[image: image1.png]Resume Uses

+ Calling card for multiple
circumstances

« Servicing academic and
work references

« Conversing with
counselors

+ Disseminating to
network contacts

+ Responding to job leads
« Introducing to employ-
ment agencies

+ Answering employment
advertisements

« Broadcasting to
potential employers
* Web calling card
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[image: image2.png]Traits to Express

« Attitude

« Career direction
« Character

« Confidence

« Enthusiasm

« Involvement

« Leadership

* Maturity

+ Motivations

+ Organization

« Personality

+ Self-expression
« Social skills

* Work desire

* Work habits
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[image: image3.png]Graphic Considerations

« White o off-white paper

+ Concise
+ One/two pages

* Quality paper

« 8% x 1l size

+ Balanced sections
« Error-free

« Print or type

* Quality copy

+ Ample white space
* Centered text

« Outline format

* Underlined section heads
+ Capitalized body points
« Bullet point features

« Neatly blocked

Figure 10.3




[image: image4.png]Resume Sections

« Identification
« Career objective

+ Education
« Extracurricular activities
* Work experience

+ Professional/civic

activities

« Publications/research

+ Personal background
+ References

Figure 10.+




[image: image5.png]Basic Resume Formats

Chronological—Presents work experiences and educational back-
ground in reverse time sequence with a statement about each rele-
vant episode.

Functional—Catalogs under major skill-set headings major areas of
involvement that draw upon work experiences, education, and per-
sonal background. Dates and details may not be presented some-
times, but the skil is usually documented by reference to the
individual's background

Targeted—Presents abilities and accomplishments in a highly
focused method that targets directly into a specific job, functional
field, or industry group. The targeting occurs in the construction of
the career objective statement. A targeted resume can be used in con-
junction with either the chronological or functional resume formats,
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[image: image6.png]Functional Resume Advantages

« Emphasizes accomplish-
ments

+ Stresses marketable skills

+ Camoufiages broken
employment record

+ Emphasizes
abilities/recognitions

+ Downplays multiple job
changes

« Minimizes importance of
where and when

Figure 10.6




[image: image7.png]Sample Functional Resume Headings

Use this style to highlight your leading skills.
Technical Skills  Functional kills ~ Administrative Skills
Accounting Distributing Analyzing

Computer Engineering Controlling

programming Financing Coordinating
Designing Managing Delegating
Engineering Manufacturing Directing
Forelgn languages  Marketing Leading
Legal Operations Managing
Mathematics Purchasing Motivating
Public relations Researching Organizing
Reporting Selling Planning
Speaking Supervising Presenting
Teaching Training Programming

Writing/editing

Most employers want you to identify the education and work experi-
ence that contributed fo development o these SKills.
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[image: image8.png]Functional Resume Example

Writing skills
« Compiled and published reports on the topics of

« Earned awards on the clever design and depth of contrast pre-
sented on the following publications

« Wrote over 20 articles for the college newspaper, largely on the.
topics of

« Edited 50 articles over a period of years and recently compiled
them into a new book tiled

Managing Skills
« Hired and trained 12 research assistants

« Managed a staff of 30 people

« Responsible for a budget of $58 000

Figure 10.8





[image: image9.png]Action Words

accelerate
adapt
administer

analyze
approve
coordinate

conceive
conduct
complete

control
create
delegate

develop
demonsirate
direct

effect
eliminate
establish

evaluate
expand
expedite

found.
generate
increase

influence
implement
initiate

interpret
improve
launch

lead
lecture
maintain

manage
motivate
organize
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originate
participate
perform

plan
pinpoint
program

propose
prove
provide

recommend
reduce
reinforce

reorganize
revamp
responsible

revise
review
schedule

significant
setup
solve

strategy
structure
streamline

successful
supervise

support

train

touch
work





[image: image10.png]Self-Descriptive Words

What words would one of your network partners use in
describing youto a potential employer?

active economical personable
adaptable efcient pleasant
aggressive energetic positive

alert enterprising practical
ambitious enthusiastic productive
analytical extroverted realistic
attentive fair reliable
broad-minded forceful resourceful
conscientious imaginative respective
consistent independent self-reliant
constructive logical sense of humor
creative loyal sincere
dependable mature sophisticated
determined ‘methodical systematic
diplomatic abjective tactiul
disciplined optimistic talented
discrete perceptive traveler

‘Which words define you? What life events would you use in
aninterview to support your self-description?

Figure 10.10




[image: image11.png]Twenty Resume Design Tips
How effectively have you used these tips?

« Design for skimmers, not readers.
« Graphically center, balance, and outline text

« Construct on 8% x 11 white bond paper.

« Eliminate all errors—perfect

« Use underlining, capitalization, and bullet points.
« Create “while space” on each page.

« Be positive, avoid negatives.

« Keep the points concise, yet complete

« Focus on relevant data only.

« Emphasize skills and capabilites.

« Incorporate buzz words about your field.

« Use action words, not passive verbs.

« Use the pronoun “I" sparingly.

« Stress accomplishments.

« Use examples o llustrate personality traits.

« Let actions denote leadership traits

« lustrate skills by course specifications

« Highlight abilties by performance episodes.

