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Unit 1
Job Hunting

Unit Focus:

3. Develop interview skills and résumé writing skills

Part II In-class Warm-up Activities
Lead-in

Read the following chart and describe the process of job-hunting.
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R Matching and Discussion

A

\
1 hs\«g\g Match the job descriptions in Column A with the job roles in
— Column B, and then ask some classmates about their ideal jobs to

complete the following form.

A B

a) Responsible for the design and implementation of hardware engineer
a variety of software solutions. Test, debug, and
maintain the system once it has been fully designed. software engineer

b) Responsible for quality testing and verifying the
software, product or application to make sure it meets software salesperson
the business and system requirements stated by the
company, which designed and developed it. software QA specialist

c) Responsible for researching, designing, developing,
testing as well as supervising production and installa-
tion of the computer hardware.

d) Deal with individual customers and corporate clients
in the software industry. Help consumers find the best
software solutions for their office, entertainment, or

educational needs.

Name Ideal Job : Reasgns :




Self Evaluation: honest, eager to learn, independent, serious, optimistic
Weakness: not clever, not self-assertion

Eduecational Background:
from 2005 to 2009  DEF University for bachelor’s degree
from 2010 t0 2013  ABC University for master’s degree

Study Backgraund: From 2005 to 2009, I studied in DEF University. My major is
electronic engineering. During that four years I have learned a lot about hardware, |
such as digital circuit, automatic control, mcu and mpu. The courses I selected |
greatly improved my analytical skills and practical abilities. My major in ABC ‘|
University was embeded system design. During the first year I have chosen some
classes about software, such as c#, c++, because software is my weakness. [ have

also done a project about GPS using the lessons I have learned. During the second
year, I worked in IBM as a fulltime intern. After that, I came back to school for my
thesis design which was a project about how to find somebody in time.

English Skills: passed CET 6, have a good command of both spoken and written English

Awards:

First-class scholarship
Second-class scholarship
Excellent student cadre

Computer Proficiency: Proficiency in AutoCAD drawing software, Pro/E software,
Photoshop software, to use Word, Excel and PowerPoint to operate independently

Hobby: play basketball, play pingpong, play guitar, watch movies, tour.

Extracurricular Activities:

Chairman of Student Union

Take part in various kinds of sports such as basketball, badminton and pingpong
Take part in the ABC University’s Robot Club

D 4



Writing

Read the following sample résumé, locate action verbs used in it,
and then write your own résumé. Discuss your résumé with your
partner after that.
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5; AMY JONES

Current Address: Permanent Address:
123 West State Street C20 1234 Classic Avenue
West Lafayette, IN 47907 Detroit, MI 28956
(765)123-6789 (888)123-4567

ajones@purdue.edu

OBJECTIVE
To obtain an internship in the field of Human Resources, where I can utilize my

strong problem-solving skills.

SUMMARY OF QUALIFICATIONS

* Hands-on experience with HR related tasks

* Proficient in Microsoft Access, Excel, PowerPoint and Word
* Solid teamwork spirit and communication skills

* Self-motivated and independent with strong problem-solving skills

EDUCATION
Bachelor of Science in Management May 2006
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School of Management, Purdue University, West Lafayette, IN
Minor: Human Resources
GPA: 3.5/4.0

Relevant Course Work
Personnel Management, Labor Relations, Organizational Behavior, Statistics,
Public Speaking, Accounting, Finance ‘

PROFESSIONAL EXPERIENCE

Human Resources Intern May 2004 — August 2004

ABC COMPANY, Detroit, M1

» Analyzed workforce demographics; projected future staffing needs

» Planned and conducted employee feedback sessions involving all staff

» Assisted with the implementation of Diversity and Affirmative Action programs
» Learned advanced sales training techniques at company training workshops

Sales Associate May 2003 — August 2003
SOME COMPANY, Detroit, MI

» Assisted in training of 12 new sales people

* Arranged displays and tagged for sales

» Served as department manager while manager on vacation
» Won award for Most Productive Salesperson

ACTIVITIES AND HONORS

Treasurer, Society for Human Resource Managers
Rush Chairperson for Chi Phi Zeta

Purdue Varsity Basketball Team

Habitat for Humanity

Presidential Scholarship Award Recipient

Reader for Student with Disabilities




Part IV In-class Reading, Watching and Discussion

;e -
_FR ¥\ Reading

\\1 ks\« '\ Read the article and answer the questions that follow.

—n""”’ N

Louder than Words
By McCullum

Anyone who has been on job interviews knows that they can be a double-edged
sword. On the one hand, they are a rite of passage that can open the doors to new career
opportunities and advancements. On the other hand, job interviews can be awkward,
nerve-wracking, and sometimes embarrassing.

But you don’t have to be intimidated by the interviewing process. If you know
what to do — and what not to do — during an interview, you can use it as a springboard
into the job that you want. Unfortunately, there is a large component to the interviewing
process that most people don’t know about — and it could be the difference between you
getting the job or getting passed over.

You may be surprised to learn that most of what potential employers are responding
to during an interview cannot be found on your résumé. In fact, much of the information
you will give an employer does not come from any words at all. Although it is not
commonly discussed, nonverbal communication plays a large role in your job interview
performance.

“In many respects nonverbal communication is a lot more important than the
actual verbal side,” said Ron Krannich, author of Savvy Interviewing: The Nonverbal
Advantage. “Most interviewers will make up their mind within the first five minutes
whether or not they’re going to hire the person or bring them back for a second interview.
It’s all about impressions — how you look, how you sit and your facial expressions.”

But what if you are saying all of the right things? Doesn’t that carry more weight to
your potential boss than these elusive means of communicating? According to Krannich,
at the end of the day, no matter how your words sound to an interviewer, if the nonverbal
side of your presentation is off, that is what the person will respond to.

“The unfortunate thing is when you look at most of what’s been written about

interviews, 95 percent focuses on the questions and answers — the verbal component of



/!"‘Q“‘\ Discussion
P
¢ 1 hs\‘ \ 1. Look at the following pictures and see if these gestures are

appropriate during an interview.

Picture 2

Picture 5

Picture 1:
Picture 2:
Picture 3:
Picture 4:
Picture 5:

2. Discuss the following questions.
1) Should a programmer wear a suit to an interview?

2) What are the do’s and don’ts in a job interview? Complete the form below.

Do’s : ~ Don’ts

Arrive early

Look shabby or disheveled
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