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Resume Resources Agenda 

Research Your Ideal Job 

Create a Career Summary 

Formatting Your Resume 

Resources 

Cover Letters 

Stand out 

from the 

competition 
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Research your Ideal Job 

 Your Local Library—Call number 331 

 Career OneStop (www.careeronestop.org) 

 Company Web Sites 

 Career OneStop Employer Locator 

(www.careerinfonet.org/employerlocator/empl

oyerlocator.asp?nodeid=18)  

 The Riley Guide 

(rileyguide.com/employer.html) 

 JobZone 

(www.nycareerzone.org/jobseeker/portfolio/inde

x.jsp) 
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Research Your Ideal Job 

 Occupational Outlook Handbook 

(www.bls.gov/oco) 

 Informational Interviews 

 Social Media 

 In the news! 

 Business Trends 
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Resumes and Technology 

 On Avg. 500+ applicants per job 

 HR Understaffed & Overworked 

 Utilize Resume Scanning 

 Keywords 

 Buzzwords 

 Match job description 

4/12/2011 6 



15 Second Rule 
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Resume Scanning 

 Customize, Customize, Customize 

 No Pics or Crazy Fonts 

 Leave a lot of white space 

 Achievements: What have you done? 

 Spell Check! Then read OUT LOUD! 

 Contact Info Correct – Clean up Voicemail 
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Paint a picture 

 Action Verbs 

 Buzz Words 

 Quantifiable 

Results 

 Mirror the 

company vision 

 

 

WHO 

ARE  

YOU? 
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Developing a Career Summary 
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Career Summary Worksheet 
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Skill Chart 

Skills 

Technical Equip 

Planning Merch 

Problem 

Solving 

Communication Staff Cust Clients 

Creativity Prog 

Team Work 4th Floor 

Motivation Top #’s 

Flexibility Shift 

Analytical Sale Fig 

Achievement Award 

Integrity Leader 

Interpersonal 

Hospital Retail Volunteer 
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To write or not to write 
 

 Objectives: 
 ―To pursue a challenging account executive position at <competitor’s 

name>‖ (The objective contained the name of the rival company) 

 ―This position will look really neat on my resume‖ 

 Job Skills and Qualifications: 
 You will discover my skills if you hire me (for a programmer position) 

 Experience 
 ―28 dog years of experience in sales (four human).‖ 

 Surfing the Internet 

 Achievements: 
 I have never been fired from a job 

 Won a strawberry eating contest when I was 16 

 Education: 
 Yes 

 I am bi-lingual in three languages 
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Functional: 
Resume designed to 

highlight skills and 

experience. 

 

**Used while changing 

careers or remove 

focus on employment 

gaps. 

Resume Format 

Chronological: 
Resume designed to 

highlight your work 

history. 

 

**Easy to see job titles 

and responsibilities and 

duration at each 

position.  

Resume 

Types 

Combination: 
Resume designed to 

highlight skills and 

experience first, then 

your employment 

history second. 

 

**Used when skills and 

history are relevant to 

job position. 
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Chronological Example 
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Functional Example 

4/12/2011 16 



Combination Example 

From Resumeedge.com 
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Converting to Plain Text 

From Susan Ireland’s Resume Site 
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Converting to Plain Text 

From Susan Ireland’s Resume 

Site 4/12/2011 19 



Online Resources 

 poklib.org web page 

 

 

 

1 

2 

3 
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Resources 
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Online Resume Resources 

 NYPL’s Job Search Central Blog 

(www.nypl.org/voices/blogs/blog-channels/job-

search-central) 

 JobStar Resume Tools 

(jobstar.org/tools/resume/index.php) 

 Quintessential Careers 

(www.quintcareers.com/resres.html) 

 The Riley Guide 

(www.rileyguide.com/letters.html) 

 Susan Ireland’s Resume Site 

(susanireland.com) 
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Resume and Interviewing Books  

 PPLD Call number 650.14 
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MS Office Resume Wizard 

1. File 

 

 

 

 

2. New 

 

 

 

 

 

 

3. Resumes and CV’s 

or New resume 

samples 
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Online Resume Builder 

1 

4 3 

2 

5 

4/12/2011 25 



Online Resume Builder 
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Cover Letter Format 

 Address your audience 

 Use a name if you have it….no name use ―Dear Sir or Madam‖ 

 Be Clear  

 ―I’m writing in response to your ad in….‖ 

 Communicate Value 

 You are the solution to their problem…why? 

 Repeat the qualifications 

 Keep it short and simple 

 Tease the reader into wanting to learn more about you. 

 Exit on a high note 

 ―I look forward to discussing…..‖ 
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Cover Letter 

Example: Amazeyourself.net 
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Cover Letter Continued 

Example: Amazeyourself.net 
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Cover Letter Continued 

Example: Amazeyourself.net 
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Proper Follow Up Etiquette 

 E-mail in 2 Weeks   

 What are the next steps 

in the recruiting 

process?  

 Will all candidates be 

contacted?  

 Do you need any 

additional information?  
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INTERVIEWING RESOURCES 
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Agenda 

What to Prepare 

What to Wear 

What to Do 

What to Say 

Follow Up! 