« Personalize by showing uniqueness.

« Critique as an advertisement

‘Would an afler the fact review improve your resume?

Figare 10.11




[image: image12.png]Common Job Titles Used on Career Objective Statements

Within nearly every job title, there are multiple levels of responsibility: trainee, analyst

‘manager, director, VP, etc.

Financial Titles
‘Accountant
Appraiser
Bank Trainee
Branch Manager
Budget Analyst
Claims Representative
Commercial Lending
Cost Accaunting
Credit Analyst
Data Processing
Database Manager
Department Manager

Marketing Titles
Account Executive
‘Ad Copyvaiter
Advertising Sales
Agent
Assistant Buyer
Brand Assistant
Brochure Developer
Broker
Commercial Advisor
Commercial Sales Assistant
District Manager

Operations Titles.
‘Aerospace Engineering
Chemical Engincering
Civil Enginesring
Computer Scientist
Electrical Engineering
Electronic Engineering
Facility Manager
Industrial Engineering
Industrial Management

Administrative Titles
Attomey
Benefits Manager
Brachure Developer
Compensation Analyst
Corporate Attorney

What is your level of responsibility?

Economic Analyst
Economist

Financial Accounting
Financial Analyst
Financial Institutions
Financial Intern
Industrial Accounting
Information Systems
Insurance

Internal Auditor
Internal Consultant
Investment Analyst

Field Enginer
Leasing Agent

Manufacturers Representative
Market Analyst

Market Researcher

Marketing Assistant
Marketing Representative
Marketing Show Coardinator
Merchandiser

Product Assistant

Retailing

Laboratory Assistant
Lodging Industry Trainee
Logistics Caordinator
Mechanical Engineering
Operations Manager
Praduction Scheduling
Purchasing

Purchasing Agent

Lobbyist
Management Trainee
Media Caordinator
News Manager
Personnel Assistant

Figure 11.1

Mortgage Lender
Operations Manager
Programmer

Public Accounting
Real Estate
Securities Trader
Systems Analyst

Tax Manager

Tax Specialist
Treasury Analyst
Trust Administrator
Underwriter

Sales Analyst
Sales Assistant

Sales Consultant

Sales Manager

Sales Representative
Securities Trader

Service Manager

Store Management
Technical Sales
Technical Sales Engineer
Technical Specialist

Quality Cantral
Research Scientist
Restaurant Management
Setup Assistant
Supervisar

Technical Manager
Transportation Manager
‘Warehouse Manager

Public Relations Writer
Report Writer
Technical Writer
Training Facilitator





[image: image13.png]Job Levels

« Executive
* Partner

« Vice President
« Director

« Assistant Director
« Manager

« Assistant Manager
« Analyst

« Coordinator
« Trainee

Figure 11.2




[image: image14.png]Sample Career Statements

Management Trainee. Prefer a medium-size fim that rotates new employees through the sales, finance,
‘and aperations functions and makes final assignments to one area within several months based upon
Joint assessment of personal talents and firm needs. Strongest area may be In marketing since best course
work is I the humanities and sacial sciences, which develop extensive writing, presentation, and inter-
personal communication skilk. Very flexible in relocations, especially international tours, which might
draw upon my multlingual talents. Aspire to become a seiar manager or partner In a service Indusiry
organization.

Sales Representative. Wish to begin my career in an assignment that offers cantact with the public, struc-
tured on-theJob training, exposure to management, and a qualiy product or service. Afte training and
Some experience, plan to mave Into management assignments Involving training, hiring, customer serv-
Ice, advertising strategy, analyzing research studles, and supervising others.

Industrial Sales Representative. Desire a position that utllizes technical background in physics, chem-
stry, and mathematics. Although not imited, industries most applicable include electronics, chemical,
dnigs, and oil. Special talents in aiding the fechnical interface between firm and customer. Aspire to
become an operating marketing manager with responsibility for budgets, marketing plans, and decision-
making responsibiiis.

Commercial Sales Representative. Desire extensive cantact with customers and regular exposure to
management to help buld upon talents of facilfating relationships. Prefer an-the-Job training that quickly
ntrodiuces products and services. Afler training and experience, seek a promation into first-ine manage-
ment that Involves recruing, hring, training, and mativating subordinates. Prefer experience doing a line
management career in some Staff assignments, such as advertising, market research, and merchandising

Brand Assistant. Want responsibilty of coordinating advertising, pricing, packaging, forecasts, distribu-
tion channels, prafis, etc., of a consumer goods product ine. Previous sales experiznce should aid n coor-
dinating programs with the sales force. Strong analytical skills and gaod writing skills coupled with
experience hapefully will permit advancement o prodiict manager

Product Management. After experience in sales force management, desire staff level responsibilties in
advertising coordination, pricing, packaging, and market research. Prefer involvement in a consumer or
commercial praduct line with multple distribution channels for specific well-known brands. Wich to use
strong analytical skills, copywriting abiltes, and assertive personal characteristcs in nital assignments.

Sales Engineer. Interested in industries such as electranics, electrical machinery, office products that can
use my enginsering training. Desire to serve as a technical service liakson with customer contact
Intermediate gaal Is to move Into higher levels of responsibility from both a technical and managerial
viewpoint.

