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Building Careers and Writing Résumés
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Learning Objectives o

1. List eight key steps to finding the ideal
opportunity in today’s job market.

2. Explain the process of planning your
resume, including how to choose the
best resumeé organization.
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Learning Objectives .

3. Describe the tasks involved in writing
your résumé, and list the major sections
of a traditional résumé.

4. Characterize the completing step for
resumes, including the six most common
formats in which you can produce a
resume.

Copyright © 2017 Pearson Education, Inc. Chapter 15-4



Finding the Ideal Opportunity in

Today’s Job Market

(LO 1) List eight key steps to finding the ideal
opportunity in today’s job market.
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Crafting a Personal Strategy

Organize Your Job Search
Get Started Now and Stick to It

Seek Stepping-Stone Opportunities
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Writing “The Story of You”

(1 of 2)

What are you passionate about?
Explore the

Possibilities ' \What skills do you possess?

R R o R R ok b

Find Your
Passion
kbt ®

dentify ~ YWhat experiences have you had?
Career Paths

What do you want in the future?

How can you help the organization?

Copyright © 2017 Pearson Education, Inc. Chapter 15-7



Writing “The Story of You”

(2 of 2)

My Story

What experiences from your past
Where I Have Been —~——f—— give you insight into where you
would like to go in the future?

Honor student and all around big shot in high school (but discovered
that college is full of big shots!)
* Have worked several part-time jobs; only thing that really appealed to
me in any of them was making improvements, making things work better .
Where do you stand now in terms
Where I Am Now <R of your education and career, and
”
* Junior; on track to graduate in 2017 whethdoryou: knowsaboutyourselfs

Enjoy designing creative solutions to challenging problems

Not a high-end techie in an engineering sense, but I figure most things out eventually

Not afraid to work hard, whatever it takes to get the job done

I can tolerate some routine, as long as I have the opportunity to make improvements
if needed

Tend to lead quietly by example, rather than by visibly and vocally taking charge

Knowing that I do good work is more important than getting approval from others

I tend not to follow fads and crowds; sometimes I'm ahead of the curve, sometimes What would you like your future
I'm behind the curve to be? What do you like and
dislike? What would you like to
explore? If you haven't figured
Get an advanced degree; not sure what subject area yet, though everything out yet, that’s fine—as
long as you’'ve started to think
about the future.

Where I Want to Be —

.

Haven’t really settled on one industry or profession yet; working with systems of any
Kkind is more appealing than any particular profession that I've learned about so far
Develop my leadership and communication skills to become a more “obvious” leader

.

Collaborate with others while still having the freedom to work independently (may
be become an independent contractor or consultant at some point?)

.

Have the opportunity to work internationally, at least for a few years

1 like the big bucks that corporate executives earn, but I don’t want to live in the
public eye like that or have to “play the game” to get ahead

Believe I would be good manager, but not sure I want to spend all my time just
managing people

What to be known as an independent thinker and creative problem solver, as
somebody who can analyze tough situations and figure out solutions that others
might not consider

Are there jobs where I could focus on troubleshooting, improving processes,

or designing new systems?
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Learning to Think

Like an Employer

e Your Ability to Perform

e Your Overall Reliability

e Your Motivation Level
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Researching Industries and

Companies of Interest (o)

e Visit company websites.

e Talk to customers.

e Start with The Riley Guide.

e Read periodicals and newspapers.
e Check out blogs and podcasts.

e Usejob search apps.
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Researching Industries and

Companies of Interest (o)

Website*

URL

Highlights

Riley Guide

TweetMyJobs.com

CollegeRecruiter.com

Monster

MonsterCollege

CareerBuilder
Jobster
USAJOBS

IMDiversity

Dice.com
Net-Temps

InternshipPrograms
.com

www.rileyguide.com

http://tweetmyjobs.com

www.collegerecruiter.com

www.monster.com

http://college.monster.com

www.careerbuilder.com
www.jobster.com

www.usajobs.gov

www.imdiversity.com

www.dice.com
www.net-temps.com

http://internshipprograms
.com

Copyright © 2017 Pearson Education, Inc.

