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Objectives  
 
Part II—Implementing Your Job Search  
 
1. Learn about the proper way to develop an effective and focused resume from the 

perspective of a recruiter or hiring manager. 
 
2. Learn how to prepare a cover letter that enhances your resume. 
 
3. Learn methods for maximizing results from the interview process. Topics to be covered 

will include:  A) Preparing for the interview,  B) Proper attire for the interview,   C)  
Interview tricks and methods used by recruiters,   D) Proper behaviors to exhibit during 
the interview, E) The thank you note after the interview, and  F) Post interview self 
assessment. 
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Making It Through the  
Employers Initial Screening Process�

�
Introduction 
 

It has been speculated that a successful job search campaign is based 70% on the job 
seeker’s ability to market himself/herself and only 30% on the candidate’s qualifications 
for the job.  Having the qualifications to perform a job is the obvious first requirement.  
However, individuals who are selected for employment are the individuals who are most 
successful at demonstrating through their resumes that they possess the critical job related 
skills.  In addition, they are dynamic in the interview process, making a strong first 
impression, and having the ability to reinforce how their skills and abilities specifically 
relate to the hiring needs of the company.  Candidates who are selected for an interview 
are in direct competition with other individuals who have also demonstrated they possess 
the critical job related qualifications.  Therefore, the deciding factor becomes how well 
candidates market themselves in person at the interview.   
 
There are two primary screening processes that a candidate must pass in order to 
receive the job offer.   

1. Application/resume screening process to select candidates for interviews  
2. Interview screening to select the candidate for an offer of employment 
 

There are strategies that can be implemented for each of these screening processes to 
improve a candidate’s potential to progress not only through these processes, but land the 
desired job.  These strategies are not unlike a carefully planned marketing campaign.  Be 
prepared to become your own ad agency by developing marketing strategies that 
specifically target each unique audience/employer. 
 

Getting into the Mind of the Recruiter 
 
 The Qualification Process 
 

In order to best formulate strategies for a successful job search campaign the candidate 
must understand the mindset of the decision makers including recruiters, human resource 
personnel, or members of a screening committee.  These individuals act as the 
gatekeepers allowing only qualified candidates to pass through.  
 
When recruiters are presented with a stack of applications and resumes, what do you 
think is their first objective?  Candidates often believe that recruiters are initially seeking 
to select the most qualified individuals for serious consideration.  However in reality, the 
first objective of the recruiters is to ELIMINATE  those who don’t match the 
qualifications. 
 
The process used to eliminate a candidate from an application pool is somewhat similar 
to the process used by individuals when sorting their mail.  Think about the steps you 
take as you sort through your daily mail.  Upon retrieving a huge stack of mail, you walk 
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back up the driveway to the house.  What are you doing as you walk?  SCREENING!  
What is your first objective?  ELIMINATION!   How long does it take you to determine 
which pieces of mail are headed for the trash can?  SECONDS!  Those pieces of mail 
that are eliminated are dropped in the trash before entering the house.  Once in the house 
you review the remaining mail to SELECT what is really valuable or requires action.   
 
The application screening process follows similar steps.    The first goal of the recruiter is 
to ELIMINATE  those candidates that do not demonstrate that they meet the minimum 
criteria or those individuals that present some sort of negative flag.  A second review of 
the remaining candidates will allow the recruiter to SELECT candidates for interviews.  
 
Steps for the initial application/resume screening process: 
 1. ELIMINATION —Getting rid of anyone who is not obviously worth 

consideration based on the application and resume. 
 2. SELECTION —Determining from remaining candidates who should be 

brought in for an interview. 
 

 
NOTE:  Experts in publishing and marketing estimate that printed documents have 

between three to ten seconds to engage the reader.  At that point, there will be 
an initial elimination.  A second elimination generally falls between 30 to 45 
seconds.   For a resume to convince the reader to give the candidate serious 
consideration and an interview, it must engage the reader past both of these 
elimination periods.   

 
 
Today’s recruiters use an analytical approach to screening candidates’ resumes.  They use 
the hiring criteria listed on the job description to qualify candidates for an interview.  To 
manage the volume of resumes they receive, they screen these resumes against a criteria 
matrix.  This matrix allows the recruiter to tally the candidates’ qualifications in an 
objective fashion.  A resume that is too general and lacks details will fail to qualify the 
applicant when the matrix is applied.  The resume should strongly demonstrate to the 
reader that the candidate is the right employment match based on the job description 
requirements.   
 
Locating Job Descriptions and Understanding the Criteria Matrix  
 
There are several methods candidates can use to develop a library of job descriptions 
related to their chosen field.  These job descriptions will assist in developing a detailed 
and complex resume that has a clear focus.   

A. During an Internet research, check the company’s job board.  This could 
provide detailed job descriptions for specific openings. 

B. Call a company that is advertising a position and ask for a copy of the 
related detailed job description.   

C. Call the Human Resources Office of a company in which you are 
interested.  Explain that you are a college student having to complete a 
career research assignment.  Part of that assignment is to obtain several 
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job descriptions for positions related to your area of study.  (People are 
often more open to assisting a student rather than a possible candidate.) 

D. Visit the Career Development Center (CDC) and ask for help.  The CDC 
has a software product that develops job descriptions and related questions 
for interviews for specific job titles.   

 
On the next page is a position description for a Clerk/Customer Service Representative 
position.  Following the position description is an example of a related matrix that might 
be used to conduct an initial screening of candidates applying for this opportunity.  Those 
candidates that receive the highest score on the matrix will be the candidates that progress 
to the next round.  They have passed the initial ELIMINATION  and have been strong 
enough to be among the final group SELECTED for an interview.   
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 POSITION DESCRIPTION 
Clerk/Customer Service Representative 

 
To provide clerical support to the office staff and customer service support to clients. 
 
ESSENTIAL FUNCTIONS: 
 
1. Answer telephone and take messages. 
 
2. Respond to customer inquiries on the phone and in person in a timely and friendly 

manner.  Must have the ability to defuse customers who are unhappy. 
 
3. Maintain manual and automated files. 
 
4. Take sales order over the phone and in person. 
 
5. Input data into several ACCESS databases and EXCEL spreadsheets. 
 
6. Use MSWord to create mail merges that are used in conjunction with Groupwise to send 

mass mailing via the Internet. 
 
7. Use the Internet to do product and pricing research. 
 
8. Process the printing of daily and weekly reports. 
 
9. Perform other related duties as required. 
 
SPECIAL CONSIDERATIONS:  (TRAVEL, WORK HOURS, WORKI NG 
CONDITIONS, ETC.)  
20 to 25 hours per week Monday-Friday. 
 
DESIRED QUALIFICATIONS:  
1. Graduation from an accredited high school or possession of an acceptable equivalency 

diploma. 
2. Office experience and customer service experience. 
 
KNOWLEDGE, ABILITIES & SKILLS:  
1. Ability to operate a personal computer, related software, and peripheral equipment. 
2. Public relations/telephone skills. 
3.    Committed to working in multicultural environment. 



 
 
Employability Skills Seminar  57  SCC/Career Development Center Publication 

 
 



 
 
Employability Skills Seminar  58  SCC/Career Development Center Publication 

The Resume that Sells You 
 

Introduction  
 
Since your resume becomes your primary sales tool in your job search campaign, it is an 
indispensable medium of communication that must receive your most serious attention.  
In addition to producing a resume that states your qualifications for the job, a resume 
must say several important things about you: 
 

 A. You have good communication skills and can organize written information in 
and clear and concise manner. 

 B. You are serious about the position for which you are applying and have 
demonstrated that fact by going the extra mile to research and produce a 
persuasive resume.  

 C. You have the required skills and qualifications and are confident about 
sharing that information. 

 
Any piece of paper, which can do all of the above, is well worth the time and effort you 
give to it.  Remember, the main purpose of the resume is to qualify you for the job 
interview. 
 
A resume does not have to give your full history.  It might only provide the reader with 
information about the candidate’s last 10 years of experience and education.  However, it 
must be truthful and accurate.  Statements of accomplishments and experience should be 
complex and detailed, providing quantitative data whenever possible.  The candidate 
should be prepared to provide detailed answers to questions directly related to statements 
on the resume.  Remember that anything you put on a resume can be a positive or 
negative depending on who the reader is.  Therefore, carefully consider possible reactions 
to any information you decide to provide. 
 
Types of Resumes 
 
There are three common types of resumes:   

1. Chronological 
2. Functional 
3.  Combination of Chronological and Functional 

 
The resume format you select should be the one that does the best job marketing you for 
the position in which you are interested.  
 
Chronological Resume.  The chronological resume is probably the easiest to write for the 
candidates and the most commonly accepted form of resume presentation.  In this format, 
education and work history are listed in reverse chronological order. This format is 
excellent for demonstrating your career growth.   However, for students, chronological 
resumes may deliver the message that they are inexperienced within the field for which 
they are applying, thus drawing attention to a weakness (lack of specific career-related 
experience). 
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Functional Resume.  The functional resume shows the candidates work history organized 
around specific functional areas, such as computer programming, software development, 
marketing, sales, and/or accounting experience.  This format is useful in pinpointing 
work experience, which is specifically related to the position being sought.  It de-
emphasizes dates and places.  However, the functional format may be more difficult for 
employers to use when doing a quick scan to glean information about where the 
candidate has been, what the candidate has been doing, and what professional growth the 
candidate has experienced through recent job changes.  In addition, it may be regarded 
suspiciously as a means of camouflaging gaps in work history or the lack of a stable work 
experience.   
 
The Combination Chronological/Functional Resume.  The combination 
chronological/functional resume is becoming the preferred resume format.  It blends the 
best features of both, providing the strongest possible presentation of your skills and 
abilities while displaying your historical information (i.e., dates and locations of 
experience and education).  This is the ideal format for students to use. 
 
