TIPS FOR STUDENTS

AS YOU BEGIN YOUR JOB SEARCH...

Should I have a resume?

A resume is essentially a marketing tool for you. Its purpose is help you present your qualifications and most important, to draw attention to yourself so that you will be called for an interview. Your resume should outline clearly and concisely what you have to offer a potential employer. Its contents should be selective 
 a brief description of your job goals, and your knowledge and experience as they relate to those goals. Potential employers will read it to find out “What can this person do for my organization?” Use it to your advantage to emphasize why the employer would want to hire you.

How should my resume look?

An employer usually takes an initial brief look at the resumes he/she receives. Since resume will probably be looked at for just 30
 60 seconds, it must be attractive and easy to read. It should be neat and well organized. Spelling and grammar must be correct. One page is best
 two pages is acceptable. Don’t crowd the text. The key words of your “message” must stand out. Highlight your accomplishments by using bold type, italics, capital letters and underlining draws attention to the areas you wish to highlight. Laser print your resume on high quality white or off
 white paper.

How do I organize my resume? 

Identify Yourself 

First list your name, address, phone number, and Internet or E-mail address. Repeat your name and telephone number on the second page, if used. 

Career Objective

Employers tend to be more interested in potential employees who indicate a clear interest in a specific career field. Be as specific as possible in stating your job goal. Minimally, you should indicate a general career field. You should also use this opportunity to market yourself by highlighting and summarizing skills you have gained that support your ability to function in a particular field.

Example: For a Financial Analyst related position. “I offer demonstrated skills in mathematics problem solving and interpersonal communication and have used these skills in...” listing previous job training, volunteer, or educational experiences.

Education

Recent high school graduates should list their educational history and accomplishments first, then part-time jobs second. List your educational accomplishments, beginning with the most recent and working backwards. High School and College grads should list the school, city, state, month and year of graduation or expected year of graduation (add degree, major and minor fields of study for college grads). 

Relevant courses (6 maximum) may be listed, especially if your job experience is not very lengthy. Non
 degree work, if relevant, might also be included. List grades (if they are good—GPA: 3.0 or higher) or class rank (top half or better). You may find it more effective to list your major GPA if it’s better than your cumulative GPA or your GPA over the last few semesters if your grades have improved over time.

Honors & Achievements 

These might be included under education or, if your achievements are significant, under their own heading. Examples include membership in honor societies, dean’s list, honors program, etc...” List them in order of importance.

Related Experience and Volunteer Work

This section might include paid and unpaid work, internships, volunteer work, (don’t underestimate the importance of volunteering!) and special school projects. List them in order of relevance to your objective. For each entry, provide a very brief summary of what you did, followed by the name of the company/organization, city and state. Note any related duties, responsibilities, accomplishments and abilities.

Use action verbs to describe what you have done. Quantify your accomplishments when possible 
 e.g. “Managed $5000 budget” or “Increased, by 50%, the number of pieces produced. ” Note the dates last. Also, any jobs you have held, even if unrelated to your job goal should be stated briefly, to show work history.

Other Possible Headings

If they support your job goals, you can include headings such as: Activities, Licenses and Certifications, Professional Memberships, Research and/or Publications. References “Available upon request” is standard, but not necessary. It is better to prepare a separate Reference Sheet listing names (of persons for whom you have worked) titles, companies/organizations and telephone numbers. Speak personally with personal references you provide. Ask their permission to list them as references and find out what they are comfortable saying about you. Letters of recommendation are of minimal value as employers generally check with job related references with those employed in companies where you have been employed.

What about a resume format?

There are many ways to organize a resume. You should decide how best to emphasize your strengths. The classic approach is to list your most recent experiences first (reverse chronological order). If putting your background in this order just happens to put your “best stuff” first, then use it. If not, consider using the “most relevant first” format. Using this approach, you would first list the experience that is most related to your job objective, followed by the next most related experience, and so on.