Vast collection of links to both general and specialized job sites for every career imaginable;
don’t miss this one—it could save you hours of searching

The largest Twitter job board, with thousands of channels segmented by geography, job
type, and industry

Focused on opportunities for graduates with less than three years of work experience

One of the most popular job sites, with hundreds of thousands of openings, many from
hard-to-find small companies; extensive collection of advice on the job search process

Focused on job searches for new college grads; your school’s career center site probably
links here

One of the largest job boards; affiliated with more than 150 newspapers around the country
Uses social networking to link employers with job seekers

The official job-search site for the U.S. government, featuring everything from jobs for econ-
omists to astronauts to border patrol agents

Good resource on diversity in the workplace, with job postings from companies that have
made a special commitment to promoting diversity in their workforces

One of the best sites for high-technology jobs
Popular site for contractors and freelancers looking for short-term assignments

Posts listings from companies looking for interns in a wide variety of professions
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Translate Your Potential into a

Specific Solution for Employers

Attributes

e

Experience

Copyright © 2017 Pearson Education, Inc. Chapter 15-12



Taking the Initiative to

Find Opportunities (o2

e Target companies of interest.

e Contact human resources.

e Contact company managers.

e Describe what you can ofter.

e Ask to be considered for opportunities.
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Taking the Initiative to
Find Opportunities (o2

[Dglassdoor

SEARCH JOB FEEDS MY JOBS COMPANIES

REVIEWS SALARIES
-

SoftwareEngiLeer

San Francisco, California @

Search
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BUiIding Your Ne'twork (10f 2)

e Reach Out to Your Classmates

e Target Professions, Industries, Companies

e Use Online Sources and Social Media

Copyright © 2017 Pearson Education, Inc. Chapter 15 - 15



Building Your Network . of2)

e Join Student Business Organizations

e Attend Industry Trade Shows

e Participate in Volunteer Activities
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Networking Etiquette

e |earn about the people you connect with.
e Don’t overwhelm network contacts.

e Communicate clearly and succinctly.

e Respect contacts’ personal information.

e Don’t email your résumé to strangers.

e Say “Thank You” when someone helps
you.
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Seeking Career Counseling

College Career
Centers and <
Online Sources

/'

Copyright © 2017 Pearson Education, Inc.

-

e Job-Search Techniques
e Résume Preparation

e Job Readiness Training
e Interview Techniques
o Self-Marketing Skills
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Avoiding Mistakes

e Overlooking resume errors

e Misspelling the hiring manager’s name

o Arriving late for an interview

e Tweeting something unprofessional

e Completing application forms incorrectly

* Not doing your own research
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Planning Your Résumé

(LO 2) Explain the process of planning your
resume, including how to choose the best
resume organization.
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Plan ——

Analyze Situation

Gather Information

Write ——

Adapt to
the Audience

Complete

Revise Message

Produce Message

Choose Media and
Channels

Get Organized

Compose the
Message

Proofread Message

Distribute Message

Copyright © 2017 Pearson Education, Inc.
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Analyzing Your Purpose

and Audience

[ lUnderstanding Purpose of a Resume

e A brief persuasive business message
o Stimulate interest; get you an interview

ILearning About Your Audience

e Professions, industries, and companies
 Those who may be reading your résume
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Gathering

Pertinent Information

Employment <

Education <

Volunteering <

/'

/‘

-
—

Copyright © 2017 Pearson Education, Inc.

-

e Dates and Duties

e Accomplishments
-

e Degrees and Certificates
e Awards and Scholarships

e Offices You’ve Held
e Presentations/Publications
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Selecting the Best Media

and Channels

Printed Traditional Printed Scannable

Electronic Plain Text MS Word File

Online Version PDF File
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Organizing Your Résumé

Around Your Strengths

* Chronological Style
A\

Typical Résume
Formats

A

e Functional Style
)|

e Combination Style
N
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The Chronological Résumé

S

Emphasize Employment Experience }

[ Name and Location of Employers }

-

Job Titles and Dates of Employment

o /
4 I

Highlights of Your Accomplishments

o /
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The Functional Résumé

{ Emphasize Skills and Accomplishments

[ Show What You Can Do }

-

Emphasize Earlier Job Experience

o /
4 I

Deemphasize Gaps in Work History

\. o 4
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The Combination Résumeé

{ Blend Chronological and Functional }

[ Highlight Your Capabilities }

-

Highlight Your Education

o /
4 I

Minimize Employer Concerns

o /
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Addressing Areas of Concern