The combination resume typically incorporates six basic components: 
 Contact Information 
 Objective 
 Professional Qualifications 
 Education 
 Work History 
 Community Service/Professional Affiliations/ Accomplishments 
 
A basic framework for this type of resume is displayed on the pages 62 and 64.  Use it to 
build your own resume.  Note that in this framework, the education comes before work 
history.  The order of these two components might be reversed depending on which one 
presents the candidate in the strongest light for the sought after position.  The content 
within this resume framework should be easy to visually scan for the quick location of 
information.  The headings should stand out slightly to the left making it easy for the eye 
to find.  Time frames are aligned at the right margin.  Visual clues in the design of the 
format allows the reader to quickly determine:  1) if you have been able to maintain 
employment with a single employer for a reasonable period of time, 2) how often you 
change jobs, 3) do you stick with something when you start it, 4) are there any major 
gaps in time that are unaccounted for, and 5) have you been moving up the career ladder. 
 
Education and Employment are the chronological portions of the combination resume.  
Information in these sections is presented in reverse chronological order and should be 
visually organized in an identical fashion.   It is not necessary to share your complete 
work and education history on the resume.  Listing jobs from long ago that are totally 
irrelevant to your current career focus may only distract the reader from your marketing 
message.  You might choose to only provide the last 10 years of your work and/or 
education experiences.  This is a common practice, particularly for a more mature 
candidate.   Be careful that your resume does not leave gaps in time that are unaccounted 
for.  This is a “negative flag” to recruiters.   
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Having attended three or four different colleges and yet never completing a degree might 
lead the reader to assume you do not have the ability to follow through and the necessary 
focus to complete a project.  Communicate accomplishments in your educational 
information that relates to the job for which you are applying.  If you are currently 
enrolled in an academic program, list that information.    
 
Both work experience and education information should include the following 
information: 
1. What have you been doing?    
 Work=Job Title 
 Education=Degree earned or sought 
 
2. Where  have you been doing it? 

Work=Name of Company where you worked 
Education=Name of Educational Institution you attended 

 
3. Location you have been doing it?  

Work=City and State only 
Education=City and State only 
 

4. Timeframe you have been doing it?  
Work=Employment Dates 

Employment dates can be expressed in one of several styles: 
A. Month/Year—Month Year (2/1997-11/2002) 
B. Year—Year (1997-2002) 
C. Length of time (5 years) 
  

Education=Timeframe of attendance or graduation date 
 A. Month/Year—Month/Year (8/2000—4/2001) 
 B. Year—Year (2000-2001) 
 C. Graduation Date—Graduated December 2002 
 

Recruiters prefer the month/year format for expressing dates.  By using the length of time 
method (5 years) it is possible to hide a gap.  If only the year is used to express date, the 
resume can imply a year of work that was actually only a month or two.  Refer below for 
examples:   
 
  2001-2002 implies a year of work 
  12/2001-1/2002 implies on month of work 
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NOTE:  When creating your resume you must focus on content and format.  Content 

ensures your message matches the employer’s selection criteria and that your 
background supports your ability to do the job for which you are applying.  
Format enables the reader to get to the content.  If your resume is not inviting 
to read, the decision maker will never get your message. 

 
When crafting descriptions and stating information, be sure to frequently ask 
yourself, “Does this benefit me?”  If it is obviously ambiguous or not 
advantageous, you should probably put a positive spin on the information so 
that it enhances your candidacy. 

 
 
 
Use the resume framework on the next few pages to guide you in the development of your 
own personal marketing piece. 
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Name 
 Address 
 Phone 
 Email 
 Pager/Cellular  
 
OBJECTIVE   
 

An objective should name the type of job for which you are applying, the geographic 
region in which you want to work, and the type of industry in which you wish to work.  
The objective should be so specific that the reader would be able to name companies to 
which the candidate should apply based solely on the information it contains.  When a 
recruiter reads the objective, they should feel as though the candidate is the perfect glove 
for the company hand.   
 
Example:   

Seeking a paralegal position with a large Orlando law firm that practices 
personal injury. 

 
PROFESSIONAL QUALIFICATIONS 
 

Bullet your professional qualifications.  Stay focused to the objective and the related job 
description for the position.  Be sure to maintain parallel grammatical structure.   Since 
students often do not have related work experience, this is a great way to focus on all the 
related skills you have to offer whether they come from work experience or education.  
First, list items that directly relate to the job description and that demonstrate that you 
are able to perform the job functions.  Next, list items that provide additional 
professional qualification information that might not have been listed as a requirement 
for the job description but directly relate to the position.  Third add qualifications that 
are enhancers (i.e., bilingual).  Do not make general statements about soft skills (i.e., 
Great team player--Team leader--Result focused--Excellent communication skills.)  The 
following are examples of excellent lead in phrases Experienced with...Proficient 
with....Familiar with...Knowledgeable of..... Understanding of…Ability to…Competent 
in….Skilled with/in… Trained in…. Background in…. QQuuaanntt ii ffyy your qualifications 
where possible and give results or outcomes that indicate your effectiveness.  Give 
complex and detailed examples of your qualifications.    

 
Example of a Non-quantified statement:   
 Experienced foreman. 
 
Example of a Quantified statement:  
 Experienced foreman of $$7755,,000000,,000000  commercial construction 

project that involved working with over 200 subcontractors. 
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HINT —Use course descriptions from the college catalog to develop detailed 
qualification statements. Skills learned in the classroom are an excellent source of 
relevant transferable skills that will enhance the Qualification component of your 
resume.   
 
Examples:  Statements about professional qualifications developed from course 

descriptions 
 
·  Familiar with legal research and understand the function of the law library 

including use of digests, reporter services, statutes, encyclopedias, and legal 
commentaries.   

·  Familiar with guardianships, wills, trust and general estate planning, and 
administration, including preparing documents and applications of the Florida 
Probate Code. 

 
EDUCATION  
 

(Start with most recent.  Stay focused to the objective.  Add information about related 
course work that is completed and GPA if over 3.0.  The degree being sought is more 
important than the college, therefore, bold the degree title and list it first.) 

 
Seeking Associate of Science Degree Legal Assistant/Paralegal 
Seminole Community College  (2005-present) 
Sanford, FL  
Expected Graduation December 2007 
·  Current GPA 3.7 on 4.0 scale 
·  Related course work completed:  Fundamental Law, Legal Terminology, Legal 

Research and Writing, Civil Litigation Procedures, Torts, Real Property, and Family 
Law 

·  Curriculum accredited by the American Bar Association 
 
 AA Degree (1984-1986) 
 Valencia Community College 
 Orlando, FL  

Graduated June 1986 
 
EMPLOYMENT HISTORY  
 

(Start with most recent.  Stay focused to objective as much as possible.  The job titles are 
more important than the place of employment so bold the job title.  When listing 
responsibilities be sure to quantify.) 

 
Paralegal Intern 
ABC Law Offices (January 2003-April 2003) 
Lake Mary, FL 
·  Research and analyze law sources such as statutes, recorded judicial decisions, legal 

articles, treaties, constitutions, and legal codes. 
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·  Prepare legal documents such as briefs, pleadings, appeals, wills, contracts, initial and 
amended articles of incorporation, stock certificates and other securities, buy-sell 
agreements, closing papers and binders, deeds, and trust instruments for review, 
approval, and use by attorney. 

·  File pleadings with court clerk. 
·  Prepare affidavits of documents and maintain document files in both hard and soft 

copies. 
 
 
COMMUNITY SERVICE/PROFESSIONAL AFFILIATIONS/AWARDS 

·  Member of Central Florida Paralegal Association. 
·  Serve on the Seminole Community College Advisory Board for Legal Studies. 

 
 
 
Exercise:  On the following page you will find a resume that was written to apply for job 

described on page 56.  Now compare this resume to the job matrix on page 57, 
which was developed for that job description.  How many checks did the 
candidate receive? 
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JANE DOE 
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 
 

 1515 Any Street 
 City, State Zip 
 (xxx) xxx-xxxx 
 janedoe@wherever.com 
  

OBJECTIVE  
 

Seeking a part-time customer service position with a large manufacturing and sale corporation 
located in the Metro Orlando area that will utilize my extensive office management and computer 
related skills. 

�

SUMMARY OF QUALIFICATIONS  
 

·  Experience with using the entire MS Office Suite including Word, Excel, Access, and 
PowerPoint. 

·  Performed mass emailing using the combined functions of MSWord and Outlook.   
·  Developed and used complicated multi-page Excel spreadsheet to perform calculations, 

maintain records, monitor costs, and track performance of individuals.   
·  Used the Internet to perform personal and work related research. 
·  Experienced (5 years) at delivering excellent technical customer service phone support.  

Strategies included listening to clients and asking insightful questions to determine the source 
of a problem rather than only dealing with the presenting issue. 

·  Developed and implement a new filing system which reduced lost files by 98%.  
�

WORK EXPERIENCE  
�

CSR (Technical Support Rep), Team Leader, NPI Training 
Convergys, Heathrow, FL (October 2005--Present) 
·  Provide the best possible technical support to customers. 
·  Help other CSRs with problems. 
·  Manage calls beyond CSRs knowledge. 
·  Defuse problems that arise over the phone between customer and CSR. 
·  Inform team members of new products lines and related support issues. 
 

Office Manager, Admissions Department 
Seminole Community College, Sanford, FL (August 2003-October 2005) 
·  Tracked four budgets for director in excess of $3,000,000. 
·  Maximized office productivity through proficient use of appropriate software applications. 
·  Trained new staff member. 
·  Formulated procedures for systematic retention, protection, retrieval, transfer, and disposal of 

records. 
 

