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Objectives

Part II—Implementing Your Job Search

1. Learn about the proper way to develop an effeand focused resume from the
perspective of a recruiter or hiring manager.

2. Learn how to prepare a cover letter that entmpoar resume.

3. Learn methods for maximizing results from theimiew process. Topics to be covered
will include: A) Preparing for the interview, Byoper attire for the interview, C)
Interview tricks and methods used by recruiteB), Proper behaviors to exhibit during
the interview, E) The thank you note after themvitwv, and F) Post interview self
assessment.

Employability Skills Seminar 52 SCC/Career Development Center Publication



Making It Through the
Employers Initial Screening Process

Introduction

It has been speculated that a successful job seamspaign is basetD% on the job
seeker’s ability to market himself/herself and 0B on the candidate’s qualifications
for the job. Having the qualifications to perfoanob is the obvious first requirement.
However, individuals who are selected for employthaer the individuals who are most
successful at demonstrating through their resuhnshiey possess the critical job related
skills. In addition, they are dynamic in the iniexw process, making a strong first
impression, and having the ability to reinforce hibwir skills and abilities specifically
relate to the hiring needs of the company. Candglaho are selected for an interview
are in direct competition with other individuals evhave also demonstrated they possess
the critical job related qualifications. Therefptiee deciding factor becomes how well
candidatesnarket themselves in person at the interview.

There ardwo primary screening processeshat a candidate must pass in order to
receive the job offer.
1. Application/resume screening process to sekrudidates for interviews
2. Interview screening to select the candidataafooffer of employment

There are strategies that can be implemented &r efsthese screening processes to
improve a candidate’s potential to progress noy tmough these processes, but land the
desired job. These strategies are not unlike efdéy planned marketing campaign. Be
prepared to become your own ad agency by developargeting strategies that
specifically target each unigque audience/employer.

Getting into the Mind of the Recruiter

The Qualification Process

In order to best formulate strategies for a sudaegsh search campaign the candidate
must understand the mindset of the decision makehsding recruiters, human resource
personnel, or members of a screening committee@sd mdividuals act as the
gatekeepers allowing only qualified candidatesassghrough.

When recruiters are presented with a stack of egfptins and resumes, what do you
think is their first objective? Candidates oftezliéve that recruiters are initially seeking
to select the most qualified individuals for sed@onsideration. However in reality, the
first objective of the recruiters is ELIMINATE _those who don’t match the
qualifications.

The process used to eliminate a candidate fronpplication pool is somewhat similar

to the process used by individuals when sorting thail. Think about the steps you
take as you sort through your daily mail. Upomiesing a huge stack of mail, you walk
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back up the driveway to the house. What are yaoigdas 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 cCBRZONDS! Those pieces of mail

that are eliminated are dropped in the trash bedotering the house. Once in the house
you review the remaining mail ®ELECT what is really valuable or requires action.

The application screening process follows simitaps. The first goal of the recruiter is
to ELIMINATE _ those candidates that do migimonstratethat they meet the minimum
criteria or those individuals that present some gbmegative flag A second review of
the remaining candidates will allow the recrui@SELECT candidates for interviews.

Steps for the initial application/resume screermpnagess:
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 showdd b
brought in for an interview.

NOTE: Experts in publishing and marketing estimate thett@d documents have
betweerthreeto ten seconds to engage the reader. At that point thér be
an initial elimination. A second elimination gealty falls betweer80to 45
seconds. For a resume to convince the readevedige candidate serious
consideration and an interview, it must engagead¢héer past both of these
elimination periods.

Today'’s recruiters use an analytical approach teestng candidates’ resumes. They use
the hiring criteria listed on the job descripti@enqualify candidates for an interview. To
manage the volume of resumes they receive, thegsthese resumes against a criteria
matrix. This matrix allows the recruiter to tathe candidates’ qualifications in an
objective fashion. A resume that is too generdllanks details will fail to qualify the
applicant when the matrix is applied. The resuhwukl strongly demonstrate to the
reader that the candidate is the right employmaitimbased on the job description
requirements.

Locating Job Descriptions and Understanding the Ctieria Matrix

There are several methods candidates can use étogew library of job descriptions
related to their chosen field. These job desar#iwill assist in developing a detailed
and complex resume that has a clear focus.

A. During an Internet research, check the compajg$oard. This could
provide detailed job descriptions for specific ojpgs.

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

C. Call the Human Resources Office of a companwyhith you are

interested. Explain that you are a college stutlaming to complete a
career research assignment. Part of that assignsienobtain several
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job descriptions for positions related to your aséatudy. (People are
often more open to assisting a student ratherahawssible candidate.)

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

On the next page is a position description forekZCustomer Service Representative
position. Following the position description isexample of a related matrix that might
be used to conduct an initial screening of cand&lapplying for this opportunity. Those
candidates that receive the highest score on tiexmall be the candidates that progress
to the next round. They have passed the iriBiIdMINATION _and have been strong
enough to be among the final graBBELECTED for an interview.
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POSITION DESCRIPTION
Clerk/Customer Service Representative

To provide clerical support to the office staff anubstomer service support to clients.
ESSENTIAL FUNCTIONS:
1. Answer telephone and take messages.

2. Respond to customer inquiries on the phone mpeitson in a timely and friendly
manner. Must have the ability to defuse customéas 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 andHEX8preadsheets.

6. Use MSWord to create mail merges that are usednjunction with Groupwise to send

mass mailing via the Internet.

7. Use the Internet to do product and pricing resea
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 ospssion of an acceptable equivalency
diploma.
2. Office experience and customer service expegienc

KNOWLEDGE, ABILITIES & SKILLS:

1. Ability to operate a personal computer, relaefiware, and peripheral equipment.
2. Public relations/telephone skills.
3. Committed to working in multicultural envinorent.
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The Resume that Sells You
Introduction

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

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

B. You are serious about the position for which yoe applying and have
demonstrated that fact by going the extra mileesearch and produce a
persuasive resume.

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

Any piece of paper, which can do all of the abaseayell worth the time and effort you
give to it. Remember, the main purpose of themesis to qualify you for the job
interview.

A resume does not have to give your full histoitymight only provide the reader with
information about the candidate’s last 10 yearsxpferience and education. However, it
must be truthful and accurate. Statements of aptishments and experience should be
complex and detailed, providing quantitative datemever possible. The candidate
should be prepared to provide detailed answersiéstopns directly related to statements
on the resume. Remember that anything you putreswane can be a positive or
negative depending on who the reader is. Therefarefully 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 onealthext the best job marketing you for
the position in which you are interested.

Chronological ResumeThe chronological resume is probably the easiesftrite for the
candidates and the most commonly accepted forrasoiine presentation. In this format,
education and work history are listed in revers®wblogical order. This format is
excellent for demonstrating your career growthowdver, for students, chronological
resumes may deliver the message that they areenerped within the field for which
they are applying, thus drawing attention to a weask (lack of specific career-related
experience).
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Functional ResumeThe functional resume shows the candidates Wistkry organized
around specific functional areas, such as comgutggramming, software development,
marketing, sales, and/or accounting experiencas fobhmat is useful in pinpointing

work experience, which is specifically relatedhe position being sought. It de-
emphasizes dates and places. However, the fuatfimmat may be more difficult for
employers to use when doing a quick scan to glefmnmation about where the
candidate has been, what the candidate has beeg, doid what professional growth the
candidate has experienced through recent job ckarigeaddition, it may be regarded
suspiciously as a means of camouflaging gaps itk Wistory or the lack of a stable work
experience.

The Combination Chronological/Functional Resurii&ae combination
chronological/functional resume is becoming thdgred resume format. It blends the
best features of both, providing the strongestiptsgpresentation of your skills and
abilities while displaying your historical informan (i.e., dates and locations of
experience and education). This is the ideal fofiorastudents to use.

The combination resume typically incorporates sigib components:
Contact Information
Objective
Professional Qualifications
Education
Work History
Community Service/Professional Affiliations/ Accphshments

A basic framework for this type of resume is digpldon the pages 62 and 64. Use it to
build your own resume. Note that in this framewdhie education comes before work
history. The order of these two components mightdversed depending on which one
presents the candidate in the strongest lightfersbught after position. The content
within this resume framework should be easy toaliguscan for the quick location of
information. The headingshould stand out slightly to the |leftaking it easy for the eye
to find. Time framesire aligned at the right margiVisual clues in the design of the
format allows the reader to quickly determine:ifijou have been able to maintain
employment with a single employer for a reasonabléod of time, 2) how often you
change jobs, 3) do you stick with something when siart it, 4) are there any major
gaps in time that are unaccounted for, and 5) lyauebeen moving up the career ladder.

