Tips on Resume Writing and Interviewing


As an employee notified of layoff, Human Resources will assist you in locating equivalent or alternate vacant positions for which you qualify. It will be your opportunity to do everything you can to convince the hiring authority you are the best person for the job.  The following are some tips on writing your resume and effective interviewing that may help you in the job-seeking and placement process.

Resume Writing Tips
An effective resume provides concise, factual, and positive information about you to help employers decide whether you are the best candidate. It is your marketing tool to assist in selling your talents to a prospective employer. Since it remains after your interview is over, it reminds the employer about your background.

It should be limited to one to two pages and summarize your experience, skills, and education to highlight your qualifications for employment. 

Your resume should say:
· Who you are

· What you know and have done

· What kind of work you want

· Why you should be hired

A cover letter should accompany your resume, because it serves to focus the aspects of your experience and education that are directly applicable to the job. A cover letter may demonstrate your attitude, work ethic, and written communication skills. A well-written cover letter and resume can play a major role in establishing your candidacy and increasing the likelihood you will be called for an interview. 

Your work history should include the name of each employer, your job title, employment dates, and a brief description of your duties and responsibilities, as well as relevant achievements and specials skills, including military experience. 
List, if appropriate to your field of work, memberships in professional organizations, knowledge of foreign languages, articles published, inventions or patents, and skills such as typing or computer software knowledge. Avoid religious or political affiliations.  

In citing your educational background, don’t provide details (like a listing of major courses) unless the job requires it, your work experience is limited, or you did not graduate but want to show you have taken courses related to your occupation. If you want to emphasize your education, place it before your work history; otherwise, you should place it after your work history. 

· List all conferred degrees, starting with the highest. If you have not received a degree but have attended college, you may list the total number of hours completed. Give the name and location of the college, degree(s) conferred, and major field(s) of study. 
· Include job-related extracurricular activities and significant scholastic honors. 

· Include any other pertinent education, such as vocational, professional, or military schools. List professional licenses or certificates.    
Do not list references on your resume. Simply include a statement, such as “References available upon request,” at the bottom of your resume. Have a separate sheet listing your references and bring this to an interview. Notify your references if it appears you are being seriously considered for a position. It is a good idea to send copies of your resume to the references you plan to use.

Carefully consider the language and format of your resume. Limit the length of your resume by using concise phrasing rather than complete sentences. You should convey a positive tone and use strong action verbs to describe job-related responsibilities and accomplishments. A few examples of action verbs are: instructed, demonstrated, performed, planned, motivated, increased, trained, solved.
· Make your resume easy to read and scan; use white space to make text stand out.
· Use serif fonts (Times New Roman or Ariel), type size 10.5 or 11.
· Avoid using “I” statements; instead begin sentences or phrases with action verbs.
· Devote more space to recent jobs than to earlier ones.

· Write out all numbers from one to nine; use numerals for 10-999,999.
· Write your name and phone number on each page (in case pages get separated).
· Do not misrepresent or exaggerate your experience.
· Do not use abbreviations or jargon, either professional or technical, unless it is relevant to the position and all readers will be sure to understand the terms.
· Do not include a snapshot.
· Be aware of information or dates that could be used to screen you out of consideration.

Neatness definitely counts, so be consistent with the layout- - pay attention to the arrangement of headings, captions, use of capitals, underscoring, and fonts. Lead your reader’s eye through points with headings, bullets, bold type, and white space. Of course, check for typographical errors and mistakes in grammar, spelling, or punctuation. Be critical - - have at least one other person proofread and review your resume. 

Effective Interviewing Dos and Don’ts
The time you spend in the interview is the most important part of the hiring process. 
To prepare for an interview you should do your homework by researching the organization, the department, and the position to which you are applying. Be prepared to explain to an interviewer why you should be hired - - to convince him or her that you would be an asset to the department. You should have a good understanding of your strengths and weaknesses. Be prepared to discuss, in detail, examples of work performed, leadership abilities, specific skills you possess which may not be apparent from your resume, and recent training or education. In addition, you also will want to have an idea of realistic career goals and to develop questions to ask about the department. 

