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Are you ready to job search?

Check all the following job search strengths that you have:

| am organized and understand how job search has changed in past few
years.

| have access to a computer with internet

| have a professional e-mail address and know how to send a resume as an
attachment to an employer via e-mail.

I know people who can give me job leads

I am familiar with at least 3 websites that could provide me with job
search assistance and/or job leads

I have a resume that sells my skills and work experience

| can name 5 skills that I will bring to my next job and can provide
examples of how | have used these skills in the past

| am familiar with traditional and scenario based (situational)
interview techniques

I know how to write a cover letter

' know how to follow up after an application or interview
I know how to research employers and find job descriptions
| keep a detailed record of all of my job search activities

[ understand the importance of using “key words” on applications and
resumes

Getting a Job IS a Job. Plan to work at least 3-4 hours each day
building your job search tools, making contacts and following up.




Job Search Method Changes for the 21% Century

(Source: Greg Newton Associates)

Why are job search methods changing?

Technology .....Large Applicant Pools.....Sophisticated Human Resource Systems ... Competition for
the Best Workers.....Increased Demand for Specific Skills

® So what can you do to prepare for your job search?
Network!.....Become familiar with and use keywords.....Understand how application and
resume submission methods are changing....Expect more Pre-Employment Screening and
Testing.

Four things you must know before you start your job search

1. Network
Employers recruit potential applicants from a wide variety of sources because there is no one
particular place or website that lists every available job opening. They want the best applicants
to apply and are willing to spend more time in the recruitment process to get who they want. Job
openings may be posted at a worksite, the business’s website, internet job search sites,
employment agencies and newspapers. This means that networking — and a lot of it - will be
your most valuable tool in your job search.

Where do | start?

“Warm” Contacts: Contact friends, family, former co-workers, friends’ parents, people from
your sports groups, volunteer groups and church. Remember to talk about your job search goals
the next time you see your postal carrier, hairdresser, mechanic, doctor, teacher etc. Explain that
you looking for a job and would like their help with possible job leads.

Ask them these questions:

“Do you know of any employers who may have an opening for someone with my skills?”
“Do you know of someone else who might know of such an opening?”

“Do you know of someone who knows lots of people?”

“Cold” Contacts: Cold contacts are people you don’t know — yet. Contact potential employers
directly. Visit with staff at your local employment office and temporary agencies. Meet fellow
job seekers by attending workshops. Set up informal job support groups where job seekers can
meet together. Join professional organizations. Link to professional websites. VVolunteer an hour
or two a week where you will meet new people (Volunteering also looks great on a resume!)

Keep a record of who you talked to, when you talked to that person and what
you talked about. Include telephone and e-mail contacts to use for follow up.



2. Keywords

A keyword is a descriptive word that’s related to specific jobs and industries. Much of
employee recruitment is done today by employers who use computerized search criteria to
look at scanned resumes, e-mailed resumes, resumes posted on Internet job search sites, job
matching systems and online/kiosk applications. The item is scanned for specific “keywords”
and the application/resume is ranked according to the number and type of keywords that are
posted. Your goal would be to have your resume and application be as close to the top of the
applicant list as possible.

Keyword Tips:

1. Customize each resume and application to the specific job you are seeking by using as many
keywords as you can.

2. Placement of keywords on a resume is important. The higher they are, the more hits the
resume will get.

3. Use posted job descriptions to determine which keywords will be most important or look up
job descriptions on http:online.onetcenter.org. Hint: Nouns are keywords.

4. The computer doesn’t recognize abbreviations or acronyms. Spell out words for maximum
number of keyword hits on your electronic resume and applications.

3. Job Applications, Resumes and Interviewing Methods are changing

Applications

Be prepared to submit an application in one of three ways: Written, online and kiosk.
Online applications are done through a business’s website and are accessible via ANY
computer that has internet. Kiosk applications are applications that are completed using a
separate computer terminal (kiosk) at the worksite itself.

Quick Application Tips:

1. Answer every question

2. Have all of your employment, education and reference information easily accessible.

3. Work steadily at a consistent pace when completing an application on a kiosk. Some
computer screens on a kiosk will time out and you won’t be able to complete the application
if you work at a slower pace than average.

4. Consider doing an online application instead of a kiosk application if you believe you will

need extra time to enter your information.

Expect to answer questions regarding your integrity and work ethic.

6. Remember that an application is a screening tool. Only positive information should be
included.

o1

Resume Submission Methods

Traditionally, resumes were submitted by mail. Today, resumes are submitted through

internet postings, e-mail and fax as well. Remember that resumes are specific to the job for
which you are applying. This means that you will likely make changes to each resume before it
IS submitted.



Interview Methods

1. One-on-One Interview (Traditional approach)

2. Telephone Interview

3. Second Interviews...Third Interviews...Fourth Interviews.
These may be held on the same day or on different days.

4. Team Interviews

Scenario based, sometimes called situational, interviewing is growing in popularity among
employers. These are questions that start as “Describe a time where...” or “What would you
do if...” or “How would you handle...”.