Educationand_Employmenare the chronological portions of the combinatesume.
Information in these sections is presented in ¥ ehronological order and should be
visually organized in an identical fashion. Ihist necessary to share your complete
work and education history on the resume. Lisjiig from long ago that are totally
irrelevant to your current career focus may onbtrdict the reader from your marketing
message. You might choose to only provide thellastears of your work and/or
education experiences. This is a common pragqieeicularly for a more mature
candidate. Be careful that your resume doeseaviel gaps in time that are unaccounted
for. This is a “negative flag” to recruiters.

Employability Skills Seminar 59 SCC/Career Development Center Publication



Having attended three or four different colleged get never completing a degree might
lead the reader to assume you do not have theyatoilfollow through and the necessary
focus to complete a project. Communicate accormplents in your educational
information that relates to the job for which yae applying. If you are currently
enrolled in an academic program, list that infororat

Both work experience and education information ghawclude 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 atiieah

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 sestglas:
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 graduatioa dat
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 expregsdates. By using the length of time
method (5 years) it is possible to hide a gapnly the year is used to express date, the
resume can imply a year of work that was actuatly @ 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 onezdrdnd format. Content
ensures your message matches the employer’s selectieria and that your
background supports your ability to do the jobvidrich you are applying.
Format enables the reader to get to the contéyoul resume is not inviting
to read, the decision maker will never get your sags.

When crafting descriptions and stating informatioa sure to frequently ask
yourself, “Does this benefit r?¢ If it is obviously ambiguous or not
advantageous, you should probably put a positive@pthe information so
that it enhances your candidacy.

Use the resume framework on the next few pagesitteg/ou in the development of your
own personal marketing piece.
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Name
Address
Phone
Email
Pager/CeIIuIar

OBJECTIVE

An objective should name thge of jobfor which you are applying, thegeographic

region in which you want to work, and tihge of industryin which you wish to work.

The objective should be so specific that the readwrrld be able to name companies to
which the candidate should apply based solely enriformation it contains. When a
recruiter reads the objective, they should fedlhamigh the candidate is the perfect glove
for the company hand.

Example:
Seeking a_paralegaposition with a large _Orlando law firm that practices
personal injury.

PROFESSIONAL QUALIFICATIONS

Bullet your professional qualifications. Stay feed to the objective and the related job
description for the position. Be sure to maintparallel grammatical structure. Since
students often do not have related work experiethégjs a great way to focus on all the
related skills you have to offer whether they crom work experience or education.
First, list items that directly relate to the jolestription and that demonstrate that you
are able to perform the job functions. Next, iisins that provide additional
professional qualification information that mighatrhave been listed as a requirement
for the job description but directly relate to thesition. Third add qualifications that
are enhancers (i.e., bilingual). Do not make gahstatements about soft skills (i.e.,
Great team player--Team leader--Result focused-elemt communication skills.) The
following are examples of excellent lead in phrasegerienced with. .Proficient
with....Familiar with...Knowledgeabl®f..... Understanding of...Ability to...Competent
in....Skilled with/in... Trained in.... Background in... Quantify your qualifications
where possible and give results or outcomes tldatate your effectiveness. Give
complex and detailed examples of your qualification

Example of a Non-quantified statement:
Experienced foreman.

Example of a Quantified statement:
Experienced foreman 0f$75,000,000 commercial construction
project that involved working with over 200 subcontactors.
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HINT —Use course descriptions from the college catabodetvelop detailed
gualification statements. Skills learned in thesslaom are an excellent source of
relevant transferable skills that will enhance tBealification component of your
resume.

Examples: Statements about professional qualifications deveb@d from course
descriptions

Familiar with legal research and understand the fuwtion of the law library
including use of digests, reporter services, states, encyclopedias, and legal
commentaries.

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

EDUCATION

(Start with most recent. Stay focused to the divjc Add information about related
course work that is completed and GPA if over 3.Be degree being sought is more
important than the college, therefore, bold therdegitle and list it first.)

SeekingAssociate of Science Degree Legal Assistant/Pargdé
Seminole Community College (2005-present)
Sanford, FL
Expected Graduation December 2007
- Current GPA 3.7 on 4.0 scale
Related course work completed: Fundamental LawalL&erminology, Legal
Research and Writing, Civil Litigation Procedurésyts, Real Property, and Family
Law
Curriculum accredited by the American Bar Assooiati

AA Degree (1984-1986)
Valencia Community College

Orlando, FL

Graduated June 1986

EMPLOYMENT HISTORY

(Start with most recent. Stay focused to obje@s/enuch as possible. The job titles are
more important than the place of employment so tiwdob 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 stakdesjed judicial decisions, legal
articles, treaties, constitutions, and legal codes.
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Prepare legal documents such as briefs, pleadapg®gals, wills, contracts, initial and
amended articles of incorporation, stock certifsaéind other securities, buy-sell
agreements, closing papers and binders, deeds$iumtdhstruments for review,
approval, and use by attorney.

File pleadings with court clerk.

Prepare affidavits of documents and maintain docirfiles in both hard and soft
copies.

COMMUNITY SERVICE/PROFESSIONAL AFFILIATIONS/AWARDS
Member of Central Florida Paralegal Association.
Serve on the Seminole Community College Advisoraf8dor Legal Studies.

Exercise: On the following page you will find a resume thats written to apply for job
described on page 56. Now compare this resunteetipb matrix on page 57
which was developed for that job description. Hoany checks did the
candidate receive?

Employability Skills Seminar 64 SCC/Career Development Center Publication



JANE DOE

1515 Any Street
City, State Zip
(XXX) XXX-XXXX
janedoe@wherever.com

OBJECTIVE

Seeking a part-timeustomer serviceposition with a large manufacturing and sale coapon
located in the Metro Orlando area that will utilizg extensive office management and computer
related skills.

SUMMARY OF QUALIFICATIONS

Experience with using the entire MS Office Suiteliling Word, Excel, Access, and
PowerPoint.

Performed mass emailing using the combined funstarMSWord and Outlook.

Developed and used complicated multi-page Excelagtsheet to perform calculations,
maintain records, monitor costs, and track perforceaof individuals.

Used the Internet to perform personal and workedlaesearch.

Experienced (5 years) at delivering excellent tezircustomer service phone support.
Strategies included listening to clients and askisightful questions to determine the source
of a problem rather than only dealing with the premg issue.

Developed and implement a new filing system whatuced lost files by 98%.

WORK EXPERIENCE

CSR (Technical Support Rep), Team Leader, NP1 Traimg
ConvergysHeathrow FL (October 2005--Present)
Provide the best possible technical support tcornsts.
Help other CSRs with problems.
Manage calls beyond CSRs knowledge.
Defuse problems that arise over the phone betwestiormer and CSR.
Inform team members of new products lines andedlatipport issues.

Office Manager, Admissions Department
Seminole Community Collegganford, FL (August 2003-October 2005)
- Tracked four budgets for director in excess of 83,000.
Maximized office productivity through proficient@®f appropriate software applications.
Trained new staff member.
Formulated procedures for systematic retentiortgptmn, retrieval, transfer, and disposal of
records.

EDUCATION

General Education (AA)

Seminole Community Collegganford, 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 locairégfassisting with Hurricane Katrina relief
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Resume DoO’s.
Here are strategies for creating the best resurssilge.

Focus on both the conteand the visual appearanokyour resume. This is your
marketing piece and should convey a strong messagjbe easy to read. The
content should be visually organized in order Fa teader to quickly locate pertinent
information.

The Objective should be focused to demonstrateythatare a match for the
company. This can be accomplished by stating tisg&ipnin which you are
interested and the industand_geographic regian which you want to be employed.
This method points back to the company and its sygather than toward your
interests and desires.

Try to make everything on your resume relevanh&odbjective showcasing
transferable skills, whenever possible.

When detailing experience, be sure to state achiewes not just duties or
responsibilities.

Demonstrate that you have the necessary skilleitimmn the job.

If you have a wide variety of skills and abilitiggpup them according to categories
for easier comprehension by the reader.

To appear less like a student and more like a pstdeal use the Combination
Chronological/Functional Resunte@ develop a strong qualification section
immediately following the objective.

If your resume is more than one page, be sureve ddneading on all additional
pages. This heading should include three things:

Resume

Page #

Your name

Use adequate “white space.” A blank sheet of pajitbrno words on it is
impossible to read. A sheet of paper with textgecmg every printable space is
difficult to read, looks cluttered, unfriendly, andinviting.

Use text enhancements (bolding, all caps, and linohgy size, italics, small caps
etc.) sparingly and consistently. Format like ¢sirfi.e., job titles) with like text
enhancements.

Vertical and horizontal spacing should be constsietih one-inch margins
maintained on all sides.
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Font size should be between 11 point and 12 ppiaterably the 12-point font as it
is easier to read.