(1 of 2)

e Frequent Job Changes

e Gaps in Work History

e Overall Level of Experience

Copyright © 2017 Pearson Education, Inc. Chapter 15 - 29



Addressing Areas of Concern

(2 of 2)
e | ong Term with One Employer

e Job Termination for Cause

e Record of Criminal Activity

y < < 4
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Writing Your Résumé

(LO 3) Describe the tasks involved in writing
your résumé, and list the major sections of a
traditional résume.
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Keeping Your Résumeé Honest

Workplace Employment
References History
Interview

Criminal Records .
Questions
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Adapting Your Réesumé

to the Audience

4 N O A

Adjust Your Translate Your
Terminology Experience

N NG /

N4
\
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Composing Your Résumé

e Use asimple, direct style.
e Use short phrases, not whole sentences.

e Start phrases with action verbs.
e Provide specific supporting evidence.
e [nclude business or technical keywords.
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Using Strong Action Verbs

COMPOSING YOUR RESUME

Write your résumé using a simple and direct style. Use short, crisp phrases instead of
whole sentences and focus on what your reader needs to know. Avoid using the word I,
which can sound both self-involved and repetitious by the time you outline all your skills

and accomplishments. Instead, start your phrases with strong action verbs such as these:?>
accomplished coordinated initiated participated set up
achieved created installed performed simplified
administered demonstrated introduced planned sparked
approved developed investigated presented streamlined
arranged directed launched proposed strengthened
assisted established maintained raised succeeded
assumed explored managed recommended supervised
budgeted forecasted motivated reduced systematized
chaired generated negotiated reorganized targeted
changed identified operated resolved trained
compiled implemented organized saved transformed
completed improved oversaw served upgraded

Copyright © 2017 Pearson Education, Inc.
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Creating Active Statements of

Accomplishments

Instead of This

Responsible for developing a new filing
system

[ was in charge of customer complaints and
all ordering problems

[ won a trip to Europe for opening the most
new customer accounts in my department

Member of special campus task force to
resolve student problems with existing
cafeteria assignments

Copyright © 2017 Pearson Education, Inc.

Write Active Statements
That Show Results

Developed a new filing system that reduced
paperwork by 50 percent

Handled all customer complaints and resolved
all product order discrepancies

Generated the highest number of new customer
accounts in my department

Assisted in implementing new campus dining
program that balances student wishes with
cafeteria capacity
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Essential Résumé Elements

(1 of 2)

e Name and Contact Information
e Brief Introductory Statement
e Educational Background
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Essential Résumé Elements

(2 of 2)

e Experience, Skills, Accomplishments
e Activities and Achievements
e Personal Data and References
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Sample Resume: Ideal

Opportunity

The Scenario

You are about to graduate and have
found a job opening that is in your
chosen field. You don't have any
experience in this ficl € the courses
you've taken in pursuit of your acumc
have given you a solld ac:

foundation for this position.

The Opportunity

The job opening is for an associate
market analyst with Living Social, the
rapidly growing advertising and social
service that itnelf as
“the online source for discovering
yalusblc local experiences.” (A marker
nalyst researchos markets 1o find

opportunitics.)

The Communication Challenge
You don't have directly relevant
experience as a market analyst, and you
might be competing against who
do. Your education is your stron;
selling point, 20 you need to show how
your coursework relates to the position.

let your lack of experience hold
you back; the job posting makes it clear
vel position. For
example, the first bullet point in the job
description says “Become an expert in
market data . . " and the required skills
and experience section says that "Up to 2
years of with simil
and i x - The

clues here are become (the company
doesn't expect you to be an expert

and 7 would
be great if you have it, but it's not
required).

y and Key

You study the job posting and highlight
the following elements:

1. in a team

trendy new businesses

3. Analyzing data using Microsoft
Excel

4. Managing projects

5. Collaborating with t-s:hnlc-l

expernts and sales stal

L
000 ¢

(1]

@

()

6

mma Gomes

(WAT) 5552153

@rna vy stem. net
SAPOL Com

Addre
BGO North fth Street, Terre Haute, IN 47809 993 Church Street,
Summary of Qualifications
- h " analysis
- eciate skills with a variety of analytical tools, including Microsoft Ixcel and
- Froncl "  with and owners
- e and profocts the
Track), Indiana State University, 1

n * «
graduation: May 2014

Erogram coumewok
. 45

of Accountin

ectivs of core business courses, includ
nd Business Finance

of soctal ©

Pormanent Address:

pogle Analytics

ecia

L AN, anticipated

. 27 credits of
Research,

Special projects

andcraftiog &
‘e maricat for hand.