Pre-employment Screening and Testing
Employers spend a lot of money and time training their new employees. Employers are careful
about hiring and use pre-employment screening and testing to make sure they make the best
decision.

Pre-employment Screenings could include:
1. Employment Verification
2 Education Verification
3. Background Checks (Criminal and Credit)
4. Online Databases
5 Drug Testing and/or Physicals

Pre-Employment Testing could include:

1. Basic Skills such as math, writing, and reading comprehension
2. Aptitude / Work Keys
3. Integrity and Ethics

What can I do to prepare myself?

Employers look for honest, sincere applicants whose personality and work ethic fits into their
working environment. Be honest and thorough in your responses to questions. An employer
will eventually find out if you are not.

If you don’t know if you will pass pre-employment screenings, find out. Google yourself.
Check your privacy settings on social media websites. Brush up on your math by visiting a
math skills website (i.e. math.com, homeworkspot.com). Find out what is on your

criminal and credit background checks. Expect to be asked to sign releases for the employer to
obtain information about you during the job search process.



Resume Creation

A resume is a one-page document that emphasizes the skills that you will bring with you to the job. The
purpose of a resume is to get interviews. However, resumes can also be used for other purposes, such

as:

e To give to contacts for the purpose of networking

e To use as a conversation starter with an employer at job fairs and other employer based
events

e To force you to organize your goals and determine which strengths you want to promote

Write your own resume. Writing the resume yourself helps you to prepare for an effective — and

faster-- job search. Not sure where to start? Read through the following guidelines and tips in this
packet. Look at the examples. Then use a resume writing program on one of the computers at BEST
to put everything together.

Five parts to a Resume

1. Contact Information

Include your name, address, telephone number(s) and e-mail address. Make sure that your e-
mail address is professional. A professional address is one that consists of your formal name
such as judy.jobseeker@yahoo.com or jobseeker judy@hotmail.com. If necessary, create an e-
mail account only for job search purposes.

Also, if necessary, take time to listen to the outgoing voice mail message on your phone. Do you
sound professional? Friendly? Brief?

Double check and triple check your contact information for accuracy. Employers don’t have
time to track you down if your information is incorrect.

. Job or Career Obijective

Using an objective on your resume is optional. If you do choose to use one, it should be a
specific, short statement of your intended job goal. Check with a Career Advisor at BEST if you
are unsure.

Keywords and Skills
The resume should have a section near the top of the page (especially if sending a resume
electronically) which lists tasks that you have performed that include both skills and keywords.

A skill is the action word and the keyword is the noun - or the “what” that you performed. For
example, in the phrase “Managed Customer Database”, “Managed” is the skill (action) and
“Customer Database” is the keyword (noun).

Why is this important? Many employers require applicants to apply online. The computerized
program may be loaded with a particular set of search criteria. The more times your resume has



mailto:judy.jobseeker@yahoo.com
mailto:jobseeker_judy@hotmail.com

a word on it that meets that criteria, the more likely it is that your application will go to the top of
the list.
Which skills and keywords do you focus on?

e Keywords: Use words from the job description of the job you want on your resume. If a
job description is not available, look at the business’s website for job specific, profession
specific and industry specific keywords. You can also look up general job descriptions
on websites such as http://online.onetcenter.org.

e Skills: Use “transferable” skills on your resume to show that you have the capability to
do many more tasks than those listed on your resume. Transferable skills are all the skills
that you have acquired through past jobs, education, volunteering/hobbies and life. These
skills are “action” words. You have 100’s of skills! Choose the ones that are most
relevant to your desired job. **See list below for examples.

Don’t forget to include skills such as computer skills, interpersonal, communication etc.
Specify your level of fluency if you can read and/or write a foreign language.

Examples of Transferable Skills (from www.illinoisworknet.com):

Creative, Artistic Skills

o Artistic o Expressive e Play Instruments
o Dance, body movement e Music Appreciation e Present artistic ideas
e Draw, sketch, render e Perform, act

Dealing with Data

e Analyze data or facts e Compile ¢ Manage money

e Audit records e Detail-oriented e Negotiate

e Budget o Evaluate e Observe

e Calculate, compute e Investigate e Research

o Classify data o Keep financial records e Synthesize

e Compare/inspect/record facts e Locate information e Take inventory
Key Transferable Skills

e Accept responsibility ¢ Manage people e Plan

e Control budgets e Meet deadlines e Solve problems

e Increase sales or e Meet the public e Speak in public

efficiency e Negotiate e Supervise others

e Instruct others e Organize/manage projects e Written communications

e Manage money / budgets
Leadership

e Arrange social functions e Getresults ¢ Self-controlled

o Competitive e Mediate problems e Self motivated
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e Decisive e Motivate people e Solve problems
o Delegate e Negotiate agreements o Take risks
e Direct others e Plan
o Explain things to others e Run meetings
Other Transferable Skills
e Assemble things o Drive or operate vehicles e Repair things
e Build or inspect things e Good with my hands e Use complex equipment

Construct or repair buildings e Operate tools/machinery

Use my hands

Using Words, ldeas

Articulate Remember information

. o Design o

¢ Communicate verbally o Edit e Research

e Correspond with others ¢ Inventive e Speak in public

o Create new ideas e Logical o Write clearly
Working with People

e Administer e Kind e Sensitive

e Care for e Listen e Sociable

e Confront others ¢ Negotiate e Supervise

o Counsel people e Outgoing e Tolerant

o Demonstrate o Patient e Tough

o Diplomatic o Persuade e Trust

e Help others e Pleasant e Understand

Provided by WorkNet DuPage, an lllinois workNet Center.