Never use more than two typefaces within your resu@ne typeface may be used
for the body and another for major heading. Afsgpeface is generally considered
more readable and, therefore, appropriate for tity b Serif typefaces have little
lines extending from the top and bottom and ena dfaracter. A Sans Serif
typeface is more sterile in appearance, has feisaalclues, 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 Serd typeface. Although
Bookman is a Serif typeface, it is a typeface feagly used in children’s
books and could give your resume an immature/jugeppearance.

Use standard size (8 ¥2” X 11”) good-quality papéhwa weight of 25 Ibs.

Use white, off-white, cream, or a very light grayou do not want the color to
interfere with possible scanning for text recogmiti

Use matching paper for your cover letter.

Provide information in a bulleted fashion rathartta narrative to make it easier to
scan.

Use bullets rather than numbers or letters. Numbetletters indicate order or
priority.

Be sure to have several people proofread your regsantontent and grammar
before sending it out.

Make statements in your resume active rather thiammational and describe
measurable achievements in a quantitative method.

Informational Approach:Responsible for the organization and managemetitecdrt
department, including the hiring and supervision@sgigners and print specialist.
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Active/Accomplishment Approacldired, trained, and directed a staff of eightha

art department. Designed twenty-two product broesiuwhich contributed to a 50 %
increase in sales while cutting production costsrothures by 25 %.

Informational Approach Coordinated membership drives, met visiting degres,

planned and organized events, compiled reports.

Active/Accomplishment ApproachPlanned and conducted an average of twelve apaciseum

functions each month. Coordinated four major mestip drives that added 300 new members
the Friend of the Museum Association and an expeat@ual increase of contributions in the

amount $300,000.

When writing your resume, use action words to desavhat you did, how you did
it, and the results. Here are examples of actiords:

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

Resume Don’ts

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

Do not use the words resume, fact sheet, or cluncwitae as part of your heading.
The appearance of your resume should make it obwidat this sheet of paper is
about. If it doesn’t deliver that message by visagout then you need to start over.

Do not waste space and ink on stating your avditgbiYou would not be applying
for a position if you were not available. If thesea time constraint on how quickly
you will be able to transition to a new positiogt, this come up at the interview or

after the offer is made.

Do not list references on your resume or includestiatement “References Upon
Request.” Recruiters are not generally interestathecking references until after
the interview and a strong interest in you has leegarmined. Making the statement
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“References Upon Request,” is totally unnecess@nyviously you would not refuse
to provide references if asked. Be prepared aintieeview to offer at least three
references. These references shoi@ be friends or family. They should be
previous supervisors or instructors, who are abjedge our performance, skills, and
ethics. Employers do check references, and mdersedo influence the hiring
decision. Your resume and a couple of interviesveal little about you, especially
when you are promoting yourself. Therefore, areptional reference may be the
deciding factor in landing you the job. On theesthand, one mediocre reference
can put up “negative flags” that can cost you tieqgffer.

Make no reference to salary on your resume. Anl@yep requesting an applicant’s
salary requirement usually asks for it to be inellith a cover letter. A salary
requirement listed too high or too low could ex@yau from the advertised position.
If your salary requirement is too high, it means ye out of reach. If your salary
requirement is too low, it indicates that this piosi is a huge stretch for you beyond
your previous employment.

Avoid using abbreviations. The only exceptiontis abbreviation rule is the postal
ZIP CODE abbreviations used for states and for ailugal attainments. The state
abbreviations are two letters and capitalized, (&, NY). Abbreviations for
educational attainment are also capitalized ancdeamore than two letters (i.e.,
AS.,AA,B.A,B.S., MA, M.B.A,, PhD)

Do not provide personal information such as: agegrreligion, gender, national
origin, martial status, children, health, or phgsidescription. Since a photograph
will also provide the recruiter with much of thifFarmation, a photograph should not
be included. Itis simply as waste of valuablecgpand presents opportunity for
discrimination.

[®X

NOTE: There are always exceptions to every rule fnedels might be require
to provide a photographic portfolio).

Do NOT include too much information about previouselated experience.

Avoid all exaggerations of your skills, accomplisémts, and educational
gualifications. Be prepared to answer, in a detbéind complex manner, questions
related to any statements made on your resume.

Do NOT fold your resume into an envelope. Purclalsege envelope that holds
8% X 11” paper.

The Cover Letter
The purpose of a cover letter is to introduce yoa potential employer. A good cover
letter sets the stage for the reader to acceptrngmume as something special. The cover

letter is the first indication of you as an empla@mhcandidate. It can make a great first
impression or an indelibly poor impression, whishmpossible to overcome.
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Make every effort to personalize the cover lettefibding an individual to whom you
can address it. This will show effort and focusyonr part. Your target should be
someone who can hire you or someone who can retetoythe correct hiring manager.

A cover letter is the perfect place for a hiringrmager to review and evaluate your
written communication skills. Therefore, your wrg 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 shouldeste position
in which you are interested and how you learnediatiee opportunity. You should also
express enthusiasm about the prospect of workinthi® organization.

Recently, | have been researching the leading B&odompanies that are
involved in all aspects of voice and data commuioca. The name of
NetVoice Inc. has repeatedly appeared as one dbih&lorida
companies in this industry. My extensive expegenith Lucent World
Wide Networks and my strong technical educationenma& an excellent
candidate for the data communications specialistitpan, which your
company is advertising on its webpage.

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

After having been fortunate enough to be abledg kbme for the last 12
years to raise a family, | am now ready to focugtainterior design
career, which has always been my dream.

Make statements that demonstrate the direct tigdmet your knowledge sets/
experiences and the specific needs of the compBrglain why you are interested in
working for this employer. Help the employer sesviprevious experiences have
provided you with transferable skills. Always shthat you have researched the
company or organization and are familiar with itsqucts, services, and goals.
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Closing Paragraph In the closing, you pave the way to an intervigmasking for an
appointment. Be sure to provide contact infornmatid hank the reader for his/her time
and consideration and state that you are lookingdad to hearing from them.

| would be interested in meeting with you to disdilre challenges of this
exciting opportunity. Please feel free to contaetat XXX XXX-XXXX in
order to establish a date and time for an intervieviook forward to
meeting with you. Thank you for you time and aersition.

NOTE: If you are not familiar with the proper layout fo personal business letter, be
sure refer to the examples in the appendix of thesterials to insure your
cover letter represents you in a professional manne
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Having a Successful Interview

Develop a Job Search Notebook

Develop alob Search Notebook This will be a great place to collect informatifor
future networking. It also helps you maintain clescords without depending on your
memory. Keep detailed records of all the compataeshich you apply and about all
your interactions with those companies in o Search Notebook Good records for
the job search process begin with usingAbelication Information form. Use this form
to note the date your resume was submitted ansibefic job title for which you
applied. Also, record how you learned about tha&tmm and any other pertinent
information. When you are in a major job searcldey@pportunities and experiences
will begin to blend together and memories beconaednrate. Careful records will
prevent you for making mistakes and appearing c@ador unorganized.

Use theApplication Information form on the next page to collect and record aceurat
application records. Attach a copy of the versibgour resume that you submitted.
You do not want to forget which skill and/or knodtge sets you emphasized to this
employer to gain an interview opportunity. TAgplication Information forms should
be stored in youdob Search Notebook
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Company

Application Information

Address

Position

How I learned about opening

Date Applied

How | Applied

Company Contact
Contact’'s Phone
Contact’'s Fax
Contact’'s Email

Notes

Faxed Resume
Emailed Resume
Mailed Resume
Delivered Resume

Included App

(Attach a copy of the resume submitted and jobrifgigan or job advertisement, if available.)
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The Call for the Interview

Congratulations!! Your cover letter and resumeeh@one their jobs. You are now
getting calls from potential employers to estabtigites and times for interviews.
NEVER fail to respond to a call from a potential employ# you have already accepted
a position somewhere else, you should still rethencompany’s call and thank them for
their interest and explain that you are no longeghe market seeking a job.

Be sure you have a functioning answering machirmaassage service on your phone
line. The recorded instructions for callers shdagdshort and professional. Music,
slang and overly long greetings are quick turn tdfsemployers. Check your messages
daily and be sure that there is ample remainingrogeg time for future messages.
Always respond to all messages within 24 hours.

Keep copies of th€alls for Interviewform (which appears on the next page) and a
pencil by your phone for taking down critical infleation when receiving or returning
employers’ calls. These forms should be pointad@individuals with whom you live,
and they should be educated to the importancellgotimg 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 spellingrefor 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 isashd.
Clear directions to the interview location if prded.
If calling to set up an interview for a positiorg 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 sepfoanh. You can then add these
Calls for Interviewsforms to theJob Search Notebookbehind each employers
Application Information. This information you collect, organize and savd tdicome
part of your professional network in the futu@od notes can prevent you from having
to make an additional call to gather informatior doi incomplete or lost notes. If this
happens, it can leave a negative impression almutplanning and organizational skills.
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Callls for Interviews

Date and Time of Call

Person Taking Message

Name of Person Calling onéh

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 mhgu will interview:
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Researching Companies Before Interviews

Before going on an interview always take time torttughly research the organization.
This research will prepare you to answer questsued 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 busses have a website that gives
information about the company’s mission, visionfune, plans, product line, or services.
Financial information is also generally availabf@ften you can learn information about
specific departments, special ongoing projects,cament employees. You need to
know how you fit in this company and where youllskand expertise can support the
company in reaching its goals.