EDUCATION  
�

General Education (AA) 
Seminole Community College, Sanford, FL (2003-2005) 
·  3.83 GPA on 4.0 Scale 
·  Graduated with honors and distinction December 2005 
 

COMMUNITY SERVICE  
 

 Volunteered with the Red Cross to support local efforts assisting with Hurricane Katrina relief  
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Resume Do’s.   
 
Here are strategies for creating the best resume possible. 
 
·  Focus on both the content and the visual appearance of your resume.  This is your 

marketing piece and should convey a strong message and be easy to read.  The 
content should be visually organized in order for the reader to quickly locate pertinent 
information.   

 
·  The Objective should be focused to demonstrate that you are a match for the 

company.  This can be accomplished by stating the position in which you are 
interested and the industry and geographic region in which you want to be employed.  
This method points back to the company and its needs, rather than toward your 
interests and desires. 

 
·  Try to make everything on your resume relevant to the objective showcasing 

transferable skills, whenever possible. 
 
·  When detailing experience, be sure to state achievements not just duties or 

responsibilities. 
 
·  Demonstrate that you have the necessary skills to perform the job. 
 
·  If you have a wide variety of skills and abilities, group them according to categories 

for easier comprehension by the reader. 
 
·  To appear less like a student and more like a professional use the Combination 

Chronological/Functional Resume to develop a strong qualification section 
immediately following the objective. 

 
·  If your resume is more than one page, be sure to have a heading on all additional 

pages.  This heading should include three things: 
 Resume 
 Page # 
 Your name 
 
·  Use adequate “white space.”  A blank sheet of paper with no words on it is 

impossible to read.  A sheet of paper with texts covering every printable space is 
difficult to read, looks cluttered, unfriendly, and uninviting. 

 
·  Use text enhancements (bolding, all caps, and underlining size, italics, small caps 

etc.) sparingly and consistently.  Format like things (i.e., job titles) with like text 
enhancements. 

 
·  Vertical and horizontal spacing should be consistent with one-inch margins 

maintained on all sides. 
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·  Font size should be between 11 point and 12 point, preferably the 12-point font as it 
is easier to read. 

 
·  Never use more than two typefaces within your resume.  One typeface may be used 

for the body and another for major heading.  A serif typeface is generally considered 
more readable and, therefore, appropriate for the body.  Serif typefaces have little 
lines extending from the top and bottom and end of a character.  A Sans Serif 
typeface is more sterile in appearance, has fewer visual clues, and is appropriate to 
use for heading.  See examples below: 

 
  Serif    Sans Serif 
 
  �������� � � Arial 
  �������� � � ����������	
�
� � CG Times   Antique Olive 
 

 
NOTE:  Engineering type personalities often prefer a Sans Serif typeface.  Although 

Bookman is a Serif typeface, it is a typeface frequently used in children’s 
books and could give your resume an immature/juvenile appearance.   

 
 
  
·  Use standard size (8 ½” X 11”) good-quality paper with a weight of 25 lbs. 
 
·  Use white, off-white, cream, or a very light gray.  You do not want the color to 

interfere with possible scanning for text recognition. 
 
·  Use matching paper for your cover letter. 

�
·  Provide information in a bulleted fashion rather than a narrative to make it easier to 

scan.   
 

·  Use bullets rather than numbers or letters.  Numbers or letters indicate order or 
priority.   

 
·  Be sure to have several people proofread your resume for content and grammar 

before sending it out.   
 

·  Make statements in your resume active rather than informational and describe 
measurable achievements in a quantitative method. 
 
Informational Approach:  Responsible for the organization and management of the art 
department, including the hiring and supervision of designers and print specialist. 
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 Active/Accomplishment Approach: Hired, trained, and directed a staff of eight in the 
art department.  Designed twenty-two product brochures, which contributed to a 50 % 
increase in sales while cutting production costs of brochures by 25 %.  

 
 Informational Approach:  Coordinated membership drives, met visiting dignitaries, 

planned and organized events, compiled reports. 
 
 Active/Accomplishment Approach:  Planned and conducted an average of twelve special museum 

functions each month.  Coordinated four major membership drives that added 300 new members to 
the Friend of the Museum Association and an expected annual increase of contributions in the 
amount $300,000.  

 
·  When writing your resume, use action words to describe what you did, how you did 

it, and the results.  Here are examples of action words: 
  

Accelerated 
Accomplished 
Administered 
Analyzed 
Compiled 
Converted  
Created 
Designed 
Developed 
Directed 
Established 
Executed 
Expanded 
Founded 
Generated 
Improved 

Increased 
Initiated 
Introduced 
Launched 
Managed 
Organized 
Planned 
Reduced 
Researched 
Solved 
Strengthened 
Trained 
Transformed 
Unified 
Widened 

 
 
 Resume Don’ts 
 

·  Do not use the words resume, fact sheet, or curriculum vitae as part of your heading.  
The appearance of your resume should make it obvious what this sheet of paper is 
about.  If it doesn’t deliver that message by visual layout then you need to start over. 

 
·  Do not waste space and ink on stating your availability.  You would not be applying 

for a position if you were not available.  If there is a time constraint on how quickly 
you will be able to transition to a new position, let this come up at the interview or 
after the offer is made.   

 
·  Do not list references on your resume or include the statement “References Upon 

Request.”   Recruiters are not generally interested in checking references until after 
the interview and a strong interest in you has been determined.  Making the statement 
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“References Upon Request,” is totally unnecessary.  Obviously you would not refuse 
to provide references if asked.  Be prepared at the interview to offer at least three 
references.  These references should NOT be friends or family.  They should be 
previous supervisors or instructors, who are able to judge our performance, skills, and 
ethics.   Employers do check references, and references do influence the hiring 
decision.  Your resume and a couple of interviews reveal little about you, especially 
when you are promoting yourself.  Therefore, an exceptional reference may be the 
deciding factor in landing you the job.  On the other hand, one mediocre reference 
can put up “negative flags” that can cost you the job offer. 

 
·  Make no reference to salary on your resume.  An employer requesting an applicant’s 

salary requirement usually asks for it to be included in a cover letter.  A salary 
requirement listed too high or too low could exclude you from the advertised position.  
If your salary requirement is too high, it means you are out of reach.  If your salary 
requirement is too low, it indicates that this position is a huge stretch for you beyond 
your previous employment.   

 
·  Avoid using abbreviations.  The only exception to this abbreviation rule is the postal 

ZIP CODE abbreviations used for states and for educational attainments.  The state 
abbreviations are two letters and capitalized (i.e., FL, NY).  Abbreviations for 
educational attainment are also capitalized and can be more than two letters (i.e., 
A.S., A.A., B.A., B.S., M.A., M.B.A., PhD) 

  
·  Do not provide personal information such as: age, race, religion, gender, national 

origin, martial status, children, health, or physical description.  Since a photograph 
will also provide the recruiter with much of this information, a photograph should not 
be included.  It is simply as waste of valuable space and presents opportunity for 
discrimination.   

 
NOTE:  There are always exceptions to every rule (i.e., models might be required 

to provide a photographic portfolio). 
 
·  Do NOT include too much information about previous unrelated experience. 
 
·  Avoid all exaggerations of your skills, accomplishments, and educational   

qualifications.  Be prepared to answer, in a detailed and complex manner, questions 
related to any statements made on your resume. 

 
·  Do NOT fold your resume into an envelope.  Purchase a large envelope that holds 

8½” X 11” paper.  
 

The Cover Letter 
 
The purpose of a cover letter is to introduce you to a potential employer.  A good cover 
letter sets the stage for the reader to accept your resume as something special.  The cover 
letter is the first indication of you as an employment candidate.  It can make a great first 
impression or an indelibly poor impression, which is impossible to overcome.   
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Make every effort to personalize the cover letter by finding an individual to whom you 
can address it.  This will show effort and focus on your part.  Your target should be 
someone who can hire you or someone who can refer you to the correct hiring manager. 
 
A cover letter is the perfect place for a hiring manager to review and evaluate your 
written communication skills.  Therefore, your writing technique may be as critical as the 
content within the letter. 
 
Three Parts to the Cover Letter 
 
Introductory Paragraph .  The first paragraph in a cover letter should state the position 
in which you are interested and how you learned about the opportunity.  You should also 
express enthusiasm about the prospect of working for this organization.  
 

Recently, I have been researching the leading Florida companies that are 
involved in all aspects of voice and data communications.  The name of 
NetVoice Inc. has repeatedly appeared as one of the top Florida 
companies in this industry.  My extensive experience with Lucent World 
Wide Networks and my strong technical education make me an excellent 
candidate for the data communications specialist position, which your 
company is advertising on its webpage. 
 

Middle Paragraph(s).  The center paragraph(s) should elaborate on the skill and 
knowledge sets you would bring to this opportunity.  They should demonstrate how you 
would meet the company’s needs.  These skills sets may also be on your resume, but they 
should be reiterated in your cover letter with different wording.  Do not simply copy and 
paste skill set information from your resume.  As a professional, you should be able to 
communicate the same information in different ways.  This area is also the place where 
you explain any “negative flags”, which you were not able to conceal in the resumes (i.e., 
a long absence from the workplace and school).   
 

After having been fortunate enough to be able to stay home for the last 12 
years to raise a family, I am now ready to focus on the interior design 
career, which has always been my dream. 

 
Make statements that demonstrate the direct tie between your knowledge sets/ 
experiences and the specific needs of the company.  Explain why you are interested in 
working for this employer.  Help the employer see how previous experiences have 
provided you with transferable skills.  Always show that you have researched the 
company or organization and are familiar with its products, services, and goals. 
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Closing Paragraph.  In the closing, you pave the way to an interview by asking for an 
appointment.  Be sure to provide contact information.  Thank the reader for his/her time 
and consideration and state that you are looking forward to hearing from them.  
 