Experiences

Paid, career-related experiences are most important to include on your resume but other work,
such as volunteer work, is also valuable. Start with your most recent experience and go
backward. The general rule of thumb is to include the experiences you’ve had within the past 10
years.

Experience will include duties, accomplishments, results, title of position(s), business name, city,
state and dates of employment. Only include information that is the most relevant. It is not
necessary to include every experience especially if it is negative or is not relevant to your current
job goal.

What writing style do | use?

e Begin sentences with action words (verbs)

e Use short sentences and no more than 5-6 lines in paragraph
e No unnecessary words. Use precise, relevant language
[ ]

No errors! Use computer to look for possible spelling and grammar errors. Ask others to
double check your resume for mistakes too.



5. Education
Highest level of attainment is listed first; work from most current degree backward. List relevant
topics and courses that specifically pertain to the desired job. List degree, name of college,
location of college and the date of graduation (if recent). List the anticipated graduation date if
you are currently attending school.

If you earned your diploma more than ten years ago, leave the date off of the resume.

Note: It is not necessary to list your high school diploma if you attained a college certificate or
degree unless you returning home and wish to show an employer that you are originally from the
area.

Three Types of Resumes

(Source: Former Job Placement Center at Sauk Valley Community College)

Chronological
Jobs are listed in time order with the most recent
jobs listed first. The duties and responsibilities
acquired in each job are listed below the job title,
It doesn’t matter if you have employer name and dates, either in a paragraph or
little work history, are re- bullet form. This is a good type of resume to use
entering the job market or for_ someone who has_ had a consistent and
, uninterrupted work history and whose recent
haven’t earned a degree. experience is the most relative to the position for
You are a valuable person which they are applying.
and should make out a list
of your strengths and skills
that are unique to you. Functional - _
The main emphasis is on the skills that have been
acquired in a variety of settings such as school,
work and volunteer. Skills are grouped together by
categories such as “communication skills”, “computer skills”, or “teaching skills”. This type of
resume is a good one to use for career changers, inexperienced job seekers and those with gaps in
their work history. Your work history is still reported in this type of resume but the emphasis is
on the skills.

Combination
This type of resume is the most common as it uses parts of both the functional and chronological
resumes to emphasize skills and job experience.



Example of Combination Format from www.illinoisworknet.com

RED E. JOBHUNTER
5555 Lakewood Road
Somewhere, Minnesota 55555
(555) 555-5555 red@myemail.com

OBJECTIVE

Medical Laboratory Technician
Extensive experience as a registered Medical Laboratory Technician with proven competencies
in Phlebotomy, Instrument Maintenance, Teaching and Quality Control in a laboratory setting.

SUMMARY OF SKILLS & EXPERIENCE

Laboratory

- Regarded as a highly-skilled lab technologist, with experience serving ER, Urgent Care,
Pediatric ER and Stab-Room Trauma Unit.

« Processed cultures in microbiology, gram stains, urinalysis and various manual tests.

« Increased lab efficiency by 20% through improved procedures, research and development
of technical equipment, and lab layout and design.

Phlebotomy

« Performed both inpatient and outpatient, pre-op and post-op blood draws.

- Recognized for exceptional skill in serving hard to draw patients and children.
Instrument Maintenance

« Skilled in troubleshooting and maintenance of technical equipment.

- Maintained online performance and peak output.

Teaching

« Mastered teaching techniques.

+ Recognized for excellent communication skills.

» Trained staff effectively on complex equipment operation and procedures.

Quality Control
« Maintained high quality standards with an emphasis on accuracy within strict guidelines.

- Maximized lab performance through organization, equipment testing and procedure
development.