Retailing. Interested in foining a department, chain, discount, or specialty store In a structured manage-
ment training program. Prefer exposure to a wide variety of praduct or service lines. Desire experience in
Sales, supervision, buying, and ofher facets of retaling. Eventually hope to advance into either store man-
agement or the merchand sing function.

Retail Buyer. Plan to start in 2 management development program with an upscale fashion retailer that
Fotates associates through the buying, store management, and operational aspects of a hectic and exciting
enviranment. Desire assignments in merchandising, advertising, sales, customer service, and supervision
A5 a senior execulive, desire to buy merchandise on a glabal basis and manage large mult-mployee
operations.

Public Relations Assistant. Interested in copy writing, ediing, writing speeches and news releases, pho-
tography, graphics, etc. Desire experience on organization's nternal and external publications. Good writ-
ing and speaking skills with communications background should assit in advancement to a management
position within the public elations department.

Human Resource Assistant. Expect to begin job in the human resources department of a unionized
manufacturing concem to gain experience in the functions of abor canfract administration, employment,
recruitment, compensation, benefit programs, training programs, and performance management. Lang
term gaal i to become a general HR officer.

Management Consultant. Drawing upon previous wark experience in accounting systems, plan to start
n the management service function of a arge public accounting or national consulfing firm. Desire ta use
academic courses In accounting, finance, and systems In analyzing data, writing proposals, writing analyt-
ical reports, and making specifc recommendations to client organizations. Eventually wish to be involved
Instrategic projects Invalving product positioning, acquisitions, divestitures, and organizational design.

Figure 11





[image: image15.png]Sample Career Statements

Accountants. Cansidering oppartunities in both public and industrial firms. Enjoy the client contact in
public and the management potential in industry. Desire variety of experiences in auditing, cast, tax, and
finance. Based upon experience, long-term goal i to move into a chiel financial ofice position or partner
witha public frm.

Industrial Accountant. Plan to start with a manufacturing or service concern. Prefer an-the-Job training
in a variety of rotated assignments. Desire some experience in internal auditing, cost accounting, credit
analysis, nvestment analysis, tax preparations, and the treasury functions.

Public Accountant. Desire t2join a large to medium.-size i where there is training in auditing, taxes,
and management service. Prefer a professional training.oriented firm tha keeps staff current through re
ular seminars and publications. Aspire to partnership within a reasonable period of time. Eventually plan
to work in financial and technology consulting engagements at a senior level.

Corporate Accountant. Desire a postion with a arge prestigious industrial firm that leads controllership
candidates through the technical departments like intemal auditing, management accounting, financial
Systems, tax preparation, financial reporting, and Information management. With aver 30 hours in finance,
Systems, and accounting course wark, expect to employ talent in  progression of positions leading to sen-
o financial management responsibilites. Willing to elacate frequently including international rotational
assignments that draw upon multiple language fluencies develaped In various academic programs and
academic studies.

Systems Specialist. Plan to accept an initaljob as a programmer or systems analyst that can make best
use of my quantitative background. Interested in computer hardware/software fims and software service
firms. Special interest in marketing and finance applications. Prefer the role of systems consultant to sev-
eral departmens or customers.

Technology Consultant. Wish to begin in computer systems and programming to expand on academic
training but ater hope to merge technical skills with management ambitians. Plan to draw upon a strong
background in web design, computer programming, data structures, and information systems manage-
ment. Seeking Inital work in systems support, MIS cansulting, web applications, and internal and external
client relations that require unique Interpersanal skills,presentation abilities, and technical competencies.

nancial Analyst. Desire to join an organization that assigns complex financial projects to new employ-
ees immediately Interested in analyzing projects involving capital cest, cash flow, capital Investments, tax
veriications, financing methods, pension fund security analysis, pricng, cost comparisans, prafit and loss.
and balance sheet analysis, Intemational consolidations, Interést rates, monetary policy, etc. Eventually
wish to mave Into the controllership function

Corporate Financial Analyst. Seekingan assignment in an international manufacturing firmthat demands.
a strong course background in accounting, finance, and computer systems supported with nearly twa
years of related work experience. Course work In advanced accounting, financial structures, financial
analysis, budgeting, taxes, and rik assessment serve to prepare for managing a controllership or reasury
function.

Consumer Banking. Gaal i to become a senior bank operating officer. Initally desire to gain experience
in branch management, operations, trust, and nstallment lending. Strongest asset s in the commercial
lending function where can conduct complex credit analysis and meet commercial customers. At some.
point, an experience in internatianal banking would be impartant.

Commercial Banking. Long-term goal Is o progress to a seniar operating officer of a arge financial nsti-
tution. Desire to gain experlence in branch banking, installment lending, investment banking analysis,
commercial lending, credit analysi, trust administration, cash services, mortgage lending, customer rela-
tions, and intemal aperations supervision. The competitive commerciai lending function draws upon con-
siderable technical skils acquired in course work in finance, accounting, economics, and communications.