I would be interested in meeting with you to discuss the challenges of this 
exciting opportunity.  Please feel free to contact me at XXX XXX-XXXX in 
order to establish a date and time for an interview.  I look forward to 
meeting with you.  Thank you for you time and consideration.   

 
NOTE:  If you are not familiar with the proper layout for a personal business letter, be 

sure refer to the examples in the appendix of these materials to insure your 
cover letter represents you in a professional manner. 
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Having a Successful Interview 
 

Develop a Job Search Notebook 
 
 Develop a Job Search Notebook.  This will be a great place to collect information for 

future networking.  It also helps you maintain clear records without depending on your 
memory.  Keep detailed records of all the companies to which you apply and about all 
your interactions with those companies in this Job Search Notebook.   Good records for 
the job search process begin with using the Application Information form.  Use this form 
to note the date your resume was submitted and the specific job title for which you 
applied.  Also, record how you learned about the position and any other pertinent 
information.  When you are in a major job search mode, opportunities and experiences 
will begin to blend together and memories become inaccurate.  Careful records will 
prevent you for making mistakes and appearing confused or unorganized. 

 
 Use the Application Information form on the next page to collect and record accurate 

application records.  Attach a copy of the version of your resume that you submitted.  
You do not want to forget which skill and/or knowledge sets you emphasized to this 
employer to gain an interview opportunity.  The Application Information forms should 
be stored in your Job Search Notebook. 
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Application Information 
 

Company  ____________________________________________________________ 
 
Address ____________________________________________________________ 
 
  ____________________________________________________________ 
 
Position ____________________________________________________________ 
 
How I learned about opening  ________________________________________________ 
 
________________________________________________________________________ 
 
Date Applied ____________________________________________________________ 
 
How I Applied �� Faxed Resume  ______________________________ 
 
   �� Emailed Resume ______________________________ 
�

�� Mailed Resume ______________________________ 
 

   �� Delivered Resume ______________________________ 
 
   �� Included App   ______________________________ 
 
Company Contact  ______________________________________________________ 
 
Contact’s Phone ______________________________________________________ 
  
Contact’s Fax  ______________________________________________________ 
 
Contact’s Email ______________________________________________________ 
 
Notes __________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
(Attach a copy of the resume submitted and job description or job advertisement, if available.)
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The Call for the Interview 
 
 Congratulations!!  Your cover letter and resume have done their jobs.  You are now 

getting calls from potential employers to establish dates and times for interviews.  
NEVER fail to respond to a call from a potential employer.  If you have already accepted 
a position somewhere else, you should still return the company’s call and thank them for 
their interest and explain that you are no longer in the market seeking a job.   

 
 Be sure you have a functioning answering machine or message service on your phone 

line.  The recorded instructions for callers should be short and professional.    Music, 
slang and overly long greetings are quick turn offs for employers.  Check your messages 
daily and be sure that there is ample remaining recording time for future messages.  
Always respond to all messages within 24 hours.   

 
Keep copies of the Calls for Interview form (which appears on the next page) and a 
pencil by your phone for taking down critical information when receiving or returning 
employers’ calls.  These forms should be pointed out to individuals with whom you live, 
and they should be educated to the importance of collecting complete and accurate 
information about inquires made by employers. 

 
 Important information to collect: 

·  Date and time of call. 
·  Name of person calling (Ask the correct spelling even for a simple name such as 

Smith which can be spelled Symthe). 
·  Name of company the caller represents. 
·  City and State of Company.  
·  Phone number of caller. 
·  Purpose of the call. 
·  A convenient time for a call back. 
·  Clearly write down all other information that is shared. 
·  Clear directions to the interview location if provided. 
·  If calling to set up an interview for a position, be sure to get the name of the position 

and the name(s) of who will be interviewing you. 
 

Have each company’s inquiries recorded on a separate form.  You can then add these 
Calls for Interviews forms to the Job Search Notebook behind each employers 
Application Information. This information you collect, organize and save will become 
part of your professional network in the future. Good notes can prevent you from having 
to make an additional call to gather information due to incomplete or lost notes.  If this 
happens, it can leave a negative impression about your planning and organizational skills. 
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Calls for Interviews 
 
Date and Time of Call  _____________________________________________________ 
 
Person Taking Message ____________________________________________________ 
 
Name of Person Calling ________________________  Phone _____________________ 
 
Purpose of Call ___________________________________________________________ 
 
Company  _______________________________________________________________ 
 
Date and Time of Call Back Attempts  _______________________________________ 
 
 _______________________________________ 
 
 ______________________________________  
 
Important Notes Related to Call Back ________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
If asked for interview opportunity,  �  YES Date & Time ____________________ 
did you accept? 
     �   NO If no, why?  _____________________ 
 
Job Title for which you are being considered ___________________________________ 
 
Company Address     ______________________________________________________ 
 
Directions to Interview Location    ___________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
Type of Interview _________________________________________________________ 
 
Name(s) and phone numbers of individual(s) with whom you will interview: 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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 Researching Companies Before Interviews 
 

Before going on an interview always take time to thoroughly research the organization. 
This research will prepare you to answer questions such as, “What do you know about 
our company?” or “Why do you want to work for us?”    The Internet is a great source of 
information for many companies.  Today, most businesses have a website that gives 
information about the company’s mission, vision, culture, plans, product line, or services.  
Financial information is also generally available.  Often you can learn information about 
specific departments, special ongoing projects, and current employees.  You need to 
know how you fit in this company and where your skills and expertise can support the 
company in reaching its goals. 
 
Also complete a salary investigation for the position.  This will enable you to be well 
informed should it be brought up during the interview or for negotiations at the job offer.  
Use the following labor market information for your salary investigation:  Occupational 
Outlook Handbook, Jobs and Benefits Office, Choices, 
www.fred.labormarketinfo.com, and/or www.salary.com.  Salary.com allows you to 
geographically pinpoint the salary range for an occupation based on the zip code.  You 
may want to print the labor market report and keep it in your Job Search Notebook. 
 
If possible make a practice drive to the location of the interview on a weekday before the 
actual interview date.   It is best to do this at the same time of day you would be traveling 
on the roads to make your interview appointment.  Clock the time required to arrive and 
determine where you will find close and convenient parking.  Estimate the time it takes to 
walk from the parking area to the business office. Determine an alternate route incase 
traffic backs up on your chosen route.  On this practice run you might consider going 
inside the business to locate the office you will visit for the interview or to pick up 
printed material about the company that might be available at the information desk.  On 
the day of the interview be sure to have a CHARGED cell phone with you and the 
number to call should unforeseen and out of your control issues arise to delay your 
arrival.   
 

Dressing for Success 
 
Introduction  
 
As you have heard before, you only have one chance to make a first impression. A poor 
first impression is a difficult obstacle to overcome, so making the best first impression 
possible is critical to your job search.   
 
One of the misconceptions of students is that it is acceptable to dress for an interview in 
attire comparable to what is worn by individuals doing the job.  If that were the case, then 
a lifeguard candidate would attend an interview in a swimsuit.  Candidates should always 
dress more formally than the job itself requires--up to full professional business attire. 
 
Although the typical Information Systems Technician might wear a company polo shirt 
with the company logo and long trousers, a candidate for such a position should wear a 
business suit.  The lifeguard candidate should come for an interview in kaki pants and a 
long sleeve button up oxford shirt. 
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Hints for Women Candidates   
 
·  Attractive, controlled hairstyle.  If your hair is long consider putting it in a braid or 

bun.  For a small/short woman, pulling her hair up high on her head can help to create 
a taller and more powerful presence. 

 
·  Minimal make-up.  Make-up should be understated and applied for daytime 

standards.  Perfume should not be worn since many people are allergic to perfumes.  
If you wear a scent you risk offending an interviewer. 

 
·  Moderate jewelry.  No more than one ring per hand, a watch, and non-dangling 

earrings.  Always be moderate.  Remove all jewelry from body piercings, except for a 
single set of earrings. 

 
·  Clean fingernails with no chipped polish.  If polish is worn be sure it is a traditional 

color.  The safest polish is clear or a French manicure.  Your manicure should be 
recent so that nails are not chipped. 

 
·  Conservative hosiery.  Yes, you should wear hose even in HOT Florida!  The 

stockings should be a neutral color.  Carry an extra pair of stockings in the car incase 
you should snag and run the hose getting in or out of the car. 

 
·  Conservative but stylish suit.  Female candidates should wear a conservative, but 

stylish suit.  The skirt should be at least to the knees.  The color should be a 
traditional black, navy, or dark tweed.  A conservative blouse that is not revealing 
should complement the outfit. 

 
·  Conservative pumps.  Wear conservative closed toe and closed heel pumps.  Make 

sure that they are polished and in good repair.  Be sure the heels are not peeling up.  
Higher heels can help small/short women create a taller more powerful presence. 

 
·  Carry either a portfolio or attaché case.  Avoid carrying a purse in addition to the 

portfolio or attaché case.  Digging into a purse to find a pen does not make a good 
impression.  A portfolio should contain your list of references, additional copies of 
your resume, a professional pen, business cards, and a tablet for taking notes.  All of 
this is at your fingertips.  Your car key(s) can be dropped in your suit pocket. 

 
·  If you have a tattoos be sure that they are concealed. 

 
 
Hints for Men Candidates   
 
·  Freshly trimmed hair.  The hair should be clean and recently trimmed.  In addition, 

have someone shave the back of your neck the night before the interview.  Don’t do 
this the day of the interview incase you are cut and have trouble controlling the 
bleeding. 
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·  Fresh shaven.  Facial hair should be at a minimum.  However, if you have facial hair, 
be sure it is freshly trimmed.   

 
·  Conservative, but stylish suit.  Male candidates should wear a professional but stylish 

suit.  The color should be a traditional black, navy, or dark tweed.  A conservative 
light colored dress shirt should complement the suit with a conservative tie.  This 
outfit should look freshly pressed.   

