


RESUMES...NOT JUST ON PAPER
ANYMORE

® Online appli
systems a
new gat

® Uploadi
material

® Compani
utilizing s
networking




WHY DO | NEED TO HAVE ONE?

® Still seen as a
necessity in job
market

® Quick summary of
your qualifications

® Need to supply at
moment’s notice




THE HONEST TRUTH...

® Employers will spend less than 60 seconds
reviewing your resume

® Unformatted resumes get tossed to the side

® People have preferences when it comes to
resumes

® There isn’t always a correct or incorrect
method

Now let’s get started...







RESUMES: THE OLD SCHOOL WAY

® PAPER

= 81,7 X 11” 12

= Neutral co

= Subtle de

= High qual

= One-page
level

esS

Quick Tip:
Arial, Times New Roman, Century Gothic are good
font choices.




HEADER: YOUR INTRODUCTION

® Name in bold
or larger for EXAMPLE:

® Address

® Email add

® Phone nu

MARISA V. NAFTZGER
0000 Frank Ave. NW

\. Canton, OH 44720
rmnafrzega@iapiieely



mailto:mnaftzge@kent.edu

OBJECTIVES VS. PROFILES...
PICK ONE OR THE OTHER!

® Goals
® Reason for submitting

Example:

“To obtain an entry-
level position In the
field of event
planning that utilizes
strong communication
skills.”

® Quick introduction
® Qualifications

Example:

“Self-motivated leader
with two years of
Internship experience
In marketing and
event planning.”

OBJECTIVE

PROFILE




TIPS FOR OBJECTIVES AND
PROFILES

@ Tailor to fit the
description

® Phrases or
sentences...r
one!

® Change for eé
position

® What can you do
for them?




EDUCATION INFORMATION

® Most recent or highest level first

® Name of university, degree earned, major/
minor, GPA If applicable*

® Specialized coursework, If applicable

EXAMPLE:

Kent State University, Kent OH May 2011
Bachelor of Arts

English major, Communications minor

GPA: 3.8




LISTING YOUR EXPERIENCES:
H PART!

® Experience |
® Be creativ
@ Don’t be s

® Note adde
promotions

® Relate to th ossible




WHAT ARE THEY G FOR?!

® “Duties wil
Flexibility
tasking

® “Work ¢
Collabo

® “Interactio
Communicati



HAVE YOU EVER...

® Supervised?

® Mentored?

® Presented?

® Reached a goal?

® Been responsible
for money
transactions?

® Trained others?
® Done research?

®Led a team?
®Led a project?
® Compiled a report?

® Organized an
event?

® Worked In
customer-service
field?




WHAT EXACTLY DID YOU DO?

® General:
= “| worked as a marketing intern last summer.”

® Specific:
= Collaborated with a research and development
team to design a new product marketing plan.

= Created and maintained a database of over 500
prospective clients.

= Served on a task force to assess client
satisfaction and improve customer relations.




EXPERIENCE DO’ D DON’TS

verb tense

® Use number
possible

® Organize wit

DO DON’T




ALSO INCLUDE ANY...

® Activities
® Awards/ Rec
® Community

® Involvemen
professiona

® Military exp
® Special skills




A WORD ABOUT REFERENCES

® Separate sheet

® Always ask p
first

® Provide If a

® Avoid perso
character r

GOOD CHOICES:

College professors, supervisors,
organization advisors, employers







APPLYING ONLINE: WHY ARE
EMPLOYERS DOING IT?

® Saves time

@®Acts as a
gatekeeper

® Record-keeping

® Automated
screening




APPLYING ONLINE: WHAT YOU
NEED TO KNOW

® There Is a screening process

® Systems can be set up to search for key word
matches

® Always upload additional materials...the
application alone i1s NOT enough!

® Employers still expect cover letters

® Spelling errors on the application still count
against you!




TIPS FOR ONLINE APPLICATIONS

® Cut and paste from your resume when
necessary

® Upload materials as Word documents to |
oreserve formatting |

® Don’t get fancy with formatting or fonts

® Keep track of what jobs you have applied for
and when

® Apply directly through the company website
whenever possible




SOCIAL NETWORKING:
NOT JUST FOR KEEPING IN TOUCH!