ot men,
Product and Pricing Scuategy, and seminars in e-commerce &

al Markerpl.
nade craft i

™ sy Phenomenon,” in-depth
by Dringing e commerce w.—uhu

T

yhrid €
rre Haute,

recon

e

ice project for

Buyer 3
i social media

naty

nd social

g

e supply
activiticn, Inciud

carSpring Foc

Cu re agent, Owlngs Ford
managers of this locally owned car pridi st > with a varicty of cu

plning tedittonal &

2 variey of

wington, IL (summers, 201

RuUest comfc
and potential customers.

P i 1 E

to merv

- Co
Indiana State

« Participated in AMA International Colleglate Case Competi

Awards

on, 2011-201

+ Dean's List: 2012, 2013

+ Forward Yo

ward, Barrington Chamber of Con

rerce, 2010

Bve smal! Drmitsien
media mech

Barrington, I

istics, Principles

wy sransformed

how 1
o individunt crafispeop

ompany

s at

e test ..mn omaaar score

percent

2

s and rVice-conter walting room to Increase
i, convinced dealership owners to begin using Twitter and Facebook to Interact with curent

swiate member, American Marketing Association; helped establish the AMA Colleglate Chapter at

resent). Stock
relations

2013). Assisted the service and sales
racrvice tasks; scheduled service

60010

6. Creating new tools to bwlp
and
7. Bachelor's degree s required
8. Natural curiosity and desire to
learn

9. Detail oriented
Hands-on experience with social
media
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Notice how G

6000 0000 FC

Bl

her

o

cnce

o

of teamweork (rather than just calling heose!

adeilln and

a “team pla;

“mirror” the keywords and phrases from

" for example)

Calls out Microsoft Excol, as woll ax Google Analytics, & key online tool for measuring activity on weobsitos

Indicates the ability to pla

and carry out projects, even if she doesn’t have

Suggests the ability to work with new analytical tools

Dinplays her 1.5, dogre.

Demonstrates o desire o

xperience wit

prominenty

learn and to expand her skills

Facebook,

role with

echnical

mal project managemen

xperts and sale

experience

Gomes includes
phone and email
contacts, along

with a blog that
features academic
oriented writing

Using a summary
of qualific
for

ations
her opening
statement lets h
target the résury
and highlight her
most compelling
attributes

Her
much stronger

selling point than
her work
50 she goes into

education is a

experience

some detail
fully =
names

car
ting course
and project
descriptions ho
the language of the
job description

olec

to €

She adjusts the

ptions and

accomplishments
of each role to
highlight the
aspects c
work

experience

her
and volunteer
that are
relevant to the
position
The final sections
highlight activities
t
reflect her intere
in marketing and
her desire to
improve her skills

ind awards th.

the job posting:

specialists (the content of the work doesn’t

Inu.lunn the progress of her tutoring clients i strong cvidence of a detail-oriented worker—not to mention someone who cares about results and the
v work
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ample Resume: Available

Opportunity

crmancnt Address:
IL 60010

Addre:
H60 Nowth Sth Street,

Terre Haute, IN 47809

ary of Qualifications

- w tine ice exy with and owner

+ Strong business sense based pce and academic prepar

- rmediate skills with a varioty of software tools, ding Microsoft Kxcol and Google Analytics

+ Record of quality work in both business and academic settings

Education

B Marketing (Marketing Management Teack), Indiana State University, Terre Haute, IN,

expected graduation May 201

Erogram coumsework -
45 credits of core busi courses, including ion Tools, Statistics, Principles
of Accounting. and Business Finance

- 27 credits of course: 5 52 . Buyer
Behavior, Marke 1 Serategies and semin ommerce and social media

Special projects

- “Handcrafting « G The By sepeh Iysis of how the By -
E v s and artisans bocome more succossful merchants

