a face - to - face interview, where you'll have yet 

another opportunity to prove you're the best person for the job.  

AGAIN -A MOCK INTERVIEW WILL BE USEFUL FOR YOUR INTERVIEW PREP 

 

 

Interview  Cheat  Sheet  

by  Carole  Martin  

Obtained  from  MSN careers  with  Monster  (3/2014 )  
Here is the link to the site with other helpful information:  http://career -

advice.monster.com/job - interview/interview -preparation/interview -cheat -sheet/article.aspx  
 

Relax --  a cheat sheet is not really cheating. It's a checklist to make sure you stay focused 
before, during and after the intervie w. Creating a cheat sheet will help you feel more prepared 
and confident. You shouldn't memorize what's on the sheet or check it off during the 

interview. You should use your cheat sheet to remind you of key facts. Here are some 
suggestions for what you sh ould include on it.  

In the Days Before the Interview ðthe  grey underlined words are links .  Just hit 
Cntrl+click  to go to that web page.  

¶ Draw a line down the center of a piece of paper. On the left side, make a bulleted list 

of what the employer is looking for based on the job posting. On the right side, make a 
bulleted list of the qualities you possess that fit those requirements.  

¶ Research the company , industry  and the competition.  
¶ Prepare your  60 -second personal statement . 
¶ Write at least five success stories to answer  behavioral interview questions                           

("Tell me about a time when..." or "Give me an example of a time...").  
¶ List five  questions to ask  the interviewer about the job, the company and the 

industry.  
¶ Research salaries  to determine your worth.  
¶ Determine your salary needs based on your  living expenses.  

¶ Get permission from your  references  to use their names.  
 

 

 

http://career-advice.monster.com/job-interview/interview-preparation/interview-cheat-sheet/article.aspx
http://career-advice.monster.com/job-interview/interview-preparation/interview-cheat-sheet/article.aspx
http://career-advice.monster.com/job-interview/interview-preparation/interview-company-research/article.aspx
http://career-advice.monster.com/job-search/company-industry-research/industry-career-advice/article.aspx
http://career-advice.monster.com/job-search/professional-networking/prepare-your-elevator-speech/article.aspx
http://career-advice.monster.com/job-interview/interview-preparation/you-can-survive-the-behavioral-interview/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/six-must-ask-interview-questions/article.aspx
http://my.monster.com/Career-Assessment/Dashboard.aspx
http://career-advice.monster.com/job-search/getting-started/prepare-your-references/article.aspx
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Prepare Your Interview Answers   
Be ready to answer  common interview questions  such as these:  

¶ Tell me about yourself .  
¶ Why did you leave your last position , or why are you leaving your current position?  

¶ What do y ou know about this company?  
¶ What are your goals?  

¶ What are your strengths and weaknesses?  
¶ Why do you want to work here?  
¶ What has bee n your most significant achievement?  

-have three  success stories=highlight your qualities in your answer to question...  
- super charge your answer by adding a multiplier...find a program/event of the 

company and incorporate that into your answer  
¶ How would  your last boss and colleagues describe you?  
¶ Why should we hire you?  

¶ What are your salary expectations?  
 

QUESTIONS TO ASK THE HIRING MANAGER AT  THE INTERVIEW  

It is important to establish a DIALOGUE during your interview .  Be prepared to ask  some 
relevant/applicable questions that will tell the interviewer a lot about you.  By asking  the  right  
questions,  you emphasize  your desire  to understand  the  organization's  expectations and  to be 

reasonably  sure  you  will find  the work  challenging and  appropriate  to  your  strengths ðand you 
will also distinguish yourself  from the other applicants.  The questions you ask tell as much 

about  your  competence  as the  answers  you  give  to the interviewer's  questions.  Your 
questions build respect  for  you.  Avoid a "what's - in - it - for -me" attitude.  

 

FACT:  It is often the person who asks the best questions who GETS HIRED!  

Do not rely too much on a script.  Listen carefully to  the interviewer talk about the 

position.  Questions should naturally occur to you during the interview.  Jot down 

the point and you will have your relevant questions.  Scripted questions may and 

often do sound just thatéscripted.  Here are a few typical q uestions to get you thinking 

about different types of questions.  

 

¶ Why do you enjoy working for this company? What have you liked most about this 

company? What attracted you to the organization?  

 

¶ What do you consider to be the organizations strengths/weakne sses? 

 

¶ How would you describe the people with whom Iôd work with? And those cross 

functionally/adjacent?  

 

¶ What is the most important contribution that a company expects from its employees?  

 

¶ Does the company live its mission/vision statement? How? What is t he 

perception/reality of the culture?  

 

¶ What is the organizations plan for the next 2 -3 years? How does this 

position/ dept. /division impact the plan?  

 

¶ What skills from the successful candidate will make your life easier/endure less pain? 

What keeps you up a t night? Why? What would it take to resolve those issues today?  

 

¶ What challenges/obstacles/legacy issues will I encounter if I take on this position?  

http://career-advice.monster.com/job-interview/interview-questions/common-interview-questions-1/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/intreview-tell-me-about-yourself/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/why-did-you-leave/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/what-are-your-long-term-goals/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/greatest-strengths-and-weaknesses/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/why-do-you-want-to-work-here/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/what-your-colleagues-say/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/why-should-we-hire-you/article.aspx
http://career-advice.monster.com/salary-benefits/negotiation-tips/six-steps-to-handle-money-questions/article.aspx
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¶ What are the three most important goals in the organization? How do you see this 

position affecting chang e/creating value/accomplishing to reach the org goals?  

 

¶ How does the reporting structure work here? What are the preferred means of 

communication?  

 

¶ Can you give me an idea of a typical day and workload and the special demands the job 

has?  

 

¶ Describe the act ions of a person who previously achieved success/performed poorly in 

this position?  

 

¶ What are the most important traits you look for in a subordinate? How do you like your 

subordinates to communicate with you?  

 

¶ What personal qualities or characteristics do  you most value?  

 

¶ If I were employed here, what piece of wisdom would you want me to incorporate into 

my work life?  

 

¶ What are your views regarding work - life balance, and how to navigate the tensions 

between getting work done/productivity and encouraging he althy lives outside the 

office?  

 

¶ Who would I encounter as a peer/coworker whoôs proved to be a problem/challenging 

personality? How has this situation been addressed/handled/overcome/failed?  

 

¶ If the incumbent was dismissed ï how could the problem(s) been a voided?  

 

¶ What would I see if I stood outside the door at 5pm? Smiling? Staying late? Leaving 
early? Stress? Taking work home?  
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Before You Go to the Interview  
Do you look professional?  Check yourself in the mirror; part of your confidence will come from 

looking good.  

Carry these items to the interview:  

¶ Several copies of your resume on quality paper.  
¶ A copy of your references.  
¶ A p ad of paper on which to take notes, though notes are optional.  

¶ Directions to the interview site.  
 

Upon Arrival  

¶ Arrive early --  enter the building 10 minutes before your appointment.  
¶ Review your prepared stories and answers.  

¶ Go to the restroom and check you r appearance one last time.  
¶ Announce yourself to the receptionist in a professional manner.  

¶ Stand and greet your interviewer with a hearty --  not bone -crushing --  handshake . 
¶ Smile and maintain eye contact.  

During the Interview  

¶ Try to focus on the points you have prepared without sounding rehearsed or stiff.  
¶ Relax and enjoy the conversation.  

¶ Learn what you can about the company.  
¶ Ask qu estions and listen; read between the lines.  
¶ At the conclusion, thank the interviewer, and determine the next steps.  

¶ Ask for the interviewer's business card so you can send a follow -up letter.  
 

After the Interview  

¶ As soon as possible, write down w hat you ar e thinking and feeling about the position  
¶ Later in the day, review what you wrote and assess how you did.  

¶ Write an  interview thank -you  letter , reminding the interviewer of your qualities.  
 

http://career-advice.monster.com/job-interview/interview-appearance/what-to-wear-for-job-interviews/article.aspx
http://career-advice.monster.com/in-the-office/workplace-issues/perfect-your-business-handshake/article.aspx
http://career-advice.monster.com/job-interview/following-up/sample-interview-thank-you-letter/article.aspx
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Interviewing  Tips  

Prepare,  Prepare,  Prepare  

¶ Know  your  strengths.  Be prepared  to discuss  how  the company  would benefit  

from  your  talents.  

¶ Assess  why  the position is important  to  you.  

¶ Always  describe  your  accomplishments  ï never  simply  describe  your  job  

responsibilities.  

¶ Be confident;  never be  arrogant.  

¶ Research.  Learn  about  the  company  and  their business before the interview.  You will 
be expected  to ask  questions.  Take this opportunity  to demonstrate  that  you  took 
the  initiative to learn  about  the  company's  business.  

¶ Plan to arrive  at  the  interview  early;  plan  to leave  the interview late.  

 
Answering Questions  

¶ Listen  to questions and  frame answers  carefully.  

¶ Ask for clarification  if  you  donôt understand.  

¶ Use stories  and  examples  to demonstrate  critical  skills and important  

accomplishments.  

¶ Describe  a situation  that supports  your  statement or  demonstrates  a trait.  

¶ Include  concrete quantifiable  data  when possible.  

 

Show  Enthusiasm -  Exude  Energy!  

¶ Make  your  statement  -  "I  am  a leader.  

¶ Display  the qualities  you  are  selling.  Show impact  / say  why  itôs important  

accomplishments.  

¶ Make  your  resume  come  alive  ï display  excellent  oral  skills and  a good  

personality.  

¶ Always  be positive  -  never criticize  your  previous  company  or boss.  

¶ Never  give  up  or  get  discouraged.  

 
After The  Interview  

¶ Write a  brief  summary  of  what  happened.  

¶ Note  any  follow -up  action  you  need to take.  

¶ Prepare  a well -written, concise  thank  you  letter.  

¶ Restate  your  skills and  qualifications.  

¶ Emphasize  your  interest  in the job.  

¶ Sign  and  send  letter immediately.  

 
Closing The  Sale  -  As the  interview  closes,  don't simply  leave the  room  

¶ Tell  them why  you're right for  the job.  

¶ Review  your strengths.  

¶ Revisit  your  theme.  

¶ Ask for the job.  
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THE  JOB/SALARY NEG OTIATION DANCE  

By Carol  Martin  

 

This article  was  obtained  from  a website:  MSN: Careers  with  Monster   
2014 updated link:  http://interviewcoach.com/blog/the -salary -negotiation -dance -during -a-

job - interview/  

 

One  step forward;  one  step back;  step  together,  and back  again. To perform  the  negotiation  

dance,  you  must have  a good  sense  of  balance.  Knowing  your  value will  help  you  feel  more  

confident  about  staying  in  step  during  the negotiation  process.  The  dance  is never  

confrontational  or  harsh,  but smooth and in harmony.  

     KNOW YOUR VALUE:  http:/ /career -advice.monster.com/salary -benefits/salary -
information/Determine -Your -Value/article.aspx  

 
First  the  Music  Starts  

You take a step back  and  try  to postpone this discussion until  you  have  more  information:  

"Could  you  tell me the  range budgeted for thi s position?"  Or,  "What  would  you  typically  pay  

someone  with  my background  and  experience?  

 
Postponing  the salary  discussion is the best  step for  you,  at  least  until  you  have  the  

information  needed.  By doing  research  ahead  of time,  you  will feel  confident k nowing  your  

worth.  There  is a point when  the range,  or  your expectations,  will be  revealed,  but it  is 

better  to wait  for the interviewer to lead  and  give out the  information  first.  

 
If  the employer  determines  that  you  are  right  for  the  job, he will  take th e lead and  make  

an  offer.  It  is now  your  turn to  move the  dance  to the  next stage.  But  first  you  must  

evaluate the package.  The  following  must be  taken into consideration:  

 

1. Base Rate: Always  the top priority,  

2. Alternative compensation:  Bonuses,  commissions,  stock  options, profit  sharing,  

etc.  

3. Benefits:  Premiums for  insurance,  paid time  off,  matching  401k, working  

conditions,  etc.  

4. Other  perks:  Car, education  reimbursement,  training,  laptop computer and  the  

like.  
 
Let the  Dance  Begin  

 
You call  the hiring  manag er  and  say  how delighted  you  are  to receive  the  offer,  but  you  

have some  questions  and  concerns.  Scripting  your  dialog  ahead  of time  will  give  you  

confidence to be succinct  regarding  what  you  want.  

 

http://interviewcoach.com/blog/the-salary-negotiation-dance-during-a-job-interview/
http://interviewcoach.com/blog/the-salary-negotiation-dance-during-a-job-interview/
http://career-advice.monster.com/salary-benefits/salary-information/Determine-Your-Value/article.aspx
http://career-advice.monster.com/salary-benefits/salary-information/Determine-Your-Value/article.aspx
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"Based  on my  eight  years'  experience in this industry,  my  MBA degree,  and my  proven  

ability  to raise  funds  and  build teams,  I  feel  the  base  rate  offered  is low.  Is  there  any  

flexibility?"  you  ask.  

 

In  stride with  you,  the hiring  manager  asks  what  you  have in mind. And because  you  have 

done  your  homework  and  kn ow  your  value  and worth,  you  are  able  to  sell  yourself  based  

on what  you  will bring  to the  company.  

 
"Based  on the  research  I  have done,  I  believe  someone with my  experience and background  

should be  in the  upper  level  of the  range  we  have  been  discussing.  "  

 

FIRST ONE WHO SPEAKS LOSES!  Hold  your  position  and  count  to  10.  Silence  is a strong  

tool  in  negotiations.  The  hiring  manager  waits  through  the  silence  and  then  promises  to  

get  back  to  you.  He is in  sync  with  your  movements.  You've presented  your  case  well.  

 
The  Final  Steps  

 
Whether you  are  negotiating  for more  money  or some other  perks, the  rules  remain  the  

same.  Let  the  employer  lead,  and  maintain  your  own sense  of  balance.  By preparing and  

researching  ahead  of time,  you  can  feel  more  empowered  in this  process, as a partner  in  a 

dance,  moving  with the  flow. The  rhythm  of the  negotiation should be  smooth, moving  

toward  the  final  step:  acceptance  and  agreement.  

