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RESUME
Objective (You can have several resumes with different objectives if you want.)
Review, and update, your resume.  Know what is in it.  
Headings should be simple.  Your name with phone number and email address.  (There is no need for residence address any longer.)
Content should contain the names of the company for whom you have worked, the dates of service, your title and the duties you performed.
Use verbs to describe the duties… i.e. performed, organized, supervise, review, process, manage, provide, facilitate are all good words to start a “blurb”.  Make sure your tenses are either past or present … not both for one company.  
Do not go past 2 pages.  

Education - If you are less than 10 years out of school then list it first.  If more than that then it will go at the end of the resume.

Skills

Community Service - List all

Associations

KNOW YOURSELF
Check all your social media pages for any inappropriate/unprofessional photos, language, etc.  Twitter, Facebook, Linkedin… all of them.
What kind of email address do you have?  If it isn’t professional then get one for yourself.  
Be sure your personal voicemail message to your home/cell is professional and clear.
Google yourself… know what other people are seeing.




PREPARE FOR THE INTERVIEW
Prior to the interview know exactly where you are going.  Your GPS will get you to the location, but it won’t tell you where to park.  Make a trial run if you haven’t been in that area before. 
 
Pack several resumes… 10… you never know how many people you might meet on the interview or on the way there.

Have an elevator speech ready.  A 30 second to 1 minute blurb about who you are.  This is very important and will help you answer the statement made by the interviewer… “Tell me a little about yourself.”

Be familiar with the general interview stages - introductions, types of questions that might be asked… i.e. close ended and open ended, position related questions, conclusion and wrap/up.

Make sure you know with whom you will be interviewing, try to find out as much as you can about that person.  Try to know how much time you will need for the interview.  Will you meet more than one person, but even if you don’t know be prepared to meet several.  That could be several at once, or it could be you just get passed around to meet several.

If the company asks you to fill out an application… just do it with a smile on your face.  It is their process so just follow their wishes.  Be neat with the application.

Identify and be able to discuss your qualifications, skills, abilities, key accomplishments and past work experiences.  Tie your past work experience to the position.

Research the company.  Know what they do, how long in business, what is the company mission; services; products???

DURING THE INTERVIEW
Turn off your cell phone and keep it out of sight.  It can be a huge distraction.

Speak up and clearly introduce yourself.  Shake hands with each interviewer you meet.  If appropriate, ask for their card so that you have their name and title for the follow up thank you note.

Maintain good eye contact without staring them down.

Salary questions.  This is a tricky one.  You can overprice and/or underprice yourself.
“In my last position I was making ________.  My goal is to improve on that figure, but that is not my focus.  My focus is to love my job and want to jump out of bed every day and go to work.”  OR
“My goal is to be in __________ range.  But money is not my driving factor.  My driving factor is to love my job and want to get up every day and go to work.”
Take it a step further if you are in an upper level position and ask…”what do you think my experience is worth to you, Mr. Employer?”

Be prepared with intelligent questions… 
Sample:  What is the biggest challenge this position has daily?
	       What has been your biggest challenge in finding the right person for this position?
	       What is the common denominator your model employees possess?  Or, can you describe an ideal employee?
	        How are your model employees rewarded for their contribution to the company?

WRAP UP
When leaving don’t be afraid to ask “When might I hear from you on your decision?” Or, “Do you think I am a good candidate for this role?”

ATER THE INTERVIEW
Send a thank you note immediately after the interview.  
Take blank thank you notes with you.
Email vs. handwritten
Follow up in one week with a phone call expressing your interest in the position and the company.  You don’t have to say much just something like … “I wanted to follow up to see where you might be on your decision making process.  I am still very interested and don’t want you to forget about me… (if it feels right then re-iterate why you are right for the role.
Alert your references.

STAY POSITIVE
This can be hard to do, but you can’t let prospective employers know you are scared and desperate.  

APPROPRIATE INTERVIEW ATTIRE


INTERVIEW DOS AND DON’TS

Arrive 10 to 15 minutes prior to the interview start time.
Treat anyone you encounter with courtesy and respect.  Their impression could affect the hiring process?
Turn off your cell phone
Offer a firm handshake without bringing them to their knees, make eye contact and offer a warm smile.
Address your interviewer by title i.e. Mr. Ms. Dr., etc. and last name unless invited to do otherwise.
Have intelligent questions prepared to ask the interviewer
Make sure you understand the employer’s next step in the hiring process and if any next steps are required of you.
Send a thank you note/email and write a thank you letter to your interviewer promptly.

Don’t make negative comments about previeouw employuers or others.
Don’t falsify application materials or answers to interview questions
Don’t ask about salary and benefits isssues until the subject is brought up by your interviewer!
Don’t bring up or discuss personal issues or family problems.
Don’t assume that a female interviewer is Mrs. … address her as Ms.
Don’t chew gum or smell like cigarette smoke.
Don’t take anyone with you… wife, children etc.  Your driver can not wait in the lobby.


FREQUENTLY ASKED INTERVIEW QUESTIONS BY THE INTERVIEWER
What do you know about this company?  (See Recommended Websites for Job Searches and Research)
Interviewers want to know if you have done your research.  Visit their website … know as much as possible about the company so you can talk about it when in the interview and asked specific questions.

Tell me about yourself.  This is where you will use your elevator speech.  
Remember, this is a job interview aka a professional setting.  The interviewer is not asking about your personal life..  Keep it professional.  Talk about your past experiences and how those have helped shape you and how they can bring value to the position for which you are interviewing.  This question will inevitably be asked.  

What are your strengths?  This is the time to speak up and know yourself and what your strengths really are.  If you know something about the current position for which you are interviewing then you can use your strengths and correlate those strengths to the job.  

What is your greatest weakness?  This is sort of a tricky question.  Take your weakness and turn it into a strength… For example… if you are extremely detail oriented and you know it takes you longer to accomplish a task because you check and re-check yourself… tell them…
“I am very detail oriented and I don’t like anything going out unless I know it is right so sometimes it takes me a little longer to get it done.  The good news about that is that you can count on it being right when it does go out.”

What are your goals for the future?  Just remember the interviewer is interviewing for a specific job that needs to be filled now.  Not some job that might come up down the line.  So if you use the words “advancement, promotability, upward mobility” it will scare the interviewer and make them think that in 6 months you will be asking to change jobs in the company.  That is very frustrating to someone who does hiring.  Replace those 3 phrases with the following…  “My goal is to find a job I like and will give me a ‘continual learning experience’.”  If I have that then I will be happy for a long time.