Production Assistant. Goal i to start in any one of several areas in manufacturing including scheduling,
industrial engineering, irst-line supervision, inventory control, physical distribution, purchasing, quaity
control, etc. Prefer an employer who permits one ta ratate through various functions because eventually
wish to mave into operations management.

Figure 11+





[image: image16.png]Accomplishment Action Statements

Can you describe situations from your past that resulted In accomplishments ke these examples?

Acted as liaison ta
Administered plan created to.
Attained a referral rate of xx percent
Automated billing requiremens for
Chaired a task force to develop
Complled staistcs proving

Completed project 0 under budget in x months,

Conducted management actvites of
Conducted studies on

Consalidated regular reports of
Counseled large group of

Created financial model that

Created financial plan used to

Created a new product image with

Cut production time by xx percent by
Designed equipment for

Designed project pramotional plan that
Developed new procedures ta
Developed a unique program that
Directed activites that

Directed a consumer research study that
Directed the department staff of x that
Discovered problems that
Established reporting procedures for
Facilitated training on WWW that
Generated increased morale of team
Held the best closing rate of xx percent
Implemented computerized system to
Improved productivity by

Increased camings i percent in six months by
Intiated a clever campaign designed to

Installed a process that
Interviewed candidates seeking
Managed, organized, staffed, and trained
Managed s engineers in project that
Marketed new concept in

Performed financial analysis designed to
Persanal actions achieved

Planned and directed a team of xx staif who.
Planned marketing strategy used to
Promoted new technique that

Provided services that

Purchased e of . for

Rated in top ten performers for xx years
Received x pramtions in x years
Recruited talent for

Redefined a process that

Reduced expenditures by

Reorganized the function that
Reorganized work patterns that

Served on major

Serviced a team of physicians who.

Sold new conceptta top management by
Sold xx0¢ unis in two months by
Strengthened organization by
Supervised a staffof

Taught training programs for

Traveled extensivelyta

Voted as “Best Leader” by co-workers
Wrate market plan designed to

Wrate proposal that achieved.

Wrate xx publications In the fleld of

Place “results” i these from your previous sifuatians and actions on your enhanced resumet

Figure 1.5





[image: image17.png]College/Civic Activities

Did any of your non-classraom or work experiences enhance your leadership, communication, decision
making, and related competencies?

Academic Assistant Dorm Organization Singing Groups
‘Academic Clubs/Groups Ethnic Organizations. Sorarities

Bands and Orchestras Fratemities. Technical Societies
Campus Newspapers. Interfraternal Groups Union Boards

‘Campus Political Party. Professional Association ‘Women's Organizations
Debate Team Scholastic Fraternities Yearbook Programs

Noncampus Groups

Big Brothers/Sisters Hospital Alde Service Clubs.
Commerce Junior Achievement Social Werk
Flying Clubs. Music Societies Teacher's Alde
Foundations. Nonprofit Groups United Funds
H Clubs Religious Groups. Youth Groups
Health Care: Scouting Youth Sports

Sports: Va
Archery Handball Soccer
Baseball Lacrosse Swimming
Basketball Polo Tennis
Football Racquetball Track
Golf. Rowing Volleyball
Gymnastics Rugby Wresting

Leadership Roles
Board Member Representative Team Leader
Committee Chair Secretary Treasurer
President Stalf Assistant Vice-president

Committees
Alumni Commencement Homecoming
Athletic Facully Major Event
Curriculum Foundation Steering

Political
Campus Politics Precinct Warker ‘Young Republicans
League of Voters Young Democrats Voter Registration
Labbying

Performing Arts
Bands Symphonies Toastmasters
Plays Orchestras Lecturing

Have you ntegrated similar activites in your enhanced resume? What activities from your background can
ou use ta suppert your key competencies?

Figure 11.6





[image: image18.png]Responsibility Levels

Geography  Magnitude/Numbers
Unit Budget dollars controlled
District Employees supervised
Regional Facilities managed
National Assetsmanaged

International  Major divisions managed

Figare 1L.7




[image: image19.png]Volunteer Service Learning-Working Activities

Volunteer community service is greatly admired.

« Athletic Clubs « Music Soceties
«Big Brothers « Nonprofit Groups

« Big Sisters « Professional Associations

« Chamber of Commerce «Red Cross

« Commercial Groups « Religious Groups

« Community Kitchens « School Volunteer

« Flying Clubs « Scouting

« Foundations « Service Clubs

« Fund Raising, « Social Clubs

«4-HClubs « Social work/Organizations
« Habitat for Humanity « Trade Groups

« Health Boards « United Fund

« Hospital Volunteer « Youth Group

«Junior Achievement « Youth Sports

Have you included your commitments on your resume?

Figure 1.8




[image: image20.png]Recognitions

‘What others say about you adds credibility 1o your resume.

« Civic awards + Academic excellence
« College scholarships « Rank in class

« Achievement certificates « Employer incentive award

« Leadership certiicales « Peer review acknowledgement
« Elected offices « Special license

« Professional licenses « Social club merits

« College achievement awards  »Job accomplishments

« Service clubs acknowledgements  Compelitive performances

« Grade excellence awards « Writing awards

« Corporale lraining seminars « Public service

« Leadership recognitions « Elected official

« Alhletic leadership « Public speaking awards

« Association officer « Campus politician

« Employer service « Musical performances

« Employer performance

Have you reviewed your resume and included these?

