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Agenda 
  Effective Resume Writing 

  Interviewing Strategies that work 

  Finding Search Strategies that work for you 

  Transferable Skills 

  Q and A 



What is a resume? 

  A tool in the hands of  the right person 

  Gets the attention of  prospective employers 

  Establishes you as a winner 

  Gives specific examples of  your value through 
accomplishment 



What is the primary 
purpose of  a Resume? 



To get you invited in! 



Creating Your Resume 

  Decide which Type 

  Create a Header 

  Create a Career Objective 

  List Your Experiences or Skills 

  List Your Activities 

  List Your Education 

  List Any Awards  

  List Your Personal Interests 



Key Components 
  Types of  Resumes 

  Functional  
  Chronological 
  Combo 

  Career Objective –  
  One or two sentences 
  Simple  

  Action – Results (AR) statements 
  What did you do and What was the impact? 



Accomplishments –Small Group Exercise 

  Using the AR  (Actions/Results) Model, list a 
one key accomplishment about yourself  that 
you would highlight on your resume. (5 
minutes) 

  Each person should have one AR.   

  Report out one to large group. 



What is the primary 
purpose of  the interview? 



To get invited back 
and/or get the job 



“Realize that the 
employer thinks the way 
you are doing your Job 
Search is the way You 

will do the Job!” 

Richard Bolles 

What Color is your 
Parachute? 





S. T. A. R. 
  Describe a Situation that fits the question 

asked 

  Briefly state what your Task was in relation to 
the situation. 

  State what Actions you took and finally, 

  What Results happened due to your efforts. 



Targeted skill sets and Sample 
Questions 

1.  Tell me a time when you had to deal with an 
disgruntled customer or colleague, How did you 
resolve the situation? (interpersonal and conflict 
resolution skills) 

2.  Tell me about convincing a group to make a change 
you felt necessary. What was the change? How did you 
convince them? Why did you feel it was necessary? 
(persuasiveness) 

3.  Describe a situation when you faced multiple 
deadlines in a short time frame.  What caused the 
situation? How did you handle it? What was the 
outcome? (time management) 

4.  Give me an example of  when you worked your hardest 
and felt the greatest sense of  achievement.  What did 
you do? What was the outcome? (motivation) 



An example… 



Interviewing Do’s & Don’ts 

  Do take a practice run to the location. 

  Do you research and know the type. 

  Do dress the part for the job, the company. 

  Do plan to arrive about 10 minutes early. 

  Do greet the receptionist with courtesy. 

  Do bring extra resumes to the interview. 

  Do shake hands firmly. 

  Do wait until offered a chair before sitting. 



Do’s (continued) 

  Do make good eye contact. 

  Do show enthusiasm. 

  Do have a high confidence and energy level. 

  Do stress your achievements. 

  Do avoid controversial topics. 

  Do show off  the research you have done on the 
company and industry. 

  Do show what you can do for the company 



Don’ts 
  Don’t answer cell phones during the interview. 

  Don’t chew gum during the interview. 

  Don’t rely on your resume to sell for you. 

  Don’t inquire about salary, vacations, 
bonuses, retirement, or other until you’ve 
received an offer 



Your Search Strategy 

  Take 2 minutes and answer the following 
questions – Report out in the larger group: 

  What strategies have you used in the past? 

  What’s been most effective? 

  What’s been least effective? 

















Top 3 and Bottom 3 



What is a Transferable 
Skill? 



Knowledge and Expertise 
that you already have and 

that you want to use in 
your life and work going 

forward. 





Strategy – What, Who, 
When?   

  List four strategies - in detail outline what needs to 
happen in next 30 days, who’s help you need and 
the due date for each task. 

  1._______________________________________________
__________________________ 

  2._______________________________________________
__________________________ 

  3._______________________________________________
__________________________ 

  4.____________________________________ 



Close / Q & A 