 

 

 

TO ACCESS ALL LINKS USE CTRL+CLICK  
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SPECIFIC TYPES OF INTERVIEWS  
 

In todayôs interview climate, the competency interview (also referred to as situational  or  

behavioral interview) -- questions are a style of interviewing often used to evaluate a 

candidate's key competencies.  

 

Increasingly, companies are using competency based interviews as part  of the selection 

process for experienced recruitment, as it can give valuable insights into an individual's 

preferred style of working and helps to predict behaviors  in future situations .  

 

Simply put,  

"Competency" is a concept linking three parameters -  Knowledge,  Skills  and  Attitude . For 

example -  you might have good interpersonal skills (skills), but will not be competent to join a 

company as Project Manager unless you possess adequate education/experience (knowledge) 

and the right temperament/behavior (attitude).Competency -based interviews (also called 

structured interviews) are interviews where each question is designed to test one or more 

specific skills. The answer is then matched against pre -decided criteria and marked 

accordingly. For example, the interviewers may want to test the candidate's ability to deal 

with stress by asking first how the candidate generally handles stress and then asking the 

candidate to provide an example of a situation where he worked under pressure.  

Source:   COMPETENCY-BASED INTERVIEWS  

 

 

The 8 Major Types of Interviews   By Dr. Tom Denham 

1. Informational Interview  

 
The objective of this interview is to ask for advice and learn more about a particular career 

field, employer or particular job.  Interviewing experts in their field is one more way to 

become more occup ationally literate.  The knowledge that you gain here will make you a 
sharper and more informed.  You will also make a contact and further develop your network.  

 
2. Screening or Telephone Interview  

 

A phone interview is a very cost effective way to screen candidates.  These can last 
anywhere from 10 to 30 minutes.  You should prepare for it like an open book exam.  It is 

recommended that you have in front of you your resume, the job description, a list of 
references, some prepared answers to challenging que stions and perhaps something about 
the company.  The vast majority of communication is non -verbal.  Because they canôt see 

your body language, it is critically important to have positive and polished answers with 
energetic tone and inflection.  Be sure to ask what the next step is.  

 
3. Individual Interview  

 

This is the most common type and often called a ñpersonal interview.ò  It is typically a one-
on-one exchange at the organizations offices.  In order to best prepare you will want to 

know the length of th e interview which can usually range from 30 to 90 minutes.  If the 
interview is 30 minutes you have to be concise and have a high impact with your answers.  

If it is 60 or 90 minutes you will want to go into much more depth and use specific examples 

to sup port your generalizations.  
 

4. Small Group or Committee Interview  
 

This is where you will be meeting with several decision -makers at once.  This can be an 

http://www.interview-skills.co.uk/free-information/interview-guide/competency-based-interviews.aspx
http://blog.timesunion.com/careers/author/tomdenham/
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intimidating experience if you are not prepared.  Itôs an efficient way to interview candidates 
and a llows for different interpretations or perceptions of the same answer.  Be sure to make 

eye contact with everyone, no matter who asked the question.  Itôs important to establish 
rapport with each member of the interview team.  Try to find out the names and  job titles of 

the participants.  
 
 

5. The Second or On -Site Interview  
 

After your first interview, you may be asked back again for a ñsecond date.ò  They like you 
enough that you made the first round of cuts, but they would like to know more about you 

befo re making their final decision.  Second Interviews can last either a half or full -day so it is 

best to check again and get an agenda.  You may be meeting with three to five individuals.  
This may include a representative from Human Resources, the departmen t head, the office 

staff and the department headôs supervisor.  Be alert and enthusiastic at all times!  The 
more you know about the structure of the process, the less anxious you are going to feel 

and the better you will perform.  This is the last step be fore an offer is made.  

 
6. Behavioral -Based Interview -also called Situation/Competency Interview  

 
The theory behind Critical Behavioral Interviewing (CBI) is that past performance in a similar 

situation is the best predictor of future performance.  CBI pro bes much deeper than 
traditional interviewing techniques.  You should prepare by thinking of specific examples that 

demonstrate your competence in core behaviors such as teamwork, problem -solving, 

communication, creativity, flexibility and organizational s kills.  You will want to tell your 
story and structure it by stating your answers in terms of the situation, the task, what action 

you took, and what was the result or outcome.  
 

7. Task Oriented or Testing Interview  

 
This is a problem -solving interview whe re you will be given some exercises to demonstrate 

your creative and analytical abilities.  A company may ask you to take a short test to 
evaluate your technical knowledge and skills.  Sometimes a presentation to a group is 
necessary to determine your comm unication skills.  Try to relax as much as possible.  

 
8. Stress Interview  

 
During this rare type, the interviewer tries to bait you, to see how you will respond.  The 

objective is to find your weaknesses and test how you hold up to pressure.  Such tactics as 

weird silences, constant interruptions and challenging interrogation with antagonistic 
questions are designed to push your boundaries.  The question you have to ask yourself is: 

Do I want to work for a company that treats me this way even before the off er is made?  
Rethink the corporate culture.
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The Three  Purposes of an  Interview  

Provided  by Right Management  Consultants  www.right.com  

 
Interviewers  are  looking  to  answer:  

 

CAN  you do  the  job?  

¶ Your  skills  

¶ Knowledge  

¶ Experience  and  accomplishments  Learning  potential  

¶ Handling  the physical  aspects  of  the  job  
 

 

WILL you do the job?  

¶ Your  interest  in  the  position,  company,  industry  

¶ Your  work  ethic  

¶ Your  energy  level  

¶ Outside  influences  that  may affect  your  willingness  or  avail ability  

 
 

Do you FIT in?  

How your  skills,  experience,  work  ethic  and  personality  fit  in  to  the work  environment  

 
 

The interview is a conversation in which you and an employer exchange information. 

Your  objective is to get an offer of a job, and the employe r's objective is to find out the  
following:  

Å What you have to offer (your skills, abilities, basic knowledge). 
Å Who you are (your personality, character, interests). 

Å Why you should be hired (you have what they are seeking). The interviewer will try 
to determine whether you will be an asset to the organization.  

Your goal is to present yourself as the best candidate for the position and also to learn more  

about the position and the interviewer's organization to determine whether both are well -
suited for y ou and your career goals. Thus, the interview is a two -way discussion rather  than 
an interrogation, as it is often perceived to be.  

 

THE STRUCTURED  BEHAVIORAL  INTERVIEW  

 

What  is  a Structured  Behavioral  Interview?  

A structured interview is a standard interv iew given to all people applying for a particular 
position. Unlike a normal job interview, which often resembles a conversation, in a 

structured interview, each candidate is asked the exact same set of questions. In some 
cases, the structured interview may  be given in the form of a written assignment, with the 

job applicants required to write down their answers to the interview questions.  
 

However,  the  employer  may  wish  to  know  what  sets  one  candidate  apart  from  the  others  --  

what  "X"  factor  he  has  that  wil l make  him  the  right  person  for  the  job.  In  responding  to  this  
question,  applicants  should  be as specific  as possible.  

Read more:   

http://www.ehow.com/li st_7537196_questions -structured -

http://www.right.com/
http://www.ehow.com/list_7537196_questions-structured-interview.html#ixzz2x5hg08pT
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interview.html#ixzz2x5hg08pT  
 

Unlike  traditional interviews , which  include  such  questions  as:  

1. Tell  me about  yourself.  
2. What  are  your  strengths  and weaknesses?  
3. Why  are  you  interested  in working  for  us? 

 
Structured/ Behavioral  interviewing  emphasizes  past  performance  and behaviors . 

As a c onsequence, candidates  unprepared  for  the  rigor  of  behavioral  interviewing  
have  not  fared well.  Simply practicing  the  list  of  common  interview  questions  no 
longer  works . 

 

How  is  this  interview  approach  different from  traditional interviews?  

 
Traditional:  Where  do  you  see yourself  in  five  years?  
Behavioral:  Tell  me  the  last  time  you  handled  a customer complaint?  

 

Traditional:  What  are  your three  strengths  and  weaknesses?  
Behavioral:  Describe  an  example  of  when  you  became  frustrated  with  a peer/team  

member.  

 
Traditional:  Why  should  we  hire  you  for  this  job?  

Behavioral:  When  was  the  last time  you  gave  feedback  to  an  employee  who  was  not  

performing  up  to standards?  What  did  you  do? 

 

Traditional:  What  do  you  think  is important  in  being  a good  manager/team member?  
Behavioral:  Tell  me about the last  creative  idea  that  you  implemented  in  your  work  

area.  

 

There are four key hiring dimensions:  

#1  personal characteristics  

#2   motivation  

#3  skills and  

#4   knowledge  

 

TO ACCESS ALL LINKS USE CTRL+CLICK  

 

 

How  should  I prepare  for this  Structured Behavior interview?  

Practice  sharing  examples  in the  STAR format. The  next  time  youôre telling  someone  

about  an  experience  youôve had or  what  happened  on your  favorite  TV show,  tell  the  
story  by  sharing  the  three  parts  of  a STAR:  describe  the situation  or  task, tell  what  action  

was  taken,  and  describe  the  result.  In addition,  you  might  want  to  think  about  
challenging,  difficult, and  rewarding  experiences  in your  past wo rk  history  and  write  them 
down.  

 
In addition,  keep  these  tips  in  mind:  

During  the  interview,  it  is expected  that you  will  need  some  time  to  think  back  to  
specific  experiences. Donôt feel pressured  to answer  the  question  quickly  or  feel  

uncomfortable  asking  the  interviewer  to repeat the  question.  

 

If  you  are  unable  to  think  of  a specific  experience  in  the past,  let the  interviewer  know  

http://www.ehow.com/list_7537196_questions-structured-interview.html#ixzz2x5hg08pT
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that you  may  need  to  come  back  to  that  question,  or  that you  havenôt had  that  situation  
happen  to  you. However,  be sure  you  are  able  to  give  discuss  enough  experiences  so 

the  interviewer  can assess  your skills  accurately.  

 

There  may  be questions  included  in  your  interview  that  seek  experiences  that  didnôt 
work  out  the  way  you  intended.  This  information  gives  the  interviewer  a balanced,  

realistic  picture  of  your  background  and  shows  how  you  have  learned  from  those  
experiences.  

 

How  should  I answer these types  of  questions?  
When  you  answer,  there  are  three  pieces  of  information  the  interviewer  will  collect  for  

each  behavioral  exam ple -  a STAR :  
The  Situation  or  Task  that  you  faced  
The Actions  that  you  took  

The Results  or  changes  caused  by  the  action  

It is okay  (and  usually  much  appreciated!)  to  spell  out  your  answers  to  the  interviewer.  By 
starting  an answer  or  section  of  an answer  wit h ɶ 
The situation I faced  wasé  

ɶThe action I took wasé and ɶThe result of  that wasé  

SAMPLE  QUESTIONS  

1.    Describe  a situation  in  which  you  were  able  to  use  persuasion  to  successfully  

convince  someone  to  see things  your  way.  
 

¶ Describe  an  instance  when  you  had  to  think  on  your  feet  to  extricate  yourself  
from  a difficult  situation.  

 
¶ Give  me  a specific  example  of  a time  when  you  used  good  judgment  and  logic  in  

solving  a problem.  
 

¶ Give  an example  of  a time  in  which  you  had  to  be relatively  quick  in  coming  to  a 
decision.  

 
¶ Describe  a time  when  you  had  to  use  your  written  communication  skills  to  get  

an  important  point  across.  

 
¶ Describe  a time  when  you  were  faced  with  problems  or  stresses  that  tested  your  

coping  skills  
 

¶ Give  me  a specific  occasion  in  which  you  conformed  to  a policy  with which  you  did  
not  agree.  

 
¶ Give  me  an example  of  an  important  goal  that  you  had set  in  the  past  and  tell  me  

about  your  success  in  reaching  it.  

¶ Tell  me  about  a time  when you  had  to  go  above  and  beyond  the  call  of  duty in  order  
to  get  a job  done.  

 
¶ Give  me  an example  of  a time  when  you  were  able  to  successfully  communicate  

with  another  person  even  when  that  individual  may  not  have  personally  liked  you  

(or  vice  versa).  
 

¶ Sometimes  it's  easy  to  get  in  "over your  head."  Describe  a situati on  where  you  had  
to  request  help  or  assistance  on  a project  or  assignment.  

 

¶ Tell  of  a time  when you  worked  with  a colleague  who  was  not  completing  his  or  her  
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share  of  the  work.  Who,  if  anyone,  did  you  tell  or  talk  to  about  it?  Did  the  manager  
take  any  step s to  correct  your  colleague?  Did  you  agree  or  disagree  with  the  

manager's  actions?  
 

¶ Describe  a situation  in  which  you  had  to  arrive  at  a compromise  or  guide  others  to  
a compromise.  

 
¶ We can  sometimes  identify  a small  problem  and  fix  it  before  it  becomes  a major  

problem.  Give  an  example(s)  of  how  you  have  done  this.  

 
¶ In  a supervisory  or  group  leader  role,  have you  ever  had  to  discipline  or  counsel  an  

employee  or  group  member?  What  was  the  nature  of  the  discipline?  What  steps  did  
you  take?  How  did  that  make  you feel?  How  did  you  prepare  yourself?  

 
¶ Recall  a time  from  your  work  experience  when  your  manager  or  supervisor  was  

unavailable  and  a problem  arose.  What  was  the  nature  of  the  problem?  How  did  
you  handle  that  situation?  How  did  that  make  you feel?  

 
¶ Recall  a time  when  you  were  assigned  what  you  considered  to  be a complex  

project.  Specifically,  what  steps  did  you  take  to  prepare  for  and  finish  the  project?  

Were  you  happy  with  the  outcome?  What  one  step  would  you  have  done  
differently  if  given  the  chance?  

 
¶ Tell  of  some  situations  in  which you  have  had  to  adjust  quickly  to  changes  over  

which  you  had  no  control.  What  was  the  impact  of  the  change  on you?  
 