Figure 1.9




[image: image21.png]Resume Quiz

How Does Your Resume Rate?

Appearance: Is it enticing? Do you want to read it?
Layout: Professional style, graphically presented?

Length: Can you get same effect ifit is shorter?

Relevance: Has extraneous material been deleted?

Writing Style: Is everything grammatically correct?

Action: Do sentences begin with action verbs?

Specificity: Is there focus instead of generalities?
Accomplishments: Are your most outstanding abilities presented?
Completeness: Have you left out important data?

Goal Directed: Does the employer know what you want immediately?
Audit Trail: Can an employer find you later?
Truth: Do you avoid inflating the truth?
Impact: Do you imply self-confidence?
Documentation: Can statements be verified?
Relationships: Have references been informed?

Figure 11.10




[image: image22.png]Descriptive Career Phrases

useskilssuchas—,_and
work in functional areas of

interested in indusiries of

cblained related skils from courses in

hold years experience in

exploring areas of interests like

Figure 1111





[image: image23.png]Cover Letter Design

Atenton
Job bjective
custiations
Acierements
et
Motaton
rersonatty
Sgresse close

= equals =

Results
Figure 13.1




[image: image24.png]Action Verbs

What Have You Done?

How many of these verbs have you inserted into your resume and cover letter?

Acceleraed Contrcied filed originated Selcted
Accomplihed  Coondnated Forecasted Partipated Served
Accouned Fomulated Serviced
Achieved Comesponded  Found Perormed Ei
Acquied Counselled Generated Persuaded Simpiled
Created Pinpoined
Acted Criqued Guded Planed Soid
Adspted G Headed Prediied Solved
Adminiersd Hired Spoke
Adepted Dest Implemented  Prepared Stated
Advked Debted Improved Presened Staned
Delegaied Primed
Advocated Delivered improvised Piorized Sueamined
Aided Demandrated  Inceased Processed Suengihened
Allocated Inflenced Sresced
Ansized Described Inkisied Produced Sructired
Applled Designed Inovated Progammed  Succeeded
Detemined Projected
Appratsed Developed nspired Promoted Summarized
Aproved Devsed nchiiad Proahead Sipervised
Atbirated Instucted Supported
Amanged Disgnosed Integrted Proposed Sytihesized
Assembied Direted nterpreted Froved Seemzed
Discavered Provided
Assesed Dispaiched Intervewed Published Tackled
Assgned Dispayed Introduced Purchased Talked
pes nverted Taught
Atained Distrbuted Invested Pushed Tested
Audied Documented  Investiated Questioned Touched
Drated Raised
Based Drew nvolved Read Tracked
Budgeted Eamed Judged Recommended  Traded
Bt Launched Traned
Checked Bdied Lectured Recorded Transtered
Clisiied Educated e Recruted Trandiaed
Efeced Reduced
Coached Elmnated Lobbied Retered Tested
Collsted Encoursged Located Reinforced Trimmed
Gollecied Made Thcublechot
Communicated  Establhed Maintained Reorganized  Uncovered
Competed Evalusied Managed Repared Updated
Examined Reperted
Compled Exhbiied Manpulated  Researched Uperaded
Completed Expanded Measued Resalved Uthzed
Compoted Mediated Visusized
Condenved Expedied Motiated Responded Von
Conducted Expianed Negotsied Revtewed Viste
Expressed Revized
Contionted Facitated Otserved Schedued
Conscldaied  Fashioned Opersed Secined
Consructed Organized

After your draf, go back to your resume and see how many of these actions verbs you can
insert into your resume.

Figure 13.2




[image: image25.png]Typical Business Letter Format

Street Address
city, State, Zip
Telephone Number
Current Date

14 spaces]

Employer's Name
Title
Department
Organization
Street Address
City, tate, Zip

It space]
Dear Mr./Ms./Dr./Individual's Narme

It space]
Introduction: Reference previous conversation of correspondence .. give specific dates if
possible .. state appreciation for past consideration . . succinctly state current business
State your credentials . .. mention a specific job title . . mention name of recommendors.

It space]
Body: Give details on purpose of letter . make reference to attachments .. write short but
complete sentences ... avoid large and unnecessary words . .. cover the central theme com-
pletely .. make paragraphs two to five sentences .. lst your accomplishments.

It space]
Close: State the action you expect from the recipient . . keep paragraph short . . . indicate
your next plan of action .. offer specific date of expected action if appropiate ... thank the
Tecipient

It space]
Very truly yours, (Sincerely, Sincerely yours, Truly yours, etc.)

3 spaces]

Typed Name
[t space]

PS. Information that came after the lelter was writen.

Sometimes used for emphasis.