Also complete a salary investigation for the positi This will enable you to be well
informed should it be brought up during the intewior for negotiations at the job offer.
Use the following labor market information for yaalary investigation: Occupational
Outlook Handbook, Jobs and Benefits Office, Chaqices
www.fred.labormarketinfo.coprand/orwww.salary.com Salary.com allows you to
geographically pinpoint the salary range for anupation based on the zip code. You
may want to print the labor market report and kie@pyour Job Search Notebook

If possible make a practice drive to the locatibthe interview on a weekday before the
actual interview date. It is best to do thishet $ame time of day you would be traveling
on the roads to make your interview appointmenbckCthe time required to arrive and
determine where you will find close and convenjeantking. Estimate the time it takes to
walk from the parking area to the business offidetermine an alternate route incase
traffic backs up on your chosen route. On thigfca run you might consider going
inside the business to locate the office you waltfor the interview or to pick up

printed material about the company that might kalalle at the information desk. On
the day of the interview be sure to haveldARGED cell phone with you and the
number to call should unforeseen and out of youatrobissues arise to delay your
arrival.

Dressing for Success
Introduction

As you have heard before, you only have one chemo®ake a first impression. A poor
first impression is a difficult obstacle to overoenso making the best first impression
possible is critical to your job search.

One of the misconceptions of students is thatacieptable to dress for an interview in
attire comparable to what is worn by individualsndpthe job. If that were the case, then
a lifeguard candidate would attend an interviewa swimsuit. Candidates should always
dress more formally than the job itself requirep-tai full professional business attire.

Although the typical Information Systems Technicmaight wear a company polo shirt
with the company logo and long trousers, a candittatsuch a position should wear a
business suit. The lifeguard candidate should cmman interview in kaki pants and a
long sleeve button up oxford shirt.
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Hints for Women Candidates

Attractive, controlled hairstylelf your hair is long consider putting it in aalt or
bun. For a small/short woman, pulling her haitigh on her head can help to create
a taller and more powerful presence.

Minimal make-up Make-up should be understated and applied fgtirda
standards. Perfume should not be worn since meaple are allergic to perfumes.
If you wear a scent you risk offending an interveew

Moderate jewelry No more than one ring per hand, a watch, anddamgling
earrings. Always be moderate. Remove all jewkbgn body piercings, except for a
single set of earrings.

Clean fingernails with no chipped poliskf polish is worn be sure it is a traditional
color. The safest polish is clear or a French maei Your manicure should be
recent so that nails are not chipped.

Conservative hosieryYes, you should wear hose even in HOT FloridaThe
stockings should be a neutral color. Carry aneepé#ir of stockings in the car incase
you should snag and run the hose getting in oobtlte car.

Conservative but stylish suiFemale candidates should wear a conservative, bu
stylish suit. The skirt should be at least tokhees. The color should be a
traditional black, navy, or dark tweed. A consémeblouse that is not revealing
should complement the outfit.

Conservative pumpsWear conservative closed toe and closed heeppurilake
sure that they are polished and in good repairsuBe the heels are not peeling up.
Higher heels can help small/short women creatiex taore powerful presence.

Carry either a portfolio or attaché cas&void carrying a purse in addition to the
portfolio or attaché case. Digging into a pursérid a pen does not make a good
impression. A portfolio should contain your ligtreferences, additional copies of
your resume, a professional pen, business cardsa tablet for taking notes. All of
this is at your fingertips. Your car key(s) candsepped in your suit pocket.

If you have a tattoos be sure that they are coadeal

Hints for Men Candidates

Freshly trimmed hair The hair should be clean and recently trimmiedaddition,
have someone shave the back of your neck the bejbte the interview. Don’t do
this the day of the interview incase you are cut laawe trouble controlling the
bleeding.
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Fresh shavenFacial hair should be at a minimum. Howeveypifi have facial hair,
be sure it is freshly trimmed.

Conservative, but stylish suitMale candidates should wear a professional tylisis
suit. The color should be a traditional black, waw dark tweed. A conservative
light colored dress shirt should complement théwiih a conservative tie. This
outfit should look freshly pressed.

Clean trimmed nails Be sure to trim and clean nails before leavorgybur
interview. Do not work in the garden the day befgour interview and then have
embedded dirt that will not scrub off.

Polished shoesBe sure your shoes are a traditional busingts ahd are shined and
in good repair. Have the heels repaired it theyran down.

Minimum amount of things in pocket$o not fill your pocket with large sets of
keys, a bunch of jingling change or an overly pdckallet. These things will distort
the way your clothes hang.

Matching socks Be sure to check in the bright daylight that yawe selected a
matching pair of dark socks.

Jewelry A watch, wedding ring, and maybe a class rirggthe only jewelry
acceptable for a man in a formal interview. Remalgwelry from body piercings.

If you have a tattoos be sure that they are coadeal
Contacting Your References

Select references that are most appropriate fgothgou are seeking. Potential
employers are looking for professional referencaspersonal friends or family
members. Professional references may include quew@mployers or professors. Before
listing an individual as your reference, be sugd ffou have his/her permission to do so.
Additionally, if you previously had permission kitihas been a while since using a
specific reference, you should alert that referehaéyou are in the job search mode
again and that you have included his/her name anthct information on your reference
list.

If your name has changed, you need to alert yeferences to this fact. This simple lack
of communication can cost you a job offer. Whatetyf impression do you think it
makes when a potential employer is told by a reiege“l have never heard of that
person, or they have never worked for me!”

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

cannot be reached is useless. It can be intedhasta 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 wdah to the interview, in addition, to
several copies of your list of references. Depegdin the type of job for which you are
applying, you might also take a portfolio or wodnsples.

Be sure you have the phone number of your coimamse you are delayed. Don'’t forget
your directions to the interview location.

Types of Interviews

There are many variables to the interview situatitinis important to understand those
variables in order to understand where you arberhiring process. In addition,
knowledge of different types and aspects of inema will help to avoid walking into
any surprises. If you are surprised by a situaitozan take you off balance and impede
your performance and interaction with the intenee(s).

The purpose of an interview can be to screen agpscin order to narrow the candidate
pool, or to select the final candidate for a jofenf Common methods for conducting a
screening interview are the telephone, a videocents, as well as a face-to-face
meeting. Selection or hiring interviews are usuatinducted face-to-face and can be in
any of the following formats:

1. Theone-on-oneinterview is probably the most common interviewtinoel
and the one with which interviewees are most fandind comfortable.

2. There arsequentialinterviews which usually consists of a series of
interviews with the decision being made to scréencandidates in or out
after each interview. Whether a candidate progsessthe next level of
interview depends on being selected to move foniramd the previous
interview

3. There is another multiple interview method, whioes not screen out
candidates until the end. The interviewee prog@®#sroughmultiple
interviews with different interviewers. Then thédarviewers collaborate
and compare notes and make a group decision t@hgend the
candidate to the next level in the screening pces

4. Thepanelinterview is gaining popularity since it saveseiand allows
all the interviewers to experience the candidatnimdentical manner. It
involves a panel of individuals interviewing thendadates. This can be
an intimidating, threatening and even a frighteremgerience for those
who are unprepared. Do not allow yourself to bessed when you are
confronted with a panel interview. Be mentallygaeed to step into a
panel situation in a calm and confident fashion.

5. Groups of interviewees are sometimes intervietegdther duringgroup
interviews. This gives the screeners the oppadsuniobserve how the
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individuals interact within a group of peers anddentify candidates that
demonstrate potential for leadership roles.

Interview Locations
The interview settings can vary tremendously. @ldiih most interviews are connected

in an office, they might also occur in a restauraiport, hotel lobby, social gathering,
etc.

NOTE: Interviews vary greatly in their length. Ask tbgtimated timeframe for the
interview when called to establish the appointment.
Interviews are not only an opportunity to get tmW you better through a
question and answer session, but may also includ#tan assignment, a
presentation example, or specific skills or knowkedesting (typing,
programming, chemistry) and/or a meBE PREPARED!

Questioning Techniques

There are several different questioning technigesshould be prepared to handle in
the interview situation:

1. If astructured questioning techniqueis used for an interview, the
screener will ask a predefined list of questiona planned sequence.
This allows the interviewer to gather specific imf@tion for easy
comparison among applicants.