¶ Describe  some  times  when  you  were  not  very  satisfied  or  pleased  with  your  
performance.  What  did you do  about  it ? 

 
Helpful Resources on the Internet:  

http://www.ehow.com/how_4770536_pass -star -behavioral - job - interview.html  
ht tp://www.caseinterview.com/star -method  

http://www.rightattitudes.com/2008/07/15/star - technique -answer - interview -questions/  
http://www.ddiworld.com/  

 
Web -Sites  that can  provide  additional  resources:  

1.  http://www.eresumes.com/    -  online  e- resume  guide  

2.  http://www.salary.com/        -  salaries  by industry  

3.  http://www.business.com/     -  information and  links for  hundreds  of businesses  

4.  http://www.careerstrategy.org/interview/behavioral.php  -  career strategies general help  

http://www.ehow.com/how_4770536_pass-star-behavioral-job-interview.html
http://www.caseinterview.com/star-method
http://www.rightattitudes.com/2008/07/15/star-technique-answer-interview-questions/
http://www.ddiworld.com/
http://www.eresumes.com/
http://www.salary.com/
http://www.business.com/
http://www.careerstrategy.org/interview/behavioral.php
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Common  Interview  Questions -Entry  Level  

By Ted Daywalt  

The  following  is a list  of  common  interview  questions  employersô use  with  candidates  
for  entry  level  positions  or  candidates  who  are  recent  college  graduates.  These  questions  

are  compiled  from  a number of  sources.    

 

1. Tell  me about  yourself.  

2. What are  your  three  main  priorities  in life?  

3. What factors  did  you  consider  in choosing  your  major?  

4. Of the courses  you  have  had  at  college,  which  courses  did  you  enjoy  the most?  Why?  

5. Describe  how  your  favorite  course  has  contributed to  your  career  interests.  

6. What is  your  GPA? How  do you  feel  about it?  

7. Does  your  GPA reflect  your  true abilities?  

8. What could  you  have  done  to have  a better GPA? 

9. How  have  you  changed  personally  since  starting  college?  

10. Since you  have  been at  college,  what  accomplishment  are  you  most proudest?  

11. What has been  your  greatest  challenge?  

12. What has been  your  greatest  failure?  

13. If  you  could  change a decision  you  made while at  college,  what  would  you  change  and  why?  

14. In  wha t  campus  organizations  and  extra -circular  activities do  you  participate?  What  did  you  

learn or gain  from this involvement?  What  did  you  contribute?  

15. Name  four  traits that  you  think would be  important  for  an  effective leader -why these? .  

16. Describe  a leadershi p role  of  yours  and  tell why  you  committed  your  time  to  it?  

17. In  a particular  leadership  role you  held,  what  was  your  greatest  challenge?  

18. In  a particular  leadership  role you  held,  what  was  your  greatest  defeat?  

19. How  would others  describe  you  as a leader?  

20. Give  me an  example  of an idea  that has  come  to  you  and  what  you  did with it?  

21. Give  me an  example  of a problem  you  solved  and  the process  you  used?  

22. Give  me an  example  of the  most creative project  that  you  have  worked  on.  

23. What work  experiences  have  been most valu able  to  you  and  why?  

24. Tell  me about  a project  you  initiated.  

25. Describe  a project  or situation  that best  demonstrates  your  analytical  abilities.  

26. Since  attending  college,  what  is the toughest  decision that  you  have had to  make?  

27. What have  the experiences  on  you r resume  taught  you  about  managing  and  working  with 

people?  

28. What is the most difficult  decision  you  have  had  to  make?   

29. How  has  your  education  and  work  experience prepared  you  for this position?  

30. What type of situations put  you  under pressure?  

31. How  do you  cop e with pressure?  
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32. Why  are  you  interested  in  our  company?  

33. What would be the  ideal  job for  you?  

34. What type of position  are  you  seeking?  

35. Where  do you  think  your  interest  in this career  comes from?  

36. Where  do you  see yourself  in three  years?  

37. What other  types  of jo bs are  you  considering?  

38. Why  have  you  chosen this particular  profession?  

39. What do  you  know about  our company?  

40. What interests  you  about  this job?  

41. What challenges  are  you  looking  for in a position?  

42. What can  you  contribute  to this company?  

43. Why  should we  be inte rested in  you?  

44. What goals  have  you  set  for  yourself?  How  do  you  plan to achieve  them?  

45. What is  your  most significant  accomplishment  to date?  

46. To what  do you  owe  your  success?  

47. What motivates  you?  

48. What turns  you  off?  

49. If  I  asked people  who  know  you  to describe  you,  what  would they  say?  

50. What would be the  main reason  why  I  should not hire you?  

51. What do  you  like  to do in  your  spare  time?  

52. When tackling  a project,  do you  like  to work  in a  group or  individually?  

53. Describe  the  ideal  manager.  

54. Describe  the  type of manager  for whom  you  would like  to work.  

55. Give  me examples  of  your team  player  qualities.  

56. Describe  a situation  where  you  had to work  with someone  who was  difficult and how  you  handled 

the situation.  

57. What type of work environment  most appeals  to  you?  

58. What other  co 

59. We are  looking  at  a number of  very  talented  candidates.  Why  should we  hire  you  over  them?  

What about you says we should choose you for the position?  

60. If  we  had to choose  between  you  and  others, what  is it about  you  that says  we  should  choose  

you  for  the  posi tion?  

http://www.job -hunt.org/recruiters/smart - job - interview -answers.shtml   

 

http://www.job-hunt.org/recruiters/smart-job-interview-answers.shtml
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Common  Interview  Questions - Senior  Level  Executive  

  

By Ted Daywalt  

Ted Daywalt is the preside nt of VetJobs (www.vetjobs.com), the leading military job board 

on the Internet.   
 
The  following  is a list  of  common  interview  questions  to  use  with  senior  candidates.  

These questions  are  compiled from  a number  of sources.  

 

2. What cherished  management belief  have  you  had  to give  up in order to  get  where  you  

are?  

3. What's  more  important  to  you,  truth or  comfort  as it relates  to the  job?  

4. Have  you  learned  more  from  your  mistakes  or  from  your  successes?  

5. Is  honesty  always  the best policy?  

6. How  has  your  tolerance  for  accepting  mistakes from  your  subordinates  changed  over  
the  years?  

7. Where  do  you  think the power  comes  from  in  your  organization?  Why?  

8. Is  the  customer  always  right?  

9. On what  occasions  are  you  tempted to lie?  

10. If  you  could  organize  the world  in one  of three  way s -  no scarcity,  no problems or no  
rules  ï how would  you  do  it?  

11. Should all business  relationships  have fixed term,  that  is, expiration  dates?  

12. "What  is the most significant  compliment anyone  has  ever  paid  you?  

13. How  would  you  finish this sentence:  "Most  peopl e are  basicallyé?" 

14. Who has  been  a major  influence in  your  life?  

15. Are  you  the type of  person  who likes to make lists or strike  items off  lists?  

16. What would  you  do if  you  saw  a peer taking  office  supplies home?  

17. What is the difference between  a manager  and  a leader?  

18. What is  your  philosophy  of  mentoring?  

19. On what  criteria  do  you  believe  you  should be  evaluated  and  compensated?  

20. Why  did  you  leave  your  last job?  

21. Describe  your  dream  job.  

22. What makes  you  proud  of your  work?  

23. What kind of  supervisor is likely  to get the best  performance out of  you ? 

24. How  important  is it for  you  to learn  new  skills?  

25. Do you  consider  yourself  successful?  Why?  

26. Have  you  thought  about  why  you  might prefer  to  work  with our firm  as opposed  to  

one  of the  other firms  to which  you  have  applied?  

27. Tell  me  about  yourself.  

28. What are  your  three  main  priorities  in life?  

29. What has been  your  greatest  challenge?  
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30. What has been  your  greatest  failure?  

31. Describe  a leadership  role  of  yours  and  tell why  you  committed  your  time  to  it?  

32. In  a particular  leadership  role you  he ld,  what  was  your  greatest  challenge?  

33. What work  experiences  have  been most valuable  to  you  and  why?  

34. Tell  me about  a project  you  initiated.  

35. Describe  a project  or situation  that best  demonstrates  your  analytical  abilities.  

36. What have  the experiences  on  your  resume  taught  you  about  managing  and  working  

with people?  

37. What is the most difficult  decision  you  have  had  to  make?  

38. What type of situations put  you  under pressure?  

39. How  do you  cope with pressure?  

40. Why  are  you  interested  in  our  company?  

41. What other  types  of job s are  you  considering?  

42. Why  have  you  chosen this particular  profession?  

43. What do  you  know about  our company?  

44. What interests  you  about  this job?  What challenges  are  you  looking  for in a  position?  

45. What can  you  contribute  to this company?  

46. Why  should we  be inter ested in  you?  

47. What goals  have  you  set  for  yourself?  How  do you  plan to achieve  them?  

48. What is  your  most significant  accomplishment  to date?  

49. To what  do  you  owe  your  success?  

50. What type of work environment  most appeals  to  you?  

51. What other  companies  are  you  inte rviewing  with?  Why  did  you  choose  them?  

52. We are  looking  at  a number  of  talented  candidates.  Why  should  we  hire  you  over  

them?  

53. What will  you  do if  you  are  not the  person chosen  for this  position?  

54. What would  your  greatest  business  adversary  say  about  you?  

55. Please take  me through  your  professional  career.  
 

 
http://www.job -hunt.org/recruiters/smart - job - interview -answers.shtml  

 
http://career -advice.monster.com/job - interview/interview -questions/perfect -answers - to -

tough - interview -questions/article.aspx  
 
 

TO ACCESS ALL LINKS USE CTRL+CLICK  

http://www.job-hunt.org/recruiters/smart-job-interview-answers.shtml
http://career-advice.monster.com/job-interview/interview-questions/perfect-answers-to-tough-interview-questions/article.aspx
http://career-advice.monster.com/job-interview/interview-questions/perfect-answers-to-tough-interview-questions/article.aspx
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More  Potential  Interview  Questions  

 
The f ollowing  questions may require additional alertness and sensitivity to interview 

conditions.  Sometimes you may be asked things that are questionable legally. You must 

decide in advance how  you  will  respond.  Our  recomme ndation  is that,  in  each  case,  you  try  

to  respond  positively  or at  least  neutral1y.  

 

1. What  did you  like  most/least  in  your  last  job?  

2. How do you handle working under  pressure  and  meeting  deadlines?  

3. What have you learned about this company ? 

4. What  kind  of  salar y are  you  looking  for?  How expensive  are  you?  

5. What  business  references  can  you  provide?  

6. How long  would  it  take  you  to become  productive  in this  position?  

7. If  you  are hired,  what  do you  see in your  future?  

8. How do you  rate  yourself  as a professional?  

9. What  new  goals  have  you  established  recently?  Did you  meet  any  of these  goals?  

10. What  position  do you  expect  to  have  in  five  years?  

11. What  did you  think  of your  last  company?  

12. Why  has it  taken  you  so long  to find  a job?  

13. What  does  success  mean  to  you?  

14. Don't  you  think  yo u are overqualified  for  this  position?  

15. Tell  me  about  the  best/worst  manager  you  ever  had.  

16. Why  do you  feel  you  have  management  potential?  

17. What  is your  leadership  style?  

18. What  else  should  I  know about  you  

19. How would  you  describe  yourself?  

20. How would  your  manage r/coworker/subordinate  describe  you?  

21. Have  you  helped increase  profits?  Reduced  costs?  Improved  productivity?  How?  

22. Why  are you  making  a career  switch  at  this  time?  
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Presenting  a Professional  Image  

 
A confident  entrance  is a good  start  to  any  business  situ ation.  When  entering  someone's  

office,  check  your  posture,  hold  your  head  up, make  eye  contact  and  smile.  

 

Always  initiate  the  handshake,  as it  will  make  you  appear  more  in  control.  Handshakes  are  

often  an indicator  of  a person's  frame  of  mind,  so practice  your  own  handshake  and be 

conscious  of  the  return  handshake  you  receive.  

 

Maintain  eye  contact.  It  is important  in our  culture  to  look  at  the  person  to whom  you  are 

speaking  approximately  80%  of  the  time.  Americans  place  a high  value  on  eye  contact  and  

generally  interpret  it  as a gesture  of  trust and confidence.  During  an interview,  make  eye  

contact  when  you  are talking  -  particularly  when  making  an  important  point  -  as well as 

when  you  are  listening.  Nodding  is another  gesture  of support  and  agreement.  It  is a good  

compliment  to eye  contact.  

 

In  your  job campaign  you  are marketing  your  skills,  abilities  and  interests.  It  is also  crucial  

that you  make  your  physical  appearance  an important  part  of  your  marketing  strategy.  Your 

appearance  is the  first thing  a prospective  employer  will  notice  about  you,  regardless  of  

your  talents.  

 
Research  shows  us that  approximately  55% of  what  we  believe  about  each  other  is based  on 

our  observation  and  interpretation  of non -verbal  signals.  People  who  are  well  dressed  and 

wel l-groomed  are often  better  liked  than  their  counterparts  who  are  not  concerned  about  

their  appearance.  They  may  also  be considered  more  intelligent,  successful  and  competent,  

and  earn  more  money.  We have  all  been guilty  of  judging  a book  by  its cover,  but  it  is often  

that  critical  first impression  that makes  the  difference.  

 
In  a job  interview,  appearance  is important.  Human  Resources  directors  admit  that  they  use 

visual  cues  to narrow down  their  group  of applicants.  Job interviewing  studies  show that  

when  the  decision  not  to  hire  an applicant  is made  very  early  in the  interview,  it  is made  

primarily  on the basis  of  unsuitable  appearance.  

 
During  your  job  campaign,  you  should  look  professional  at  all  times . You never  know whom  

you  m a y  meet  and where.  Looking  professional  does  not  mean  you  have  to  look  like  

everyone  else. It  is critical,  however,  to dress  for  your  audience.  Every  style  sends  a 

message,  and  that  message  should  be addressing  the  industry  you  are  targeting,  as well  as 

reflecting  your  personal  tas te.  For example,  there  is a great  difference  between  how  a 

banker should  dress  for  an  interview  and  how  a software  programmer  might.  