It space]

Encl. (Indicates that there is an attachment)
It space]

c: Placement Office (Indicates others who are kept informed)

Figure 13,
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Cover
Letter/ Résumé
o mail
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[image: image27.png]Achievement Highlighting Methods

First Paragraph: Capture attention
Body Paragraphs:
« Highlight Your Achievements

« Give Specific, Qualifiable Results
« Draw From Examples Like These

School
« Worked with a seven member team of students
« Earned highest grade on senior class project
« Led a group of 150 students who raised $50,000 for
« Maintained a 3.5 GPA the last two years
« Eamed a 3.6 GPA in my major
« Made six presentations in my senior project class
« Received a recognition trophy on

Work
« Hired 28 people in three months
« Sold 10,000 gizmos in five months
« Delivered 220 prospects on a minimal budget
« Wrote three articles for two different journals
« Supervised a team of 20 staff with a $500,000 budget
« Increased eamings by 40 percent in six months
« Saved firm $50,000 via cost reduction efforts,
« Increased productivity 15 percent

Closing Paragraph: Ask for the interview

Figure 13.5





[image: image28.png]Sample Cover Letter

Your Address
City, State, Zip
Telzphane Number
Date of Letter

[4 spaces]
Contact Name
Contact's Title
Cantacts Department
Employer Organization
Street Address.
City, State, Zip

11 space]
Dear Mr./Ms./Dr. Contact's Last Name:
[1 space]
Opening Paragraph: i
« State purpose. « Use recommenders name « Mention saurce of lead
« Capture attention « Use name of mutual friends « State top credentials

« Name pasition secking  Consider opening with a question  » Be assertive
[Capture Attention — Build Match]

Body Paragraphs:
« Create interest « lustrate persanality
« Show enthusiasm « Paint ta achievement
« Stress skills « Don't repeat resume
« Use selfdescriptive words. « Use adverbs for time constraints.
« Use action verbs « Put adjectives with actvities
« Emphasize excellence « State performance levels
« Show commitments honored «1dentify how skills obtained
« Present confident tone « Build credibilty
« Humanize « Create warmth
« Tella brief story «End at three paragraphs—maximum!
« Give rationale for decisions « Give reasans far interest

[Read More of Novel . . . Refer to Attached Resume]
[Explain Why You Are Best Qualified]

[Create Excitement And Interest In Wanting To Know More.
‘About Your Education, Experience, And Activities]

Closing Paragraph

« Close strongly « Restate salid match « State your next step
« Stay confident « Refer to resume. « Give specific dates

« Aveid wimpy close « Call for appointment soon « Avoid “Ifyou have . .~
« Make respanse easy « Initiate follow-up plans. « Take charge

JAsk For The Interview!]
[1 space]
Sincerely,
[3 spaces — Sign Letter]
Type Your Full Name
11 space]
Enclosure: Resume [Always Attach]
ce: Copy mutual acquaintances

Figure 13.6




[image: image29.png]Cover Letter Format Tips

Your Address (home or campus)
Gity, State, Zip
Telephone Number
Date of Letter
14 spaces]
Contact's Name
Contacts Title
Contact's Department
Employing Organization
Street Address
Gity, State, Zip
11 space]
Dear Mr./Ms./Dr. Contact’s Last Name:
1t space]

Opening Paragraph:

« Type individually never use a form letter  » Use perfect grammar and spelling

« Address to a specific person « Stick to ane-page limit
+Use5-1/2 x 11 paper anly « Provide ample margins and white space
« Use standard white bond paper « Genter an page for appearance
Body Paragraph(s):
Use bullet points for emphasis « Limit tatal letter to  five-paragraph maximur
« Graphically lay out paragraphs « Limit paragraphs to a five-sentence maximum
« Genter key accomplishments « Emphasize accomplishments and recagnition

« Display job related courses as agroup  » Highlight skills that match job

Closing Paragraph:

« Ask for the interview! « Make employer's reply casy.
« Be bold, convincing and assertive « Advise that you wil call on a specific date
« Express postive match « Aska friend to proofiead your letter
« Refer to resume attached
1t space]
Sincerely,

3 spaces — Sign Full Name]

Type Full Name
11 space]
PS. = Sometimes used for emphasis
« Limit to one brief sentence
1t space]

Encl(e). »Resume enclosed (always)
« Other supporting dacumentation enclosed (occasionally (like unoffcial transripts)
« Portfolio (if appropriate for profession) (evidence of abilities)
« References (To Whom It May Concern letter) rarely used here)
« Unoficial transeript (rarely used atthis poin)
cc: Capy mutual acquaintances

Figure 13.7




[image: image30.png]Cover Letter Envelope

1M Foryou
No, 1 Aligood Road
Notw Approach, NY 00000

Spocic Name
Actual il
Dopartment
Organization
Acdross

City, State Zip Codo

Figure 13.8




[image: image31.png]Telephone Barrier Busters

« Be prepared wilh extensive notes
« Get ahook in with your opening statement

« Avoid the secretary screen

« Entice but do not interview via telephone

« Press for an appointment

« Use hard hitting, short verbal commercials

« Write notes as you listen

« After appointment, get off the line quickly

« Be avallable late afternoons and early morning
« Use names of mutual acquaintances

« Smile when you talk—be upbeat

Figure 13.9




[image: image32.png]Direct Marketing Concepts

* Market research
+ Advertising design

« Target customers

+ Ad layout

* Mail distribution

« Telemarketing follow-up
« Sales presentation

« Close the sale

Figure 13.10




[image: image33.png]Network Contact Techniques

Most positive
responses are
likey to be a
“send application;
“call or stop by"

repiy

Shotgun Approaches Depend on Quantity

Figure 13.11




[image: image34.png]The rifle approach
is just a smal
step above the
individually typed
cover letter.