EMPLOYMENT HISTORY

Medical Laboratory Technician ASCP
Hennepin County Medical Center Minneapolis, MN 1999 - present

Phlebotomist
Minneapolis Children's Medical Center Minneapolis, MN 1996 - 1999

EDUCATION

Certificate: Medical Laboratory Technician (GPA 3.5/4.0)
College of St. Catherine St. Paul, MN

Certificate: American Society of Clinical Pathologists
Course Work: Biology/Chemistry (117 credits)
Minnesota State University - Mankato, MN

Adapted from: http://www.deed.state.mn.us/cjs/cjsbook/resume5.htm
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Example of Chronological Format from www.illinoisworknet.com

TIA HAMMER

1548 Marshall Street
St. Paul, MN 55104
651-888-9999
tia002@email.com

OBJECTIVE: To participate in a formal Bank Management Trainee Program

PROFESSIONAL SKILLS

¢ Strong computer skills, specifically relating to banking software systems
¢ Excellent customer service and communication skills

¢ Able to quickly adapt to new situations and systems

¢ Proficient in Microsoft Word, Excel and PowerPoint

PROFESSIONAL EXPERIENCE

¢ Wells Fargo Bank, St. Paul, MN 2002 — present
Teller
* Received President’s Award for Outstanding Customer Service
* Processed customer transactions efficiently and effectively
* Assisted with vault operations
* Provided prompt, courteous service to customers
* Served as a mentor to 20 new tellers
» Worked well as a team member and assisted branch manager with special projects

¢ U.S. Bank, Minneapolis, MN 2001 — 2002
Teller
» Began as part-time teller and hired as a full-time teller within 3 months
» Handled customer transactions in drive-up and lobby facilities
* Supervisors recognized my excellent attention to detail and accuracy

¢ Various customer service positions held prior to bank experience (retail sales, wait staff, and pizza
delivery)

EDUCATION

St. Paul Technical College, St. Paul, MN

Certificate in Banking and Finance

American Institute of Banking

Workshops and seminars including: Principles of Banking, Customer Service, and Consumer Loans

REFERENCES

Available upon request

Adapted from: http://www1.umn.edu/ohr/careerdev/resources/resume/samples.html
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OBJECTIVE

Example of Functional Format from www.illinoisworknet.com

JERRY J. JOB
5555 Lakewood Road
Somewhere, Minnesota 55555
(555) 555-5555 MIG

Dependable, enthusiastic worker with more than 10 years of experience seeking a Welding or
Building Maintenance position. Self-starter, dedicated to achieving high-quality results.

SUMMARY OF QUALIFICATIONS

Welding - Developed extensive experience in a wide variety of welding styles and positions

including:

MIG TIG ARC Heliarc
Oxyacetylene Air ARC Cutting and Gouging Automatic Seam
Plasma Cutting Underwater ~ Water Cooled Spot Welding

Fabrication - Skilled in layout and design of sheet metal and pipe. Developed extensive
knowledge of sheet rollers and brakes. Followed Manufacturer's Operating Processes (MOP)
to detail.

Equipment Operator - Experienced forklift operator on various sizes and styles of forklifts.
Skilled in the use of a variety of power tools and metal fabrication equipment including:
drills, drill press, edge planer, end mill, benders, power saws, sanders, and grinders.

Equipment Maintenance - Performed general maintenance on $90,000 worth of welding
equipment and production machinery. Maintained high production levels through onsite
machine repairs and preventive maintenance.

Building Maintenance - Acquired experience in general construction including basic
electrical repairs, carpentry, concrete, glass, spray and roller painting, plumbing, patching
and sheetrock.

SUMMARY OF EXPERIENCE

EDUCATION

Lead Welder - Maintained strict performance, quality and production standards. - Trained 12
new employees and monitored their performance during probationary period.

Certificate: Welding and Blueprint Reading Somewhere Technical College - Somewhere,
MN

Diploma: Somewhere Senior High School - Somewhere, MN

Adapted from: http://www.deed.state.mn.us/cjs/cjsbook/resume5.htm
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Sample Cover Letter

(Source: Former Job Placement Office at Sauk Valley Community College)

Today’s Date

Contact Person’s Name
Contact Person’s Title
Employer/Company Name
Business Street Address
City, State Zip Code

Dear (Mr./Ms.):

Your opening paragraph should capture the reader’s interest. Tell why you are writing this letter. State
that you are applying for a specific position and indicate how you found out about the job opening.
Explain why you are interested in employment with this company.

Your middle paragraph(s) should address the employer’s hiring needs. Target the information to the job
requirements and/or research the employer to identify what those needs may be. Give detailed
information about your relevant qualifications and show the reader why he/she should consider you as a
prospective employee. Be as specific as possible about what you can do, don’t make the reader try to
guess.

In your closing paragraph, refer the reader to the enclosed/attached resume. Tell the employer that you
are interested in an interview to discuss your qualifications. State that you will follow-up with a
telephone call within a stated time frame to inquire about an interview time.

Sincerely,

Your Name

Your Street Address

City, State Zip Code

Your Telephone Number and E-Mail Address

**Cover letters should always be used when submitting a resume via mail or via fax. A shorter
version (generally information included in the middle paragraph) should be used when e-mailing
your resume to the employer.



References

Be prepared to list three to five references on a separate reference sheet. The top of the reference page
will look just like the top of your resume page and will include your name, address and contact
information. The reference list should contain the name of the reference, current job title, address and
telephone number and e-mail address

The best references to use are people who are familiar with your work and your excellent work habits.
Consider instructors, leaders of your volunteer activities as well as past supervisors and co-workers.
Avoid using people that may draw attention to a problem such as probation officers, case managers etc.