 

YOUR APPEARANCE AT THE JOB INTERVIEW:  

When a hiring manager assesses your appearance at a job interview, he considers your  

dress, hygiene and grooming, accessories and other features like visible tattoos. His 
perspective on the way you look affects his first impression, and can help or hinder your 

success during the job interview.   
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For  Men  

¶ The basic rule is very simple: fi nd out as much as you can about the style of the people or 

company who will be interviewing you, so that you can fit in with it or at least not clash with it. 

(This makes sense in more ways than one, since it can give you a small extra clue as to how you 

m ight fit in if you do wind up working with them.) If you are interviewing for a job in an industry 

you know, then you already have an extra advantage on your side. But if in doubt, or if venturing 

into unknown territory, consider the following well - tried g uidelines:  

 

¶ For most  industries,  opt  for a  conservatively tailored,  well -made  suit.  Quality is the  key  the  suit  

should  be made  of wool  or  good  wool  blend  and  fit  you  perfectly.  

 

¶ What if the JOB is in a NON -SUIT -wearing WORK ENVIRONMENT:  

Even if you would or could wear jeans on the job, or the work environment is outdoors and a very 

non -suit environment, wearing a suit to the interview shows you take the interview seriously as a 

professional meeting. Dressing well is a compliment to the person(s) with whom you meet. If you 

think the industry in which you're interviewing would frown on a suit, or the interview will involve 

going to a work site where a suit would be inappropriate, look for advice through professional 

organizations, your professors who have bee n employed in that industry, and/or by asking the 

employer directly and politely. One alternative is to wear pressed pants (like khakis) and a dark 

jacket; less formal than a suit, but still business -appropriate for both men and women.  

 

¶ Shirt  color  prefere nces  are  white  or  light  blue.  Pink  or  pin -striped  shirts  are  generally  not  good  

selections  for a  first  interview,  although  in more  casual  or  fashion -conscious  industries,  they  

would  be acceptable  choices.  A man's  tie is the  most  important  part  of  his  outfi t.  It  is his  only  

chance  to  add contrast  and  his  own  sense  of  style.  A good  silk  tie  can  totally  upgrade  a man's  

suit, so it  is well  worth  the  investment.  Ideally,  your  tie should  contrast  with  your  suit.  Avoid  

wearing  a solid  tie with  a solid  color  suit.  

 

¶ Accessories  are  an  important  part  of  your  total  look. Shoes and  belts  should  be good  quality  

leather  and  should  match  in  color.  Black,  cordovan,  or  brown  are  the  best  color  choices.  Either  

laced  shoes  or  slip -ons  are appropriate.  Socks  should  be worn  high  enough  so that  your  legs  don't  

show when  you  sit  or  cross  them.  Interviewers  react  negatively  to flashy  buckles  and  ornaments  

on shoes,  so these  should  be kept  as simple  as possible.  Follow  the  same  rule  with  belts.  

Briefcases  and portfolios  should  be lea ther.  

 

¶ Jewelry  should  be kept  simple,  and  limited  to  either  a wedding  or signet  ring.  Although  tie  clips  

and  cufflinks  may  be appropriate  after you  have  the  job,  they  are sometimes  found  to  be 

inappropriate,  as are  pocket  handkerchiefs.  Watches  should  also  be simple  -  just  a dial  face  and  

leather  band. Heavy watches  with  a lot  of  functions  should  be left  at  home.  

 

¶ Your  grooming  must  be impeccable.  There  is no  question  that  the  clean -shaven  look  is 

safest  for  a businessman.  It  makes  most  men  look  younger,  cleaner,  and  more  efficient.  In  

addition,  many  people  have  negative  reactions  to  mustaches  and  full  beards.  There  are  always  

exceptions,  of  course.  A neat,  well - trimmed  mustache  may  make  a man  look  more  mature  and  

in  control.  A full  beard  still  falls  into  th e high - risk  area  in  corporate  America.  In  more  creative  

professions,  such  as college  teaching,  architecture,  psychology  and advertising,  beards  are  

acceptable.  

 

¶ Finally, avoid after -shave and male colognes. Fragrance and whether to wear it at all is an 

int ensely personal choice, do not risk imposing yours on a complete stranger you are trying to 

impress.  
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For  Women  

The best choice of dress for a woman is a good -quality suit. Wear a stylish but conservative suit  

in a style that is complimentary to your figu re. Neutral solid colors, such as taupe, navy, gray 

or  black,  are  safe.  Other  appropriate  colors  are  acceptable;  however,  stay  away  from  bright  

colors.  

 

¶ Blouses  can  be worn  in  almost  any  color  that  is flattering  to your  skin  tone.  Silk,  cotton  and  

silk  loo k-alikes  are  good  fabric  choices.  Choose  collars  that  compliment  your  jacket  lapel  and  

face  shape. For example,  if  you  have  a long,  thin  face,  avoid  a neckline  that  repeats  the  

shape  of your  face.  Try  to express  your  own  sense  of  style  in blouses.  

 

¶ Accesso ries  are very  important  and  can  easily  upgrade  an outfit.  Choose  leather  pumps  in 

classic  styles  for  interviewing.  Heel  heights  vary  with  fashion,  but  a moderate  heel  height  is 

always  a good  bet. Flats  may be too informal  and  a too -  high  heel  is not  busine sslike.  Belts  

should  generally  match  your  shoes  and, again,  should  be conservative  in  style.  Belts  are good  

finishing  pieces  and  serve  to  tie  your  outfit  together,  although  scarves  used  as belts  can be 

too  informal.  

 

¶ Handbags  and briefcases  are  items  peopl e always  notice.  Quality  is imperative,  so pay  

attention  to  craftsmanship  and  materials.  One word of  caution  -  don't  carry  both a  handbag  

and  a briefcase  to  an interview.  It  looks  clumsy  and requires  too  much  juggling.  Make  sure  

whatever you  are  carrying  closes  easily  and is not  overly  full.  Better  yet,  save  the  briefcase  

until  you  have  the  job.  

 

¶ Jewelry  should  be kept  simple.  Fine  jewelry  is always  acceptable,  but  good  quality  costume  

jewelry  can also  add versatility  to your  wardrobe.  Appropriate  jewelry might  include  simple  

earrings  (no  dangles),  a string  of  pearls,  a chain  or conservative  necklace,  a watch,  and no 

more  than  two  rings.  Any  bracelet  or necklace  that  tends  to  jangle  is distracting  and  should  

be avoided.  

 

¶ Watches  should  be simple,  with  a dial  face.  Rings  should  be conservative  and  suitable  

for  business  wear.  School  rings  and dinner  or  evening  rings  are  not  appropriate.  

 

¶ Hosiery  colors  should  be limited  to neutral  tones.  Colored  hose  can  be attractive  in  other  

business  settings,  but  should  be avoided  in  an  interview.  The same  holds true  for  textured  

hosiery.  

 

¶ Obviously,  grooming  is critical.  Hair  should  be neatly  styled  and  no longer  than  shoulder  

length.  If  your  hair  is longer,  wear  it  up for  interviews  and  other  business  situations.  Makeup  

should  definitely  be worn and  carefully  applied  for  a natural  look.  Research  on  the  subject  of  

makeup  indicates  that  women  who are  naturally  and professionally  made -up  are seen  by  

others  as being  more  successful  and  more  likely  to be  in charge.  Again,  select  cosmetic  

colors  that best  suit  your  skin  tone.  

 

A Final  Word:  
Be prepared  for  your interview.  Your  raincoat  should be cleaned  and  your  umbrella in good  

condition.  Your  shoes  should be  polished  and  your  suit freshly  pressed.  Avoid wearing  a brand  new  

suit to an interview.  Carry  a needle and  thread. Women should carry  an  extra  pair  of  hose.  
 

 



 
- 130 - 

 

 

 
The Job  Interview  Process --  Interviewing  Principles  
 

Know  yourself  and  review  your  accomplishments  so that  you  can  take  advantage  

of  opportunities  to  illustrate  your  areas  of  strength  with  specific  examples.  Be prepared  to  

give  further  descriptions  or  additional  examples  beyond  the points  made  in your  resume.   

Your personal commercial  is important when the interviewer asksé..òTell me about yourselfò.  

If you have your  personal commercial  down coldéthis part of the interview will get you off on 

the right foot.  

 

Dress  appropriately,  neatly  and  conservatively , attending  to  all  elements  of  personal  

grooming.  Arrive  five  to ten  minutes  early  so you  will  be relaxed.  

 

Be poli te  and  personable  to  everyone  you  encounter . People  hire  people  they  like  and 

whom  their  secretaries  like  -  often,  the  less  qualified  person  gets  a position  over  a more  

qualified  one who  does  not  seem  to care  how he or  she  treats  others.  

 

Be  careful  to avo id  showing  signs  of  nervousness  -  foot  tapping,  drumming  fingers,  etc.  
Relax.   Take several deep breaths just before you  walk in for the interview and relax your 
shoulders.  Sit on the edge of the seat - this works to keep you focused on the person(s) in the  

interview and you will not slouch in the chair.  Sounds simple but it is important.  

 
Try  to  read  the  interviewer  and  get  on  the  same  wavelength . Be alert  to  body  

language.  If  he  or  she  wants  details,  provide  them.  If  the  person  is interested  in  ideas  or  

concepts,  focus  accordingly.  

 
Focus  on  your  accomplishments , experiences  where  you  have  made  a contribution  or  

difference,  produced  results,  and  shown  the  ability  to overcome  problems.    

Again, S -T-A-Ré.Situationé.Taské.ActionséResults. 

 
Project  optimism , but  don't  promise  what  you  cannot  deliver.  You will  do  your  best,  so let  

your  record  speak  for  itself.  

 

Avoid  talking  too  much . Keep  answers  to  a maximum  of  one  to  two  minutes.  Let  the  

interviewer  jump  back  in with  a question  to keep  the  conversation  intera ctive.  

 

Take  the positive  view  of  things . Modesty  can be seen  as weakness.  You should  neither  

boast  nor  apologize.  Reframe  your  mistakes  as valuable  learning  experiences.  You can  

usually  reshape  a difficult  question  to  allow  a credible  response.  
 

Never  tal k  to  an  interviewer  about  personal  problems . To discuss  your  problems  will  

weaken  your  case.  To discuss  the  interviewer's  problems  may  prove  embarrassing  if you  are  

hired.  
 

Avoid  premature  salary  discussions . Do not  speak  about  compensation  until  your  valu e 

has  been  established.  Do not  appear  primarily  concerned with  salary  and benefits.  These  

will  be negotiated  at  an  appropriate  time  -  after  the  offer  is made.  
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Be an  interested  listener  and observer . What  you  say  will  be relevant  and  meaningful  to  

the  inte rviewer.  Watch  for  signs  of  confusion,  agreement,  or  strong  interest,  and  respond  

accordingly.  

 

 

Concentrate  on  the  idea  of  making  a contribution  in  a team  environment . 

Competence  alone  does  not  sell.  You must  be seen  as a person  who  will  be productive  in a 

compatible  way.  

 
Follow  the  interviewer's  pace , building  interest  toward  your  objective.  If  the  

conversation  falters,  ask  questions  that  delve  further  into  areas  in which  the  interviewer  

has  shown  interest.  

 
Maintain  confidentiality  of  past  employers  and  be understanding  of any  difficulties  the  

employer  may  have  had, including  those  which  caused  you  to  leave.  You may be talking  to 

your  future  employer,  and you  are  demonstrating  how  much  consideration  you  will  show to 

them  at  some  future  time.  

 

Ask  for  or  exchange  business  cards , if  possible  (in  order  to  secure  correct  spelling,  title,  

telephone  number,  etc.)  

 
Above  all,  be  yourself,  and  not what  you  think  someone  else  expects  you  to  be . 

Maintain  your  dignity  and  self - respect.  

 

Handling  Sensitive  Questions  

 
In  a perfect  world, interview  questions  should be  related  to the  position and  your  willingness  

and  ability  to do the  job. Occasionally,  an  interviewer  asks  questions that  solicit  information  
about  you  that could  potentially  be used in a discriminatory  way . Practicing  how  you  would 

handle  these  kinds of questions  will help  you  respond  professionally  if the  questions  are  
asked in an  interview  situation  (or  even  on an application).  

 

REMEMBER:  

 

Å Many  interviewers  are  not  trained  in interviewing.  They may  not  kn ow which  

questions  to avoid  or which  questions  are  illegal.  

Å Inappropriate  questions  are  often  unintentional.  

Å Often  questions  are  based  more  on perceived  relevance  rather  than  legality,  with  

no malice  intended.  

Å Use your  common  sense  and  react  objectively,  not  defensively.   

 
If  you  are presented  with  potentially  discriminatory  questions:  

Å Maintain  eye  contact.  Remain  cool,  calm  and professional.  

Å Be aware  of your  body  language.  Consciously  manage  your  non -verbal  reactions  to  

remain  as neutral as possible.  
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Å Ask for clarification  on how  the question  might  relate  to the  responsibilities  of  the  

job. Evaluate  what  the  interviewer  is really  seeking,  i.e. questions  about  children  

may relate  to potential  absenteeism,  or questions  regarding  working  with  minorities  

may relate  to  customer  base,  work  group,  or how  you  evaluate  people.  

Å Answer  in  a neutral,  positive  way.  

Å Stick  to  a discussion  about  business.  Getting  personal  opens up  those  areas  for  

scrutiny.  

Å Express  concrete  facts  and  ideas.  Avoid  feelings.  

 
 

Questions  You  Should  Ask  the  Interviewer  
Here  are  just some  of the different questions  you  might  ask  at  any time  during the interview,  

if the  interviewer  has  not  yet  provided  the  information.    
And, --  remember that you shouldnôt ask something you could find on a simple  web search.  

 

1. What  are  the  main  responsibilities  of  this  position?  Who  would  be my  key  associates?  To 

whom  would  I  report?  Whom  would  I  supervise?  What  would  be the  extent  of  my  

authority  in carrying  out  these  responsibilities?  