During the interview’s discussion portion, be ready to answer questions. In all likelihood you will be asked for specific examples from your past work experience that could be applied to the work environment. Hiring managers are commonly trained to conduct interviews using the behavior-based format. Interview questions will be designed to determine if you have the qualities needed to be successful in the job.  
The first step in preparing for an interview is to have an understanding of the position for which you are applying. Read over the job description and think about what skills, knowledge, and abilities the job will require. Always think about the behaviors or qualities the job you are interested in will require - - you can bet interview questions will be directed in those areas. Prior to the interview come up with specific examples that illustrate your experience handling similar work or projects, customer-service ability, problem-solving skills, or creativity. Be prepared to tell your story based on past accomplishments that are appropriate answers for a behavior-based interview for that specific job.  
Your answers should be phrased so you cover the following items:  1) the Specifics of the situation, 2) the Actions you took, and 3) the Result(s) that occurred. Paint a clear picture for the interviewer. The interviewer wants to understand your thought process for taking action, so explain your decision-making process. Your answer should be direct and organized.  Do not ramble and jump from one situation to another.  Your example should also be in chronological order.  Make sure you always give the result, even if it seems obvious to you.  The interviewer can’t make the assumption your skills had a positive effect unless you tell him or her.

An example with sample questions:  A Supervisor must be able to coach and develop, to make analytical decisions, and to have excellent time management and communication skills, so interview questions will be designed to explore those areas.  Each question below is designed to discover something about a skill needed for the job.
Time management - “Tell me about a time that your manager gave you several tasks to complete along with a timeline that you could not meet?”
Feedback - “Tell me about a time when you had to provide difficult feedback to your supervisor?”
Coaching and developing - “Tell me how you have coached someone to improve performance and what would you have done differently?”
Problem-solving - “Tell me about a time that you addressed a problem and what actions you took in identifying a solution?”
Embracing change - “Tell me about a difficult change that you have experienced on the job and how you would have communicated it to a group of peers?”
Flexibility - “Tell me about a specific time that you demonstrated flexibility on your team?”
Enthusiasm - “What is your understanding of the position for which you are applying?”

Other questions typically asked in interviews may be: 

General

· What makes you the best candidate for this position?

· Tell me about yourself.

· Have you ever encountered major problems, and how did you overcome them?

· Do you enjoy working with people or things? Why?

· How do you respond to criticism? 

Work Experience

· Tell me about your current (or previous) job.

· Describe your responsibilities.

· On what projects did you work?

· Describe your relationship with your supervisor.

· List examples of your work experience in which you demonstrated tenacity/integrity/honesty.

Personal Characteristics

· Describe yourself using five adjectives.

· Use three of those adjectives to provide examples of how they relate to your work performance.

· How do you work under pressure?
· What are your strengths? Weaknesses?
During the interview, some things to keep in mind are: Be yourself in the interview. Sound excited about your career! Be honest. Remember, you are selling yourself, so be sure to comment on your positive points. Make your answers meaningful. Avoid short answers such as “yes” or “no” as well as long, endless ones. Don’t disclose confidential information about your former or current employer or co-workers. Let the interviewer bring up the issues of salary, raises, and benefits. If you’ve done your homework, you should have a general idea about these aspects. Don’t ask whether you got the job or when you can start. 


You, too, need to ask questions during the interview. Doing so can show your interests meet the requirements of the job. You may want to ask:

· What are the opportunities for career growth here?
· Why do you enjoy working for this department?
· What qualities are you looking for in a new hire?
· Describe a typical day in this position.
Whether you will be interviewing for a position in a conservative business environment or one in which appearances are not as important, it makes sense to dress your best. It is better to dress too formally than to be too casual. Bring a portfolio or briefcase.  Wear:

· A solid color conservative suit with coordinating blouse or long-sleeved shirt and conservative tie for men.
· Moderate, professional shoes with dark socks for men and flesh-toned hose for women.
· Limited jewelry, no perfume or aftershave, and sparse makeup for women.
· A neat, professional hair style and have neat, clean fingernails.
It is advisable to send your interviewer(s) a very brief, personalized “thank you” note reaffirming your interest in the position after the interview is over. And, of course, be prepared to wait. You may even have to go through some follow-up interviews. 