Impress 

For 

Success 
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Survey Says… 

Q: ―What is your company's policy on Monday absences?"  

Q: ―When you do background checks on candidates, do things 

like public drunkenness arrests come up?"  

Q: ―Why did you leave your last job?  

A: ―I have a problem with authority‖ 

Q: ‖Why do you want to work for us?‖  

A: "Just for the benefits."  

Q: ‖Tell of a time you made a mistake and how you dealt with it.‖ 

A: "I stole some equipment from my old job, and I had to pay 

for its replacement."  

Q: ―Have you submitted your two weeks' notice to your current 

employer?‖ 

A: "What is two weeks' notice? I've never quit a job before, 

I've always been fired."  
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What to Prepare 

 Do your homework on the company 

 Newspapers 

 Press Releases 

 Company profile 

 

 Do your home work on the culture 

 

 Prep your answers for common questions 

 

 

 

 

4/12/2011 37 



Research 

 Newspapers 

 

 Press Releases 

 

 Company Profiles 

 

 Colleagues 
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Question prep 

 Elevator Speech: 30 second summary (200-300 

words) 

1. My name is….and I work as (title or current 

situation)… 

2. Where I work with…(customers, clients)… 

3. Who experience…(the problem)… 

4. Which means that…(the outcome of the problem)… 

5. So what I do is…(your product or service)… 

6. Which means that….(benefit/outcome of the 

solution) 

7. Call to action (what you plan to do now/future) 
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Interview Cheat Sheet 
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What to Wear: Dress to Impress! 

 First Impressions Still Count! 

 Important to look professional 

 Learn their dress code 

 Dress for the type of job 

 Not Sure ASK! 

 What not to wear / Safety Restrictions 
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What to do the day of the interview  

 Bring several copies of your resume 

 Be sure you know where you are to meet the 

interviewer – arrive to the area early – check in 

with the receptionist 5-10 minutes early 

 Keep this in mind – arriving too early means that 

someone may feel they have to ―entertain‖ you 

 Use some of the extra time to prepare yourself – 

visit the restroom and turn off your cell phone!! 

 Be sure to greet everyone you see with a smile – 

you never know who has influence in the hiring 

decision 
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Body Language 

 No Fidgeting 

 Don’t bounce the leg 

 Relax but don't slouch – ―unfold‖ 

 Lean in and engage – Mind Your Posture 

 Good eye contact 

 Smile, Nod, Show Interest 

 Listen 

 Mirroring 

 Be Confident 

 Take notes 
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What to Say 

 Don’t talk too much: Don’t Ramble 

 Establish Rapport – Take Cues 

 Professional Language, no slang 

 Ask Questions 

 How can you plug into their mission? 

 Script your answers 

 Strengths and Weaknesses 
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STAR Technique 

• Situation 

S 

• Task 
  

T 

• Actions
  

A 

• Results 

R 

For more information on the STAR Interviewing method, go to: 

http://www.quintcareers.com/STAR_interviewing.html 
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Top 5 interview questions 

1. Why are you here? 

2. What can you do for us? 

3. Are you easy to work with? Hard to work 

with? Do you know? 

4. Why is it better to hire you than one of the 

other candidates? 

5. Will your salary expectations fit within our 

budget? 
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Do you have any questions? 

Don’t ask for the sake of asking – have 

some questions you would like to ask about 

the job, department or duties. 

 Would you describe a typical day on the job? 

 How would you describe your organization’s 

management style? 

 What do you like most about your 

organization? 

 How are employees evaluated and 

promoted? 
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Questions an interviewer can’t ask 

 Copied from NY State Department of Labor 

(http://www.labor.ny.gov/careerservices/findajob/intview.shtm): 

 It is illegal for an interviewer to ask you questions 

related to sex, age, race, religion, national origin or 

marital status, or to delve into your personal life for 

information that is not job related. 

 
If you decide to answer the question, be succinct and try to move the 

conversation back to an examination of your skills and abilities as quickly as 

possible. For example, if asked about your age, you might reply, "I'm in my 

forties, and I have a wealth of experience that would be an asset to your 

company." If you are not sure whether you want to answer the question, first 

ask for a clarification of how this question relates to your qualifications for the 

job. You may decide to answer if there is a reasonable explanation. If you feel 

there is no justification for the question, you might say that you do not see the 

relationship between the question and your qualifications for the job and you 

prefer not to answer it. 
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The Fortune is in the Follow Up! 

 Thank you is a MUST  

 Hand written, go the extra mile 

 Phone call 

 2 Weeks 

 Etiquette 

 Thank interviewer 

 Thank referral 
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Online Interview Resources 

 NY State Department of Labor 

(http://www.labor.ny.gov/careerservices/findajob/intview.

shtm) 

 Five Questions to Get You Through Any Interview 

(http://www.nypl.org/blog/2010/05/24/five-questions-get-

you-through-any-

interview?sms_ss=email&at_xt=4d276b336f853c67%2C

0) 

 Quintessential Guide to Job Interview 

Preparation – free online book 

http://www.quintcareers.com/Quintessential_Car

eers_Press/Job-Interview-Preparation/ 
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