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The primary point of a resume is to get 
invited to an interview.



It takes human resources only

8 seconds to scan a resume.



Make your contact information clear & concise

Richard Resume 

555 Treasury Expo Avenue 

Phoenix, AZ 12345 

Mobile: 555.555.5555 

Email: RResume@gmail.com 

 

 

OR 
 

 

RICHARD RESUME 

555 Treasury Expo Ave Ā Phoenis, AZ, 12345 Ā (555) 555-5555 Ā 

RResume@gmail.com 

 

 

 

OR 
 

 

RICHARD RESUME   

555 Treasury Expo Avenue | Phoenix, AZ, 12345 | 555.555.5555 | 

rresume@gmail.com 

 Portfolio www.rr.com  | Profile http://linkedin.com/in/richardresume 



Gmail, hotmail and yahoo offer free email accounts but please make sure you use a 
professional email address.

luv2party@gmail.com



Object  to a limiting objective

Objectives are meant to show what the job seeker is looking for but often 
times they end up as overstatements (I am a passionate and energetic 
worker with an illustrious career in finance looking for a position in 
accounting, sales, project management, technical writing, computer 
programming or marketing).

Or
It is so specific that it would preclude the reader from seeing anything 
other than what that person has stated in the objective (I am looking for a 
position in an office supply company that sells only double bound single 
lined notebooks).  Therefore, it limits any other possibilities for which the 
person may be qualified as it clearly states what the candidate wants.



{!¸ ά          έ ¢h ! {¦aa!w¸

¦ǎŜ ƛǘ ŀǎ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻΧ

ωAdd key attributes not listed on your resume

ωMake yourself stand out

ωBe creative 



Career Data: The Logistics

ÅReverse chronological order 

ÅNo more than 6 bullet points per position

ÅEach bullet point should start with an action verb 
in the past tense (see provided list)

ÅBe prepared to address all gaps and career moves



Career Data: Content 

Make yourself stand out!

ïWrite about your contribution including successes, 
accomplishments and achievements

ïShow company advancement

ïShow career progression

ïList a diversity of projects

ïAvoid the obvious



Career Data: Content Continued

Quantitative Contributions

Describe your contributions through numbers

ÅProjects completed

ÅDollars earned for the company

ÅDollars saved for the company

ÅPercentages

ÅNumber of accounts added

ÅSales Ranking

Å9ǘŎΧ ǘƘŜ ƳƻǊŜ ǘƘŜ ōŜǘǘŜǊ



¢ƻ ŀŘŘ ƻǊ ƴƻǘ ǘƻ ŀŘŘΧ

+ Volunteer/Community Work
+ Independently or through employer

+ Education
+ Scholarships

+ Awards

+ GPA 3.0+

+ Leadership roles

+ Study abroad

+ Internships (or work)

+{ƪƛƭƭǎ όŎƻƳǇǳǘŜǊ ǇǊƻƎǊŀƳǎΣ ƭŀƴƎǳŀƎŜǎΧύ

+ Leadership roles

+ Hobbies



Interview Objective:

To have an adequate exchange of information to 
enable the employer to determine if you are a viable 
candidate and for you to learn whether the 
position/company is a fit for you. 

The interviewer will examine your work history, 
education, strengths, weaknesses and 
accomplishments. He/she will also evaluate your 
level of motivation, values, attitude and personality. 



The Phone Interview
Whenever possible, schedule a telephone interview 
ƻǾŜǊ ŀ ƭŀƴŘ ƭƛƴŜ ŦƻǊ ŎƭŀǊƛǘȅΦ  IƻǿŜǾŜǊΣ ǿƛǘƘ ǘƻŘŀȅΩǎ ƘŜŎǘƛŎ 
schedules, more and more interviews are conducted on 

cell phones. Please be in a quiet place for maximum 
benefits. 