- leation Platforme for Small Businesses,” team scrvice project foe five seall b

ode of

and social-media met
for cach

2 bost §
and - e 1 ¥

Work and Volunteer Experience

Independent math tutor, 2009 present. Assist students with a variety of math courses at the clementary,
junior high, and high school level: all cients have
mprovements of at least one full letter grade, with an avesage improves

of 38 percent

od Bank, Terre H.
nerpency baskets for new clients; assist
and social media news reloases.

e, IN (weekends during college terms, 201 2-pres
director with public relati

Volunteer, LeafSpring Fe
food and supply pantrics; proparc
activ ding website update

ston, 1L C
cenhip with @ va

<« care agent, v Vord,
aprers of this l.,uny owned car deal

¥ tor me
» o Degin using Twi

savinced dealership owr
T pateatind Catmrs,

P i 1E

- . American Association; helped establish the AMA Collegiate Chapter at -
iana State

- ¥ n AMA Colleg Cane Comy . 2011-2012

Awards

= Dean's List: 2012, 2013

« Forward Youth award, Barrington Chamber of Commerce, 2010

Gome
summary of qualiti
to incres

modified her

customer

he adju the selection of
highlighted cours to reflec
the retail and e mmer

pects of th

s particular joi

opening

She adjusts the wording of
this Etsy project description
to closely mirror what

Amazon |
platform serving a multitude
of independent merchant

an e-commerce

more detail
r customer
rience

She provide
regarding he
support exp

final sections
avant to this
she leaves

jo

opening, so

them u

changed
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i how G her r to “mirror” the keywords and phrases from

Suggests strong awareness of the needs of various businesses

Examples of experience with written ¢ whe can oral ion skills
1 or w© 52 b S5z high degree of professionalism, as do the two awards
The ability to work successfully as an ¥ tutor while

managemont

ability to ¥ and design solutions
*

carn and 1o expand her skills

Suggests the ability to we @ variety of software

Demonstrates a desire

for ex.

just calling herself a “team player,”

Offers concrete evidence of teamwork (rather tha

cares about results and the
3 aupszents strong produ

ce of someone wih
i high school and col

5 Vi

acking rogress of her clients is st
1 o

g Gnality OF worlts reccrd of woridng while stie

ity

the job posting:

ring phone, video, or In-person Interviews

5 high school and college is strong evidence of self-motivation and good time

Dean's List awards also
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ample Resume: More

Responsibility

from Figures 15.3 and
worked in

‘with other companies, and important
decisions.

Vouwludwuhnwld.vuhqd
retailers in your Amazon and Living
Social jobs, including a number of
fashion retailers, but you haven't
worked directly in fashion retailing
yourself.

Iun:Youe-nbﬂm:pod-ﬂ
of skills to this position, but

Emma Gomes
(847) 555-2153
emma.gomesamailsystem. net
WAKET] Www.twitter com/cmma,
1605 Queen Anne Avenue Nosth, Sc

senen
. WA 98109

Market and Strategy Analyst

« Five years of experience in local and online retailing, with three years of focus on market opportunity -
analysis

« Strong business sense developed through more than 60 marketing programs across a range of retail
soctons, including hospitality, entertainment, and fashion

- by senior
incomplete or conflicting data

for ability to make sound judgment calls in situations with

« Adept at coordinating rescarch projects and ives across ' ies and
balancing the interests of multiple stakcholders

Advanced skills with le:
Google Analytics

powerPoint, and

Jing analysis and communication tools, in

ading Hxcel,

Professional Experien

ce

Associate Market Analyst, LivingSocial, Seattle, WA uly 201 | prese: ned markets for

such factors as consumer demand, merc sclle -
] = i 37 retmiling categorion, Inchidiog h-hk-n- and accessories;
met or excoeded profit ¢ of all
of strong nd analynis akilla; wtiliood both catablished and cmoning
Social modia tools and helped busincss partnens Use these communication platfarms 1o incroase
consumer engagement in local markets.
Worked with more than $00
retailing
. and assisted in
e developmant of move than & doatn new volling tols that wh ?
Amazon's vendor support costs by nearly 15 perce
Educa
Evening MBA y of Wi *«a"le. WA anticlpated graduatios * May 2013, Broad-—
based progr: ategy. cor ive srateny. ply
with i on ecthotia, Anencial anstysia et macketing dotiton
models.
B.S. in Marketing (Marketing Management Track), Indiana State Univorsity, Terre Haute, IN, May 2009.
in business 5 marketing fundamentals,
cailing, and o tions.
Pr i 1 E
+ Member, American Marketing Association
« Member, Social Media -
+ Active in National Retail Fed: and Retail g & Association
Awards
Liv scial Top Deals chi award for ing the most