 

2. What is the top priority fo r the person in this position over the next three months?  This 

question is helpful so you know what to focus on if you do get the position, Palmer says. 
Without a clear expectation, she adds, you won't know what to accomplish or how to make 

the right impr ession during your first days on the job.  

 
3. Six months  from  now,  how  will  you  know you  hired the  right  person?   

 
4. What  are  the  main  problem  areas  that need  attention  in  this  new  position?  

 

5. What  are you  personally  looking  for in a successful  candidate?  What  capabilities  do you  

feel  are  more  important?  

 

6. What  are  the  next  steps?  What  is your  time  line  for  interviewing  and  making a hiring  

decision?  When  can I  expect  to hear  from  you, or would  you  prefer  that  I  call  you?  

 

7. What  are  the  resources  (budget,  staff,  equ ipment,  software)  available  to me  to do the  job?  

 

8. How will  my  performance  be measured?   
 
Helpful Resources on the Internet:  

htt p://money.usnews.com/money/careers/articles/2013/10/23/the -best -questions - to -
ask -during -a- job - interview?page=2  

http://careerconfidential.com/questions -ask - interviewer/  
http://jobsearch.about.c om/od/interviewquestionsanswers/a/interviewquest2.htm  

 
 

TO ACCESS ALL LINKS USE CTRL+CLICK  

 
 
 

http://money.usnews.com/money/careers/articles/2013/10/23/the-best-questions-to-ask-during-a-job-interview?page=2
http://money.usnews.com/money/careers/articles/2013/10/23/the-best-questions-to-ask-during-a-job-interview?page=2
http://careerconfidential.com/questions-ask-interviewer/
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Post Interview  
 
After  the Interview  

You had the job interview. Now, your work is done, right?  Wrong.  

In todayôs hypercompetitive job market, effective follow - up after 

the interview is a must, and failing to do it well might cause you to 
lose out to another candidate.  

 

 

A thank -you  /  follow  up  note  is a must. Most of the  hiring  pros recommended you 

send one via email within 24 hour s of the interview.  
 

Several suggested a handwritten card as a supplement when a personal or creative 

touch might be especially valued.  
 

Rule of thumb:  the more technical the position the more technical the 
responseéemail.
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Your job interview is not finis hed when you leave the interview.  

You have one more opportunity to make an impression. This is when you follow up with a 

thank -you letter, note, or e -mail. It should be personalized for each interview  and include 

these main ideas:  

Å State your appreciation.  

Å Express your interest in employment.  

Å Summarize your qualifications.  

Å Provide any important information that you might not have covered in the interview.  

Å State your plans to follow up as previously agreed - IF you have agreement regarding 
follow up.  

Writing Ti ps 
¶ Always address the letter to a specific person (instead of "Accounting Manager" for 

example).  

¶ If you were interviewed by more than one person, either send a separate letter or note 

to each person or send a single letter to a key person for distribution.  When sending 
more than one letter, tailor the message to each recipient.  

¶ Send the letter or note as soon after the contact as possible, preferably the next day.  

¶ You could send the thank -you note as an e -mail message, if the interviewer uses e -mail 
regular ly. Otherwise, send either a printed letter or a hand -written note by mail. Make 

sure that your handwriting is clear and legible.  

¶ Even if you were turned down for the job, use the thank -you letter to express your 
appreciation for being considered and your interest in future opportunities.  

Other Follow -Up Actions  

If you said you would provide additional information, make sure that you do.  

Note on your calendar when you said you would contact this employer again to learn of their 

hiring decision. Don't forge t to make that contact.  
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¶ Send a  thank -you  letter  within  24  hours -donôt do it immediately when you return from 
interview because the person(s) may think you had ñcannedò letters ready to send.  They 

should be brief (no more than two paragraphs) and referenc e particular points from the 
conversation . 

¶ It is important customize your thank you note, and double -and triple -check it for 
grammatical and spelling errors. You don't want to ruin a great interview experience for 
the hiring manager with a typo - filled foll ow -up. If you met with multiple people during 

your interview, be sure to send one note to each person if they gave you their contact 
information  

 
¶ Your follow up letter gives you the opportunity to restate the case for why you are the 

best person for the jo b,  

 

¶ Know  the  interviewer's  time  line  regarding  the selection  and decision  process.  If  you 

haven't  heard  from  him  or her  by  the  date  that  was  indicated,  you  may call  to check  

on the  status  of the  process.  

 
¶ DO NOT ask  how  you  did,  about  salary  and  benefits,  or  if  you  are  being  seriously  

considered  for  the  job.  

 

¶ Continue  other  job search  efforts  while  you  wait  to  hear  about  a decision.  

 

¶ If  you  are not  offered  the position,  send  a gracious  response  to  your  turndown.  In this 

note, restate your abilities and expr ess your interest in other positions that may become 

available within the company.  You never  know if  the  person  offered  the  job will  leave  

after  a few  weeks,  or  if  another  position  will  open  up.  Keep  the door  open.  

 

When You Are Not The Chosen Candidate For The Position:  

Here is a short but effective letter when you are not  the chosen applicant:   the interviewer will 

remember your follow through!  

Dear [name],  

Thank you for considering me for the opportunity at [company name].  I am 

disappointed I was not able to meet your requirements in ___________ that you 

require for the _______________position.  I would like to keep in touch and be 

considered for future positions where my proven experience and skill in 

________________________ will be an asset to [compa ny name].  

 
And, asking for feedback from interviewer:  

Dear [name],  

While it pains me to see this opportunity go, thank you for getting back to me.  It was such a 
pleasure to meet you and learn about the organization. After spending the time talking with 

yo u and doing my research, I really do believe that the ___ industry is where I want to work.  
 
I know that I am not in a position to ask for favors, but if you have a moment to spare I 

would love any additional feedback. Please do not feel obligated to answ er this question, but if 
there was something you noticed, it will help me in my job search and I would be most 

appreciative.  
 
I hope everything works out with you and your new employee.
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Follow Up/ Thank You Letter Samples  
 

Which is better?  Emailed th ank you follow up?  Postal mailed follow up?  
Handwritten follow up?  

 
The answer isnôt so simple:  While some professions have fully transitioned into 
the digital realm of emailed follow -ups, handwritten notes are still alive and well 

in others.  
 

Do not ov erlook the power of a handwritten thank you note following your 
interview.  Hereôs what recruiting, etiquette and HR professionals had to say on 
the matter.  It would be better to send an email letter to a tech company.  For a 

position in the creative arts  a handwritten note would also be appropriate.  

 

For A Thank You Email Message ïTips & Advice  

Leave the TO: field empty  until you have completed, spellchecked, and proofread the 

message (or put your own address in that field until it is ready to be sent).   If you have 

time, forward the message to a friend or family member to proofread, too, before you 

actually send it to the real recipient.  

Use short paragraphs  to make your message easier to read and comprehend if 

someone just scans it on their computer or m obile device. Adapt the text in this sample 

to your circumstances, and customize it to each individual.  

If something you said seemed to resonate with that interviewer --  perhaps something 

you shared about one of your achievements or information you learned  about one of 

their competitors --  include a brief statement related to that topic into your message.  

Likewise, i f you "connected" with the interviewer about something, from sports, 

schools, or a passion for recycling to movies, music, or an interest in sp orts cars, insert 

a reference to that connection in your thank you note to help the interviewer remember 

you  
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Thank -You Letter Example #1  

[Date]  

[Mr./Ms.] [First] [Last]  
[Title]  

[Company]  
[Address1]  
[City], [ST]  [Zip]  

Dear [Salutation],  

Thank you for the productive interview regarding the __________  Specialist position within 
the [department] of [Company].  You gave me quite a bit of insight about 

your_____________ department and the requirements and responsibilities of the position.  
The task of _____ __________________ is important and I stand ready to accept this 
challenge.  

I believe my education, proven experience; skill with using ____________ and my maturity 
are a good fit for the job requirements.  If offered the position, I am certain I would ma ke a 

valuable addition to your team.    I am very interested in working with your department and I 
look forward to helping you achieve your goals.  

I look forward to continuing our discussions regarding this position. I will plan to follow up 

with you next  week.  Please feel free to call or email me if I can provide you with any further 
information.  

 

Sincerely,  
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Example 2:  

Dear [Salutation],  

Thank you for the opportunity to discuss the _________________ position this morning. Our 
conversation gave me a bet ter understanding of ____________ Company and the 
requirements of the job. As we discus sed I have proven experience in 

______________________ and ____________________.  If offered the position, I am 
certain I would make a valuable addition to your team.    My proven experience demonstrates 

my abilities and acumen for this position.  I am very interested in working with your 
department and I look forward to helping you achieve your goals.     

My strong office and interpersonal skills will definitely make a c ontribution to your company. I 

am proficient in all of the computer software packages that you use and possess the 
__________________ experience that you want for this position.  I would consider it a 

privilege to join your team and look forward to hearing  from you.  

Thank you for your time and consideration.  

Sincerely,  

 

Example # 3  

[Date]  

[Mr./Ms.] [First] [Last]  
[Title]  

[Company]  
[Address1]  
[City], [ST]  [Zip]  

Dear [Salutation],  

Thank you for taking the time to discuss the __________  position with me. It w as a pleasure 
meeting you and Mr. ________________ . 

___________Company  sounds like the perfect place for me to use my skills, especially since 
you use the WXY system, the same system I have been supporting the past thre e years. My 
proven experience and acc omplishments with cost -effective systems can be an asset to your 

company.  

I look forward to hearing from you and to the possibility of joining your staff.  

Sincerely,  
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Thank -You Letter Example # 4 - references requested  

[Date]  

[Mr./Ms.] [First] [Last]  
[T itle]  

[Company]  
[Address1]  
[City], [ST]  [Zip]  

Dear [Salutation],  

Thank you for meeting with me yesterday to discuss _______________  position. I enjoyed 

our conversation, and I am very excited about the possibility of joining your team.   I know 

what it tak es to run a busy and successful ________  office. In my last position as an 

administrative assistant for XYZ Company, I helped manage all aspects of the operation, 

handling tasks such as bookkeeping, customer service , report preparation and ongoing 

communic ations with the managers . 

As you requested, Iôm enclosing a list of professional references. Please feel free to call me if 

you need additional information, have any questions or would like to offer me the job! Thank 

you for your time, and I look forward t o hearing from you.  

Sincerely,  
 

Example 5: Thank-You Letter for a Job Interviewτwhere applicant has connections in marketplace 
 

(Date) 
 
Alice Smith, Mgr, ___________ 
[Company] 
[Address1] 
[City], [ST]  [Zip] 

Dear Ms. Smith: 

Thank you for the opportunity to meet with you yesterday to discuss the Account Representative position. 
Your ideas were stimulating and helpful.  I am very interested in working for ___________________in this 
capacity. 
 
As I mentioned during our conversation, I have numerous connections in the southern _________ market 
that would aid in the start of the new product rollout. My contacts with _________, _________ and 
_________firms have helped me to understand the products and needs of this unique niche.  
 
I look forward to continuing our discussions regarding this position. I will plan to follow up with you next 
week to see what our next steps should be. 

Sincerely,  
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NEGOTIATION  

Get Back to  Work  with  the Best  Deal  -  by  Lee Miller  form  MSN ï Monster.com  

 

I  recently  received  a letter from  a woman who had  just received  a job offer.  She  had  been  
unemployed  for  three  months and wanted  to know  if she  should accept  the  offer  or try  to  

negotiate for more. She  felt the offer  was  low  --  less than  she  had  been making  on her last  
job --  but was  afraid  that  if she  asked for more money  she  might  lose the  job. Whether  or  
not to negotiate  is a  question that comes  up frequently  from  people  who are  between jobs.  

 
Not only  can  you  ask  for  more  money,  but if an  offer  is low,  you  should. The  key  to  doing  

so succe ssfully  can  be summed up in a  single  word:  Confidence.  If  you  know what  you're 
worth  and have  the  confidence needed  to ask for  it,  you  can  often  get  the  company  to 
improve  its offer.  In  fact, if  you  go into the interview  process  with confidence,  it will  no t 

only  result  in  you  becoming  a better negotiator,  it will also  help  you  get  the job.  
What tends  to hold most  people  back  when  they  are  unemployed  is they  start doubting  

themselves  and  their  worth to potential employers.  The  longer  you're unemployed,  the  
more your  confidence starts to waiver,  hurting  your  ability  to negotiate.  However,  there  
are  some  simple things  you  can  do to help build  your  self -confidence:  

 

¶ Know  Yourself.  

Make  a list of all  your  prior  accomplishments,  both professionally  and  personally.  The  
skills and  experience  you  bring  to potential  employers  do not change just  because  

you're unemployed.  

¶ Educate  Yourself.  

Learn  everything  you  can about  the  negotiating  process.  Read books,  attend a  
seminar  or  take a  class.  The more  you  know  about  the  pr ocess,  the  more  comfortable  

you  will be  in  asking  for more money. Knowing  the market  value  for  the skills and 
experience  you  have  will also  help  you  negotiate with confidence.  That  requires  doing  
your  research  before  you  start.  

¶ Shop Around.  

Continue  to actively  pursue  your  job search  even after  you  seriously  begin  talking  to 

a company.  One of  the biggest  mistakes  people  make  when  negotiating  for  a job is 
that once  the y think they  are  going  to  get  a job offer  with a company  they  like,  they  

stop talking  to other  potential  employers.  Having  another  offer will  greatly  enhance  
your  ability  to negotiate  compensation,  forcing  a potential  employer  to give  you  the  
best  possible  offer.  It  will also  increase  your  confidence,  enabling  you  to negotiate  

more  forcefully.  Even  if  you  don't  actually  have  another  offer,  continuing  to talk  with 
lots of prospective employers  will  reassure  you  that  if this offer  is not good  enough,  

another one will be  forthcoming  shortly.  
It  is useful  to let a  prospective  employer  know  you  are  talking  to other  companies  as 
long  as you  make  it clear that  the  employer  you're talking  to is  your  first  choice.  