 
·  Clean trimmed nails.  Be sure to trim and clean nails before leaving for your 

interview.  Do not work in the garden the day before your interview and then have 
embedded dirt that will not scrub off. 

 
·  Polished shoes.  Be sure your shoes are a traditional business style and are shined and 

in good repair.  Have the heels repaired it they are run down. 
 
·  Minimum amount of things in pockets.  Do not fill your pocket with large sets of 

keys, a bunch of jingling change or an overly packed wallet.  These things will distort 
the way your clothes hang. 

 
·  Matching socks.  Be sure to check in the bright daylight that you have selected a 

matching pair of dark socks. 
 
·  Jewelry.  A watch, wedding ring, and maybe a class ring are the only jewelry 

acceptable for a man in a formal interview.  Remove all jewelry from body piercings. 
 
·  If you have a tattoos be sure that they are concealed. 
 

Contacting Your References 
 
 Select references that are most appropriate for the job you are seeking.  Potential 

employers are looking for professional references not personal friends or family 
members.  Professional references may include previous employers or professors.  Before 
listing an individual as your reference, be sure that you have his/her permission to do so.  
Additionally, if you previously had permission but it has been a while since using a 
specific reference, you should alert that reference that you are in the job search mode 
again and that you have included his/her name and contact information on your reference 
list.   

 
 If your name has changed, you need to alert your references to this fact.  This simple lack 

of communication can cost you a job offer.  What type of impression do you think it 
makes when a potential employer is told by a reference, “I have never heard of that 
person, or they have never worked for me!”   

 
 Always reconfirm all contact information for your reference.  A list of references that 

cannot be reached is useless.  It can be interpreted as a lack of effort or caring on your 
part or as an intentional effort to deceive. 
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Gather Materials You Want to Take to the Interview 
  

 You should carry extra copies of your resume with you to the interview, in addition, to 
several copies of your list of references.  Depending on the type of job for which you are 
applying, you might also take a portfolio or work samples. 

 
 Be sure you have the phone number of your contact in case you are delayed.  Don’t forget 

your directions to the interview location. 
 
Types of Interviews 

 
There are many variables to the interview situation.  It is important to understand those 
variables in order to understand where you are in the hiring process.  In addition, 
knowledge of different types and aspects of interviews will help to avoid walking into 
any surprises.  If you are surprised by a situation, it can take you off balance and impede 
your performance and interaction with the interviewer(s). 
 
The purpose of an interview can be to screen applicants in order to narrow the candidate 
pool, or to select the final candidate for a job offer.   Common methods for conducting a 
screening interview are the telephone, a videoconference, as well as a face-to-face 
meeting.  Selection or hiring interviews are usually conducted face-to-face and can be in 
any of the following formats:   
 

1. The one-on-one interview is probably the most common interview method 
and the one with which interviewees are most familiar and comfortable. 

 
2. There are sequential interviews which usually consists of a series of 

interviews with the decision being made to screen the candidates in or out 
after each interview.  Whether a candidate progresses to the next level of 
interview depends on being selected to move forward from the previous 
interview 

 
3. There is another multiple interview method, which does not screen out 

candidates until the end.  The interviewee progresses through multiple  
interviews with different interviewers. Then the interviewers collaborate 
and compare notes and make a group decision to hire or send the 
candidate to the next level in the screening process.  

 
4. The panel interview is gaining popularity since it saves time and allows 

all the interviewers to experience the candidate in an identical manner.  It 
involves a panel of individuals interviewing the candidates.  This can be 
an intimidating, threatening and even a frightening experience for those 
who are unprepared. Do not allow yourself to be surprised when you are 
confronted with a panel interview.  Be mentally prepared to step into a 
panel situation in a calm and confident fashion.     

 
5. Groups of interviewees are sometimes interviewed together during group 

interviews.  This gives the screeners the opportunity to observe how the 
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individuals interact within a group of peers and to identify candidates that 
demonstrate potential for leadership roles.   

 
 

Interview Locations 
 
The interview settings can vary tremendously.  Although most interviews are connected 
in an office, they might also occur in a restaurant, airport, hotel lobby, social gathering, 
etc. 
 
 
NOTE:  Interviews vary greatly in their length.  Ask the estimated timeframe for the 

interview when called to establish the appointment. 
 Interviews are not only an opportunity to get to know you better through a 

question and answer session, but may also include a written assignment, a 
presentation example, or specific skills or knowledge testing (typing, 
programming, chemistry) and/or a meal.  BE PREPARED! 

 
 

Questioning Techniques 
 
There are several different questioning techniques you should be prepared to handle in 
the interview situation: 
 

1. If a structured questioning technique is used for an interview, the 
screener will ask a predefined list of questions in a planned sequence.  
This allows the interviewer to gather specific information for easy 
comparison among applicants. 

 
2. The unstructured interview method uses open-ended questions that 

require elaborate responses.  The candidate’s response might lead to the 
interviewer asking unplanned follow-up questions.  This method provides 
the interviewees an opportunity to shine or enough rope to hang 
themselves.  The unstructured interview method allows the interviewer to 
gain insight into your style, and personality.   

 
3. The stress questioning technique is not a commonly used interview 

method.  However, employers who need to determine how well a 
candidate performs under stress will use this method as an assessment to 
determining stress tolerance.  The criminal justice field is well known for 
using a stress questioning technique with its candidates to identify if they 
possess the skills to manage the stressful situations inherit to that type of 
employment. 

 
4. Today’s job candidates are coming to interviews more prepared for and 

savvy about the interview process.  Interviewers are concerned that 
candidates are so well prepared that they are able to fool the interviewer 
into believing they are the best candidates for the jobs.  Companies want 
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to hire the person that is the best match for the position, not the person 
who is best at marketing himself/herself in the interview.  Behavioral 
interviewing has become one of the more favored techniques for 
questioning.  It requires candidates to describe and discuss previous 
behavior in past situations.  Behavioral interview questions demand 
specific, relevant, complex, and detailed responses.  Behavioral 
interviewing is based on the assumption that past relevant behavior is the 
best predictor of future behavior. 

 
Behavioral Interviewing 
 
 Introduction  
 

A potential employer’s best method of predicting how you will perform on the job is to 
learn about how you have performed in the past.  The behavioral interviewing method 
allows potential employers to gain this powerful insight. 

 
“The best predictor of future behavior is past behavior!” 

 
Behavioral interview questions ask for the interviewee to tell about specific personal 
experiences.  Behavioral questions are often used to determine how you responded to a 
negative situation.  You will need to be prepared to talk about examples of negative 
experiences.  However, it is critical that you are able to identify positive outcomes from 
those experiences (i.e., “This was a learning opportunity that will help to guide me 
toward doing a better job handling similar situations in the future.”).   
 
Sample Behavioral Questions 
 

Oral Communication 
 

Tell me about a time when you had to give a presentation.  How did you 
determine that you were successful in delivering your message? 

 
Tell me about a time when you had to give instructions to another person who 
was having difficulty understanding your explanation.  What did you do? 

 
Tell me about a time when you were asked a question in a group setting that you 
were unable to answer.  How did you respond? 

 
Written Communication 

 
Describe the most complex business document you have authored.  What steps 
did you take to be sure that your writing is clear, concise, and delivered the 
intended message? 

 
Tell me about a time you had to read and interpret a complex document.  How did 
you achieve the necessary level of understanding? 
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Decision Making 
 

Give me an example of a time when you had to make a difficult decision. What 
was the process you used to make sure that you made the best choice?  What was 
the outcome? 

 
Tell me about a time when you had to change your mind about a decision you 
previously made.  What was the outcome? 
 
Motivation 

 
What is the greatest risk you have taken in the last five years?  What motivated 
you to take this risk? 

 
Give me an example of an experience at work that was very satisfying.  What was 
it about the experience that you found most exciting? 

 
Leadership 

 
Tell me about a time when you influenced the outcome of a project by taking a 
leadership role. 
 
Tell me about a team project for which you had the leadership role.  What 
techniques did you use to encourage your team to work cooperatively toward a 
determined goal and deadline?  What was the outcome?  How did you measure 
your success? 
 
Describe a time when you took initiative rather than waiting to be told what to do.  
What was the outcome? 

 
Interpersonal Skills 

 
Tell me about a time you had a serious conflict with a coworker.  How did you 
handle the situation, and what was the outcome? 
 
What techniques have you used to listen effectively?  Give me an example of 
when you applied these techniques to help resolve a difficult situation.  What was 
the outcome? 

 
Planning and Organization 

 
Give me a specific example of a plan you developed and how you implemented it.  
What was the outcome? 
 
Give me a summary of the techniques you use to plan and organize your work.  
Describe how you applied one of the techniques in a specific situation.  
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Teamwork 
 

Describe how you were able to help build a positive team spirit in a new group. 
 
Tell about a time when one member of a team you were working with wasn’t 
fulfilling his/her obligations to the team.  How did you handle it, and what was 
the outcome? 

 
     Work Ethic/Professionalism 

 
Tell me about a time when your integrity or ethics were challenged in the work 
environment.  How did you handle it and what was the outcome? 
 
Tell me about a time when you had to tactfully confront someone about his or her 
inappropriate action and/or behavior.  How did you handle it?  What was the 
outcome? 
 
What was the biggest mistake you have made at a job?  What did you do about it?  
What did you learn from this mistake? 

 
Attendance/Punctuality 

 
Tell me about a time when you had a sudden unplanned absence from work.  How 
did you arrange for the necessary coverage at the last minute?  What was the 
outcome? 
 
How many days did you miss from work in the last year?  Can your last employer 
verify this information? 