2. Theunstructured interview method uses open-ended questions that
require elaborate responses. The candidate’smespuight lead to the
interviewer asking unplanned follow-up questiofi$is method provides
the interviewees an opportunity to shine or enawgle to hang
themselves. The unstructured interview methodaallthe interviewer to
gain insight into your style, and personality.

3. Thestress questioning techniqués not a commonly used interview
method. However, employers who need to determinewell a
candidate performs under stress will use this ntb#soan assessment to
determining stress tolerance. The criminal jusfiele is well known for
using a stress questioning technique with its aatds to identify if they
possess the skills to manage the stressful singirerit to that type of
employment.

4, Today’s job candidates are coming to intervievese prepared for and
savvy about the interview process. Intervieweescancerned that
candidates are so well prepared that they aretalbt®l the interviewer
into believing they are the best candidates fojabs. Companies want
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to hire the person that is the best match for thstion, not the person
who is best at marketing himself/herself in themtew. Behavioral
interviewing has become one of the more favored techniques for
guestioning. It requires candidates to descrililedascuss previous
behavior in past situations. Behavioral intervigwestions demand
specific, relevant, complex, and detailed respan8shavioral
interviewing is based on the assumption that pdsevant behavior is the
best predictor of future behavior.

Behavioral Interviewing
Introduction

A potential employer’s best method of predictingvhyou will perform on the job is to
learn about how you have performed in the pase Béghavioral interviewing method
allows potential employers to gain this powerfidight.

“The best predictor of future behavior is past vabrd’

Behavioral interview questions ask for the intewee to tell about specific personal
experiences. Behavioral questions are often usddtermine how you responded to a
negative situation. You will need to be preparetatk about examples of negative
experiences. However, it is critical that you abde to identify positive outcomes from
those experiences (i.e., “This was a learning dppdy that will help to guide me
toward doing a better job handling similar situation the future.”).

Sample Behavioral Questions

Oral Communication

Tell me about a time when you had to give a pregemt. How did you
determine that you were successful in deliveringryonessage?

Tell me about a time when you had to give instangito another person who
was having difficulty understanding your explanatioNVhat did you do?

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

Written Communication
Describe the most complex business document yoe &athored. What steps
did you take to be sure that your writing is cleamcise, and delivered the

intended message?

Tell me about a time you had to read and inte@mplex 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 makéiault decision. What
was the process you used to make sure that you thadeest choice? What was
the outcome?

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

Motivation

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

Give me an example of an experience at work thatweay satisfying. What was
it about the experience that you found most exgiin

Leadership

Tell me about a time when you influenced the outeaia project by taking a
leadership role.

Tell me about a team project for which you hadldaglership role. What
techniques did you use to encourage your team tk @aoperatively toward a
determined goal and deadline? What was the outeohh@wv did you measure
your success?

Describe a time when you took initiative rathemthnaaiting to be told what to do.
What was the outcome?

Interpersonal Skills

Tell me about a time you had a serious conflichvaittoworker. How did you
handle the situation, and what was the outcome?

What techniques have you used to listen effect®eBive me an example of
when you applied these techniques to help resotifieult situation. What was
the outcome?

Planning and Organization

Give me a specific example of a plan you develaggetihow you implemented it.
What was the outcome?

Give me a summary of the techniques you use togmamorganize your work.
Describe how you applied one of the techniquesspegific situation.
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Teamwork

Describe how you were able to help build a positeam spirit in a new group.
Tell about a time when one member of a team yoe werking with wasn't
fulfilling his/her obligations to the team. Howddyou handle it, and what was
the outcome?

Work Ethic/Professionalism

Tell me about a time when your integrity or ethiere challenged in the work
environment. How did you handle it and what wasdhtcome?

Tell me about a time when you had to tactfully conf someone about his or her
inappropriate action and/or behavior. How did yandle it? What was the
outcome?

What was the biggest mistake you have made at?a jdhat did you do about it?
What did you learn from this mistake?

Attendance/Punctuality
Tell me about a time when you had a sudden unpthahsence from work. How
did you arrange for the necessary coverage aagiterlinute? What was the

outcome?

How many days did you miss from work in the lasanZe Can your last employer
verify this information?

Diversity

Describe the most culturally diverse environmentimch you have worked.
Then tell me about one difficulty you encountereldted to diversity. How did
you handle it? What was the outcome?

Tell me about training or personal experienceslthae contributed to your
sensitivity related to diversity. Next, descrimhyou have consciously utilized
this enhanced sensitivity in order to promote adoaetorkplace for fellow
employees and/or customers.

Problem Solving

Tell me about a time when you were able to iderdifyroblem and resolve it
before it became a major issue.

Tell me about a work problem that involved a highdl of emotion for you and
your team. How did you support the group in resgt?
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Give an example of a work problem you have encoadteThen describe the
methods or techniques you used to gather and anadf@mation in order to
determine a resolution.

Flexibility/Adaptability

Describe a time when you were faced with problenstresses that tested your
coping skills.

Tell me about a time when you had to deal with geann your organization or
team that impacted your job. How did you respomidRat was the outcome?

List examples of work-related changes which yotiated or actively supported
within the last five years. What was your roleniplementing the change and
what were the outcomes?

The STAR Response Technique

There is a strategy you can employ when respondibghavioral questions, which will
assist you in providing the interviewers with distdiand complex responses. This
method is called the STAR Technique.

You should practice responding to questions by wgrkhrough the three steps of the
STAR Technique. Practicing this technique will matksponding to behavioral
guestions easier and help you to become comforalide employing this technique
under pressure.

Describe what occurred (the situation or task).u Yimust describe a specific
ST situation or task in which you were personally iiweal. Be sure to give
enough detail in order for the interviewer to grasgear picture of the
Situation situation/task. The situation/task you choosgi:tmdss could be from a job
volunteer experience, or school. Never begin paese to a behavioral
or Task interview question with the statement, “If that ooed, | would do ....”
The interviewer is not interested in knowing whatiyhink you would do
in a particular situation. The interviewer is mested in knowing exactly
how you handled a specific situation in the p&tmember, the best
predictor of your future behaviors is your pastdebrs.
Describe for the interviewer the action you toolated to the situation or
A task. Keep théocus on your behaviorsnot those of other individuals or
team. Don’t focus on what you would do but clealdyail what action you

52

Action did take.
Describe for the interviewer what happened asdbalt of your actions.
R How did the situation/task end? What did you aqoiish? What issue did
you resolve? What did you learn?
Results
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Example of a STAR Technigue Response

Question:
Tell me about a time when a team you were workiith wasn’t
functioning well.

Situation/Task:
At my current job] was serving on a team that was charged with
identifying new steps to streamline the studenbokment process. After a
three week period, it became apparent we were oging forward. If the
lack of momentum continued, the team would faineet its assigned
deadline.

Action:
To address this problerhorganized an informal lunch meeting with all
the team memberdVly first objective was for the team members to
identify the barriers that were preventing us &saan and individually
from moving forward with this initiative. The teamembers agreed that
the biggest barrier was the fact we were tryingdmplete this new
assignment in the middle of the busiest enrollmmegistration period of
the year. Since most of the team members workéukin
enrollment/registration area, they were unableottectively leave their
workstation to attend meetings.therefore, recommended we develop a
timeline to which everyone could committhen presented this new
timeline with its new deadline to the Vice Presiddnexplained the
team’s dilemma and requested an extension.

Results:
The Vice President immediately realized she hddddb consider the
cyclic workload the team members faced when devedpine timeline.
She was very impressed with the fact thdeveloped a solution rather
than presenting her with a problem. The extensias granted and the
new deadline was met. This experience reinforoedt that providing
solutions rather than problems is always the beé&on when
approaching a supervisor with a concern.
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Method to Practice Developing
Complex and Detailed Responses to Interview Questis

Carefully review the job descripticand be prepared to answer questions directly gelate
to the job duties. Determine how your experienceseducation support the employer’s
needs. In addition, be prepared to elaborate gtheng you have written on your
resume. If you have inflated your abilities on yoesume, this fact is likely to be
discovered during the interview process. Prad®seeloping elaborate answers to
possible questions. A good way to avoid being seninduring the interview process is
to review each statement on your resume about\aahnients, knowledge sets, skill sets,
responsibilities, etc. Ask yourselfVhat do these statements meanReep asking
yourself what does this mean until you have dewesdogn articulate, detailed, and
complex response.

Statement: Experienced supervisor of sales staff with proakitity to motivate team.
Question:  What does that mean?

Response: | had 20 sales people reporting to me.

Question:  What does that mean?

Response | hired, scheduled, and handled performance #ggisafor a staff of 20
sales people.

Question What does that mean?