ALWAYS ask permission before using someone as a reference and give them a copy of your resume.
Be sure to confirm that you have their correct contact information.

Resume Checklist

Your resume is ready to use when all of these boxes are checked!

Your resume demonstrates your ability to do the job and is based on
reliable job descriptions
Your resume supports your job objective (if you used one)

Resume omits age, sex, marital status, picture, national origin, health
status

Resume omits racial, religious or political affiliations unless related to
the job

Resume is inviting and easy to read; not too much information

Your strongest qualifications are presented first

Resume is free from any errors and all information is accurate

Font size is between 10-14 pts. and font style looks professional

Resume does not have colored fonts unless you are applying for a job
in a creative field.
References are on a separate page

All information on resume is true and accurate

You have prepared a cover letter to include with the resume (if mailing
or faxing)




Applications

Tips on Completing Paper Applications

Practice asking for an application
Be sure to treat everyone with respect and courtesy at all times. Understand that your behavior
and mannerisms may determine if you are contacted later for an interview. Ask to talk to person
responsible for applications and be prepared to use 2-3 sentences to state your purpose and a few
of your skills. If possible, find out name of person who will be screening applications and ask
how to follow up. No one else should pick up an application for you. A staff member at BEST
would the perfect person for you to use to practice this skill.

Be prepared to do application immediately
Bring folder with black ink pen, skills, work history, education and reference information. Be
sure to dress appropriately any time you pick up, fill out or drop off applications. Leave your
children, friends and parents in the car or at home.

Follow Directions
Read application carefully before completing. Remember that applications will not get you a job
but are used to demonstrate that you have the skills necessary to do the job. All employers will
expect that you are able to follow directions and the application is a test of that skill. Fill in
every blank. Use N/A or (--) if something does not apply to you.

Be neat and complete
If possible, ask if you can complete the application at home where you will be able to complete it
carefully and without distraction. A messy application or one that is incomplete gives a negative
impression. Proofread your application before turning it in to the employer. Make sure contact
information such as phone numbers and e-mail addresses are correct and messages are
appropriate for job search.

Provide only positive information
Remember that applications are used to screen people out. Any information included on an
application should be positively stated. Your skills and accomplishments should be emphasized.
Use volunteer work and related hobbies to highlight other skills.

Follow up
Try to meet employers to hand in applications directly. If unable to do so, be sure to call the
employer after a few days to make sure the application was received. Let them know that you
are interested in an interview at their convenience. Be sure to document the date you dropped off
the application and any other follow up information.

Source: Adapted from a variety of resources
produced by JIST Works, Inc.



Tips on Completing Online Applications

e Always tailor your application to the position. Don’t copy and paste your resume to the
application.

e Complete all fields, even those fields that are optional. For those that do not apply to
you/your situation indicate such by using N/A or a (--).

e Have all your information organized prior to beginning the online process. Items to have
ready include: Work History, Education/Training, Awards/Honors. Make sure you allow
plenty of time to complete the application — at least an hour — and you won’t be interrupted.

e Be aware that many company sites have time limits you can spend either per screen or for
completing the entire application. Once that time limit is reached these systems will often
kick you out, disqualify you from further consideration, and/or some will even prevent you
from starting a new application. Be as organized as possible before you start.

e Some companies include pre-hire assessments with the online application. Again, many of
these are set up to time you out of the process. Do not spend too much time answering any
one question.

e If an online assessment is an “option” go ahead and take it. It could increase your chance, if
you pass the assessment, of getting an interview.

e Use “key words”, buzz words, and industry jargon as often as possible. Some companies
search their database using these “word” searches and the more often you use the verbiage of
the job more likely your application is to come up in a search. (See a Career Advisor for a
list of “key words™)

e If given the opportunity to include remarks in a “comments” section do so. Again, use the
“key words” of the job or industry you are applying to. This is also a good place to provide
measurable examples of past responsibilities, for example: responsible for more than $10,000
in receipts to deposit daily.

e If possible, spell check and grammar check prior to submitting your application. Use a
dictionary if needed. An error-free application makes a better impression.

e If possible, print a copy of the application for your records.
¢ If you have your resume online with a job search site, change it at least weekly. By doing

this it shows that you are active in the job search market. Many who are searching for
employees will look at the date of the last change made to an account or resume.



How to Answer Problem Questions

Employment Gaps

Employers want your complete employment history. They will wonder what you did during the times
you were not employed. Read the instructions carefully on the application as you may be expected to
explain what you were doing between jobs.

Possible reasons to explain what you did during an employment gap:
e Family Caretaker
e Returned to School
e Self-Employed

If you worked for 2-3 (or more) different employers while
registered with the same temporary employment service, list
the temporary service as your employer and the dates for
employment from the first day of your first assignment to the
last day of your last assignment (or “Present” if you are still
considered actively registration at the agency).

Idea

Reason for Leaving Last Job
The reason you left your job should be written as positively as possible. Don’t write “fired” if you were
let go.