Network Contact Techniques

Rifle Approaches Depend on Contact Quality

Figure 13.12




[image: image35.png]Estimated Search Expenses

Plan your budget before your search I possible.
Resume software/ assistance 3.
Resume printing

Cover letter assistance

Postage and supplies

Telephone calls

Travel

Personal expenses

Periodicals

Publications

Career seminars

Agency fees

Counseling fee

Clothing

Other

Total 3.

‘This does not include lost wages If unemployed.

Figare 1+.1





[image: image36.png]Most Common Interview Generating Activity

‘Where are you going to find job leads?

Direct Mail Solicitations 5-10%
Responding to Ads 510%
Responding to Web Ads 5-10%
Job Fairs 5-10%
“Third Party Reference 10-20%
Networking 70-50%

(percentage varies by size and type of employer/function)
‘Which method will best work for you?

Figure 1+.2




[image: image37.png]Seven Major Job Lead Sources

College recruiting (local or national)
« Referrals (internal or external)

« Advertisements (web or print)

« Walk-ins (HRD or Manager)

« Wite-ins (cover letters or e-mail)

« Search firms (open or retained)
areer Fairs (open or pre-selected)

Figure 15.1





[image: image38.png]Published Sources of Job Leads

« The Internet (direct or via vendors)
« Metropolitan newspaper classifieds

« National newspaper classifieds

« Small-town newspapers

« Financial newspapers

« Business magazines

« Trade association publications

« Professional association publications
« Industry trade magazines

« Technical joumals

« Employment agencies

« College Carcer Service offices

« Career fairs/conferences

« Search firm websiles

Figure 15.2




[image: image39.png]Prospect File

Classifcation

Name

Organization

Address

E-Mail

Job Title and Description

Person Contacted  Result, Status, and Next Action

Do you have an organized way of classifying and tracking your job leacis?

Figure 15.3





[image: image40.png]Purpose: Why changing: Close:
Seeking a job Graduating Suggestan
Plan to change jobs  New challenges appointment time
Need your help Advancement
Seeking advice Completed majortask  Follow-up:
Good timing Confirming letter
Plan: Family or Health Cover letter
Advising key people  More money Resume
Interest in you security Request in writing

No hurry
Time table Request:

Explore options with you
Goal: Seek advice from you
Type of job
Locations desired ~ Sales Pitch:
Industry concems  Deliver one minute
Organizationslike  presentation

Figure 15.4




[image: image41.png]Telephone Tips

+ Rehearse presentation
(recorder)

« Plan every call outiine

« Limit call to five minutes
+ Avoid complete
interview

« Introduce yourself

« Establish mutual interest
« State purpose

« Deliver sales message

+ Ask for appointment

« Suggest time

+ Confirm follow-up
meeting

« Leave re-contact open
« Thank for time

Figure 15.52




[image: image42.png]Telephone Manners

« Brief greeting
« Friendly tone

« Nice day

+ Establish rapport first
« Polite and patient
«“Good time?”

« Short commercial

* Mutual acquaintances
« Appreciation

Figure 15.5b




[image: image43.png]Specialized
Employment Agencies

+ Accounting
« Financial institutions
+ Data processing

« Engineering

+ Sales and marketing
+ Health organizations
* Govemment

« Human Resources

« Education

Figure 15.6




[image: image44.png]Flsctates”

+ Charge 15 to 20 per-
cent of annual salary

+ Set up appointments
for you

+ Some counseling
available for a fee

« Effort depends on
client’s marketabilty

+ Assist in resume
preparation (fee)

« Focus on middle
management jobs.

« Often specialize

Figure 15.7




[image: image45.png]Two Types of Search Firms

Consider using a search firm as one of your job lead resources.

« Retainer: Paid by the employer on an exclusive retainer basis o
locate people for a specific position

« Contingency: Search s not exclusive to one search firm only
and agency is paid only upon successful placement

‘What can you do to encourage a firm to call you?

Figure 15.8





[image: image46.png]Executive Search Firm Listings

Directory of Executive Recruiters
Consultant News

Templeton Road

Fitzwilliam, NH 03447

wwwkennedyinfo.com

Figure 15.9




[image: image47.png]Unsolicited Letter to Search Firm or Employment Agency

Dear [specific name}:

s a director-level marketing manager at ABC Inc., I have made consid-
erable career progress as you can see from the attached resume.
However, the time is ripe for me to seek a broader range of responsibili-
ties in a new environment at the vice presidential level. My most sig-
nificant accomplishments of interest to your clients are likely to be

the following

1. Manage bottom line P&.L responsibility for our largest group of
brands,

2. Prepared and implemented highly successiul marketing plans
that moved our market share penetration up 5 points, increased
profitability 20 percent, and managed all resource allocations for
anew product that now grosses over §20 million annually.

