NEXT STEP READY:

THE EMPLOYMENT CHALLENGE



Order of Presentation:

[.Resumes
2.Dressing for Success



Ultimate Rules re: Employment

I. We only get one chance to make a
first impression; and

2. The first impression is the lasting
impression!!




college
2.An emp

Resumes:

I.The very first thing that an emp

recruite

oyer (or

less thar

a mint

') will see Is our

loyer (or
resumes;

college recruiter) will spend

3.That means tha:

written t

Nat It drows t

college

‘ecruiter's) a

fe looking at our resumes;
- Our resumes must be so well-
ne employer’s (or

tention and makes this

person want to learn more about us.



Resumes:

General Rules:
1. Grammarll Grammar!! Grammarl!

Use the CORRECT word!!
Ex. — There, their & they're
T0, WO & 100

Your & you're
|15 & It'S




Resumes:

General Rules:
1. Grammarll Grammar!! Grammarl!

Using the correct homonym of words is
FUNDAMENTAL!

Principle vs. Principal Sea vs. See
Who's vs. Whose Dear vs. Deer
Feet vs. Feat -l vs. Fell




Resumes:

General Rules:
1. Grammar!! Grammar!! Grammar!!

Correct spelling of words is FUNDAMENTAL!!

Conversate vs. Converse  Specific vs. Pacific
Meant vs. Mint Taylor vs. Tailor
Every thing vs. Everything ~ Where vs. wear



Resumes:

General Rules:
1. Grammarll Grammar!! Grammarl!

Utilizing correct tenses of verbs is
FUNDAMENTAL!!

Ex. - "l learned that month-to-month sales and payroll
deductions ISN'T necessary fo calculating
monthly business costs.” (Correct tense: AREN'T)




Resumes:

General Rules:
1. Grammarl! Grammarll Grammar!!

Utilizing correct tenses of verbs is
FUNDAMENTAL!

Ex. - “A person DON'T have fo first reqister to vote to
be considered for employment at ABC
Construction.” (Correct tense: DOESN'T)




Resumes:

General Rules:
1. Grammar!l Grammarl! Grammar!!

Correct use of punctuation is FUNDAMENTAL!!

Ex, =" utll]

[€CO

zed my ski

ding-keepi

emp

oyee-repo

s o create an updated

ng sys

1ing p

erT@I established
rocedures.”



Resumes:

General Rules:
1. Grammarl! Grammarll Grammar!!

Correct use of punctuation is FUNDAMENTAL!!

Ex. - "Developed data-tracking procesg
Established control standards for Tesﬂngo
mplemented improved testing
procedureg)




Resumes:

General Rules:
1. Grammar!! Grammar!! Grammar!!

Correct use of punctuation is FUNDAMENTAL!!

Ex, -
®
D

'm seeking an emp
lows me 1o utilize rr

oyment position that
vy accounting and

Usiness manageme

t skillgy



Ex. - W

int
a chef's pos

Resumes:

General Rules:
2. Create a resume tailored to the job sought!!

nen seekir

ernship, su

g0
bomi
iflor

n biologico
tting a resu

professional suicide.

engineering

nme Cred

ot a local restaurar

ed for

TS



Resumes:

General Rules:
2. Create a resume tailored to the job sought!!

This means that we're going to have to create
MULTIPLE resumes specific to the employment
opporfunities sought.




Resumes:

General Rules:
3. Stay relevant!!

Ex. - |f we're applying for an administrative
assistant position in a corporate office, it ISN'T
relevant how many times we won the NC High
School 4-A Football or Basketball
Championship.




Resumes:

General Rules:
3. Stay relevant!!

Ex. - If we're applying for a discipline-specific
scholarship, our interests in crocheting,
camping and comic book collecting AREN'T
relevant and should not be included in our
resumes.




Resumes:

General Rules:
4. Be specific without being overwhelming!!

Ex. - “Utilized and demonstrated excellent
office management skills.”




Resumes:

General Rules:
5. Demonstrate results applicable to the job
sought!!

EX. - When applying for an electrical engineering
assistant position with Duke Energy,
highlight educational success and
extracurricular involvement in activities
focused electrical engineering.




Resumes:

General Rules:
5. Demonstrate results applicable to the job
soughtl!

Ex. - "Completed dll electrical engineering
coursework as part of the NAF Engineering
Academy; selected to represent school in
county-wide high school electric engineering
symposium; summer employment as electrical
engineering assistant af Bobby Duke James
Flectrical Company.”
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Resumes:

General Rules:

6. Be yourself!l

+Don't use 25 words w

o Stick with the vocabu

' A

tr

OW O

rough”

Jr essentio

VOUr rest

ch

nen 10 words will do:

lary you typically use;
aracter 1o “shine

me,



Resumes:

|. Before we type the first character of our
resumes, we must research the company (or
college) we want to join.

2. When creating our resumes, we must be
professionall.

3. Begin by providing our full names, actuo
mailing address, best contact number and
best email address.




Resumes:
THE INTERNET IS YOUR FRIEND!!

Virtually every company, corporation and/or
college has a website that provides the public
with information about itself. Review the
website to gain a sense of what that company,
corporation and/or college is all about BEFORE
YOoU create and submit your resume.




Resumes:

Our resumes ARE NOT the place o be cute or

it!]

Instead, our resumes MUST convey that:
I. We're persons that have given serious
consideration of available position and/or

opportunity; an

2. We're persons t

C

g

recruiter) must

at the employer (or college

ake seriously!l



Resumes:

1. Whatever telephone number that we provide
on our resume must have a professional
voicemail greefing (e.g. My suggestion is to use
the prerecorded greeting provided by the
cellular telephone company).

2. Create anon-descript email address to receive
correspondence and communication from

orospective employers (or college recruiters).

3. Draft a purpose statement that links our

immediate future with the company, college or

opportunity.
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I

Resumes:

When recording our educational history, provide
only those points of interests, activities and
achievements that demonstrate our qualifications
for the employment positions or opportunities we're

applying for.

When recording our employment history, provide
only those positions and responsibilities that

demonstrate our qua

ifications for the employment

posItions or opporfuni

les we're applying for.

Conclude your resume with a “References upon

request” section.

25
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