The that help in
resume writing are AVOID SPELLING
BOO-BOOS, USE POWER
VERBS, STREAMLINE, USE
PERSONAL DETAILS
SPARINGLY, BE CONCISE,
and MAKE IT AN EASY READ.




—{ —_— AVOID SPELIING

——BOO-BOOS

. Errors s uch as fypos, spe lling
* errors and grammatical mjs

»’iff"“““b‘é“fb‘f"é"“'“s“éﬁaifwg it off.

& YOU proofread your resyme

- STREAMLINE — oo

—Remove personal pronouns like. I

| “I" and articles Jike “‘a” “an”
. ~ and

‘“i‘ﬁéﬁ”fb”E?é“&Té"EGHEES}M“MW“"“.""" e
| “Wseswanetmaximize-spaee---»»-w--»f.. '

Action words add oomphtfo

myouLwdting,_and_enablevyouwm.
fo describe clearly what you

1ow well you did i,

{

feﬂee#peerlyﬂn—yeﬂrMeke--sure

USE POWER VERBS




USE PERSONAL DETAILS
SPARINGLY

_fgjzge.ﬁyp._!jm_itg,d,ﬁsp_gg,e;lhis__mc_ude
names, parent’s occupations, birth

piac-es?fc:‘ﬁeserveﬁhésé“défdﬁf‘"”
for when asked during the interview.
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~ BECONCISE

Resumes are often read in 30
——saconds or [ess. Be brief and fo the

N

important information. Employ

-w*paragraph breaks i e

numbers. Your resume should be

i

no more than two pages long or, if
*"“'*“"—”M"Jyo‘rhaveﬂfe"sivewcfem‘o' ynal
__experiences. there pages long..

: . ;T AN EASY READ

Your resume should be visually @ ealing,

a carelessly printed, sloppily designed
P — resyme makesyo — 7
the word “go”. Use @ lots of white /.

I sl S et e

space, a font size at least 10, and

———

—no-more-than |
fypefdce,§L_uadsfﬁn,gitez_tsrnd )

text in bold should be used
_ sparingly,-and-only-fo-highlight

significant data or indicate section

mwwppmmmegcore
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RECOUNT

The resume is then send to the
employer’s resume database. It is a
little like having your mail sent to
designated PO Box address. Each job
that is advertised has its own resume
database. When the deadline is
reached, employers check their

II database for suitable candidates.



saving valuable

time

' not see the
resume of other candidates who do
not meet wit ir requirements.

"@
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FOCUSRYOUR

\\

Your application needs to be focused.™~
If you do not have the minimum
requirements advertised for a job, don't
waste either your time or the recruiter’s
by sending out a “blind” resume.
Chances are, it will not be looked at, so
save yourself the frustration and
disappointment.

JobStreet.com
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MASTERING
2 INTERVIEW

3

%
| The interview is a crucial appointment &
| for any job seeker, whether new to working §
i life or experienced. It's not enough to show ?
. up for the meeting hoping that inspiration i
. will hit you. While a well crafted resume §
. will definitely help carry you to first base,

it is the INt@rview that will vltimately 2
| bring you to home base orlead youto  §
 strikeout. Therefore, knowing how to play the »
| interview cat-and-mouse game cannot be
. overemphasized. There are different types
. of interview but the basic principles of
doing well at an interview remain
the same.
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3.DRESS

e PV o RS

Remember what they say

about first impression?
You may be tempted in
this age of casual dressing
to dress down, but be
warned that conservative
business suits still rule the
hiring day. Formal clothes
show you are professional
minded, and consider
the interview important
enough to have taken
pains to dress up.

and orgamze _yo r the
answering. If you 've d e ye




5.DON'T SHOOT YOUR
EX-BOSS

It's amazing how sony
candidates think t
sympathy points fj
by ranting agai
On the contrar
as a potentic
raise serious do
you left your job. ¢

elaborating on yo
and squash any impt

6.FOCUS ON
THE COMPANY’S
INTEREST

Of course, we'g
bundled with a
this is one ir
your interviewe
intent on extracf
firm can give yo

marketing y s

convince the é
their be



at B

1 ) Come unprepared
- 2) Arrive late

3) Dress sloppy

4) Reply in haste

5)Shoot your ex-boss

é) Focus on your own interest
- 7)Talk money to soon

8) Not asking questions

9) Act desperate or apologetic
y_ 10) Ignore proper etiquette

on

e

{71

o RS Ly

7.DON’'T TALK MONEY TOO SOON
Making salary inquiries during the first
interview is a big no-no. it suggests to the
interviewer(s) that you are only interested
in money. Don't broach the topic until you
receive a definite offer. And, find out
beforehand what the salary scale is for