 
Diversity 

 
Describe the most culturally diverse environment in which you have worked.  
Then tell me about one difficulty you encountered related to diversity.  How did 
you handle it?  What was the outcome? 
 
Tell me about training or personal experiences that have contributed to your 
sensitivity related to diversity.  Next, describe how you have consciously utilized 
this enhanced sensitivity in order to promote a better workplace for fellow 
employees and/or customers. 

 
Problem Solving 

 
Tell me about a time when you were able to identify a problem and resolve it 
before it became a major issue. 
 
Tell me about a work problem that involved a high level of emotion for you and 
your team.  How did you support the group in resolving it? 
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Give an example of a work problem you have encountered.  Then describe the 
methods or techniques you used to gather and analyze information in order to 
determine a resolution. 

 
Flexibility/Adaptability 

 
Describe a time when you were faced with problems or stresses that tested your 
coping skills. 
 
Tell me about a time when you had to deal with changes in your organization or 
team that impacted your job.  How did you respond?  What was the outcome? 
 
List examples of work-related changes which you initiated or actively supported 
within the last five years.  What was your role in implementing the change and 
what were the outcomes?  

 
The STAR Response Technique 
 
There is a strategy you can employ when responding to behavioral questions, which will 
assist you in providing the interviewers with detailed and complex responses.  This 
method is called the STAR Technique. 
 
You should practice responding to questions by working through the three steps of the 
STAR Technique.  Practicing this technique will make responding to behavioral 
questions easier and help you to become comfortable when employing this technique 
under pressure. 
 

ST 
 

Situation 
or Task 

Describe what occurred (the situation or task).  You must describe a specific 
situation or task in which you were personally involved.  Be sure to give 
enough detail in order for the interviewer to grasp a clear picture of the 
situation/task.  The situation/task you choose to discuss could be from a job, 
volunteer experience, or school.  Never begin a response to a behavioral 
interview question with the statement, “If that occurred, I would do ….”  
The interviewer is not interested in knowing what you think you would do 
in a particular situation.  The interviewer is interested in knowing exactly 
how you handled a specific situation in the past.  Remember, the best 
predictor of your future behaviors is your past behaviors. 

A  
 

Action 

Describe for the interviewer the action you took related to the situation or 
task.  Keep the focus on your behaviors not those of other individuals or a 
team.  Don’t focus on what you would do but clearly detail what action you 
did take.   

R 
 

Results 

Describe for the interviewer what happened as the result of your actions.  
How did the situation/task end?  What did you accomplish?  What issue did 
you resolve?  What did you learn? 
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Example of a STAR Technique Response 
 
Question:   

Tell me about a time when a team you were working with wasn’t 
functioning well.   

 
Situation/Task: 

At my current job, I  was serving on a team that was charged with 
identifying new steps to streamline the student enrollment process.  After a 
three week period, it became apparent we were not moving forward. If the 
lack of momentum continued, the team would fail to meet its assigned 
deadline. 

 
Action: 

To address this problem, I  organized an informal lunch meeting with all 
the team members.  My first objective was for the team members to 
identify the barriers that were preventing us as a team and individually 
from moving forward with this initiative.  The team members agreed that 
the biggest barrier was the fact we were trying to complete this new 
assignment in the middle of the busiest enrollment/registration period of 
the year.  Since most of the team members worked in the 
enrollment/registration area, they were unable to collectively leave their 
workstation to attend meetings. I , therefore, recommended we develop a 
timeline to which everyone could commit.  I then presented this new 
timeline with its new deadline to the Vice President.  I  explained the 
team’s dilemma and requested an extension.   

 
Results: 

The Vice President immediately realized she had failed to consider the 
cyclic workload the team members faced when developing the timeline.  
She was very impressed with the fact that I  developed a solution rather 
than presenting her with a problem.  The extension was granted and the 
new deadline was met.  This experience reinforced for me that providing 
solutions rather than problems is always the better option when 
approaching a supervisor with a concern.  
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Method to Practice Developing  
Complex and Detailed Responses to Interview Questions 
 
 Carefully review the job description and be prepared to answer questions directly related 

to the job duties. Determine how your experiences and education support the employer’s 
needs.  In addition, be prepared to elaborate on anything you have written on your 
resume.  If you have inflated your abilities on your resume, this fact is likely to be 
discovered during the interview process.  Practice developing elaborate answers to 
possible questions.  A good way to avoid being stumped during the interview process is 
to review each statement on your resume about achievements, knowledge sets, skill sets, 
responsibilities, etc.  Ask yourself, “What do these statements mean?”  Keep asking 
yourself what does this mean until you have developed an articulate, detailed, and 
complex response.   

  
Statement: Experienced supervisor of sales staff with proven ability to motivate team. 
 
Question: What does that mean? 
 
Response: I had 20 sales people reporting to me. 
 
Question: What does that mean? 
 
Response: I hired, scheduled, and handled performance appraisals for a staff of 20 

sales people. 
 
Question:  What does that mean? 
 
Response: Applying standard equity practices I screened and selected the best 

candidates for sales opportunities with the company.  Using a team 
building management style, I guided the group toward the establishment 
of team sales goals and personal performance objectives.  Using a 
database that I designed and programmed in SQL, it was possible to 
monitor the group and individual team members’ performance levels.  
This database provided an early warning when an individual’s or the entire 
team goals were in jeopardy.   I could then respond and establish new 
strategies to assist them in obtaining the original projections.  This 
approach has been so successful that all team members have been able to 
meet his/her established sales goals.  Our sales team won the Star Action 
Award for it sales accomplishments.  Today, I am training other sales 
managers around the state with these methods and strategies. 

 
Possible Questions for Which to Prepare 
 

Examples of general interview questions that can provide the interviewer with insight 
into your personality, career objectives, self-image, and maturity: 
 
 1. Tell me about yourself? 
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2. Why do you want this job?  
 
 3. Why do you want to work for us?    
  
 4. What are your greatest failure and your finest accomplishment? 
 
 5. What is your greatest weakness/strength? 
 
 6. Why should we hire you? 
 
 7. What do you see yourself doing five years from now? 
 
 8. How would your co-workers describe you? 
 
 9. What do you know about our company? 
 
 10. What special qualifications do you have for this job? 
 
 11. Are you willing to relocate and travel? 
 
 12. What professional associations have you joined, and what leadership roles 

have you played within these organizations? 
 
 13. What are some of the things in a job that are important to you, and why? 
  
 14. What are some of the things you would like to avoid in a job, and why? 
 
 15. What is the biggest risk you have taken in your life? 
 
 16. Who are your heroes?  Why? 
 
 17. Describe your worst boss.   
 
 18.  How did you learn about us? 
 
 19. Are you the best when you work alone or in groups? 
 
 20. What motivates you to do a good job? 
 
 21. What will your manager say when you give notice that you’re leaving? 
 
  

Handling Two of the Most Challenging Interview Questions 
 

“Tell us about yourself.” 
 

What do the employers want to learn about you from this question?   
The information an interviewer gleans from this question is up to the person answering 
this question—YOU.  Many job seekers are not prepared for this question and end up 
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chattering about personal things that may be turned against them (i.e., number of young 
children they have at home).  By asking this open-ended question employer is giving the 
interviewee a rope with which to hang himself/herself.  Do not share personal 
information about yourself or your family.  Knowledgeable and ethical recruiters would 
never directly ask personal questions.  If you provided personal information voluntarily, 
it could influence the hiring decision.  However, it will be hard to prove this information 
was used as an illegal discriminator if you provided it voluntarily.     

 
The best way to answer this question is by planning and carefully developing a 60 
Second Commercial about yourself.  The purpose of the following activity is to prepare 
you for the interview question:  “Tell me about yourself.” 
 
Think about your favorite commercial.  Which of these commercials tend to stay on your 
mind long after you have seen them?  With this thinking in mind, create a 60 Second 
Commercial about yourself using the three areas outlined below.  Remember, provide 
only professional and NOT personal information! 
 

 Education:_____________________________________________________ 
 

 

 
 Skills:________________________________________________________ 

 

 

 
 Work Experience:_______________________________________________ 

 

 

 
 
NOTE:  The introduction in an interview is the opportunity for you to give the best initial 

impression of yourself.  The contents of the introduction should include the 
information that will convince the interviewer that you are the BEST person for 
the job! 

 
 

“What do you expect as a starting salary?” 
 

Handle this question very carefully.  The interview is not the time to try and negotiate a 
salary.  You are still in the midst of competition with other candidates.  You should only 
negotiate salary at the job offer, when you have some leverage because the employer has 
decided you are the best candidate. 
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If the position you applied for included the base salary or a range for the starting salary, 
you might answer this question using that figure and state that you believe that it is 
“reasonable.” 
 
If the job posting does NOT contain information on the salary, you do not want to 
eliminate yourself from consideration by answering the question with a salary amount 
considered “high.”  On the other hand, if you answer with a salary amount quite low, you 
may be offered the job at that lower rate when the company had been prepared to pay 
more. 
 
If you do not know what the starting salary is for the job you are interviewing for, try to 
find out before you put a “price on your head.”  When asked:  “What do you expect as a 
starting salary,” bounce the question back to the interviewer with:  “What is the salary 
range you are working with for this position?”   
 
If the interviewer answers your question with a salary range (i.e., “between $10 and $15 
dollars an hour”) you could respond that you consider that range “reasonable.” 
  
If the interviewer does not answer your question, but instead presses you for a salary 
amount, always use a range instead of a “hard” figure.  Your salary investigation/labor 
market survey becomes extremely important now.  Rather than answering the question 
with:  “I need to make $XX.00 amount per year/month/hour,” base your answer on the 
current market rate, and remember to keep it to a range. 

 
Example Answer: 
 
“In preparing for this interview, I completed a labor market survey for JOB TITLE in the 
ORLANDO area.  Based on the information I researched/collected, I understand the 
salary range for this position is between $X and $Y.” 
  