Preparation is Key to

Before your interviewé

Understand the company

Understand the position

Understand the culture



Preparation for the Interview

V±ƛǎƛǘ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ǿŜōǎƛǘŜ

VStudy the job description

VGoogle the company

V±ƛǎƛǘ ǘƘŜƳ ƻƴ άōŜǎǘ ƻŦέ ƭƛǎǘǎ

VSpeak to others (alumni, friends, colleagues)

VRead employer blogs  (i.e. Vault.com) 

VVisit (i.e. visit retailers, branches)

VKnow their competition



Phone Interview Protocol

ÅSpeak with a smile in your voice

ÅLISTEN

ÅArticulate your questions clearly

Å5ƻƴΩǘ ǊŀƳōƭŜ ƻǊ ƛƴǘŜǊǊǳǇǘ 



The Face to Face Interview
Your First Impression

ÅArrive 15 minutes early 

ÅCome prepared and enthusiastic (not nervous)

ÅUse a firm handshake

ÅMake eye contact

ÅCreate chemistry and rapport

ÅDress conservatively

Å5ƻƴΩǘ Ǝƻ ƻǾŜǊōƻŀǊŘ ƻƴ ŦǊŀƎǊŀƴŎŜΣ ƳŀƪŜǳǇ ƻǊ 
jewelry

ÅSmile J



Helpful hints
ÅBe prepared to complete an application

ÅTurn off your cell phone 

ÅOffer your resume before asked for it (bring extras!)

Å5ƻƴΩǘ ǎŀȅ ŀƴȅǘƘƛƴƎ ƴŜƎŀǘƛǾŜ

ÅBe an active listener

ÅaƛǊǊƻǊ ǘƘŜ ƛƴǘŜǊǾƛŜǿŜǊΩǎ ŘŜƳŜŀƴƻǊ

ÅNever interrupt the interviewer & be engaged

ÅGet involved in the ice-breaker conversation

Å!ƭǿŀȅǎ ŀǊǘƛŎǳƭŀǘŜ ȅƻǳǊ ŀƴǎǿŜǊ ǘƘƻǊƻǳƎƘƭȅ ōǳǘ ōŜ ǎǳǊŜ ǘƻ άƎŜǘ 
ǘƻ ǘƘŜ Ǉƻƛƴǘέ ƛƴ н ƳƛƴǳǘŜǎΦ

Å5ƻƴΩǘ ŦƛŘƎŜǘΣ Ǉƭŀȅ ǿƛǘƘ ȅƻǳǊ ƘŀƛǊΣ ǎǳŎƪ ƻƴ ŀ ǇŜƴ ƻǊ ŘƛǎǘǊŀŎǘ ƛƴ 
any way

Å5ƻƴΩǘ ǘŀƭƪ ŎƻƳǇŜƴǎŀǘƛƻƴ ǳƴǘƛƭ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǇǊƻŎŜǎǎ



Behavior Based Interview

S.T.A.R.



Give Examples

What do you consider to be your greatest strength?

Answer A: I am results driven.

Answer B: I continuously look for ways to drive growth for 
ǘƘŜ ōǳǎƛƴŜǎǎΦ ! Ƴƻǎǘ ǊŜŎŜƴǘ ŜȄŀƳǇƭŜ ǿŀǎΧ 

Answer C: L ŘƻƴΩǘ ƘŀǾŜ ŀƴȅ ǎǘǊŜƴƎǘƘǎΦ



Give Examples

What is your greatest weakness?

Answer A: I work too hard.

Answer B:I expect too much from myself and others.

Answer C:I have no weaknesses.



ÅGive complete but brief and relaxed answers to 
questions. 

ÅIf necessary use questions as a basis for developing 
information that you want to make sure is presented. 

ÅContinue to  sell yourself in a positive way. 

ÅDescribe previous jobs in terms of duties .

ÅGive indicators of good performance such as raises, 
sales volume, and promotions. 



Develop key strategic questions prior to 
interviewing

TIME FOR QUESTIONS

It shows you have done your 
homework and are 
interested in the 

position/company.

BE PREPARED WHEN 
IT IS YOUR TURN TO 

INTERVIEW THE 
INTERVIEWER

Have a pen & paper handy to take 
notes



Send a thankful email within the first 24 hours of your meeting
Be gracious for their time.
Include key topics of conversation in the meeting.
Reiterate your interest in the position & organization. 

Follow up with a handwritten note.

THANK THE INTERVIEWER