Employers  like the  fact  that  other companies  are inte rested  but want to  hire  
someone who  really  wants  to work  for  them.  Your  employment  status  becomes  

irrelevant.  

¶ Project Confidence.  

Finally,  even  during  those  moments  when  you  are  not feeling confident,  project  
confidence.  Clinical  psychologist  and  professor  at  Walden University  Dr. Patricia  
Farrell  calls  one  technique  "self - talk ." Before  you  go into an  interview, tell  yourself  --  

out loud --  why  you  deserve  to  get  what  you  are  seeking (Do  this in the  privacy  of  
your  own  home, but do it).  If  you  believe  it, so will the  person  you  are  interviewing 
with. Then  wait  until  you  have  convinced  a prospective  employer  that  you  are  the 

best candidate  for the job before discussing  compensation.  

http://salary.monster.com/salarywizard/layoutscripts/swzl_newsearch.asp
http://www.waldenu.edu/
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The best  time  to talk  about money  is when a  company  is about to make you  an offer.  
 

Be enthusiastic  about  the  job, confident  about  the  abilities  you  bring  to it, knowledgeable  
about  your  market  value  and  firm  in seeking  a fair  compensation  package.  Doing  these  

simple things  will enable  you to negotiate  the  best  possible package  --  even  when  you  are  
unemployed.  

 

 
Helpful Resources on the Internet:  

 
http://www.bls.gov/opub/ooq/2004/winter/art03.pdf  
 

http://www.forbes.com/sites/susanadams/2015/02/13/how - to -negotiate -your -salary -4/  
 

http://www.forbes.com/sites/ashleystahl/2015/12/10/5 - reasons -you -must -negotiate -your -
salary/  
 

http://www.monster.com/blog/b/how - to -negotiate -a- job -offer -and -salary  
 

http://www.theladders.com/career -advice/5 -ways -negotiate -salary - requirements  
 

 

TO ACCESS ALL LINKS USE CTRL+CLICK  

 

 
 
 

 

http://www.bls.gov/opub/ooq/2004/winter/art03.pdf
http://www.forbes.com/sites/susanadams/2015/02/13/how-to-negotiate-your-salary-4/
http://www.forbes.com/sites/ashleystahl/2015/12/10/5-reasons-you-must-negotiate-your-salary/
http://www.forbes.com/sites/ashleystahl/2015/12/10/5-reasons-you-must-negotiate-your-salary/
http://www.monster.com/blog/b/how-to-negotiate-a-job-offer-and-salary
http://www.theladders.com/career-advice/5-ways-negotiate-salary-requirements
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Section 5:  

Networking/Internet  
 

Netwo rking is the best way to find a job because:  

ü People do business primarily with people they know and like.  Resumes and 
cover letters alone are often too impersonal to convince employers to hire you.  

ü Job listings tend to draw piles of applicants .  That  puts you in intense competition 

with many others. Networking makes you a recommended member of a much smaller 
pool.  

ü The job you want may not be advertised at all.  Networking leads to information 
and job leads, often before a formal job description is created or  a job announced.  

 

Using the Internet  

The good news: there is a lot of information and sources available on the internet  

The bad news:  there is a lot of information and sources available on the internet  
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Net working it is a 9 To 5 Job Search  

ðWake up early  every day to get started on your search. Treat it like a job.  

ðTalk to anyone who works or has worked in the field you want to join  

In addition to networking with your existing contacts in any industry, nothing beats talking to 
a real person who has first hand experience in the profession that interests you. Ask your 

existing contacts if they know anyone in your desired field they would be willing introduce you 
to.  

ðNetwork aggressively: Look for connections in companies or with people you want to work 
with  during your job search. Use the people search function on LinkedIn  to help with this.  
Note: there is an upgrade cost to be able to send ñInMailò within LinkedIn. 

ðHow can you be sure that you're using the full pow er of LinkedIn to assist with your search 
for a new job? Part of LinkedIn is Free.  However, as noted above, to send ñInMailò requires 

an upgrade of the service.  It is important to take the time to build your LinkedIn profile, to 
add to your connections, and to effectively use your connections to help with your job search. 
It's also important to help your connections, too, when you can -  it works both ways.  

ðMake a certain number of new contacts a month by making cold calls, sending e -mails or 
even showing  up at a company's door.  However, do this smartly.  Research the companies 

and do not send ñboilerò letters to a prospective employer.  Personalize the letter and your 
resume to their requirements for the position - focus on your accomplishments -not the job  
description.  

ðFind the hiring manager for positions you're interested in or at least get to someone who 
can put in a good word for you with that person.  

ðSearch websites like  Indeed.com  and Simplyhired.com , which aggregate job offerings 
and make the online search easier.  
Source:  Career  Horizons  in  following  site:  

http://ww w.npr.org/2011/02/08/133474431/a -successful - job -search - its -all -about -

networking  

 

Article from LinkedIn about how to use LinkedIn in your networking:  

http://www.linkedin.com/today/post/article/20130916190035 -15454 -networking -

rules - for - job -seekers - the -good - the -bad -and - the -almost -perfect  

 

In Networking -- Your personal commercial  is most important  as you encoun ter people who 
want to know who you are!     

ht tps://www.google.com/search?q=your+personal+job+search+commercial&rlz=1C1KMZB_e
nUS566US566&oq=your+personal+job+search+commercial&aqs=chrome..69i57.7456j0j4&so
urceid=chrome&es_sm=122&ie=UTF -8#  

 

USE NETWORKING TO WORK FOR YOU:  

Tools  such as LinkedIn that c an help you network - if it you use them sensibly . If  you do not 

plan to put forth the effort to use LinkedIn the right way, donôt bother.   However, at the end 
of the day it is making the connections that will be mutually beneficial.  They help you. And, in  
turn, you can help them.  Too often, people start thinking about NEW  connections but the 

most powerful connections (not Facebook) are the people you know nowénot new people. 

ADVERTISEMENT 

http://www.linkedin.com/
http://www.indeed.com/
http://www.simplyhired.com/
http://www.npr.org/2011/02/08/133474431/a-successful-job-search-its-all-about-networking
http://www.npr.org/2011/02/08/133474431/a-successful-job-search-its-all-about-networking
http://www.linkedin.com/today/post/article/20130916190035-15454-networking-rules-for-job-seekers-the-good-the-bad-and-the-almost-perfect
http://www.linkedin.com/today/post/article/20130916190035-15454-networking-rules-for-job-seekers-the-good-the-bad-and-the-almost-perfect
https://www.google.com/search?q=your+personal+job+search+commercial&rlz=1C1KMZB_enUS566US566&oq=your+personal+job+search+commercial&aqs=chrome..69i57.7456j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=your+personal+job+search+commercial&rlz=1C1KMZB_enUS566US566&oq=your+personal+job+search+commercial&aqs=chrome..69i57.7456j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=your+personal+job+search+commercial&rlz=1C1KMZB_enUS566US566&oq=your+personal+job+search+commercial&aqs=chrome..69i57.7456j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
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Nicole Williams, LinkedIn's career expert - connection director and a uthor of  Girl on Top , 

gives the inside scoop on the best ways to use the social network to get a job.  

According to Williams, LinkedIn has executives from most  Fortune 500 companies as 

members.  

Long gone are the days when companies posted a job on LinkedIn  and then sifted through 

submitted resumes. Hiring managers are being proactive and looking through LinkedIn 

profiles to fill open positions. Because of this shift, Williams recommends that every part of 

a job seekerôs profile is complete. 

ñYou donôt want to undermine yourself by not being identified as a potential hire so you 

have to make sure your profile is filled out completely and youôre adding skills,ò she says. 

Users that only list their last or current job in the experience field could look 

inexperi enced, despite being in the workforce for many years.   

Skills are also important to keep up to date and detailed. Not only do employers want 

marketing  executive, they want one with social media experience. The more information 

candidates display on their profile the higher their chance of getting noticed by recruiters, 

according to Williams.  

ñIf you have more than one position listed on your profile itôs 12X more likely to be 

viewed. People are looking for experience .ò 

In addition to a complete profile, Wi lliams recommends users be active on the site to get 

noticed by recruiters: share professional content such as an interesting article about 

something in the industry or information about an upcoming event. ñBy sharing industry-

based information, you demons trate industry knowledge and it keeps you top of mind.ò 

According to Williams, professionals who share articles or content with their LinkedIn 

network at least once a week are nearly 10X more likely to be contacted by a recruiter for 

new opportunities than  people who donôt make offerings. 

Job seekers should also network on the site by joining industry groups. Even volunteering 

helps when trying to land a new job. Williams says upwards of 70% of hiring managers 

consider volunteer work as legitimate experienc e.  

Job seekers can also use LinkedIn to target companies they want to work for by following 

them similar to how they would follow on Twitter or ólikeô on Facebook. The difference with 

LinkedIn is the content shared is more professional and includes personn el moves. It 

doesnôt hurt that more than 2.6 million companies have profiles on LinkedIn. 

Williams says following companies, keeps users up to date on relevant information like 

product launches, contract wins and personnel changes. Having that knowledge he lps job 

hunters reach out to a hiring manager with a point of reference. ñYou can see who is 

leaving and coming in a company and see where they are going,ò she says.  ñIf you know 

someone has left that position you can presume an opportunity is there.ò 

5 Ways to Perfect Your LinkedIn Profile  

Tips for Boomers Looking for Part -Time Work During Retirement  

Creating Your Ow n Luck: 12 Steps for Advancing Your Career  

Referrals  and introductions are the most powerful connection you can have.  
And, it is so much easier.  The idea of ñbeing introducedò is very powerful.  And, that 

means you have to develop your story.  This is w here your personal commercial  comes 
in to play for you.  In 15 -30 seconds you can relate to the person/listener about you in a 
few concise words.   

http://www.inc.com/jeff-haden/5-ways-to-perfect-your-linkedin-profile.html
http://www.inc.com/jeff-haden/5-ways-to-perfect-your-linkedin-profile.html
http://www.foxbusiness.com/personal-finance/2011/11/10/tips-for-boomers-looking-for-part-time-work-during-retirement/?intcmp=related
http://www.foxbusiness.com/personal-finance/2011/11/10/tips-for-boomers-looking-for-part-time-work-during-retirement/?intcmp=related
http://www.foxbusiness.com/personal-finance/2012/03/16/creating-your-own-luck-12-steps-for-advancing-your-career/?intcmp=related
http://www.foxbusiness.com/personal-finance/2012/03/16/creating-your-own-luck-12-steps-for-advancing-your-career/?intcmp=related
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The Birmingham Business Journal  can be an effective tool:   

View Daily Local  Business  News, Resources & m ore in Birmingham  area.  

http://www.bizjournals.com/birmingham /portal/birmingham -

subscribe?ana=ps_birm_wbsbga&gclid=CjwKEAiAkb -

zBRC2upezwuyguQ4SJADZG08v8SI_GLaRiXFysrDgrJ9YZ3AvRpCcYmvcWLJIuZLaQxoC4ALw_wcB  

http://guykawasaki.com/10 -ways - to -use/  

http://www.bizjournals.com/birmingham/jobs/  

Use YouTube.com with a search like :    how to find a job on YouTube   

Helpful sites:  

http://jobsearch.about.com/b/2014/02/15/dont -waste -your - time -on- linkedin.htm  

http://jobsearch.about.com/od /linkedin/ss/linkedin -profile - tips.htm  

http://www.inc.com/kevin -daum/20 -critical -dos -and -donts -of - linkedin -networking.html  

http://www.careerealism.com/linkedin -networking -not -do/  

https://www.cco.purdue.edu/Student/linkedin/HowToNetworkOnLinkedIn.pdf  

 

 

TO ACCESS ALL LINKS USE CTRL+CLICK  

http://www.bizjournals.com/birmingham/portal/birmingham-subscribe?ana=ps_birm_wbsbga&gclid=CjwKEAiAkb-zBRC2upezwuyguQ4SJADZG08v8SI_GLaRiXFysrDgrJ9YZ3AvRpCcYmvcWLJIuZLaQxoC4ALw_wcB
http://www.bizjournals.com/birmingham/portal/birmingham-subscribe?ana=ps_birm_wbsbga&gclid=CjwKEAiAkb-zBRC2upezwuyguQ4SJADZG08v8SI_GLaRiXFysrDgrJ9YZ3AvRpCcYmvcWLJIuZLaQxoC4ALw_wcB
http://www.bizjournals.com/birmingham/portal/birmingham-subscribe?ana=ps_birm_wbsbga&gclid=CjwKEAiAkb-zBRC2upezwuyguQ4SJADZG08v8SI_GLaRiXFysrDgrJ9YZ3AvRpCcYmvcWLJIuZLaQxoC4ALw_wcB
http://guykawasaki.com/10-ways-to-use/
http://www.bizjournals.com/birmingham/jobs/
https://www.youtube.com/watch?v=lDY4_jaMwLY
http://jobsearch.about.com/b/2014/02/15/dont-waste-your-time-on-linkedin.htm
http://jobsearch.about.com/od/linkedin/ss/linkedin-profile-tips.htm
http://www.inc.com/kevin-daum/20-critical-dos-and-donts-of-linkedin-networking.html
http://www.careerealism.com/linkedin-networking-not-do/
https://www.cco.purdue.edu/Student/linkedin/HowToNetworkOnLinkedIn.pdf
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Career  Networking  Opportunities  within  t he  ACT  Ministry  

(Asbury  United  Methodist  Church)  

 

¶ Networking  circle  discussion at the  bi -monthly  Monday  night  meetings  

¶ ACT invites s peakers to stimulate discussions and understandi ng of the value of personal 

networking as opposed to computer networking .  Of note:  personal networking is now 
where over 90% of jobs are found.  Only about 7% of jobs are obtained through the 
computer searches.  