Possible reasons to explain why you left a job:
e Different career path

Desired opportunity to learn new skills

Returned to School

Cared for family member

Plant Closure

Downsized due to Economic Conditions

Salary and Pay
Write “Open” or “Negotiable” when asked about expected salary. Answering this question with a dollar

amount may screen you out of the position.

Position Desired
Avoid writing “open” or “any”. These responses may come across as desperate and not having skills.
The best approach is to research the available positions and list them by job title on the application.



Criminal Record

Employers are allowed to ask if you have ever been convicted of a crime. If you have been arrested in
the past, find out if the arrest resulted in an actual conviction and if the conviction was a misdemeanor or
felony. Many applications only want you to describe any felony conviction or any conviction within a
set number of years. Read the question carefully before answering.

Was the conviction a juvenile offense? If so, you are not required to list that on an application unless
otherwise specified.

Never lie about your record. An employer will eventually find out the truth. Websites such as
www.judici.com make it easy for employers to do local background checks. Look yourself up and be
prepared to explain if needed.

If you have been convicted of a crime, answer the question with “yes” and put “willing to discuss at
interview”. I you feel you have to further describe the conviction, avoid using legal terms to indicate
the type of conviction. For example, instead of “Theft”, write “I took something that did not belong to
me”. Ask a Career Advisor at BEST if you are unsure how to handle this question.

Availability

Some applications will ask when you are available to work. If you do not know the expected schedule,
write that you are available from open to close on each day to show that you are flexible. If you unable
to be that flexible, be sure to indicate the times that you not able to work. Remember that availability is
different from preference.

Other

Is there a place on the application that says “Other”? If so, use it to your advantage by adding
information about your skills that may not already be on the application. This is a great place to write
that you earned Employee of the Month and to list all of your wonderful work ethic skills.



Interviewing

About the people who do the Job Interviews....
Some businesses have HR (Human Resources) staff whose job it is to recruit, interview and hire
job applicants. Businesses like this are employers who typically have a large number of staff
such as hospitals, manufacturing plants etc. and therefore have fairly sophisticated HR
Departments. However, most small and medium-sized businesses have staff who perform job
duties in addition to hiring and aren’t as knowledgeable about the interviewing process.

All employers have fears about hiring and they hope that the hiring process will help them to
find the best candidate. YOU can easily be this candidate by being aware of these fears and
answering questions during your interview that will alleviate employer concerns.

What Employers Fear when Hiring Potential Employees

It will take you too long to learn the skills you need to do the job

You will have difficulties getting along with your supervisor and/or co-workers

You will only do the bare minimum amount of work, rather than doing what you are fully
capable of

You will bring a character flaw with you that will make the work environment negative
(gossiping, dishonesty, incompetent, bad attitude, laziness etc.)

You will frequently miss work

You will leave within a few months for a different job

You will lack initiative and always have to be told what to do

You won’t be able to perform the job duties to satisfaction

Preparation is Key
Research the Employer (Employers Expect This!)

What products are produced? What services are provided?

Number of employees

Reputation and company values

What customers or clients does the employer serve?

Look at employer website or look for recent newspaper and magazine articles

Learn more about the Position

Duties and Responsibilities

Required Skills

Salary range if possible

Is this a new position? If not, why is the position now available?

Use websites (a list of possible sites is included in this packet) to look at similar job
descriptions if a description is not available to you



Items to bring with you to the Interview
o At least 3-4 copies of resume and separate reference page
e Name and Title of interviewer(s)
e Anink pen (blue or black)
e A pad of paper
e Putitems in a nice looking, conservative folder. It will make you look and feel
organized.

Look like the right person for the job
e Dress one step above what you would actually wear on the job
e Avoid T-shirts, flip-flops, open-toed shoes,
sweatpants, tennis shoes, tank tops
e Cover noticeable tattoos and remove multiple
piercings until you know about the expected dress

The Interview outfit

depends on the job

code
e Wear clothing that is clean and pressed you want, the
e Men should shave. Mustaches and bears should be ]
neatly combed and trimmed. company image

e Pay attention to personal hygiene — shower, use

deodorant, brush teeth, clean nails and your own

e Only use subtle perfume/cologne/lotions if any at comfort with your
all

e Remove dark glasses personal

e Clothing and accessories should be conservative.
Sit in front of a mirror and pretend you are appearance.

completing paperwork. If you are revealing more
skin than is appropriate for an interview, change clothes.
e Smile

Four Stages of Interviewing

The first stage of an Interview

How you act is just as important as how you look. Walk into the business with confidence and energy.
Greet the receptionist with a smile. Tell this person your name and the reason you are there. Be
pleasant and friendly. Stand tall and put your shoulders back.

Practice speaking clearly with a voice level that is not too soft or too loud. Your tone of voice matters.
In fact, tone of voice is almost 40% of how a first impression is created. So, make sure you don’t sound
nervous, forced, or even worse, cocky or arrogant. Leave the sarcasm at home. Do a mock interview
with a friend and record it. Listen to the tape when you are done. How do you sound? Flat? Inspired?
Nervous? Sounding sincere, confident and sure is especially important when you are doing a telephone
interview.