Response  Applying standard equity practices | screened saldcted the best
candidates for sales opportunities with the compassing a team
building management style, | guided the group talWthe establishment
of team sales goals and personal performance olgsctUsing a
database that | designed and programmed in SQlastpossible to
monitor the group and individual team members’ ganfance levels.
This database provided an early warning when awiohehl’s or the entire
team goals were in jeopardy. | could then respotiestablish new
strategies to assist them in obtaining the origmmajections. This
approach has been so successful that all team mginéee been able to
meet his/her established sales goals. Our saeswen the Star Action
Award for it sales accomplishments. Today, | amming other sales
managers around the state with these methods ategses.

Possible Questions for Which to Prepare

Examples of general interview questions that cawige the interviewer with insight
into your personality, career objectives, self-imagnd maturity:

1. Tell me about yourself?
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Why do you want this job?

Why do you want to work for us?

What are your greatest failure and your firesomplishment?
What is your greatest weakness/strength?

Why should we hire you?

What do you see yourself doing five years fromw?

How would your co-workers describe you?

What do you know about our company?

What special qualifications do you have fas {bb?

Are you willing to relocate and travel?

What professional associations have you jgiaed what leadership roles
have you played within these organizations?

What are some of the things in a job thairaportant to you, and why?
What are some of the things you would likaxoid in a job, and why?
What is the biggest risk you have taken inryibe?
Who are your heroes? Why?
Describe your worst boss.
How did you learn about us?
Are you the best when you work alone or irugs?
What motivates you to do a good job?

What will your manager say when you give retltat you're leaving?

Handling Two of the Most Challenging Interview Quesions

“Tell us about yourself.”

What do the employers want to learn about you fileisiquestion?
The information an interviewer gleans from this sfien is up to the person answering
this question—YOU. Many job seekers are not preghdor this question and end up
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chattering about personal things that may be tuagaihst them (i.e., number of young
children they have at home). By asking this opedee question employer is giving the
interviewee a rope with which to hang himself/h#rsBo not share personal
information about yourself or your family. Knowlgehble and ethical recruiters would
never directly ask personal questions. If you paed personal information voluntarily,
it could influence the hiring decision. Howevénill be hard to prove this information
was used as an illegal discriminator if you proddevoluntarily.

The best way to answer this question is by planamdcarefully developing @0
Second Commercialbout yourself. The purpose of the following tyiis to prepare
you for the interview questiori:Tell me about yourself.”

Think about your favorite commercial. Which of $eecommercials tend to stay on your
mind long after you have seen them? With thiskiinigpin mind, create 80 Second
Commercial about yourself using the three areas outlined belBemember, provide
only professional anOT personal information!

Education:

Skills:

Work Experience:

NOTE: The introduction in an interview is the opportyrfor you to give the best initial
impression of yourself. The contents of the intrcitbn should include the
information that will convince the interviewer thaiu are the BEST person fg
the job!

=

“What do you expect as a starting salary?”

Handle this question very carefully. The interviswot the time to try and negotiate a
salary. You are still in the midst of competitiarth other candidates. You should only
negotiate salary at the job offer, when you haveesteverage because the employer has
decided you are the best candidate.
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If the position you applied for included the baakasy or a range for the starting salary,
you might answer this question using that figure state that you believe that it is
“reasonable.”

If the job posting does NOT contain informationtbe salary, you do not want to
eliminate yourself from consideration by answeting question with a salary amount
considered “high.” On the other hand, if you answith a salary amount quite low, you
may be offered the job at that lower rate whencthrapany had been prepared to pay
more.

If you do not know what the starting salary is tloe job you are interviewing for, try to
find out before you put a “price on your head.” &hasked: “What do you expect as a
starting salary,” bounce the question back to mberviewer with: “What is the salary
range you are working with for this position?”

If the interviewer answers your question with aasatange (i.e., “between $10 and $15
dollars an hour”) you could respond that you coaistiat range “reasonable.”

If the interviewer does not answer your questia,ibstead presses you for a salary

amount, always use a range instead of a “hard’tdiglyour salary investigation/labor
market survey becomes extremely important now. h&ahan answering the question
with: “I need to make $XX.00 amount per year/mdntiur,” base your answer on the
current market rate, and remember to keep it tmge.

Example Answer:

“In preparing for this interview, | completed a tabmarket survey for JOB TITLE in the
ORLANDO area. Based on the information | reseaitwlected, | understand the
salary range for this position is between $X and’$Y

This answer allows room for negotiation at the gbler and presents you as a fair

minded professional, by focusing on the currentigah the job market, instead of your
particular needs.

Preparing to Ask the Interviewer Questions
You should also be prepared with questions fointtexviewer. These questions should
demonstrate that you are a serious candidate wégitan serious consideration to this
organization. Limit your questions to no more tisan

Sample questions for the interviewee to ask thervigwer:

1. If not already well covered, ask about the detildhe job.
2. What are some of the goals projected for this j@a & the coming year?
3. If I am hired, what measure would you use to deil@ermy success one

year from now?
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4, What major contributions do you expect from this gpea?
5. What qualifications would the ideal candidate htorehis job?

6. What have been the greatest challenges in thiared?

7. What has been the major contribution from thisgoda in the last year?
8. Is there a staff development program for contineihing?
9. What do you see as the firm’s greatest assets/vesakn?

10. How would you describe the organization’s culture?

11. What makes this organization different from its qatitors?

12.  What is the typical career path of someone whdsstarthis position?
Questions for the Interviewer are important, butaesful not to over do it and pepper

them with too many questions, taking up an inorirsanount of time. The likely
impression you would leave is one of being diffiard inconsiderate.

Interview Stages

It is important that you are familiar with the séggof an interview so that you are
comfortable and encounter as few surprises ashgessi

NOTE: Consider an interview to start as soon as yoerehe building. Your behavior
or demeanor may be noticed and reported by anydthemaiom you come in
contact, such as a receptionist, a custodial pewsaa security guard.

1. Meet and Greet. During the first stage of the interview you hake opportunity
to meet, greet, and shake hands with the compagmggentative involved in the
interview process. Be sure to have a firm butpaonful handshake. Make eye
contact with each individual and have a smile oaryace. Attempt to make a
mental note of each person’s name. You might lusie hame immediately after
being introduced to help you remember it. Be sareok enthused and happy.
The interviewer or screen committee chair shoutdatfiyou to a chair to be
seated.

Although this stage accounts for less than 5% eirkerview, the all-important
FIRST IMPRESSION occurs here. An initial displdyconfidence and good
communication and social skills is indispensable.

2. Setting the ground rules. The interviewer or committee chair will usually giv
some background about the position and the interaied 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 whoiaterviewed. Be sure to be well
prepared to answer questions as previously desktribe

Display a positive attitude about your qualificato your expectations, and past
experiences. NEVER complain or speak negativebutaprevious employers.
This can leave the impression that you have habl@nts 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 wih thought out and insightful
guestions.

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

leaving. This is your chance to go back and glasifenhance a previous answer
and to deliver your final sales pitch. Don't Ieistopportunity pass you by.

6. Cordial exit. Take this opportunity to thank each of the conyp@presentatives,
shake their hands, make eye contact, and showsagm.

NOTE: Request a business card from the interviewenechair of the interview
committee. The information on this business caitdprove invaluable in your
follow-up activities and in building your profesa@ network.

Post Interview Self-Assessment

After every interview you should be making noteswthwhat went right and what went
wrong. What questions were asked for which youwladdo do additional research in
order to have a better answer the next time? \§inadtions did you know the answer to,
but failed to clearly organize and articulate ythoughts? What things did you say or
actions did you take which you wish you had notl sidone? What did you learn about
the company or group from your interview experiéhce

ThePost-Interview Reviewform on the next page can be used as a guidesésagyour
interview, and thus help you prepare for the netdrview opportunity.
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Post Interview Review

Name(s) and title(s) of person(s) who interviewed.y

What went right about the interview?

What do you regret doing or saying?

What could you do to be better prepared for thd mg&rview?

What were some of the most difficult questions theate asked?

Was there a question asked to which you knew teev@n 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 | accepted
YES, and | 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 thisaion? How could you improve
it for the next interview?

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

Did you make eye contact throughout the interviath all the individuals? Was
your eye contact continuous, occasional, or vetieH

Did you avoid nervous habits i.e., shaking a fteqpping fingers, or biting nails?
Was your facial expression serious, nervous, sgitim shy?
Did you respond to any questions in a negative evagpeak badly of any individual?

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

Did you come prepared with appropriate questiorestothe interviewer(s)?

Evaluate what your body language told the interei€s) about you. What area of
your body language could use improvement (i.eiafaxpression, handshake, use of
hands and arms, posture, etc.).