couponing deals); awarded seven
+ Social Commerce Network's Soci

s, 2011

Commerce Innovators: 30 Under 30; 2012

Notice how Gomes adapts her résumé to “mirror” the keywords and phrase

Highlights her experience in market and business analysis and her continuing education in this arca

kil at ¢ «© projects

Lists experiences that relate to the collection and analysis of retail data

Emphasizes the work she has done with fashio od retailing and rotailing in genoral

Gomes with a summary
of qualifications as her opening
atement but gives it a ne
title to reflect her experience

ays v

and to focus on her career

path as a market analyst

Work experience is now her
slling point hifts

to a conventional chronological
résumé that puts employment
ahead of education. She also

the part-time jobs
had during high school and

e updates the Education
zction with a listing for the
MBA program she has started
cting points of phasis

relevant to the job opening)
and re:

L 3 the amount of
| about her undergraduate

She m,rinte' the Professional
Eng nt and Awar
section with timely and

relevant information

from the job posting:

Identifies experience and education that relates 1o quantitative and qualitative analysis (this point overlaps #1 and #3 to &

degree)

project manag: ¥
Lists arcas that suggest effective communication skills

Lists education, with emg; on ¢ that relates most directly to the job posting

work exy and background related to these topics

Includes these programs in the list of software tools she uses
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Completing Your Résumé

(LO 4) Characterize the completing step for
resumes, including the six most common
formats in which you can produce a résumé.
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Revising Your Résume

Ease of Finding
Information

Overall Length

*Your Top Skills
*Your Current Job

*Your Education

*Years of Experience

*Hig

eTec

ner-Leve

nnical Jo

Jobs

DS

Copyright © 2017 Pearson Education, Inc.
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Producing Your Résumé

e D
Optimal Résumé Design
N J
4 N N )
Clean Professolonal Skimmable
Looking
N AN AN /

Copyright © 2017 Pearson Education, Inc.
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Choosing a Design Strategy

e Audience
e Goals

Focus on These

e Resources

\_

e Trendy
e Flashy
e Different

\

Copyright © 2017 Pearson Education, Inc.
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Considering Photos, Videos,

Presentations, and Infographics

Support for Résumés

Opportunities Challenges
1 Social Media "] Discrimination
| Flexible Format "1 Ease of Evaluation

'] Multimedia Elements "1 Habits of Recruiters

| Compelling Content 1 Applicant Tracking

Copyright © 2017 Pearson Education, Inc. Chapter 15 - 46



Printing a Traditional or

Scannable Résumeé

Traditional

Scannable

Important Elements:

e High Quality Paper
e Neutral Color Paper

Al

Important Elements:

e Keyword Summary
e Simple Format

Al

Copyright © 2017 Pearson Education, Inc.
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Creating a Plain-Text File

of Your Résumeé

Include Your Cut and Paste
Résumé in the Résumeé Parts Into
Body of an Email an Application
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Creating a Word File

of Your Résumeé

Preserve Design Make Sure Your
and Layout of Computer Is Free
Your Résumé From Viruses
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Creating a PDF Version

of Your Résumeé

Preserves the Files are Less
Formatting of Vulnerable to
Your Résume Computer Viruses
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Creating an Online or

Social Media Résumeé

~ e(reate a Positive Online Impression

~ *Make Use of Social Networking

~ eProvide Your Réesume to Employers
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Proofreading Your Résumé

4 N

Headings and Lists
Sentence-Level Issues
Essential Numerical Data

\_ J
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Distributing Your Résume

-

Mail Your Résumé

\

-
Post on Employer
Websites

\_

\

4 N

Email Your Résumé

/

Copyright © 2017 Pearson Education, Inc.
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This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching their courses and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
ted. The work and materials from it should never be made available to
[} students except by instructors using the accompanying text in their
classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and the needs of
other instructors who rely on these materials.

All rights reserved. No part of this publication may be reproduced, stored in a
retrieval system, or transmitted, in any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise, without the prior written
permission of the publisher. Printed in the United States of America.
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