This answer allows room for negotiation at the job offer and presents you as a fair 
minded professional, by focusing on the current value in the job market, instead of your 
particular needs. 
 

 
Preparing to Ask the Interviewer Questions 

 
You should also be prepared with questions for the interviewer.  These questions should 
demonstrate that you are a serious candidate who has given serious consideration to this 
organization.  Limit your questions to no more than six.   
 
Sample questions for the interviewee to ask the interviewer: 
 

1. If not already well covered, ask about the details of the job. 
 
2. What are some of the goals projected for this job area in the coming year?  
 
3. If I am hired, what measure would you use to determine my success one 

year from now? 
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4. What major contributions do you expect from this job area? 
 
5. What qualifications would the ideal candidate have for this job? 
 
6. What have been the greatest challenges in this job area? 
 
7. What has been the major contribution from this job area in the last year? 
 
8. Is there a staff development program for continued training? 
 
9. What do you see as the firm’s greatest assets/weaknesses? 
 
10. How would you describe the organization’s culture? 
 
11. What makes this organization different from its competitors? 
 
12. What is the typical career path of someone who starts in this position? 
 

 
Questions for the Interviewer are important, but be careful not to over do it and pepper 
them with too many questions, taking up an inordinate amount of time.  The likely 
impression you would leave is one of being difficult and inconsiderate. 
 

Interview Stages 
 
It is important that you are familiar with the stages of an interview so that you are 
comfortable and encounter as few surprises as possible.   
 
NOTE:  Consider an interview to start as soon as you enter the building.  Your behavior 

or demeanor may be noticed and reported by anyone with whom you come in 
contact, such as a receptionist, a custodial person, or a security guard. 

 
1. Meet and Greet.  During the first stage of the interview you have the opportunity 

to meet, greet, and shake hands with the company representative involved in the 
interview process.  Be sure to have a firm but not painful handshake.  Make eye 
contact with each individual and have a smile on your face.  Attempt to make a 
mental note of each person’s name.  You might use their name immediately after 
being introduced to help you remember it.  Be sure to look enthused and happy.  
The interviewer or screen committee chair should direct you to a chair to be 
seated.   
 
Although this stage accounts for less than 5% of the interview, the all-important 
FIRST IMPRESSION occurs here.  An initial display of confidence and good 
communication and social skills is indispensable. 

   
2. Setting the ground rules.  The interviewer or committee chair will usually give 

some background about the position and the interview and selection process 
before beginning.   
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3. Interviewer Question Period.  Generally you will be asked a set of questions 

that will be asked of all other candidates who are interviewed.  Be sure to be well 
prepared to answer questions as previously described. 

 
Display a positive attitude about your qualifications, your expectations, and past 
experiences.  NEVER complain or speak negatively about previous employers.  
This can leave the impression that you have had problems with accepting 
authority or fitting in. 

 
4. Interviewee Question Period.  It is now your chance to ask several questions of 

the interviewer(s).  Be sure to come prepared with well thought out and insightful 
questions. 

 
5. Final Sale.  Generally you will be asked if you wish to add anything else before 

leaving.  This is your chance to go back and clarify or enhance a previous answer 
and to deliver your final sales pitch.  Don’t let this opportunity pass you by. 

 
6. Cordial exit.  Take this opportunity to thank each of the company representatives, 

shake their hands, make eye contact, and show enthusiasm. 
 
 
NOTE:  Request a business card from the interviewer or the chair of the interview 

committee.  The information on this business card will prove invaluable in your 
follow-up activities and in building your professional network. 

 
 
 
Post Interview Self-Assessment 
 

After every interview you should be making notes about what went right and what went 
wrong.  What questions were asked for which you needed to do additional research in 
order to have a better answer the next time?  What questions did you know the answer to, 
but failed to clearly organize and articulate your thoughts?  What things did you say or 
actions did you take which you wish you had not said or done?  What did you learn about 
the company or group from your interview experience? 

 
 The Post-Interview Review form on the next page can be used as a guide to assess your 

interview, and thus help you prepare for the next interview opportunity. 
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Post Interview Review 
 
Name(s) and title(s) of person(s) who interviewed you.       
 
             
 
What went right about the interview?    
 
             
 
             
 
What do you regret doing or saying?    
 
  
 
             
 
What could you do to be better prepared for the next interview?    
 
  
 
             
 
What were some of the most difficult questions that were asked?    
 
  
 
             
 
Was there a question asked to which you knew the answer, but were unable to articulate your 
thoughts clearly when responding to the question?  
 
  
 
             
 
Thank-you note sent:  �   NO   �   YES Date:  _________________ 
 By:  �   email  �  FAX  �   Mail  �   in person   
 
Was a job offer made? �   YES, and I accepted           
    �   YES, and I did not accept    Why?    
  �   NO 
 
Additional Notes:            
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1. Evaluate the first impression you made: 
 

·  Were you on time? 
 

·  Were you polite to the receptionist/secretary? 
 

·  Was your grooming the very best possible for this situation?  How could you improve 
it for the next interview? 
 

·  Was your handshake firm yet non-intimidating?  Did you shake hands with all of the 
committee members? 
 

·  Did you make eye contact throughout the interview with all the individuals?  Was 
your eye contact continuous, occasional, or very little? 
 

·  Did you avoid nervous habits i.e., shaking a foot, tapping fingers, or biting nails? 
 

·  Was your facial expression serious, nervous, smiling, or shy? 
 

·  Did you respond to any questions in a negative way or speak badly of any individual?  
 

·  Were you lead into providing a negative response to a negative question?  If so, how 
could you turn that around in the future? 
 

·  Did you come prepared with appropriate questions to ask the interviewer(s)? 
 

·  Evaluate what your body language told the interviewer(s) about you.  What area of 
your body language could use improvement (i.e., facial expression, handshake, use of 
hands and arms, posture, etc.). 
 

·  Did you close the interview on a strong note, leaving the interviewer(s) with the 
understanding that you really want to work for them and that you are the best 
candidate?  
 

 
2. Rate yourself on how well you demonstrated each of the following positive qualities 

during the interview.  Use a scale of 1 to 10, where 1 is low and 10 is exceptional.  Make 
notes in the comments column as to how you could do a better job demonstrating these 
qualities during the interview. 
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Rating Qualities Comments 
 Attitude  

 Cooperation  

 Enthusiasm  

 Adaptability  

 Personality  

 Desire  

 Initiative  

 Loyalty  

 Capacity  

 Dependability  

 Strength of Character  

 Assertive  

 Creativity  

 Job Skill  

 Experience  

 Interpersonal Relationships  
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Mock Interview Opportunity 
 

To assist SCC students in honing their interview skills the Career Development Center 
offers the opportunity to practice interview techniques using Perfect Interview.  Perfect 
Interview is an innovative software program that uses webcam technology to assist users 
in developing their interviewing skills.  The program asks a variety of interview questions 
at varying levels of difficulty and then records the user’s response using a webcam.  In 
addition, Perfect Interview provides coaching for each question by a seasoned 
professional and a sample of an appropriate response.   
 
The student’s interview session can then be saved, view, and critiqued privately or with a 
member of the Career Development Center team. 
 
Let Perfect Interview help you prep for your career transition.  Gain practice in 
responding to questions in a detailed and complex manner.  Learn to eliminate distracting 
body language.   Call the Career Development Center today to schedule your Perfect 
Interview practice session.    
 
 (407) 708-2033  

 
Thank You Letter 
 

Write a follow-up letter thanking the interviewer and providing any information that may 
have been overlooked or left out during the interview.  This thank you letter is not only 
good manners, but can benefit you in several ways: 

 
1. You can cover information you may have forgotten to mention or fix and put a 

positive spin on any mistakes you may have made during the interview. 
 
2. You are keeping your name fresh and foremost in their minds as they make 

the decision of whom to offer the job. 
 
3. You are demonstrating or showing by example how well you would represent 

their company by how well you represent yourself. 
 
4. You are able to reinforce your written communication skills. 

 
Follow-up efforts on behalf of the candidate can make all the difference in a hiring 
decision. 
 
The follow-up thank you letter should be sent within 24 hours of the interview. 
 
There are several avenues that can be used to send your thank you letter to the 
interviewer (i.e., postal service, email, and FAX).  If you are successful securing a 
business card during your interview meeting, then you have all or most of the contact 
information you need to send your thank you note.  Email is an excellent method that is 
quick and may open the door to a continuous channel of communication.  For these 
reasons it is a preferred method for sending a post interview thank you note.  Regular 
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postal service, although traditional and formal, may require several days for delivery, 
thus, leaving its impact as meaningless if the hiring decision is made before it is received.   
However, should time allow and you opt to use the traditional written note, it can either 
be written by hand on a note card or printed on Baronial Stationery (5 ½” X 8 ½”).  This 
stationary is used for more personal communication such as a thank you note.  The 
alternative of faxing a thank you note allows for a quick turn around when email is not an 
option.  However, this lacks a personal touch since most faxes go to a common machine 
from which they are distributed to recipients. The visual quality of the thank you will be 
decreased due to the faxing, and based on how quickly received faxes are distributed, 
timing could become an issue. 
 
The thank you letter should definitely be addressed to the individual with whom you 
interviewed. 
 

Three Parts to the Thank You Letter 
 
Introductory Paragraph .  The first paragraph in a thank you letter should thank the 
interviewer(s) for his/her time and consideration as well as the opportunity to discuss the 
position in more detail.  Try to mention something specific you learned about the 
company or position that reinforced your desire to work for that organization. 
 