3. Evaluated and managed three product line acquisitions including
an overseas joint venture in the past five years

‘With incentive compensation, [ would be seeking an opportunity in the
$80,000-§100,000 range. Should you run actoss a client assignment
matching my credentials, please call or e-mail me.

sincerely,

Figure 15.10




[image: image48.png]Network Contact Card

Nams:

Craata your st of nstwork patnes.

Tite:

Employer

Address:

aiy, Stats, Zp:

Telaphone:

Cal phone:

E-mal:

Wabsite:

Lostdatscontacteds

Relationship:

Pupsse:

Neddatscontacted:

Purpcse/Notes:

Dats prapared

Usa a databasa such as Outlok confacts.

Figure 16.1





[image: image49.png]Developing the Network List

« Family relationships
* Work colleagues

+ College classmates
« Friends and acquaintances
+ Association acquaintances
« Social organizations

« Fraternal organizations

« Givic and political groups
« Job fairs

Figure 16.2





[image: image50.png]Infosearch Goals

« Provide information
« Expand network size

« Create job interview later
« Open hidden job market
Figure 16.3




[image: image51.png]Contact Resources for Names of Individuals

—Guide to American Directories
—Encyclopedia of Associations
—Standard and Poor's Register
—Directory of Corporate Affliations
—Standard Directory of Advertisers
—Federal Directory

—Polk's World Bank Directory
—Directory of Directors

—Dunn and Bradstreet Million Dollar Directory
—Standard Directory of Advertising Agencies
—Thomas Register of American Manufacturers
—Taylor's Encyclopedia of Govemment Officials
—Directory of American Firms Operating in Foreign Counties
—World Wide Web Directories

Figure 16.4





[image: image52.png]Corporate Information Resources

—Business Periodical Index
—Readers Guide To Periodical Literature
—National Association of Colleges and Employers
—The Wall Street Journal

—Barron's

—Business Week

—Forbes

—Fortune

—inc

—Hoover's.com

Figure 16.5




[image: image53.png]Informational Interview Process

« Telephone for 30-minute appointment

« Send confirming follow-up letter or e-mail
« Prepare presentation

* Make list of questions

« Conduct informational interview

* Leave a fecler

* Ask for other names to contact

« Send thank-you letter or e-mail
 Maintain regular contact

Figure 16.6





[image: image54.png]Infosearch Questions to Ask

Because you are evaluated on your “questions,” your preface to each question shaws what you already
Know. Preface your questions with a lead-in that gives info about your background that indicates why
the question is important ta you. That gives you time to let your fufure partner get to know you better.

« What are some impartant lang-term trends affecting your industry?

« How aware are others in your profession of (cite an important trend) and what impact might
it have?

« How do you see (a problem or issue) affecting your (industry or profession) in five years?
«To what extent o (trends and issues) impact upan hiring policies?

« What educational qualifications are necessary before starting a career in (occupation ar industry)?
« Which of my credentials should I emphasize if | interview in this field?

« What actions should I take ta better prepare me for a career in this field?

« How much competition am 1 going to face if I elect a career in your ield?

« What good saurces of futher information abaut this trend would be good for me ta read?

« Can you recommend some other good peaple for me to talk to?

«1F ot into your fild, what would my co-workers be like?

« What level of recagnition do most organizations give to this endeavor?

«To what extent do other organizations invest in further training in your feld?

« What are some of the typical advancement paths in your field?

« How secure is the field in most arganizations in terms of contributing to the bottom line?

« Can you give me some idea of the entry-level compensation and what might be passible later?

« What types of appertunities outside of the field have people gone into later?

« Why do people accept less money in this feld when they could be eaming a lot more elsewhere?
« Based upan my background, where da you think that [ would have to start?

« What wauld you suggest for me ta do right now?

« How might I reposition my resume to improve my chances for success?
« How cauld I use my accomplishments to tie myself more directly to the fieldin an interview?

« Do you feel that I should go back ta schaal ta pick up additional training in the field?

« What s the best way to get through the tough resume screen in the field with so many applicants?
« Could you identify same organizations that employ large numbers of people in your occupation?

« How important is an advanced degree in this field for long-term advancement?

«1Fyou had to start your career again, what education and experiences would you try to obtain?

« Whatis a typical day (week or month) of specifc duties and job activities like?

« What do you really ke and dislike about the field?

« Can you recommend some specific websites that will keep me current?

Have you made copious notes that you can enter into the nates partion of Outlock?

Figure 16.7





[image: image55.png]Conducting the Infosearch

A thoughtful strategy enhances your Info interview results.

Plan expected resulls in advance
Prepare an introduction or purpose

Give a brief background bibliography

Prepare a list of questions

Focus on three 1o five topics

sk specific questions, not generalities

Confine the interview o 30 minutes

Request advice frequently

Listen attentively.

‘Write notes in your notebook

Follow up on questions afler listening aitentively
Ask for names of others to contact

Avold “Do you know ofany jobs?"

Leave a fecler about job options

Close with “Thank you"

Follow up with letter and resume with thank you
Build a bridge for future follow-up

‘What tactics did you use in your infosearch?

Figure 16.8