TR A B B

s

»

S
we LA

5 the position you are applying for in order
= to negotiate effectively.
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8 ASK AWAY
If the recruiter(s) ask you “Do
you have any questions?” take

« him/them up on it. Good
questions to pose include those
on the company'’s directions,
plans, culture, jobs specs, and
your employers’ expectations
of you. This will show you are
interested in the job as well as
the company.

confident ¢




Succeeding at interview
requires following certain
practices such as
maintaining eye contact,
wearing formal clothing,
being on time, and being
polite and respectful
toward your interviewer(s).
You should also send
him/them a thank-you
letter after the interview
as a show of basic
courtesy and as proof
of your sincere interest
in the position.




g

If you have an interview
coming up and you have
not peeked into your
wardrobe yet, it is time to
do it immediately. The
success of your job
interview depends as much

on your as it
does on your ;
, and

L UCHTEC . Aftitude comes
Across is how you carry yourself and
how you dress.

The first impression you can make on
your interviewer is based on the way :
you look.



L
W

Y e, — . .
- » ¥ -~ -
- - 2 3 AT ST, . "

I e

Jk\\\:.\,l\\\\fﬁ \‘“““‘“l ol

T e

According to YOQOWATles, a
career sirategy advisor,

“The way of person dresses is the single
biggest non-verbal communication you
can make about yourself.”

Right dressing is a measure of the
seriousness that you place on the
position, as people tend to spend time
on how they look if they consider an
event important enough.

« Although proper dressing by itself will not
get you the job, a poor dress sense may
exclude you from future considerations,”

warns 1 managing
partner of Filgifts.com.

Besides, given two equally good
applicants, the company may choose
to hire the person who is dressed

more professionally.

=52 2
1111
1111



filthe safest and the best color for shirts. "
propriate for our tropical ‘

ver wear a short-sleev
y business purpose. We r
hirt will destroy your ex ’ :

TIES
U do wear one, choose
ds, small polka dots, diag
ng shapes, subtle plaids,
are all accepted.

match your shoes. Thos
Ind squared lines look m

'€ the best, followed by bl
your attire. Never wear w
k length, foo: no skin should show ~
)WnN Or Cross your legs. :

Aen you s




SHOES
Black or burgundy leather shoes with laces
on them, because tassel loafers are casual. 48
Other suitable colors are brown, cordovan

and navy.

HAIR

Keep neat, short, and preferably parted on the
side. And shave off that facial hair.

JEWELRY

Wear no or little jewelry. The watch and weeding
. ing are the only acceptable pieces of jewelry
) that go with the male attire. Thin gold or leather-
strapped watches look professional, but noft
digital watches. Also, avoid political or religious
insignias, necklaces or bracelets. Definitely no
pierced body parts, and covers up your taftoos!

ACCESSORIES
As much as possible, use leather briefcases
or folders to hold copies of your resume.
Use narrow briefcases and avoid plastic
folders and plastic ball pens as they
are out of place.




THREE-PIECE BUSINESS SUITS, BLOUSE SLACKS, :
AND CARDIGAN TWIN-SETS |

Sleeves sk

_ jould be rejected. Short-sl
blouses g@re okay when are tailor-cut have'
such as rts collar or double — breast d
to create a business-like look. Skirts can eithe
provided they do not create a Cinderella o
dance look, or short where they fall no shorte

es from fhe knee. Nothing too revealir

PANTY-HOSE OR STOC -

st fer professional grooming, but ng
fussy patterns. Bring an extra pair, justin
' the ones you are Weart

R d

. . SHOES :
Closed shoes or pumps with at least 1 Vz-inch heels
suggest a more professional look. Dark colors are

R best. il

HA

Haitlonger than she
up OF P

ulder length should be worn
ulled bagk. Don't let it fall in front of ye

face, and don'fkeep trying to fix it during the"

interview. Avoidlarge hair ornaments and

trendy hairstyles™

B B B



.\Q“%// MAKE-UP

€ = Be subtle; natural is the key word.
S it gl
N e //t/.f S

- JEWELRY
Be conservative. Studs of gold or silver or pearls are
best. Do away with gaudy fashion jewelry, and
pieces that clank and clatter when you move.