® Soclal networking

can connect you to facebook
potential
employers

® Facebook- ? *

® Twitter a > o4
® Linked In L‘“kEdMﬂ -



http://images.google.com/imgres?imgurl=http://www.manchester.edu/Athletics/images/facebook.jpg&imgrefurl=http://www.manchester.edu/Athletics/&usg=__tcp3rekl1JQwijR17pRA5xMfVGs=&h=385&w=1024&sz=25&hl=en&start=2&sig2=uFwub9E1qQGRFKeFjjD2Sw&itbs=1&tbnid=LTkRB8ED8k4OcM:&tbnh=56&tbnw=150&prev=/images?q=facebook&gbv=2&hl=en&sa=G&ei=2e16S8vbIZPUtAOB1pnLCA
http://images.google.com/imgres?imgurl=http://www.theyoungestcandidate.com/main/Portals/0/twitter_logo.png&imgrefurl=http://www.theyoungestcandidate.com/main/&usg=__PU1OZEqzEHAy-RiKxBBycwKEBiQ=&h=456&w=1234&sz=46&hl=en&start=3&sig2=jX-GMacrxVVWwnGQvpE-aQ&itbs=1&tbnid=o0Q1tsWShArWaM:&tbnh=55&tbnw=150&prev=/images?q=twitter&gbv=2&hl=en&ei=CO56S6uALKaetgO7wbW8Cw
http://images.google.com/imgres?imgurl=http://2007.ispace.ci.fsu.edu/~arh04d/anthonyrhopkins/images/linkedin.jpg&imgrefurl=http://jlpowers.net/&usg=__YME9HOjr5LBWq_hd5_Po8dN9_2Q=&h=216&w=640&sz=49&hl=en&start=4&sig2=bCDRQNDgYeBN8z0T7N1kOw&itbs=1&tbnid=d5Sjr-qb-drGeM:&tbnh=46&tbnw=137&prev=/images?q=linked+in&gbv=2&hl=en&ei=J-56S_TnOaHgtAOK1_HKCA

STRATEGIES

® Follow companies on
Twitter to stay
current on their
projects/ initiatives

® Follow professional
organizations

® Let others know you
are looking

@ Create a professional
profile to act as your
online resume

® Place a link to your
profile on a resume or
email signature

® Self-promote!
® Get recommendations

® Use key words in your
profile



http://images.google.com/imgres?imgurl=http://www.theyoungestcandidate.com/main/Portals/0/twitter_logo.png&imgrefurl=http://www.theyoungestcandidate.com/main/&usg=__PU1OZEqzEHAy-RiKxBBycwKEBiQ=&h=456&w=1234&sz=46&hl=en&start=3&sig2=jX-GMacrxVVWwnGQvpE-aQ&itbs=1&tbnid=o0Q1tsWShArWaM:&tbnh=55&tbnw=150&prev=/images?q=twitter&gbv=2&hl=en&ei=CO56S6uALKaetgO7wbW8Cw
http://images.google.com/imgres?imgurl=http://2007.ispace.ci.fsu.edu/~arh04d/anthonyrhopkins/images/linkedin.jpg&imgrefurl=http://jlpowers.net/&usg=__YME9HOjr5LBWq_hd5_Po8dN9_2Q=&h=216&w=640&sz=49&hl=en&start=4&sig2=bCDRQNDgYeBN8z0T7N1kOw&itbs=1&tbnid=d5Sjr-qb-drGeM:&tbnh=46&tbnw=137&prev=/images?q=linked+in&gbv=2&hl=en&ei=J-56S_TnOaHgtAOK1_HKCA

DO’S AND DON’TS OF USING SOCIAL
NETWORKING

® DO self-promote © DON"T mix
® DO use key words personal and
® DO use orofessional
srofessional ® DON"| forget you
photos could be
»DO use Vol contacted at any
y time!

name If possible

@ DO include your
resume

® DON"T speak
negatively about
others




TO-DO LIST: PREPARING FOR THE
JOB HUNT

® Create a resu

® Select refer
your resu

® Create a
® Google yo
@®Cleanup y
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