Plan to arrive for your interview 10-15 minutes early. If you are unsure of where to go, find out ahead
of time so you don’t waste valuable time on the day of your interview and risk arriving late. Remember



to turn off your cell phone before you enter the business. Please - No texting — this is a common pet
peeve of employers.

Stand up when your interviewer enters the room and greet them with a handshake. Use a firm grip,
introduce yourself, make eye contact and, again, smile. Smiling will make you appear calm and
confident — even if you are very nervous.

Stay standing until invited to sit. Your posture is important during your interview. Slightly leaning
forward will convey enthusiasm and interest. Using eye contact and minimizing your hand gestures and
body movements will show that you are confident.

The second stage of an Interview

This stage is where an employer will ask you several questions to determine if you have the skills they
are seeking for the position. Use the following list of Common Interviewing Questions to prepare
yourself. Remember that this is your opportunity to convince an employer you have the skills necessary
to do the job. Write your responses down to the questions and go over them. Is your answer logical?
Does your answer highlight your positive personal characteristics? Did you use an example to back up
your response? Then practice answering the questions out loud and in front of a mirror if you can. This
kind of preparation will help you to stay on topic during your interview and give you the confidence you
need when you are asked a particularly difficult question.

Common Job Interview Questions
1.  Why do you think you might want to work for our company?
2.  What influenced you to seek an interview or position with this company?
3. What contributions can you make to our company?
4. Tell me about yourself.
5. Why did you decide to attend college? How did you choose your particular field of study?
6
7
8

. Under what conditions do you work best?
. What jobs have you held? How were they obtained and why did you leave?
. How do you define “doing a good job™?
9. What have you enjoyed the most and like least about the work you have done?
10. Describe how you typically approach a project.
11. How do you schedule your time? Set priorities?
12. What was the most difficult work situation/decision? How did you handle it?
13. Did you participate in school activities? How did these activities influence your
development as a person?
14. What is your best strength? What is your major weakness?
15. What would you like to be doing in five years from now? Ten years?
16. How do you expect to accomplish your goals?
17. What do you think determines an individual’s progress in a company?
18. Are you able to handle many tasks? How would you handle these tasks?
19. Do you take criticism well?
20. How do you spend your spare time?
21. What have you learned from the jobs you have had?
22. Do you have plans for further education?
23. What do you like most about yourself?
24. How do you get along with other people? What kind of co-workers irritate you?
25. What do you look for in a manager?
26. How do you handle stress?



27. What is your biggest fear?
28. What do you think it takes to succeed here?
29. Why should we hire you?

Situational Job Interview Questions

Situational interviews are also called scenario based interviews. The employer does not ask a
question but instead asks you to talk about the decisions you made during a particular situation in
the past by asking questions such “Describe a time when you...”. An employer may also ask
hypothetical questions to determine what kind of decisions you may make in the future. These
questions are generally in the form of “How would you handle...”

Situational types of questions are designed to help an employer determine your problem solving
skills and how well you handle problems with short notice.

Situational Interview Question Examples....

1.

2.
3.

Give an example of when you did something without being asked. Can you give me
another example?

Tell me about your most frustrating experience at your last job. How did you handle it?
Describe a recent problem you had with one of your manager’s decisions. How did you
handle it?

Tell me about your last performance review. What was mentioned about how you could
improve?

How would you handle a situation where a customer wanted to return an item of clothing
that had been obviously worn?

6. How would you handle a situation where you observed a co-worker removing money
from the cash register and putting into his/her
? :
pocket: Life’s most r
advice: Don
Final Tips

Memorize 7-8 words that you could use to describe yourself. Be prepared with an
example to back up each word to prove that you do indeed have that quality. Look at the
list below of Skill Words and circle every skill you have and plan to use at your next job.
Answer only the question that is asked in a concise manner. Don’t ramble.

Silence is a technique interviewers use to get you to explain your answers. This can get
you into trouble. Don’t be afraid of silence.

Express enthusiasm and optimism. Show your genuine interest in the job and the
company.

Don’t bring up salary, vacations or fringe benefits. Let the interviewer introduce these
subjects.

If you left your last job under difficult circumstances, be prepared to briefly explain what
happened. Don’t bad mouth your employer to another employer. If you made a mistake,
simply state you made a mistake and described what you learned from it. Practice with a
friend so you aren’t tempted to talk too much and possibly hurt your chances for
employment.