Other Tips

Remember, the idea is to show how your background has prepared you for the job you want. All
 inclusiveness is not your goal. Use action verbs and phrases rather than complete sentences. Stress your accomplishments and quantify them (show examples) when possible. Emphasize your strongest qualifications and be consistent in your style.

Keep in mind that employers need to know what you will do for them. Present your education, experience and accomplishments from that perspective.

What about the interview process? How do I answer questions?

Some ideas...

Q. Tell me about yourself.

A. I recently graduated from Manchester High School West. I played in the band for four years; I made Honor Roll all four years. I enjoy hiking, biking, reading, and listening to music. I moved to Manchester when I was six years old. I have taken dancing lessons for several years. I play soccer. I have a sister and two brothers.

Q. Why are you applying for this position?

A. I am interested in working in the field or I have friends who work in this field and I have become interested in this type of work by talking to them about this type of work; or I have an interest in this field therefore, I feel that I would enjoy performing this type of work. I have heard that your Company is a good place to work, and I am interested in working in your organization. I enjoy working with computers. I can type 85 words per minute, therefore, I am qualified for the position. I am looking for an entry level position in a company that offers growth potential in the future as well as training opportunities.

Q. Tell me about yourself; what makes you think that you would be good at this job?

A. I took related courses in high school which would assist me in doing this type of work. I took some courses in this field and I received good grades; or I took related courses in high school and I found them interesting and challenging; or I am a quick learner. When I set out to do something I give 100% of myself to accomplish the task at hand; I am dependable; I am eager to work; or I did this type of work during summer vacation last year.

Q. Tell, me about some of your strengths.

A. I am well organized; I am a hard
 worker, I am honest; I am persistent; I am self
 motivated; I ask questions when I am uncertain of what is expected of me; I listen; I follow
 up on what is asked of me; I am a quick learner. I have excellent math skills. I have great typing skills. I am physically fit. I participated in a special program gave me a better understanding of _______ .

Q. Tell me about some of your weaknesses. (Always try to answer this question in a positive manner.)

A. My computer skills are weak, but I have enrolled into a computer class so I am working on improving those skills. When I first learn a job, sometimes I am slow, but once I have learned what I am supposed to do, I pick up speed. I tend to be impatient with myself because I expect that I should know how to do things right away, however I am learning that it is okay not to know things before I am taught. I put off filing paperwork, but since I realize its importance, I schedule time on a weekly basis to do filing.

Q. What are you looking for in a job?

A. A sense of accomplishment in what I am doing. Job security; appreciation from my boss; respect from coworkers; a sense of feeling like I belong; fair wages and benefits. I want to enjoy and be proud of my work. I want to feel good about completing a job well done. I want to be a team player. I want to have open com- munication with my co
 workers and my supervisor. I want to be given the opportunity to prove myself. I want to get a fair chance and not be judged by others.

Q. Describe how you handle stress.

A. I exercise at the gym; I run three times a week; I go dancing; I play basketball; I go fishing; I ride my mountain bike; I talk to friends about the things that bother me; I read a book.

Q. Tell me about something that you have done with which you are proud.

A. For the last two years, I have been an honor roll student. I stopped some friends from driving while they were under the influence of alcohol. I tutored students in math during my senior year in high school. I made the hockey team. I have been a member of the Boys Scout for ten years. I hiked Mount Washington.

More Tips for Your First Interview

No need to panic! An interview is an opportunity for you and the employer to exchange information. The employer will tell you about the job, you will discuss your interest in the job, and you will discuss why you feel you are qualified. Try to find out ahead of time what the job duties and qualifications are so that you can appropriately prepare. Think about the questions you would ask if you were in the employer’s position. Think about how you would answer those questions, and write down your thoughts before the interview to prepare yourself. Review your notes a few times before the interview, so you feel confident about what you will say.

