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Preface (J§)

. ACOMPLETE JOB SEARCH MANUAL

The Resume Writer’s Workbook was originally conceived solely as a resume handbook.
However, in today’s competitive job search market a good resume is just not enough.
Today, it has become increasingly important to master all facets of the job search: cover
letters, networking, and interviewing, as well as being able to navigate the Internet. Over
the past few years, the art of the job search has undergone tremendous changes, a revolu-
tion to be exact. While resumes, cover letters, and networking are all still integral factors,
with the proliferation of the Internet with its e-mail and electronic resumes (e-resumes),
much has changed. These changes are reflected in the book you now hold in your hands.
This workbook has evolved to meet your needs, and is now a complete, comprehensive
Job search manual designed to guide you every step of the way up your career ladder. 1
have even added sections throughout titled “Emerging Trends”. These are the most
modern, up-to-date techniques that are destined to have a lasting impact on the art of job
search as we know it.

- WHAT THIS WORKBOOK WILL DO FOR YOU

Statistics tells us that the job market is vastly changing. People are changing jobs in the
course of their careers more often than ever before. Many companies are becoming more
“automated” and economics is forcing companies to “downsize”, resulting in lost jobs and
unemployment. In short, today’s job market is more fiercely competitive than ever. That
is why in today’s market you need an edge, a competitive edge, to stand out. Having a top-
notch resume is still vital. But you will need more. You will need a well-crafted cover
letter that demonstrates how your skills can be used to your target company’s advantage.
You must be equipped with an overall knowledge of your field in general and a deep
insight of your target company in particular in order to ace an interview. In today’s mar-
ket you must also have an e-resume replete with significant keywords.

The Resume Writer’s Workbook will give you the edge you need to make your job search
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successful, and its unique workbook structure will simplify this arduous task. Written in
language that is both concise and easy to understand, the material is presented logically
so you can master it quickly. In practical terms, this workbook will help you.

©® Produce a top-notch resume

© Write impressive cover letters

® Uncover solid job leads

© Use the Internet efficiently in your job search
© Produce e-resumes and e-cover letters

® Create an impressive professional portfolio
© Excel at interviews

O Follow up all interviews

©® Keep detailed records of all leads

© Stay organized during your job search

THE JOB SEARCH PROCESS

The material is presented in short, easy-to-master sections, and follows the logical
sequence of the job search process:

Pre-Resume Preparation
© Assessing skills
©® Deciding on a career objective

Resume Writing Process
© Assembling all personal data
© Selecting the most relevant information
© Printing the resume in an eye-catching layout
© Preparing an electronic/scannable version of your resume

Post-Resume Preparation
© Networking and selecting serious job leads
© Sending a resume and personalized cover letter to each employer
© Using the Internet to uncover leads and posting e-resumes on job boards
© Interviewing for the job
© Following up the interview



© Keeping detailed records of all contacts

% THE WORKBOOK’S UNIQUE FORMAT

In the first three introductory chapters, you will be presented with the basics of writing an
effetive, high-power resume. You will assess your skills, choose your career objective(s),
and decide upon the best resume format for your individual needs.

Next, each component of the resume is presented in single, easy-to-read chapters. You
write your resume one section at a time, directly in the workbook, on the worksheet
pages. Experience has proven that concentrating on each resume section individually
simplifies the process, and keeps the writing structured and focused throughout.

Charts and worksheets are provided to help you assemble and organize your information.
Instruction sheets at the end of the chapters will show you how to select your most im-

pressive information.

After you have completed the worksheets and detached them, a special chapter will show
you how to organize them and put everything together. When you are ready to have your
resume typest and printed, the sample resumes in Chapter 11 will assist you in selecting
an eye-catching layout.Chapter 12 emphasizes the importance of a cover letter and
demonstrates seven ways you can make a cover letter work for you. Sample cover letters
are provided as models for constructing your own dynamic cover letters.

Chapter 13 deals with newly-developed resume formats resulting from the predominant
use of computers and the Internet. You will learn how to prepare an electronic resume,
how to write, format, and send or post one. The pros and cons of electronic cover letters
are also discussed. Other contemporary and significant job search tools such as the pro-
fessional portfolio, job search portfolios, and Web pages dedicated to one’s resume or
professional portfolio are also reviewed.

In Chapter 14, Networking, you will master proven techniques of uncovering the hidden
job market and learn how to generate serious job leads and make the most of them.

The next chapter shows you how the Web fits into all areas of your job search. This
chapter focuses on using the Web to network and uncover Jjob leads, as well as how to
identify the Web’s best job boards and how to post your e-resume on them. In addition, you
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will discover how you can put the Web to use in other areas of your job search to yield

outstanding results.

The chapter on interviewing, Chapter 16, should be an indispensable aid once your
interviews become a reality. A mock interview, complete with the most frequently asked
interview questions (and answers!) will provide you with the practice you will need to
excel and outperform the competition.

Finally, the personal job journal provides an excellent way to stay organized and keep
track of your leads.