¢ In addition to preparing for your interview, remember to eat right, get a good night’s rest
to keep your mind focused, visualize the interview and its positive outcome and exercise
the night or morning before your interview. Your stress will decrease and so will your

Nervousness.
Skill Words
e Active e Detail e Innovative e Realistic
e Adept oriented e Insightful o Reasonable
e Alert e Determined e Intuitive o Reflective
e Ambitious o Diplomatic e Inventive e Reliable
e Analytical o Disciplined e Likeable e Resourceful
e Assertive e Dynamic e Logical e Respectful
e Authentic o Eager e Loyal e Responsible
e Broadminded e Economical e Mature e Self-confident
e Businesslike o Effective e Meticulous o Self-controlling
e Calm o Efficient e Motivated e Self-reliant
e Candid e Empathic e Optimistic e Sense of humor
e Capable e Energetic e Organized e Sensible
e Careful o Enterprising o Outgoing e Sincere
e Caring o Enthusiastic e Outstanding e Sociable
e Clear-thinking o Exceptional o Patient e Spontaneous
e Composed o Experienced o Perceptive o Stable
o Competent o Expressive o Persevering e Strong-willed
e Competitive e Fair-minded e Persistent e Sympathetic
o Confident o Far-sighted e Pioneering e Tactful
e Conscientious e Firm e Pleasant e Teachable
o Considerate e Flexible e Poised e Tenacious
o Consistent e Friendly o Polite e Thinks quickly
e Constructive e Generous e Positive e Thoughtful
o Cooperative e Gracious e Practical e Trustworthy
e Courageous e Helpful e Precise e Understanding
e Creative e Honest e Productive e Versatile
e Critical e Humorous e Progressive e Visionary
e Curious e Imaginative e Punctual e Wholesome
o Deliberate e Independent e Purposeful
o Dependable e Industrious o Rational
e Ingenious

Provided by WorkNet DuPage, an lllinois workNet Center.

The third stage of an Interview
The employer may invite you to ask questions during the interview. If not, you are encouraged to ask
questions upon completion of the interview. Suggestions for questions to ask include:

Could you tell me more about the duties and responsibilities of the job?

What kind of skills do you look for in people you promote?

What kind of personal qualities are you seeking in candidates for this position?
Is this a new position? If not, why did the last person in this position leave?

el el



Could you tell me about the people I would be working with?

Could you describe a typical day on the job?

What is the dress code for this position?

What is the decision timeframe? Will there be a follow up interview?

NG

The fourth (and final) stage of an Interview

Following up on your interview is important. Every interview should be followed up by a brief follow-
up letter to each individual you meet. Use the letter to express your enthusiasm for the position,
highlight your areas of strengths (skills) and thank the interviewer for his/her time. Unless the
interviewer has specifically stated not to, state in the letter that you will follow-up with a phone call in 5
days and do it.

It’s best for letters to be written following a standard business letter format. Ask a Career Advisor at
BEST if you need help in setting it up. If you have nice handwriting and have professional looking
thank-you cards, you may choose to send your follow-up note on a thank-you card. Remember to get
business cards from the interviewers before leaving the interview as you will want to ensure you are
using the correct spelling and titles on your letter(s).

SAMPLE THANK-YOU LETTER
Your Address
City, State, Zip Code
Telephone and E-Mail address
Today’s Date
Mr./Ms. XXXX
Title
Company
Street Address
City, State Zip Code
Dear Mr./Ms. Xxx:

Your opening paragraph should thank the interviewer for his/her time without apologizing for taking that time.
Mention the interview date and place to refresh the interviewer’s memory.

In the second paragraph, emphasize one or two of your strengths that are particularly relevant to the job or were
stressed by the interviewer. State any information that you may have forgotten to bring up in the interview and
address any issues that you feel need further clarification.

Close the letter by restating your interest in the company. This lets the interviewer know you are genuinely
interested in a position with his/her firm. Be sure to state how you may be contacted.

Sincerely,

Your Name



Website Addresses for Job Search

There are many terrific websites that offer FREE information about career planning, resume writing,
interviewing tips, helpful articles about job search and job listings. Here are just a few sites to get you
started:

www.illinoisworknet.com
www.indeed.com
www.iljobs.com
WWW.snagajob.com
www.careerbuilder.com
WWW.Mmanpower.com
WWW.careeronestop.org
WWw.monster.com
www.gcemployme.com
www.directemployers.com
www.hotjobs.com
www.illinoisskillsmatch.com

Newspapers

www.saukvalley.com (Sterling/Dixon)
www.qconline.com (Moline Dispatch/Rock Island Argus)
www.qctimes.com (Quad City Times)

www.rrstar.com (Rockford Register-Star)
www.bcrnews.com (Bureau County Republican-Princeton)
www.journalstandard.com (Freeport)

Website to use to research careers
http://www.workforceinfo.state.il.us

Website to use for job descriptions and researching different occupations
http://online.onetcenter.org



http://www.illinoisworknet.com/
http://www.indeed.com/
http://www.iljobs.com/
http://www.snagajob.com/
http://www.careerbuilder.com/
http://www.manpower.com/
http://www.careeronestop.org/
http://www.monster.com/
http://www.qcemployme.com/
http://www.directemployers.com/
http://www.hotjobs.com/
http://www.illinoisskillsmatch.com/
http://www.saukvalley.com/
http://www.qconline.com/
http://www.qctimes.com/
http://www.rrstar.com/
http://www.bcrnews.com/
http://www.journalstandard.com/
http://www.workforceinfo.state.il.us/
http://online.onetcenter.org/