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

2. Rate yourself on how well you demonstrated ed¢he following positive qualities
during the interview. Use a scale of 1 to 10, wehkrs low and 10 is exceptional. Make
notes in the comments column as to how you could 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 intervieilssthe Career Development Center
offers the opportunity to practice interview teafues usind’erfect Interview. Perfect
Interview is an innovative software program that uses webteahmology to assist users
in developing their interviewing skills. The pragn asks a variety of interview questions
at varying levels of difficulty and then recorde thser’s response using a webcam. In
addition,Perfect Interview provides coaching for each question by a seasoned
professional and a sample of an appropriate regpons

The student’s interview session can then be sawed, and critiqued privately or with a
member of the Career Development Center team.

Let Perfect Interview help you prep for your career transition. Gaiagbice in
responding to questions in a detailed and complexnar. Learn to eliminate distracting
body language. Call the Career Development Ceotizty to schedule yolerfect
Interview practice session.

(407) 708-2033

Thank You Letter

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

1. You can cover information you may have forgoteemention or fix and put a
positive spin on any mistakes you may have mad&gitine interview.

2. You are keeping your name fresh and foremostair minds as they make
the decision of whom to offer the job.

3. You are demonstrating or showing by example tv@l you would represent
their company by how well you represent yourself.

4. You are able to reinforce your written commutiaraskills.

Follow-up efforts on behalf of the candidate carkenall the difference in a hiring
decision.

The follow-up thank you letter should be sent witB# hours of the interview.

There are several avenues that can be used tg/santhank you letter to the
interviewer (i.e., postal service, email, and FAX)you are successful securing a
business card during your interview meeting, them lyave all or most of the contact
information you need to send your thank you nd&eail is an excellent method that is
quick and may open the door to a continuous chasfrmdmmunication. For these
reasons it is a preferred method for sending aiptstview thank you note. Regular

Employability Skills Seminar 95 SCC/Career Development Center Publication



postal service, although traditional and formalymequire several days for delivery,
thus, leaving its impact as meaningless if thengidecision is made before it is received.
However, should time allow and you opt to use thditional written note, it can either
be written by hand on a note card or printed oroBiat Stationery (5 ¥2” X 8 ¥2"). This
stationary is used for more personal communicaiarh as a thank you note. The
alternative of faxing a thank you note allows fayuack turn around when email is not an
option. However, this lacks a personal touch smost faxes go to a common machine
from which they are distributed to recipients. Mmual quality of the thank you will be
decreased due to the faxing, and based on howlguexteived faxes are distributed,
timing could become an issue.

The thank you letter should definitely be addredsdtie individual with whom you
interviewed.

Three Parts to the Thank You Letter

Introductory Paragraph. The first paragraph in a thank you letter shahk&hk the
interviewer(s) for his/her time and consideratisnagell as the opportunity to discuss the
position in more detail. Try to mention somethgpgcific you learned about the
company or position that reinforced your desiravtok for that organization.

Example:
Thank you for the opportunity to meet with yountea discuss the
current opportunity in your Marketing Department ®oMedia Specialist.
The tour and information you shared about the teaimimediate needs
and long-term goals were very informative and hameforced my strong
interest in working for MPR Marketing Inc. The tamized media
software MPR developed is the most cutting edgesaoiting product |
have seen in years for this industry. It is cledny MPR Marketing Inc.
has earned such an excellent reputation in the I@eRtorida business
community.

Middle Paragraph(s). The center paragraph(s) should reiterate your kedgd, skills,
abilities, and interest in the position and in wogkfor the company. This is where you
should include any addition information you forg@imention or redress an issue that
came up during the interview and put a positive gpi it. Make statements that
demonstrate the direct tie between your knowle@g® experiences and the specific
needs of the company.

Although my extensive media experience offeretidbkground that
matched your job description, | also have yearprofjramming
experience, which could assist with implementingrages of your new
media software.

Closing Paragraph In the closing, you thank the interviewer(s)iadar their time and

consideration. Also offer to provide any additibméormation, if needed. Lastly, state
that you look forward to learning the outcome ofiyoandidacy.

Employability Skills Seminar 96 SCC/Career Development Center Publication



| look forward to hearing from you concerning thigrg decision. Should
you have any additional questions, please feelthamntact me. Thank you

again for your time and consideration.

NOTE: If you do not hear about a hiring decision imnaely manner, check on the status
of you application from time to time in a non-hasiag manner. Do this in
person, if possible. When you inquire and you timak the job has been filled,
scratch it off your list and focus on other opparties.
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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 yourrteto discuss the
current opportunity in your Marketing Department &oMedia Specialist.
The tour and information you shared about the teaminediate needs and
long-term goals were very informative and havefmited my strong
interest in working for MPR Marketing Inc. The tusized media
software MPR developed is the most cutting edgeexwiting product |
have seen in years for this industry. It is ckehy MPR Marketing Inc.
has earned such an excellent reputation in ther@ldfibrida business
community.

Although my extensive media experience offeredodoekground that
matched your job description, | also have yeangroframming, which
could assist with implementing upgrades of your mesdia software.

I look forward to hearing from you concerning thertg decision. Should
you have any additional questions, please feeltr@®ntact me. Thank
you again for your time and consideration.

Sincerely,

Jane Doe

Baronial Stationery 5 ¥2” X 8 ¥%”
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Career Development Center Resources

The Career Development Center provides a broadrsjpeof support services and resources for
SCC students and graduates. Below is a list oesofithese resources and services. The
Career Development Center is here to help you. €ionand take advantages of all the great
information, training, and support services.

Electronic Resources for Career and Major Exploraton

Seminole Community College Career Development Cente
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 Datbase (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 Govenment 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 éar yerfect 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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pendiX

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 advedtigesition but attempting to stir
up interest in her candidacy for any future oppattes

Notice that Joyce has done her company reseattod kiws who she is and how she fits into
the dynamics of this organization.
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]DYL‘E‘ Smith

3000 Fountain Drive ¥ Szoford, FL 32773 8 4070000000 5 4071110114 (FAY) 9 spifhiGeters comp @

Warch 29, 2006

Erin Boyd, President/Curner
Bopd Interior Design Piem
111 Crange Awve

Sanford, FL 32771

Diear Ms. Boyd:

This correspondence is intended to explore available entrplevel emplovment opportunities
in the design or AuteCAD arena within vour organization. Wiy backeround and
education provide me with the skills and knowledze needed to make me a strong candidare
for a design or drafring oppormunicy wich the Bopd Inrerior Desizn Firm

[ anticipate graduating Lay 3, from Seminole Commuanity College (SCC) with an
Associare of Science Degree in Interior Design Technology. Liy 4.0 GPA will afford me
the designation as a graduare with Honors and Distincrion. It has prepared me to work for
an organizarion such as yours by providing exrensive design and technical rraining.
Theough my internships, | have had the opportunity to gain experience ar selling home
furnishings and accessories and to contribute to community projects such as the Orlando
Opera Guild House. Your organization's contriburion to servics projects is well knovn in
the local design communiry. [ share vour enthusiasm for commuanity seevies, and as an
emploves, you could count upon me to coneribute my time and effort

Please review my included resume for a summary of my educarion and previous experience.
I am certain | can make an immediare coneriburion ro the conrinued success of your
company. As [ zeek to transition from the academic arena to the workdforee, [ am tarzeting
businesses such as yours that does residential and commercial desien both of which directly
parallels my ovmn interest.

I vrould appreciate an opportunity for an inrerview. Tou can reach me ar the phone
aumber listed above to establish a date and time to meet. [ look forward to hearing from

vou. Thank you for your time and consideration

Sincerely,

Joyee Smich
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JoYcE SMITH

OBJECTIVE Entrplevel position with an interios desipn/architectural fiom in the Ceneral Florida vicinity
SUMMARY OF - | Ezperienced wath space planning and fabrie and furniture sslections
QUALIFICATIONS k| Able to render detailed perspective dramings

o Familiar with building codes and A DA guidelines
- | Trained in the wse of AutcCAD 2004 to produce commercial and residenczal
dramings

EoucaTion Seeking Associate of Science Degree in Interior Design
Semipole Commuupity Coflese, Sanford, Flotada
Expecred Graduation: bday 2006

| Crurrent GPA: 4.0

L President's List (Academic Achievement)

RELaTED VOLUNTEER Intecior Design Intern 08405 - 12705
EXFERIENCE i im F

o Assisted desizmers with fabrie and forniture selections.

o Completed check pricing and stock aailability.

i Gained in-depth familiariey writh vendors, produets and business operations relared

to 2 wellestablished design fam.

