
AKB - JOB SEEKERS

RESUME WRITING & 

INTERVIEWING FOR 

SUCCESS
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KEY CONSIDERATIONS FOR 

RESUME WRITING

➢ No spelling or grammatical errors

➢ Always tell the truth

➢ Use a professional, business-like email address

➢ After putting your phone number on resumes, always answer 
the phone and do so politely and in a business-like manner

➢ Have a cheerful but business-like greeting on your voicemail

➢ Keep your voicemail box empty and return calls promptly

➢ If you use a resume template, make it your own 

➢ Usually one to two pages; If two pages, not double-sided

➢ Is it an easy read?

✓ Read it out loud

✓ Have someone else look at it as well
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RESUME TOPICS/CATEGORIES  

➢ Internships

➢Activities & Volunteer Work

➢Objective or 

Professional Summary

➢ Education

➢ Experience

➢Computer Skills
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4
Entry Level Resume - Teen
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Post-College/Beginning Career Level - some work experience



TIPS

➢ Triple check for spelling and grammatical errors

➢ As a general rule, limit to one or two pages

➢ Have someone review it to be sure is it an easy 

read

➢ Be sure you have consistency of phrasing (tenses)

➢ Bullets vs. paragraph

➢ Be sure there is consistency throughout entire 

application packet
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REFINING CONTENT

 Use the Job Description to help you with wording to 
match your skills to what they are looking for 

 Use the Job Announcement phrasing 

 Your resume should not be just a list of jobs; tell them 
how you did the job

 Be specific and give examples; Include the size and 
scope of your experience

 Your résumé and all materials submitted to the 
potential employer should create a fit for the job you 
are applying for!
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COVER LETTER AND LETTER OF RECOMMENDATION

Cover Letter:
➢ Enthusiastic, Passionate, Persuasive

➢ Why your skills fit position needs

➢ How can you help and why

➢ AKA; Letter of Introduction, Letter of Interest, Letter of 

Application
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Letter of Recommendation:
Character:

➢ Speaks to your integrity

➢ Validates who you say you are

Professional:
➢ Skill-focused

➢ Specific



INTERVIEWING FOR SUCCESS

❖ Top 5 Qualities Employers Seek

❖ Bottom line Interviewing

❖ Do Your Research – Here’s How

❖ Come Prepared

❖ Anticipate their Questions

❖ Good First Impression

❖ Body Language

❖ Ask Questions 

❖ Follow up is KEY! 
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TOP 5 SKILLS/QUALITIES 

EMPLOYERS SEEK

➢ Communication (written and oral)

➢ Honesty/Integrity

➢ Teamwork Skills

➢ Interpersonal Skills

➢ Strong work ethic

Source: National Association of Colleges & Employers Job Outlook Survey.
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BOTTOM LINE ON INTERVIEWING

➢ How can you fix their problem?

➢ Can you do the job?

➢ Will you love the job?

➢ Interviewing is a “two way street”

✓ They interview you

✓ You interview them  

➢ The overall attitude you MUST convey to the 
interviewer is a POSTIVE ATTITUDE!!

➢ You and your skills must = Them and their needs
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RESEARCH THE ORGANIZATION

Get information from:

➢ The internet

➢ The organization’s website

➢ News Articles

➢ Former/current employees or others who know the organization

➢ Talk with someone involved in the organization if possible
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RESEARCH THE ORGANIZATION

➢ Is the organization public or private, for profit or 

not-for-profit?

➢ What services (products) do they provide?

➢ What the organization looks for in an employee

➢ The growth potential (if you want that)

➢ How will your skills enhance their operation?
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COME PREPARED 

➢ A few copies of your resume – on nice paper

➢ Copies of letters of recommendation if you have 

them

➢ A list of References if you have them (ask if you 

can use them as a reference before giving out 

name/number)

➢ Copies of projects or papers if applicable

➢ Everything you need to fill out an Employment 

Application (address book with names, 

addresses, etc.)

➢ A professional notebook, with paper/pen
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➢ Common Interview Questions:

✓ Tell me about yourself?

✓ Why should we hire you?

✓ Why did you choose this organization?

✓ Why did you leave your last job – or – Why are you 

looking to leave your current job?

➢ Practice with friends, colleagues, relatives

➢ Make a list of examples of your past 

accomplishments that you will talk about in your 

interview 

➢ Never be negative!
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Interviewing for Success
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POSITIVE 

IMPRESSION

BE ON TIME!

➢ Be polite to everyone you meet. Interviewers 
are not the only decision makers

➢ Be ready to interview as soon as you are 
called

➢ Firm handshake, smile, and make eye contact

➢ Don’t assume people really know you and 
your skills. It’s up to you to describe your 
experience, show your character and your 
personality

 ____________________________________________

➢ When you’re late, you’re telling the 

employer you will be late to work, to 

meetings, on assignment deadlines

➢ Employers have heard all the excuses, 

so even if true, they don’t work!

➢ Plan for contingencies…be early! 10-15 

minutes before your interview time
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TRUTH AND BODY LANGUAGE

➢ Answer questions truthfully; Your body will tell 

them if you are not being honest

➢ Make eye contact

➢ Sit comfortably; be careful of bad habits, e.g. 

twisting hair, tapping fingers, clicking pen, etc.

➢ Watch interviewer’s (panel) body language

➢ Be POSITIVE and happy to be in the interview
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ASK QUESTIONS

➢ Demonstrate through your questions that you have done your 
research (Internet, friends)

➢Ask about things that will help you decide if you want to work 
there

➢Always ask about the next step in the process

➢Ask clarifying questions, be inquisitive: 
1. Can you describe the ideal candidate you are looking for?

2. How has the position evolved (advanced)?

3. Tell me about the organization’s culture.

4. What do you like most about working for the company?

5. Is there anything else I can provide to help you make your 
decision?

6. Ask to give a more information about an earlier question if you 
think you could have answered it better.
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FOLLOW-UP

➢ Write a thank you note promptly (email or note 

card)

➢ Call or contact the interviewer per their 

instructions

➢ Be sure to get their name right. Ask for a business 

card before you leave.

➢ Be politely persistent if it’s within their 

instructions…

21