ACCESSORIES

Folders and bags should add to the total professional
look. Women should match their purse color with
their shoe color.




FREQUENTLY
ASKED E
QUESTIONS

You're on the spot! Don’t get caught with
your guard down. Here are 10 of the
most frequently-asked questions during
an interview.

Cavution: This is merely a guide not to be
treated as foolproof answers, because
there are none.

Prepare a two-or-there minute presentation
where you briefly infroduce yourself

(where you're form), your personal
interests (hobbies, community

involvement, etc), work history,

and recent career experience,
focusing on the latter two.



Your answer to this one tells them your

motivations for wanting to join the
company. So dig up the facts about

the company, its culture, and market g
performance. Al

Don’t offer
“give me”

oriented answers such as f
“Oh, because it's such a cool
place to work,”

“I like your salary and benefn‘s
package or

it makes it easier for
out together.”

Instead demensfmte how you ccm cl

their requ:remerz'



This may seem like a straightforward
question, but it is very easy to slip up
here if you are unprepared. Keep in
mind that relating anything in a negative
light is bad form. Even if you got fired
from your last job, try to keep your

explanation honesf, brief

and POSitive. sincemost terminations
happen because of an ill fit between
the company and the employee, and
not so much because of lackluster .
performance, you could also try this S
angle. ]

If you left voluntarily, don’t dwell on the
negative reasons for leaving; instead,
demonstrate how can you make a
significant contribution to the
present company
objectives.




Here are some sample
ANSWers that r

| wanted to move my career ina new

direction. (Make sure you mentfion the
new direction) .

My company was resfructurmg, and l
choose to search for beHer

oppon‘umﬂes elsewhere.
| decided to make a change because |
wanted to keep developing |

new skills but was enable to
do this is my previous company.

Vague answers such as “ | want an excifing
job " or “1 want to grow my skills in
this area ”, show lack of career focus

and motivation. Instead ZOOM
in an experience if you o



are given this position. Here’s a good example:

“ My commuication skills are execellent,
and | can market a product well, as my two
years experience as marketing officer at
university /company A will prove. | believe
I understand the consumer industry well, and
can add value to your marketing efforts” .

Whaf do you cons:der -
~are your strengths and

. weaknesses'?

This is the time to be honesf, but
don’t go to extremes. You don’t want
to confess at this point that you are
really terrible of organizing events

etc and rarely meet deadlines just yet,
but neither do you want fo make
yourself out to be fhe next best thmg

since sliced brecd So, be as cleur cmd

concise as you canin descnbmg
qualities you posses that demansfrafe ,
your sense of responsibility in making
it a point to learn from your mtstakes
and shorfc:ommgs‘ /S S

o o

s AN P

i . “.1‘ 0



This is where your research should serve you

well. Don’t respond by repeating
each fact your picked up about
the company, because this
can seem either arrogant
and practiced an therefore,
insincere. Talk about the
company’s major products
and services, markets and
latest developments, by
all means. Display the

eagerness to learn /
more about the company

by asking question
yourself.

S

What do you consxder to
- be your greafest ‘
achtevemem‘s’?

This quesi:sﬁ helps fhes mt&rwewers fo
gauge your success af managing
people/project/yourself. Mention two



or three achievements that demonstrate
the variety of strengths. For instance, relate

how your organizational sKills helped you
pull off the successful event, or how your
problem-solving skills effectively resolved

a management/production crisis, and

how your ability to handle pressure enabled

you to deliver an important report within
the deadline is spite of hindrances

Where do you see yourself

five years from now?