¶ The benefits of the  ACT ministry  are  free to anyone  in Career  Transition  

 

Networking  Opportunities  at Other  Local  Churches  &  Businesses  

 

¶ Shades  Mountain  Baptist  Church  --  Monthly Networking Opportunity:  

Power  Lunch  is held  the  first  Tuesday  of  each  month at 11:45 at  the  church.    
      Its  purpose is to provide  a casual atmosphere  for  people of  all  faiths  to come,  meet 

others  in the  business  community,  enjoy  themselves, have a great  meal  and  receive  

an  inspirational  ɶboost for only $5 . For  details  on  upcoming  meetings  and  directions  
to the  church,  see the Shades Mountain  web  page  at http://www.shades.org/   

 Address:  2017 Columbiana Rd, Vestavia Hills, AL 35216   
Phone :205 -822 -1670  

 

¶ Career Assistance Ministry (CAM)  
 

Career Assistance Ministry (CAM) began 12 ye ars ago at Vestavia Hills United Methodist.  
Meetings are now held at Riverchase Methodist -  once per quarter on Saturday mornings 
from 9 -10:30 a.m.  Meetings are free and open to anyone.  Mike Coffey, founder of 

CAM, will meet for one hour (by appointment)  without fee to give career advice.  
Individuals may contact Mike directly at 205 -999 -2229 or morcoffey@gmail.com  

 

¶ SCORE  

 
SCORE is a  volunteer  component  of  the US Small Business  Administration  that  helps  
entrepreneurs  start and  run  small  businesses.  Volunteers  have  wide  and  
distinguished  backgrounds  in all  types  of businesses, from  large  multinational  

companies  to owning  and running  their  own businesses.  To find  out more  about  
SCORE Birmingham, please go to  our  web  page  at  www.score.org   which will  link  you  

to our local Birmingham  web  page.  

 

¶ Collat Jewish  Family  Services  Career  Ministry  

Career,  Life  Transitions, &  Debt  Management  helps those  thriving  through  challenging  

times. Collat Jewish Family Services is a need - responsive family service agency. We 

offer a wide range of services to meet our clients' financial, emotional and physical 

needs.  

Services are always confidential.   For more information or to schedule an assessment, 

ple ase contact us at (205) 879 -3438.  

 

https://docs.google.com/document/d/1hYSQ0cI3mB4igX0nVEnJtIonLuafZ0ATGzc9j

KXtaxc/edit  
 
http://daxko.com/cultureblog/plethora - of - free -career - assistance - groups - in -

birmingham/  
 

http://www.shades.org/‎
file:///E:/morcoffey@gmail.com
http://www.score.org/
https://docs.google.com/document/d/1hYSQ0cI3mB4igX0nVEnJtIonLuafZ0ATGzc9jKXtaxc/edit
https://docs.google.com/document/d/1hYSQ0cI3mB4igX0nVEnJtIonLuafZ0ATGzc9jKXtaxc/edit
http://daxko.com/cultureblog/plethora-of-free-career-assistance-groups-in-birmingham/
http://daxko.com/cultureblog/plethora-of-free-career-assistance-groups-in-birmingham/
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Network,  Network,  Network --- there are several good sites on the net to help you make use 

of the net working strategy.  Here are a  few to check out:   
 

Listen to this podcast to hear John E. Kobara being interviewed about the right way 
to network .  A mentor/educator and expert who really tells it like it is about networking.  

Title:  Networking    http://www.milwaukeejobs.com/radio/play?rp_id=129   

http://www.helpguide.org/life/job_networking_how_to_find_job.htm  

http://www.npr.org/2011/02/08/133474431/a -successful - job -search - its -all -about -

networking  

http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c
=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gcl id=CNmx16jElb0

CFchQ7AodSz8Awg  

http://www.swiveltime.com/adopting - the -mentoring -an.html  

 
Networking can be an extremely powerful tool..  However, many people let an opportunity slip 
through their fingers when someone asks ñtell me about yourselfò or similar question. 

If you canôt communicate who you are, what you want and what you bring to the table, you 
have let a networking opportunity slip right through your fingers.    

 
For example :  Someone asks you: what do you want to do?   

Why would you say I want to work for a non profit ? 
ðwhich nonprofits?  What are they?  
Have you identified three - five nonprofits and researched them?  

 
You have to develop your storyéwhere is it leading-if someon e asks you , ñWhat do you 

want ?ò 
Be prepared to tell them who you are, what you want/interested in/what success you have 
and ask them for someone to contact.  

 
Keep your network strong:  

Maintain your communication with your contacts.  Put it on your calen dar,  And, then follow 
up with them .   
 

TO ACCESS ALL LINKS USE CTRL+CLICK  

http://www.milwaukeejobs.com/radio/play?rp_id=129
http://www.helpguide.org/life/job_networking_how_to_find_job.htm
http://www.npr.org/2011/02/08/133474431/a-successful-job-search-its-all-about-networking
http://www.npr.org/2011/02/08/133474431/a-successful-job-search-its-all-about-networking
http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Awg
http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Awg
http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Awg
http://www.swiveltime.com/adopting-the-mentoring-an.html
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Job Search  Links  and  Resources  
 

Note:  the links to websites for job search updated 12/2015
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Tip ðUse Company Websites to Job Search  

Source :  
http://jobsearch.about.com/od/companyresearch/a/companywebsite.htm  

Company websites can be among the best sources of job listings , especially if you 

know what companies you are interested in working for  in your search . You can go directly 

to the source and search for and apply for jobs online directly on many company websites. 

At most company sites, you can apply for all level positions online -  from part - time hourly 

jobs to top management positions.    

 

LISTING OF TO JOB SITES:  

http://www.top10bestjobsites.com/index.php?kw=net working%20sites%20for%20jobs&c=2

3723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ

7AodSz8Awg  

 

Here is example:  letôs use Regions Bank as company 

Go to site and find this link:  https://regions.taleo.net/careersection/2/moresearch.ftl  

There were several jobs listed.  

 
Also, after a search for:  LARGE COMPANIES IN BIRMINGHAM, AL   
--  GOOGLE SEARCH RESULT 

https://www.google.com/search?q=large+companies+in+birmingham+al &rlz=1C1KMZB_en
US566US566&oq=large+companies+in+birmin&aqs=chrome.1.69i57j0l5.6614j0j4&sourceid

=chrome&espv=210&es_sm=122&ie=UTF -8#q=large+companies+in+birmingham+al  
 
Birmingham Business Journal: http://www.bizjournals.com/birmingham/portal/birmingham -

sub scribe?ana=ps_birm_wbsbga&gclid=CjwKEAiAkb -
zBRC2upezwuyguQ4SJADZG08v8SI_GLaRiXFysrDgrJ9YZ3AvRpCcYmvcWLJIuZLaQxoC4ALw_

wcB 
HERE IS WIKIPEDIA LIST OF MAJOR CORPS. WITH PRESENCE IN BIRMINGHAM REPORT  
http://en.wikipedia.org/wiki/List_of_corporations_with_a_major_presence_in_Birmingham,_

Alabama  

Employers ranging from AT&T to Walmart have jobs online, so does the government (both 

state and federal), non -profit organizations, and schools.  

There are several ways to find company websites:  

¶ Check  Company Profiles  -  these company profiles have career and employment 

information for  many top employers.  

¶ Try the Company Name  -  Many large companies' URLS are the companyname.com , 

so that's a good option to try.    

¶ Google the Company Name and Jobs  -  Enter the company name plus jobs, such as 

Walmart jobs, in Google's search box and the jobs  section of the website should be among 

the first results.  

¶ Check  U.S.Jobs  -  Companies are using the .jobs extension to direct job seekers 

directly to their company information. Enter or search for "companyname.jobs" to see i f the 

company you're interested in is using it. You'll be able to search for jobs posted on 

company websites and jobs listed on state job boards.  

¶ Use LinkUp  -  Job search engine  LinkUp  searches just for jobs on company web sites.  

How to Search Company Websites  

Jobs are typically listed in the Careers section  of the employer's website. Job and Career 
information may be in a separate  section (Careers) or could be under the About Us s ection.  

http://jobsearch.about.com/od/companyresearch/a/companywebsite.htm
http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Awg
http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Awg
http://www.top10bestjobsites.com/index.php?kw=networking%20sites%20for%20jobs&c=23723589244&t=search&p=&m=p&adpos=1t1&a=250&upf=ag:50&gclid=CNmx16jElb0CFchQ7AodSz8Awg
https://regions.taleo.net/careersection/2/moresearch.ftl
https://www.google.com/search?q=large+companies+in+birmingham+al&rlz=1C1KMZB_enUS566US566&oq=large+companies+in+birmin&aqs=chrome.1.69i57j0l5.6614j0j4&sourceid=chrome&espv=210&es_sm=122&ie=UTF-8#q=large+companies+in+birmingham+al
https://www.google.com/search?q=large+companies+in+birmingham+al&rlz=1C1KMZB_enUS566US566&oq=large+companies+in+birmin&aqs=chrome.1.69i57j0l5.6614j0j4&sourceid=chrome&espv=210&es_sm=122&ie=UTF-8#q=large+companies+in+birmingham+al
https://www.google.com/search?q=large+companies+in+birmingham+al&rlz=1C1KMZB_enUS566US566&oq=large+companies+in+birmin&aqs=chrome.1.69i57j0l5.6614j0j4&sourceid=chrome&espv=210&es_sm=122&ie=UTF-8#q=large+companies+in+birmingham+al
http://en.wikipedia.org/wiki/List_of_corporations_with_a_major_presence_in_Birmingham,_Alabama
http://en.wikipedia.org/wiki/List_of_corporations_with_a_major_presence_in_Birmingham,_Alabama
http://jobsearch.about.com/od/companyprofiles/Company_Profiles.htm
http://us.jobs/
http://jobsearch.about.com/od/jobsearchengines/qt/linkup.htm
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Just about every company has detailed employment information including job openings, an 
employment application, company locations, benefits, and how to apply online.  

 

 

Careers Section  

The following information is typically available for job seekers :  

À Career options and career paths  

À Current job openings  

À Job search system  

À Job application forms  

À Benefits information  

À Diversity information  

À College recruiting information  

 

About Us Section  

The About Us section of employer web sites is useful for finding out about the company 
history, financial stability, products and services, management, as well as information about 
the company culture and how you will fit in.  

Apply for Jobs  

When the company lists jobs on its website, you'll find instructions for how to appl y for open 
positions. The job application system will step you the process of applying.  

Find More Company Information  

Don't stop there. Use the websites that provide company information to further research the 

company and to find connections that  can help you get hired. Those sites include=see listing 
starting on next page.  

¶ Glassdoor  

¶ Vault  

¶ LinkedIn  

¶ YouTube  

¶ Hoovers  

¶  

No Job Listings?  

If you're not able to find job listings on the company website, and you may not because not 
all employers list job openings online, use the  job search engines  to check (search by 
company nam e) for job openings at your employer of interest.  

 

Finding Jobs at Company Websites  SOURCE:   

http://jobsearch.about.com/od/companyresearch/a/companywebsite.htm  

 

 

TO ACCESS A LL LINKS USE CTRL+CLICK  

http://jobsearch.about.com/od/companyresearch/p/glassdoor.htm
http://www.vault.com/
http://jobsearch.about.com/od/networking/a/linkedjobsearch.htm
http://jobsearch.about.com/od/companyresearch/qt/youtube.htm
http://www.hoovers.com/company-information/company-search.html
http://jobsearch.about.com/od/jobsearchengines/a/jobsearchengine.htm
http://jobsearch.about.com/od/companyresearch/a/companywebsite.htm
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TO ACCESS ALL LINKS USE CTRL+CLICK  

 

JOB SEARCH SITES  

 

HOOVERS COMPANY INFORMATION  http://www.hoovers.com/company -
information/company -search.html  

 

Job  Placement  Companies :  

IN AL  
https://www.google.com/search?q=job+placement+agencies+in+
alabama&rlz=1C1KMZB_enUS566US566&oq=JOB+PLACEMENT+C

OMPANIES+IN+ALABAMA&aqs=chrome.1.69i57j0l4.11584j0j7&so
urceid=chrome&es_sm=122&ie=UTF -
8#q=job+placement+agencies+in +BIRMINGHAM+alabama  

 

Allstate  Technical  Services  www.asts.net  

Precision  Resources  http:www.precisionresources.org   

Spherion  www.spherion.com/jobs  

ITAC  Solutions  (IT,  Acct , 

Admin)  

www.itacsolutions.com   

Job Search  Tips:  https://www.google.com/search?q=job+search+advice+sites&rlz
=1C1KMZB_enUS566US566&oq=job+search+advice+sites&aqs=
chrome..69i57j0.12335j0j4&sourceid=chrome&es_sm=122&ie= U
TF-8 

Career  Builder  http://www.careerbuilder.com  

Careers.org  http://www.careers.org/  

CTS, Inc. http://www.askcts.com/  

Indeed. com  http://www.indeed.com/intl/en/tips.html  

Monster.com  http://jobsearch.monster.com  

Pongo.com  http://www.pongoresume.com/articleTopics/30/job -seeker -
tips.cfm  

Alabama  Job Sites:  https://www.google.com/search?q=Alabama+Job+Sites&

rlz=1C1KMZB_enUS566US566&oq=Alabama+Job+Sites&a
qs=chrome..69i57.362508j0j9&sourceid=chrome&es_sm=
122&ie=UTF - 8  

Alabama  Job Store  http://www.alabamajobstore.com  

Alabama  Job Link  https://joblink.alabama.gov/ada/  

Alabama  Jobs http://www.alabamajobs.com  
 

Alabama  Jobs-Snag a Job  https://www.snagajob.com/states/al  

 