Extend your hand to greet the interviewer, and introduce yourself. When the interview begins, let the interviewer talk. Listen! This is a good opportunity to learn about the company, the job duties, and the type of candidate the employer is hoping to hire. Ask questions, and don’t answer a question until you understand what is being asked. If you don’t understand a question, repeat it in your own words and ask the interviewer if that is what he or she is asking. Your responses should be well thought out and brief.

Be on time! If you are late for the interview, the employer will expect that you will be late in reporting to work. If the location of the interview is unfamiliar to you, you should obtain specific directions by purchasing a map, calling the local Chamber of Commerce, or ask the receptionist at the company where you are interviewing. If you have an emergency and are not able to arrive at the interview on time, call the employer as soon as possible to arrange another time.

You should be neat, tidy, clean, and dressed appropriately. Slogan T
 shirts, spandex, clothing you wear to the beach (unless you are applying for a Lifeguard position!), excessive cologne or perfume are not generally acceptable for an interview. Think about how other employees at the company are dressed, and select wardrobe items that are slightly more formal. When in doubt, lean toward conservative dress rather than trendy dress. Make sure you are groomed neatly.

Don’t chew gum or smoke during an interview! Also, complaining about anything—school, teachers, a previous employer or coworker—is not a good idea! Never use profanity during an interview! Think of this as your opportunity to shine
 be polite and respectful.

Stress how you might benefit the company. Acknowledge your strengths and accomplishments and give examples.

You should have a resume available if the employer asks you to complete an employment application. The information on your resume will help you complete the application. Provide all the information requested, and complete the application neatly, and with correct spelling and grammar. After the interview, send a thank you note to the interviewer.

Enjoy the interview—and remember, the more you practice, the better you will do!

EMPLOYMENT APPLICATIONS

Why is it important to have a clear, complete, well
 written application?

It’s your first chance to make a positive impression on a potential employer.

The information on an application tells an employer if you have the skills necessary to do the job.

What other information can an employer obtain from your application?

How well you follow directions .

Whether you are able to spell correctly, write clearly, use appropriate grammar.

How careful you are about filling out the application.

The application is a legal document and may be required by most employers, regardless of the submittal of a resume in addition to the application.

Many employers keep applications on file so they have potential employees to interview when another job is open.

List of suggestions that can help you fill out an application:

Always read all the directions and instructions carefully before completing it. If you don’t understand a question, ask someone in the company.

Bring a data sheet with you containing dates of schools, employment, names, addresses, phone numbers, etc.

Answer every question on the application. If the question does not apply, put a line through the space or write N/A (not applicable).

It’s best to print or type. Use a black pen.

When the application question is, “For which position are you applying?” always put in a specific job title. Do not write “anything”.

Speak to personal reference you plan to list, and ask if they will give you a good recommendation. If so, have their full names, addresses, phone numbers where they can be reached during work hours and the business positions they hold. 

Always be truthful when filling out the application.

Getting the JOB you want...

1
 Find out about career openings. Some employers advertise in the newspapers; others may use the Internet or post a help wanted sign on their building.

2
 Prepare a resume. At the top of the page put personal data; include name, address, and telephone number. Keep your resume simple and accurate. Have a parent or teacher review it with you.

3
 Write a cover letter. Keep it brief but tell the person why you are suited for the job, and why you’ll be a good employee.

4
 Do some homework or research on the company. If you’re asked for an interview, you will be prepared. Get an advance of the job application and practice filling it out.

5
 Watch your appearance! First impressions are lasting, and that’s true with job interviews. Be clean and presentable.

6- Be friendly and confident. Don’t speak negatively about a former supervisor or teacher.

7- Be on time; have good eye contact.

8- Be polite, courteous, alert and pleasant.

9- Don’t chew gum or squirm in your chair.

10- Be interested in what you are hearing!

11- Send a thank
 you note. After the interview, write a note thanking the person you talked to. It leaves a good, lasting impression.

Now sit back and relax! You just may have landed an exciting new career!