Follow the workbook and master these crucial job search skills. They are your keys to
obtaining the job you deserve. Good luck!

Stanley Krantman
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. WHY YOU NEED A RESUME

In today’s job market, the resume has become the number one requirement potential
employers request. Before an employer will take valuable time to interview you, he or
she wants to meet you on paper. How you impress that employer with your resume can,
and will, make all the difference.

Without a resume, you can’t even begin to compete, and an inferior resume will quickly
eliminate you before you even have a fighting chance. That is why it is imperative to have
a superior resume, one that effectively lets employers know what you can do for them.
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' AResume is a summa'ry of your qualifications

The term resume comes from the French and means a “summary”. That’s exactly what your
resume is: a summary of your qualifications, skills and achievements. It shows a future
employer what you have done in the past. It details your skills and training, work
experience, education and most importantly, the accomplishments you have made with
past employers.
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It should also inform the employer of your career objective (the job you are seeking) and
communicate in a concise manner the benefits you will bring to the job if hired.
A resume is an advertisement. It advertises you, your unique skills and qualifications,

and it stresses the benefits you have to offer.
| R RMRARM AL
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| HI-TECH BRINGS NEW CHANGES TO RESUMES

Today’s workplace has become more competitive than ever before. Changing jobs has
become a way of life. Many companies are downsizing to save money and as a result, more
people, even those with solid backgrounds and skills, are out looking for work. Many
people become quickly dissatisfied with their jobs and are looking to move into new jobs,
too. On top of this, the increasing number of Internet job boards have made it possible for
thousands of applicants to answer each job ad. Now more than ever, you need a top-notch
resume to put you above the competition. Your resume must stand out or you will be lost
in the shuffle.
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ﬁi SKILLS VERSUS EMPLOYER BENEFITS

One way to rise above the competition is to make sure that your resume is loaded with
employer benefits, not just skills. According to resume expert Peter Newfield, today’s
resumes must be “results-driven” rather than the skills-driven resumes of the past. By
reading your resume the employer must quickly understand what advantages you offer his
company. Think of yourself as a product and the employer as the consumer. How would
you sell your product (yourself) to the employer?

When a leading soap manufacturer came up with a new formula for their detergent, they
told the public they had added a new ingredient, green crystals, and mentioned its scien-
tific name. However, ingredients and technical jargon mean little to the consumer. What
sold the product was the manufacturer’s claim that these crystals were responsible for
getting clothes cleaner and brighter. Whether you are selling soap or your services, people
want to know the bottom line: What can you do to improve my situation? What can you
offer me? Or, in short, why should I hire you?

An employer is more interested in the benefits you have to offer, than in your impressive
repertoire of skills. When you write your resume, make every effort to highlight these
employer benefits. For example, if you are proficient in Pagemaker and desktop publishing,
do not just list your skills (such as “Mastery of Pagemaker”). Translate those skills into
benefits. Tell the employer what you are able to do with your desktop publishing skills
(for example, “ability to produce attractive brochures at a low cost™).

Skills indicate your potential, while benefits demonstrate your actual accomplishments —
what you have achieved with your skills. An employer realizes that many applicants are
well-versed in Pagemaker. Your job is to explain to the employer what you can do with
this skill and what kind of job tasks you have accomplished with Pagemaker. This is what
impresses employers.

To give you another example. Let’s say an actor listed his skills on his resume such as:
“proficiency in character acting” or “ability to use dialects convincingly” or whatever other
skills an actor may have. Chances are his resume will read like hundreds of others who

hii'
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also possess these skills. If this actor had won a prestigious acting award, listing that
accomplishment would be far more important than a list of skills. By listing such an
accomplishment, the actor is demonstrating to the employer, in concrete terms, what he
or she has done and is capable of doing with his or her skills. This is what an employer looks
for and this is what will make your resume stand out. ’

Determine which benefits are most important to your target employer, then stress them in
your resume! Remember, while many people have the same skills as you do, few will
translate those skills into benefits on their resume. To be one step ahead of the competition,
be sure that your resume highlights those important employer benefits you have to offer.
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| THE PURPOSE OF THE RESUME IS TO GET YOU AN
INTERVIEW

ki

Most people think that a good resume will get them a job. This is a mistake. It is rare in
today’s market to find an employer who hires anyone solely on what they have read in their
resume. Employers want to check you out in person before they hire you. They want you
to substantiate your resume, and see if you have the personality they are looking for.
This, of course, requires an interview. It is actually the interview that ultimately gets you
the job. :

But it is the resume that gets you the interview! In today’s market where many companies
utilize resume tracking programs, where a computer selects your resume based on
keywords, you must be extra careful to load your resume up with benefits. You not only
have to impress the employer, today you must impress his computer as well! The purpose
of any resume, electronic or otherwise, is simply to get you an interview.

How often have you thought, “If only 1 had met with the employer in person, I could have
convinced him that I was the right person for the job!” Your only chance is to compose an
impressive resume, one that will get noticed and get you in the door so you can meet the
employer in person and get the job.
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