Alabamaôs Best  Local  Jobs http://www.al.com/jobs  

Alabama  Job Openings  http://www.jobopenings.net/jobs_by_state.php?state=AL  

Birmingham  Employment  http://www.birminghamemployment.com  

Birmingham  Help  Wanted  http://www.birminghamhelpwanted.com  

Huntsville  Jobs http://www.huntsvillejobs.com  

State  Jobs http://www.personnel.state.al.us  

Alabama Non -Profit Jobs  http://www.alabamanonprofits.org/job -postings.php  

AL Non -Profit Listings and 

help  

http://jobsearch.monster.com/search /Nonprofit_5?where=AL  

http://www.hoovers.com/company-information/company-search.html
http://www.hoovers.com/company-information/company-search.html
https://www.google.com/search?q=job+placement+agencies+in+alabama&rlz=1C1KMZB_enUS566US566&oq=JOB+PLACEMENT+COMPANIES+IN+ALABAMA&aqs=chrome.1.69i57j0l4.11584j0j7&sourceid=chrome&es_sm=122&ie=UTF-8#q=job+placement+agencies+in+BIRMINGHAM+alabama
https://www.google.com/search?q=job+placement+agencies+in+alabama&rlz=1C1KMZB_enUS566US566&oq=JOB+PLACEMENT+COMPANIES+IN+ALABAMA&aqs=chrome.1.69i57j0l4.11584j0j7&sourceid=chrome&es_sm=122&ie=UTF-8#q=job+placement+agencies+in+BIRMINGHAM+alabama
https://www.google.com/search?q=job+placement+agencies+in+alabama&rlz=1C1KMZB_enUS566US566&oq=JOB+PLACEMENT+COMPANIES+IN+ALABAMA&aqs=chrome.1.69i57j0l4.11584j0j7&sourceid=chrome&es_sm=122&ie=UTF-8#q=job+placement+agencies+in+BIRMINGHAM+alabama
https://www.google.com/search?q=job+placement+agencies+in+alabama&rlz=1C1KMZB_enUS566US566&oq=JOB+PLACEMENT+COMPANIES+IN+ALABAMA&aqs=chrome.1.69i57j0l4.11584j0j7&sourceid=chrome&es_sm=122&ie=UTF-8#q=job+placement+agencies+in+BIRMINGHAM+alabama
https://www.google.com/search?q=job+placement+agencies+in+alabama&rlz=1C1KMZB_enUS566US566&oq=JOB+PLACEMENT+COMPANIES+IN+ALABAMA&aqs=chrome.1.69i57j0l4.11584j0j7&sourceid=chrome&es_sm=122&ie=UTF-8#q=job+placement+agencies+in+BIRMINGHAM+alabama
http://www.asts.net/
http://www.precisionresources.org/
http://www.spherion.com/jobs
http://www.itacsolutions.com/
https://www.google.com/search?q=job+search+advice+sites&rlz=1C1KMZB_enUS566US566&oq=job+search+advice+sites&aqs=chrome..69i57j0.12335j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=job+search+advice+sites&rlz=1C1KMZB_enUS566US566&oq=job+search+advice+sites&aqs=chrome..69i57j0.12335j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=job+search+advice+sites&rlz=1C1KMZB_enUS566US566&oq=job+search+advice+sites&aqs=chrome..69i57j0.12335j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=job+search+advice+sites&rlz=1C1KMZB_enUS566US566&oq=job+search+advice+sites&aqs=chrome..69i57j0.12335j0j4&sourceid=chrome&es_sm=122&ie=UTF-8
http://www.careerbuilder.com/
http://www.careers.org/
http://www.askcts.com/
http://www.indeed.com/intl/en/tips.html
http://jobsearch.monster.com/
http://www.pongoresume.com/articleTopics/30/job-seeker-tips.cfm
http://www.pongoresume.com/articleTopics/30/job-seeker-tips.cfm
https://www.google.com/search?q=Alabama+Job+Sites&rlz=1C1KMZB_enUS566US566&oq=Alabama+Job+Sites&aqs=chrome..69i57.362508j0j9&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=Alabama+Job+Sites&rlz=1C1KMZB_enUS566US566&oq=Alabama+Job+Sites&aqs=chrome..69i57.362508j0j9&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=Alabama+Job+Sites&rlz=1C1KMZB_enUS566US566&oq=Alabama+Job+Sites&aqs=chrome..69i57.362508j0j9&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=Alabama+Job+Sites&rlz=1C1KMZB_enUS566US566&oq=Alabama+Job+Sites&aqs=chrome..69i57.362508j0j9&sourceid=chrome&es_sm=122&ie=UTF-8
http://www.alabamajobstore.com/
https://joblink.alabama.gov/ada/
http://www.alabamajobs.com/
https://www.snagajob.com/states/al
http://www.al.com/jobs
http://www.jobopenings.net/jobs_by_state.php?state=AL
http://www.birminghamemployment.com/
http://www.birminghamhelpwanted.com/
http://www.huntsvillejobs.com/
http://www.personnel.state.al.us/
http://www.alabamanonprofits.org/job-postings.php
http://jobsearch.monster.com/search/Nonprofit_5?where=AL
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Comprehensive  Job 

Sites :  

https://www.g oogle.com/search?q=Comprehensive+Job+Sites%
3A&rlz=1C1KMZB_enUS566US566&oq=Comprehensive+Job+Site

s%3A&aqs=chrome..69i57.311695j0j9&sourceid=chrome&es_sm
=122&ie=UTF -8 

Warranty type/Indeed http://www.indeed.com/cmp/Americas-Preferred-Home-Warranty 

Best  Jobs USA  http://www.bestjobsusa.com  

Craigslist  http://bham.craigslist.org/  

Federal  Jobs- listing of 

sources  

http://www.indeed.com/jobs?q=government&l=Alabama  

 

Beyond  http://www.beyond.com  

Job.com  http://www.job.com/?us=6416&rmf=1/refid=0250Q
CEhF0 GlassDoor.com  http://www.glassdoor.com/index.htm  

Find the Right Job  http://www.findtherightjob.com/?campaign_id=1359
0339  The Ladders  https://www.theladders.com/reg/signup_affiliate?cr
=5994515&pl=CJ -00  Flipdog  http://www.flipdog.com  

Headhunter  http://www.headhunter.com  

Jobsearch Engine  http://jobsearch.about.com/od/jobs  

Indeed  http://www..indeed.com  

Linked  In  http://www.linkedin.com/jobs  

LinkUp Job Search Engine  http://www.linkup.com/  

Monster  http://www.monster.com  

Nation  Job http://www.nationjob.com  

Recruiters  Online Network  http://www.recruitersonline.com  

Riley Guide  http://www.rileyguide.com/  

SimplyHired.com  http://www.simplyhired.com/  

Snagajob.com  http://www.snagajob.com/job -
seeker/registration?pid=5994515&ref=affcj  Temporary  Jobs http://www.net - temps.com  

Vault  http://www.vault.com  

U.S.Jobs  http://us.jobs/  

Information Technology 
Job Sites:  

https://www.google.com/search?q=Informati
on+Technology+Job+Sites%3A&rlz=1C1KMZB_

enUS566US566&oq=Information+Technology+
Job+Sites%3A&aqs=chrome..69i57.278347j0j9
&sourceid=chrome&es_sm=122&ie=UTF - 8  

Alabama  Computer  Jobs http://www.computerjobs.com/us/en/search - jobs -

in -alabama, -usa/  Authentic Jobs.com  http://www.authenticjobs.com/  

Computer Jobs.com  http://www.computerjobs.com/us/en/IT -Jobs/  

TechCareers  http://www.techcareers.com/  

Dice  http://www.dice.com  

JobPile.conm  http://www.jobpile.com/  

Elance - for Free Lance Jobs  https://www.elance.com/  

Free Lance Jobs from Home sites  https://www.google.com/search?q=freelance+jobs+
online&rlz=1C1KMZB_enUS566US566&oq=Free+Lan
ce+Jobs& aqs=chrome.2.69i57j0l5.2989j0j4&sourcei
d=chrome&es_sm=122&ie=UTF -

8#q=freelance+jobs+from+home  

 

Executive Sites:   

6 Figure  Jobs http://www.6figurejobs.com  

6 Figure  MBA http://www.6figuremba.com  

Big  5 Talent  http://www.bigfivetalent.com  

Career  Counseling  Corner  http://www.careercc.com  

CEO Worlwide  https://www.ceo -worldwide.com/top -executive -
search.php  Chief  Monster  http://www.chiefmonster.com  

CIO http://www.cio.com  

Exec-U-Net  http://www.execunet.com  

Executive Search Online.com  http://jobs.executivesearchonline.com/?PID=599
4515  

https://www.google.com/search?q=Comprehensive+Job+Sites%3A&rlz=1C1KMZB_enUS566US566&oq=Comprehensive+Job+Sites%3A&aqs=chrome..69i57.311695j0j9&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=Comprehensive+Job+Sites%3A&rlz=1C1KMZB_enUS566US566&oq=Comprehensive+Job+Sites%3A&aqs=chrome..69i57.311695j0j9&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=Comprehensive+Job+Sites%3A&rlz=1C1KMZB_enUS566US566&oq=Comprehensive+Job+Sites%3A&aqs=chrome..69i57.311695j0j9&sourceid=chrome&es_sm=122&ie=UTF-8
https://www.google.com/search?q=Comprehensive+Job+Sites%3A&rlz=1C1KMZB_enUS566US566&oq=Comprehensive+Job+Sites%3A&aqs=chrome..69i57.311695j0j9&sourceid=chrome&es_sm=122&ie=UTF-8
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MBA GlobalNet  http://www.mbaglobalnet.com  

MBA Jobs http://www.mbajobs.net  

Netshare  http://www.netshare.com  

Professional  Career  http://www.professionalcareer.com  

Riley Guide  http://www.rileyguide.com/execsrch.html  

VISTAGE  http://www.vistage.com/landings/lead -ceo-
private -group/?microsource=wp - lp- lead -ceo-
private -
group?campaignID2&ls=Google%20Adwords&lsd
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aD6_____wFgyaaohrij3BOgAcrI -
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SWDEnEkXI_H7ZPWMeRchMZn814AFkE6AB563h
wKQBwI%26sig%3DAOD64_2ARi490AP5R9K16O

1cxnSClAwViA%26rct%3Dj%26q%3Dexecutive%
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info   
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In Alabama:    
http://xamire.com/felony - friendly/alabama.ht ml  

 
http://www.aidt.edu/alabama -work - release -and -prison - reentry/  
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http://www.vistage.com/landings/lead-ceo-private-group/?microsource=wp-lp-lead-ceo-private-group?campaignID2&ls=Google%20Adwords&lsd=Search&_kk=ceo%20employment&_kt=296a5322-3523-474a-87f7-7f648fdec0f3&gclid=CKPao6Pspr0CFc1j7Aodbh4AUA&utm_expid=80000816-11.QfA8wsfOTMCQe8Xvw_p5uQ.0&utm_referrer=http%3A%2F%2Fwww.google.com%2Faclk%3Fsa%3Dl%26ai%3DCt99PUeAtU7L7MYKl6AHf14CgDIbvwocFxp_JmJABofiwOQgAEAIgmajZHigDUKPCgaD6_____wFgyaaohrij3BOgAcrI-P0DyAEBqgQoT9BrE0d35dYIhDtG6M5PxsbW94_MSWDEnEkXI_H7ZPWMeRchMZn814AFkE6AB563hwKQBwI%26sig%3DAOD64_2ARi490AP5R9K16O1cxnSClAwViA%26rct%3Dj%26q%3Dexecutive%2Bposition%2Bjob%2Bsites%26ved%3D0CDgQ0Qw%26adurl%3Dhttp%3A%2F%2Fwww.vistage.com%2Flandings%2Flead-ceo-private-group%2F%253Fmicrosource%253Dwp-lp-lead-ceo-private-group%253FcampaignID2%253D701800000011dCq%2526ls%253DGoogle%252520Adwords%2526lsd%253DSearch%2526_kk%253Dceo%252520employment%2526_kt%253D296a5322-3523-474a-87f7-7f648fdec0f3
http://www.vistage.com/landings/lead-ceo-private-group/?microsource=wp-lp-lead-ceo-private-group?campaignID2&ls=Google%20Adwords&lsd=Search&_kk=ceo%20employment&_kt=296a5322-3523-474a-87f7-7f648fdec0f3&gclid=CKPao6Pspr0CFc1j7Aodbh4AUA&utm_expid=80000816-11.QfA8wsfOTMCQe8Xvw_p5uQ.0&utm_referrer=http%3A%2F%2Fwww.google.com%2Faclk%3Fsa%3Dl%26ai%3DCt99PUeAtU7L7MYKl6AHf14CgDIbvwocFxp_JmJABofiwOQgAEAIgmajZHigDUKPCgaD6_____wFgyaaohrij3BOgAcrI-P0DyAEBqgQoT9BrE0d35dYIhDtG6M5PxsbW94_MSWDEnEkXI_H7ZPWMeRchMZn814AFkE6AB563hwKQBwI%26sig%3DAOD64_2ARi490AP5R9K16O1cxnSClAwViA%26rct%3Dj%26q%3Dexecutive%2Bposition%2Bjob%2Bsites%26ved%3D0CDgQ0Qw%26adurl%3Dhttp%3A%2F%2Fwww.vistage.com%2Flandings%2Flead-ceo-private-group%2F%253Fmicrosource%253Dwp-lp-lead-ceo-private-group%253FcampaignID2%253D701800000011dCq%2526ls%253DGoogle%252520Adwords%2526lsd%253DSearch%2526_kk%253Dceo%252520employment%2526_kt%253D296a5322-3523-474a-87f7-7f648fdec0f3
http://www.ranker.com/list/list-of%20-companies-that-hire-felons/business-and-company-info
http://www.ranker.com/list/list-of%20-companies-that-hire-felons/business-and-company-info
http://exoffenders.net/employment-jobs-for-felons/
http://xamire.com/felony-friendly/alabama.html
http://www.aidt.edu/alabama-work-release-and-prison-reentry/
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FREE EMAIL  ACCOUNTS  
 

There  are  many  free  email  accounts  available.  Here are a few listed below and a site t hat lists 
the top 10 or so available free email services to consider: \  

http://email.about.com/od/freeemailreviews/tp/free_email.htm  
 

Go to  Internet  Explorer  and  do  a search  for  ñfree  email  accountsò Below  are  just  a few  
examples.  

¶ Go to  Internet  Explorer  and  then  go  to  www.google.com . 

¶ Click  on  Gmail  at  Web  links  under  the  toolbar.  

 

  

¶ The following  screen  will  appear  with  a link  to  sign  up  for  Gmail.  

     

. 

http://email.about.com/od/freeemailreviews/tp/free_email.htm
http://www.google.com/