Example: 
Thank you for the opportunity to meet with your team to discuss the 
current opportunity in your Marketing Department for a Media Specialist.  
The tour and information you shared about the team’s immediate needs 
and long-term goals were very informative and have reinforced my strong 
interest in working for MPR Marketing Inc.  The customized media 
software MPR developed is the most cutting edge and exciting product I 
have seen in years for this industry.   It is clear why MPR Marketing Inc. 
has earned such an excellent reputation in the Central Florida business 
community. 
 

Middle Paragraph(s).  The center paragraph(s) should reiterate your knowledge, skills, 
abilities, and interest in the position and in working for the company.  This is where you 
should include any addition information you forgot to mention or redress an issue that 
came up during the interview and put a positive spin on it.  Make statements that 
demonstrate the direct tie between your knowledge sets/ experiences and the specific 
needs of the company.   
 

Although my extensive media experience offered the background that 
matched your job description, I also have years of programming 
experience, which could assist with implementing upgrades of your new 
media software. 

 
Closing Paragraph.  In the closing, you thank the interviewer(s) again for their time and 
consideration.  Also offer to provide any additional information, if needed.  Lastly, state 
that you look forward to learning the outcome of your candidacy. 
 



 
Employability Skills Seminar  97  SCC/Career Development Center Publication 
 

I look forward to hearing from you concerning the hiring decision.  Should 
you have any additional questions, please feel free to contact me.  Thank you 
again for your time and consideration. 

 

 
NOTE:  If you do not hear about a hiring decision in a timely manner, check on the status 

of you application from time to time in a non-harassing manner.  Do this in 
person, if possible.  When you inquire and you find that the job has been filled, 
scratch it off your list and focus on other opportunities. 
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Jane Doe 
6001 Snowville Court (000) 000-0000 (H) 
Lake Mary, FL 32746 (000) 000-0000 (H) 

janedoe@themail.com 
 

March 23, 2006 
 
Interviewer’s Name, Interviewer’s Title 
Company Name 
Company Address 
 
Dear Mr. or Ms. Interviewer: 
 
Thank you for the opportunity to meet with your team to discuss the 
current opportunity in your Marketing Department for a Media Specialist.  
The tour and information you shared about the team’s immediate needs and 
long-term goals were very informative and have reinforced my strong 
interest in working for MPR Marketing Inc.  The customized media 
software MPR developed is the most cutting edge and exciting product I 
have seen in years for this industry.   It is clear why MPR Marketing Inc. 
has earned such an excellent reputation in the Central Florida business 
community. 
 
Although my extensive media experience offered the background that 
matched your job description, I also have years of programming, which 
could assist with implementing upgrades of your new media software. 
 
I look forward to hearing from you concerning the hiring decision.  Should 
you have any additional questions, please feel free to contact me.  Thank 
you again for your time and consideration. 
 
Sincerely, 
 
  
 
Jane Doe 
 
 
 
 
 
 
 
 
 

Baronial Stationery 5 ½” X 8 ½” 
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Career Development Center Resources 
 

The Career Development Center provides a broad spectrum of support services and resources for 
SCC students and graduates.  Below is a list of some of these resources and services.   The 
Career Development Center is here to help you.  Come in and take advantages of all the great 
information, training, and support services. 

 
Electronic Resources for Career and Major Exploration  

  
Seminole Community College Career Development Center 
 http://www.scc-fl.edu/careers/ 
 
College Catalogs Online 
 http://www.scc-fl.edu/careers/explore/catsearch.php 
 
Occupational Outlook Handbook 
 http://www.bls.gov/oco 
 
Choices Online 
 http://www.florida.access.bridges.com 

 
Salary Information--Florida Research & Economic Database (FRED) 
 http://fred.labormarketinfo.com/ 

 
Vault Online Career Library 
 http://www.scc-fl.edu/careers/explore/vault.htm 
 click on “Go to Vault Career Library” 
 Login:  scc 
 Password:  student 
 click on “Go to Vault Career Library” 
 
Vocational Biographies Online 
 http://www.vocbioonline.com 
 User Name:  Seminole CC 
 Pass Code:   53asG 
 (Both are case sensitive) 
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Electronic Resources for a Job Search 
 

Jobs for SCC Students  
 http://www.myinterfase.com/seminolecc/student 
 
On campus recruiting activities 
 http://www.scc-fl.edu/careers/events/onsite_recruiting.htm 
 
Job Hotlines for Central Florida Companies and Government Agencies 
 http://ww.scc-fl.edu/careers/jobs/jobhotline.php 
 
National Job Search Boards 
 http://www.monstertrak.monster.com/ 
 http://www.collegegrad.com/ 
 http://www.gradxchange.com/ 
 

Other Services  
 

Perfect Interview 
 Call (407) 708-2033 to set up a date and time for your Perfect Interview 
 
Resume Critique 
 Contact either: 
  Career Development Center Placement Specialist:   
  (407) 708-2515 
  Career Development Center Director:   
  (407) 708-2103 
 
Career and Co-op/Internship Placement 
 Contact either: 
  Career Development Center Placement Specialist:   
  (407) 708-2515 
  Career Development Center Director:   
  (407) 708-2103 

 
Contact Information by Campus 
 
 Sanford/Lake Mary:    407-708-2033 
 
 Oviedo:      407-971-5033 
 
 Heathrow: 407-708-2033 
 
 Altamonte Springs: 407-708-2649  
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Appendix 
 

Examples  
 

Cover Letters 
Resumes 

Thank You Notes 
Reference 
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Joyce Smith 
Cover Letter, Resume, Reference List and Thank You 

 
Desired Position:  Designer or Drafter 
 
Unique Aspect: She is not applying for an advertised position but attempting to stir 

up interest in her candidacy for any future opportunities 
 
Notice that Joyce has done her company research.  She knows who she is and how she fits into 
the dynamics of this organization. 
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Robert Jones 
Cover Letter, Resume, Reference List and Thank You 

 
Desired Position:  Network Engineer 
 
Applying Electronically: Email for Cover Letter and Thank You  
 
Robert is applying for the position by attaching his resume to an emailed cover letter.  More and 
more employers are asking candidates to submit their resumes electronically. 
 
This thank you note is also sent by email, which creates a conduit for continued communication. 
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[Robert Jones, Emailed Cover Letter Text] 
 
 
 
From: Robert Jones 
 
To: recruiter@OVC.where 
 
Please accept this correspondence and my attached resume as an expression of interest in 
exploring employment opportunities with the Orlando Volunteer Commission. Specifically, I am 
interested in applying for the Computer Network Engineer position currently posted on the 
Florida Municipal Volunteer Agency website (www.fmva.where).  
 
With the combination of the Associate of Science – Computer Engineering Technology degree 
and three years of experience as a Technical Support Consultant, I am a candidate worthy of 
consideration.  My educational and professional background provided me an opportunity to 
develop a strong work ethic, as well as the ability to work independently or contribute to a team 
effort.  I am well respected by my professors and supervisors as an upstanding, hard-working 
individual who can be counted on to “get the job done.” 
 
Though my resume is detailed and comprehensive, it cannot fully demonstrate the manner in 
which I have achieved success.  Character, personality, and the ability to work in a team 
environment can be evidenced in a personal meeting.  I would welcome an interviewing 
opportunity at your earliest convenience.  Thank you for your time and consideration.  I am 
certain that I can be a contributing member of your company. 
 
Sincerely, 
 
Robert Jones 
407-111-1111 
 
Attachment: Resume 
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[Robert Jones, Emailed Thank You Letter Text] 
 
 
 
From: Robert Jones 
 
To: simpsong@OVC.where 
 
Subject: Thank you for the interview 
 
June 26, 2006 
 
Grace Simpson 
Director, Computer Technology Services 
Orlando Volunteer Commission 
050 Orange Avenue 
Orlando, FL 32801 
 
Dear Ms. Simpson, 
 
It was a pleasure meeting you yesterday morning.  I appreciate the opportunity to interview for 
the Computer Network Engineering position.  The fact that the vacancy is available due to a 
promotion speaks to your organization’s value of employees.  I strongly support the mission of 
the Orlando Volunteer Commission and would find it an honor to assist the staff, in a 
technological capacity, in reaching set goals. 
 
Working in a retail environment providing computer support has sharpened my technical skills 
and allowed me the flexibility to complete my education.  Now that I have graduated with 
honors, earning my Associates degree in Computer Network Engineering, I seek to develop my 
professional potential with a challenging and rewarding position.  Your explanation of the 
requirements for the position and needs of your department was very informative and 
strengthened my interest in joining your team.    
 
Anticipating good results from my interview, I look forward to hearing of your hiring decision.  
Please contact me if you have any questions or need additional documentation.  Thank you again 
for your time, attention and consideration. 
 
Sincerely, 
 
Robert Jones 
407-111-1111 
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Candace Horton 
Cover Letter, Resume, Reference List and Thank You 

 
Desired Position:   Customer Service 
 
Problem:   Job Hopping History 
 
By combining types of work history into clusters an effort is made to disguise the fact that 

Candace has frequently changed jobs.   
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Tony Costco 
Cover Letter, Resume, Reference List and Thank You 

 
Desired Position:  Paralegal 
 
Unique Aspect: Career Transition seeking co-op or internship experience. 
 
With no paid work experience in the paralegal field, Tony has translated what knowledge and 
skills he learned in the paralegal program at SCC in his Summary of Qualifications.  Also, Tony 
does a very good job with highlighting transferable skills from other experience.  Lastly, with the 
community service experience he has been involved in, Tony demonstrates his social conscious 
and relates it to his career transition and develops a strong list of references. 
 



 
Employability Skills Seminar  118  SCC/Career Development Center Publication 
 

 



 
Employability Skills Seminar  119  SCC/Career Development Center Publication 
 

 



 
Employability Skills Seminar  120  SCC/Career Development Center Publication 
 

 



 
Employability Skills Seminar  121  SCC/Career Development Center Publication 
 

 
 