Onlande Opers Cild House

L Served as hostess oo consecutore pears (2004 - 1005

o Shared wath visitors various aspects of interior desipn fearares related to speeibic
areas of the shosr house

L Presented informative meroduction to intetior design topics such s faux paintmg,
wall fmish, fornitore pieces and placement, pamtmgs, s

ExFERIENICE Adomendsteatoee Aasistant (parttime) 1001 - Presenc
ACE, Sanford, Florida

- | Manage office efficiently crganizmg paperwork and sugplies
= Type business latbers and communicare with potential clients.

| CHfer inmereative suggestions marksting services to get new cliants - suecessfally
imereasing profits.
Private Housekespes 1999 - 1005

lﬁ..l:ln.uah.::ﬂmz. Sandord, Flotida
Chganized residential bomes to bast urdize poven space.

}* Advised client on space planming and color coctdimation - adwice taken resulting in
aesthetically pleasing and fonerional lving areas

| Motivated and mdependen:

o Guarantesd satisfaction to client’s expectations.
AFFILIATIONS American Sociery of [nterior Dlesirmers (ASI00

| Board blember 10032008

o Studene Membes 1003

3000 Fountain Driwe 0 Sanford, FL 32773 0 40700000000 W 4070140111 (FAY) B smithj@where com

Employability Skills Seminar 104 SCC/Career Development Center Publication



JoYcE SMITH

BEFEREINCES

Till Smith

Frogram Manager, Interior Design Frogram
Seminole Community College

100 Weldon Blwd

Sanford, FL 32773

407-708-47122

Farie Brown

Client (].5. Housekeeping)
450 E. Lallypop Drive
Sanford, FL 32773
4070000000

EbrownEwherever. com

Tina Jones

Macon Interior Design Firm
830 Seate Street

Winter Park, FL 31789
4070000000
ionest@wharever com

B 3000 Fonntain Dreive 0 Sandord, FL 32773 0 40700000000 & 4070110111 (FAY) ¥ smithj@okere com &
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]DYL‘E‘ Smith

% 3000 Fountain Drive ¥ Sanford, FL 32773 9 4070000000 5 4070101110 (FAX) ¥ mihiGebere com @

April 18, 2008

Erin Bowd

Proprietor

Bovd Interior Diesign Pirm
111 Orange Ave

Sanford, FL 32771

Dear his. Boyd

I wanr to thank you for the rime we spent together yesterday discussing the needs of yous
firm and my ability to meet those sequirements. [ also appreciate the opportunity to tour
vour facility and meet with your team. The esteem your establishment enjoys is well earned
and deserved. Tour continued expansion into the commercial realm is an exciting
prospect and enhancss my interast in working for your company

As discussed, I will be graduating with my Associates degree ar the beginning of May with a
40 grade point average. This accomplishment coupled with the mternship experience I
comgpleted last fall has prepared me well for the challenges of working for vou in the
Dlesign Assistant position. | am eager to transition ineo fulltime employment afrer
graduarion and know that I can conrribure to the successful arainment of the firm's goals.

Again, thank you for the opportunity to interview for the Design Assistant position.  Please
comtact me if you need additional information or to schedule a second meeting 1 look

forward to heasing from you regarding your hiring decision.

Sincerely,

Joyee Smith
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Robert Jones
Cover Letter, Resume, Reference List and Thank You

Desired Position: Network Engineer
Applying Electronically: Email for Cover Letter affthank You

Robert is applying for the position by attaching resume to an emailed cover letter. More and
more employers are asking candidates to submit thgiimes electronically.

This thank you note is also sent by email, whigates a conduit for continued communication.
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[Robert Jones, Emailed Cover Letter Tgxt

From: Robert Jones

To: recruiter@OVC.where

Please accept this correspondence and my attaebehe as an expression of interest in
exploring employment opportunities with the Orlanddunteer Commission. Specifically, | am
interested in applying for the Computer Network iBegr position currently posted on the
Florida Municipal Volunteer Agency websitexfw.fmva.wherg.

With the combination of the Associate of Sciendgomputer Engineering Technology degree
and three years of experience as a Technical Su@posultant, | am a candidate worthy of
consideration. My educational and professionakgemund provided me an opportunity to
develop a strong work ethic, as well as the abibtyork independently or contribute to a team
effort. | am well respected by my professors amgesvisors as an upstanding, hard-working
individual who can be counted on to “get the jolneld

Though my resume is detailed and comprehensicanmot fully demonstrate the manner in
which | have achieved success. Character, pelisgreaid the ability to work in a team
environment can be evidenced in a personal meetimagruld welcome an interviewing
opportunity at your earliest convenience. Thanl fgy your time and consideration. | am
certain that | can be a contributing member of yaampany.

Sincerely,

Robert Jones
407-111-1111

Attachment: Resume

Employability Skills Seminar 108 SCC/Career Development Center Publication



RogeRT JONES
200 Orange 5t. 407-111-1111
Sanford, FL 32773 rjones] 11 1@ where.com

CRJECTIVE

Seeking a networking engineering position with an organization in the Metro Orlando area that needs support for a
rmedivm to large-scale network.

SUMMARY OF QUALIFICA TIONS

#=  Familiar with implementing LAN and WAN tzchnologies

*  Experienced with muting procedures and configuration

*  Knowlkdgeable of TCETP and UDP

=  Experiened with implementing scalable and high availability solutions

= Familiar with the basics of a Unix operating sysiem

= Pmoficientusing the OS] model and the beginning router configurations

*  Trained in LAN topologies such as: 1001007 1000 Ethermet, Token Ring

*  Able to troubleshoot various networking echnologies

®  Able to produce Me twork documentation for use in configurations, repair and troubleshooting

*  Experienced with developing exeellent rapport with computer users of varying levelsof expertise; while teaching
and explaining kechnical aspects ina patient and frendly manner

Certifications
= Micms=oft Metworking Essentials « Metwork + (Comptia)
®  NMicrosoft Certified Professional (W indows XFPi « A+ (Comptia)

Hardware:
= Installation, Configuration, Upgrading { System modules, addresses, ports, devices, subsystem components -
mdermns, sound cards, network camds, hard drive )
= Diagnosing and Tronbleshooting (ldentifying, eliciting inputs, trouble shooting, isolating proble m=)
*  Preventative Maintenance (Identify ing type s, issues, procedures for prokection, peoplkfworkspace issues)
*  Naotherboard, Processors, Memory (Types and chamcteristics of chips, RAM, motherboards, CMOS)
#*  Printers (Basic concepls, prinker operations’components, care and service techniques)
= Basic Networking (Basic networking conce pis, network functions, effects of e pairs'problems)

Chpe rating Svstems Technologies:
*  Operating Svstem Fundame ntals (08 structure/fty pes, conge pts and procedures for cre ating, viewing and

rmanaging files & disks) Windows (95, 98, NT, 2000, XF), DOS

* Installation, Configuration and Upgrading (Procedure for installing OF, upgrading steps, basic boot
sequence/me thods, managing drivers)

*  Diagnosing and Trowhlesheoting (Recognizefinterpret and correct common emor codes, stark-up messages and
problems)

*  Metworks (MNetwork capabilities of Windows, network connectivity, Inlemet concepts, basic Intemet = tup)

EpucaTion

Semuinole Commuaniry College, Sanford, FL
Associate of Science - Computer Engineering Technology
Graduated May 2006 GFA: 3.25

Waork Experience

Technical Support/Sales

Bes Buys, Altamonte Springs, FL {0203 -Presznt)

= Agsist customers with locating and selecting appropriate technical systems, programs and hardware
*  Naintain imventory and ersue pew merchandise is marketed effectively

#  Keep up to date on latest lechnology and take advantage of rainings offersd

Employability Skills Seminar 109 SCC/Career Development Center Publication



Employability Skills Seminar 110 SCC/Career Development Center Publication



[Robert Jones, Emailed Thank You Letter Téxt

From: Robert Jones

To: simpsong@QOVC.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 mornirgppreciate the opportunity to interview for
the Computer Network Engineering position. The fhat the vacancy is available due to a
promotion speaks to your organization’s value oplayees. | strongly support the mission of
the Orlando Volunteer Commission and would findrnthonor to assist the staff, in a
technological capacity, in reaching set goals.

Working in a retail environment providing compuseipport has sharpened my technical skills
and allowed me the flexibility to complete my ediima. Now that | have graduated with
honors, earning my Associates degree in Computevdik Engineering, | seek to develop my
professional potential with a challenging and redirag position. Your explanation of the
requirements for the position and needs of youadepent was very informative and
strengthened my interest in joining your team.

Anticipating good results from my interview, | loédrward to hearing of your hiring decision.
Please contact me if you have any questions or adeitional 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 clusterseffort 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-omtarnship experience.

With no paid work experience in the paralegal fifldny has translated what knowledge and
skills he learned in the paralegal program at SChAis Summary of Qualifications. Also, Tony
does a very good job with highlighting transferatitédls from other experience. Lastly, with the
community service experience he has been involvg@iany demonstrates his social conscious
and relates it to his career transition and deweptrong list of references.
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