Of course, you would want to have reached -
a certain level of career success by that time. -
Say so. State realistic expectations, and share -
with the interviewers your plan and strategies -

to achieve the success. Be sincere, speak -
from heart, and be humble. ;

Q Be honest and to the point, even if your .



assignments don’t exactly match those you
- would be required fo do in your new position
: if you get the job. Take the opportunity fo

-mention any special projects you
voiunieered for or positions your were elected

. fo in commiftees in your previous company

X fhc:t show that you have relevant work

> experience necessary to take on the job at

. presenf company.

How would you establish good

- working relationships with new
colleagues and supervisors
at this company, if selected

for the job? |

_Be enthus:ashc and positive as you tell
. your interviewers that you worked well with
- former colleagues and supervisors at your

prewous placement. Spend a few minutes
: falking about your networking skills
- W and ability to interact with

different people at
different levels of the -
office hierarchy.
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A. SCREENING
____ INGERVIEUS

B. GHE ONE-ON-ONE
NTERVIE:

8 screening iRleIview
f lewed by 1§




to find out if you are indeed the
candidates they seek. &

Establish rapport with
interviewer, and
demonstrate that you're
the one the company
really needs for the job.

' INGERVIEUS

& Though less ideal than the one-to-one
© interview, a telephone interview is as
© important as any other type of interview.
| Get the interviewer's complete name,

" designation, and contact details.

| Remember to talk in a clear,

Y confident voice, slow enough for the
" inferviewer to understand you and to take
. notes. Keep your answers concise and
focused. The advantage of this type of
~ interview is that it allows you to have your |
“ resume and notes in front of you as you |
talk to the interviewer.




D. SCRESS
INCERVIEUS

.~ An interviewer may choose to conduct a
_ stress interview a deliberate attempt to test

" how well (or not!) you cope in stressful

~ situations. He may make you wait needlessly
long for your turn to see him, and then throw
- sarcastic questions, and subject you to

long silences or icy stares. Bear in mind that
 he is only trying to unnerve you, so keep

- your cool and maintain your poise. Be
courteous, and answer all questions

- calmly and thoughtfully,
askingfor clarification when
the need arises.

to predict

are asked to

ations a




where you are demonst
management and tean
skills, or were able to re:
successfully. Describe t
measures you took, the
lessons learned. Be pre

F. GROUF/FPANE

A panel or gr
meeting witl
the same . :@e

efficiency as well
candidate’s reac
of dealing with di
Create rapport by

individual’s name
eye contact when ai




WHAT DO

INTERVIEWERS
LOOK FOR?

In most interviews, knowing what the
interviewer is looking for means you have
won half of the battle. The other half of the

battle: be prepared to show your
knowledge about the organization, ask tactful
questions about the job, and give a
good impression what you
can do better than others, if you are offered
the job.

The interviewer has two methods of judging
your suitability for the job. First, by
questioning you and evaluatmg your

and based on what
you tell him. Second, by

now you can handle
the‘interview.

If you have planned well for interview,

for example by showing that you
are knowledgeable about the



organization, the interviewer will-assume .
that you are also capable of planning
and making a good of your tasks. The

converse is also true: a bad performance of
the interview could | n unsatisfactory
performance | fer on the job

If you have the expenence a ,;gblzdy fo
do the job, make sure that you do not let
your performance at the interview let you
down. Since in the most cases the
interviewer has no prior knowledge of the
candidates except from their letter of

application, the you give
is extremely important. If you feel you

are of average intelligence or have a
few qualifications, do not worry. The most

important factor is your

7 and the
which you put these across fhe mferwewer

impact on others, mohvahon and
achievements.



INTELLIGENCE]}

ans your cognitive powers to
e in and interpret information.
should be
posed by ft
~and to provide simple,
answers fo them. Neverthe
a person who is too intelli
who gives long, complicate
answers to simple queshons' may

give the impression that he is thinker
not a doer.

()

for the position. It is important to show

knowledge of and interest in a
professional institution in your field of
work, as this will reflect your enthusiasm
toward the profession.



and Ll €
The interviewer would like to know .
whether you can wn‘hsfand and sfress

can emotionally stable, and whefher
you can do things on your own initiative.
Most important of all is your relationship
with the people around you.

: make

If you can hese, you are more likely to
give an impression of a mature person
and problem-solver much in demand
by the employer.

=
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