The Application Process

Career Development lll, IV, and V
Essential Question:

When | apply for a job what are the steps |
should take?
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Applying for a Job

(?Applying for a job isn't just filling out an
application!
(?Four (4) steps to applying for a specific job:
_ = (1. Write a Cover Letter
“22. Create a Resume
3. Fill out a Job Application

.24 Follow-Up
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Info from www.about.com

(?What Employers Expect in a Cover Letter

(?Tailored skills from the job description - 33%
¢’ Clarity (specifying job applied to) - 26%
’Details from resume - 20%

(?Your (personal) value - 19%

>

1. Cover Letter

(Should include:
(Your Contact Info
(’Date

(Employer Contact Info
(?Salutation




1. Cover Letter

(?Body of Cover Letter

(?The body of your cover letter lets the employer
Know

(21. what position you are applying for,

(2. why the employer should select you for an
interview, and

(3. how you will follow-up.
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1. Cover Letter

(First Body Paragraph

(’The first paragraph of your letter should include
information on why you are writing. Mention the
position you are applying for. Include the name of
a mutual contact, if you have one. Be clear and
concise regarding your request. Convince the
reader that they should grant the interview or
appointment you requested in the first
paragraph.




1. Cover Letter

(OMiddle Paragraphs

?The next section of your cover letter should
describe what you have to offer the employer.
Make strong connections between your abilities
and their needs. Mention specifically how your
skills and experience match the job you are
applying for. Remember, you are interpreting your
resume, not repeating it. Try to support each
statement you make with a piece of evidence.
Use several shorter paragraphs or bullets rather
than one large block of text.
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1. Cover Letter

(Final Paragraph

(?Conclude your cover letter by thanking the employer for
considering you for the position. Include information on
how you will follow-up. State that you will do so and
indicate when (one week's time is typical).

(?Complementary Close, then Signature




A -

b
About.com Youtube Video

(Cover Letter Video
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The Resume

O Answers the qguestion “Why should | hire you?”

(A potential employer will take a maximum of 30
seconds to decide if helshe will give you an
interview

(?You won't be hired because of your resume, but

you will be given an interview because of your
resume

a‘- W‘ﬁ‘z'v’ - ’

Types of Resumes

(?Chronological- focuses on prior experience. For
applicants who have had one specific career

focus over a period of time and highlight prior
work history

¢?Functional- highlights your abilities rather than

your chronological work experience. (*We will
create a Functional Resume)
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C’Resumes should always be compelling and easy

Lo read!

(“Everything about your resume should address
the key points of the job description and answer
the question?: Are you a perfect fit for this job? If
you can review the description and honestly
answer | addressed all their requirements,
gither through my branding statement, career
summary, key words, or accomplishments” Then
you can be assured you're the perfect fit for the
position and you have a Brand Driven Resume"

. Jessica Holbrook Hernandez
www.careerrocketeer.com
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Remember:

(?Use bullets, not paragraphs!

(?Quantify Achievements: Be specific whenever
possible with numbers#, percentages’, and $
amounts.

(’Don't be vague! Provide tangible results that
show how much of an impact you made on
previous employers/volunteer organizations.
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Contents of a Resume

(’Contact information
(?Branding Statement

O Keywords (skills)
(CExperience/Volunteerism
¢ Awards/Accomplishments

CTechnology
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Sample Resume

CFor a tutoring position (see sample)

(?Remember, before you create your resume you
MUST have a copy of the Job Description of the
position you are applying for. This will ensure you
match your skills with the duties and
responsibilities!




Contact Information

(?Should always be in a proper format with current,
up-to-date information.

(First and Last Name
(?Street number and name
(City, State, Zip Code

(’Phone number with area code and email
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Branding Statement

(?Should be compelling and easy to read- Your
Reputation!

(’Example: “A highly motivated, organized student
with skills in reading and mathematics,
relationship building and leadership. Motivating
and enthusiastic mentor who engages successful
performance-driven teams who is ready to find
solutions creatively.




the mternet to ﬁnd an
example of a Functional
Resume. Identify the
Branding Statement.
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In Pages

(’Find a Resume Template you would like to use.
Be sure it has no graphics or colors. Keep your
resume basic. White paper; black ink.

(2Use 10-14 pt.Times New Roman Font

(7 Start with your contact information.
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Do’s and Don’ts of a
Job Interview

(?Watch Monster Jobs Interview Tips
(?YouTube Monster Jobs Yideo
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Do’s and Don’ts of a Job
Interview iMovie

(CYou will create a iMovie depicting the appropriate
and inappropriate responses to interview
questions.
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Review: Interview

(1. Inform the receptionist that you have an
interview, whom it's with, and the time of the

interview

(2. When you meet the interviewer, look straight
into his/her eyes, look them in the eyes and give a
firm handshake.

(3. Smile, be confident and wait until you are
offered a seat




Review Interview

(4. Be positive in your communication,
Remember- You are selling yourself!!

(?5. Don't be too bold or too shy. Let the
interviewer lead the interview, but express you
are happy to have the opportunity to interview.

(26. Be thorough with your answers. Never answer
with just a no or yet.
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Why people aren’t hired

(’Poor personal appearance

(Zinability to communicate clearly, poor voice, and
grammar

¢(?Lack of enthusiasm and confidence
C’Failure to look the interviewer in the eye

{Limp handshake
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Why people aren’t hired
cont.

(’Late to the interview
(2 Asks no questions

(’Lack of knowledge about the business or
position

¢?Does not thank the interviewer for his/her time.
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Class Activity,

(?The Mock Panel Interview

(?Seven students will participate in a mock panel
interview. 1-Receptionist 1- Job Applicant 5-
Interviewers

(2 All other students will evaluate the Job Applicant




Follow-Up Letter

C’Within three days after interviewing, the job
applicant should always send a follow-up letter.

(’This should reiterate your core strengths and
emphasize the value you offer.

CThe Follow-Up letter could distinguish you from
the rest of the applicants.
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