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Job Applications
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 Create a file in Microsoft Word with the !/
following:

— Company names, addresses, and phone numbers
— Dates of employment

— Supervisors name

e Use the cut and paste feature, so that you do
not have to type each field.




Email Addresses, Oh My!

* Keep it simple.

e Remember to check your email every business
day during your job

* Use your name in the address.

Examples: john.doe@gmail.com; johndoe@gmail.com;
j.doe@gmail.com; jdoel5@gmail.com

* Create a free professional email account at one of
the follow websites:

www.gmail.com

www.outlook.com

www.yahoo.com

\


http://www.gmail.com/
http://www.outlook.com/
http://www.yahoo.com/

Formatting Your Resume

* Preferred Fonts: Times New Roman, Arial, Calibri,
Garamond, and Georgia. No fancy fonts or colors.

* Font Size: No smaller than 10pt. and no larger than 12 pt.
Headings can be up to 14 pt. Name can be as large as 25

pt.

* Margins: Typically one inch or half inch.

* Length: Typically one to two pages (varies by industry and
level of experience). If using two pages make sure the
second page is labeled with your name.
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What should NOT be included on your resume.

* Personal information such as marital status, religious
beliefs, children, etc.

e Salary history.

* Names, addresses and phone numbers of past
supervisors.

 Dated hobbies such as played on high school basketball
team.

 Names of references—this is a separate document.

* High school IF you are in college or have a college
degree.




Types of Resumes

Chronological Format—Most preferred by recruiters & HR representatives!
* Work experience is the focus of the resume

* Employment history is listed in reverse order, most recent being listed
first

Functional Format—Great for individuals without much work history
* Highlights your skills and accomplishments
e Skill areas are clustered under sub-headings

Combination Format—Excellent for people that have held multiple positions
with the same company.

* Combines the best elements of both chronological and functional
formats




Objective Statements are out!
Summaries are in!

Objective statements are too vague. Employers may view them as dated.

Sample summary headings: Example: Professional Summary

* Professional Summary

Seeking full-time sales position in the

e (Career Profile hospitality/tourism industry:
o i *  Five years experience in sales and marketing in
* Summary of Qualifications hospitality industry.

*  Proven track record of event management and
corporate sales.

*  Experienced manager with staff supervision and
team building skills.

* Ability to interpret data and make market driven
decisions.




Education Section

* List name of college, degree earned, major
including concentration areas, graduation date
(dates attended if you have not graduated yet),
and the city and state.

* Relevant courses to the job you are applying for
can be listed under your degree.

* You may include a section for additional education
such as “Specialized Training” or “Additional
Education and Training”




Example Education Sections

New River Community and Technical College, Beckley, WV
Associate of Applied Science in Welding, Expected May 2015
MIG Welding Certification, Expected June 2015

New River Community and Technical College, Ghent, WV
Certificate of Applied Science, Automotive Maintenance and Light Repair—May 2014

New River Community and Technical College, Ghent, WV

Line Service Mechanic Training, Completed May 2014




Experience Section

This section should include the position title, name of employer, city and state,
employment dates, and a brief description of job responsibilities. Do not include
the complete address, phone number and supervisor’s name on your resume.

* Positions should be listed in reverse * Sample headings for this section include:
chronological order (most recent position « Experience
first). *  Employment History

* Under each position list three to five bullet *  Work History
points on your job duties and/or » Professional Experience
achievements. * Career Related Experience

* Avoid using abbreviations and acronyms— * Industry Experience (replace industry with
an employer may not understand the specific type such as “Manufacturing
meaning. Example: Instead of NCO use Experience”)
“Non Commissioned Officer” * Military Background or Experience

* Use the resume skill building word list to
assist you in writing your points.

. . . . TIP!
e List all experience, whether paid or unpaid.

* Internships and military service can be e experience sections only
included in this section. list the last 10-15 years of

employment.




Additional Categories

e Technical Skills

* Certifications

* Professional Affiliations
* Honors and Awards

 Computer Applications or Skills
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EXAMPLE LINEMAN RESUME

Larry Lineman
1 Odd Road
Ghent, WV 25843
304-111-2222; larry.lineman @newriver.edu

SUMMARY OF SKILLS

e 5+ years’ experience as general laborer

e Certified to operate aerial lifts, line trucks and other heavy equipment

e Knowledgeable in installing new wire or maintaining old wire; maintaining or repairing
overhead distribution or transmission lines

e Practiced in climbing wooden power poles and working on high voltage power lines

e Knowledge of methods, material and tools used in the construction, maintenance and
repair of an overhead/underground transmission, distribution and substation electrical
system

e Excellent customer services skills; experienced interacting with customers

e Ability to work in a team environment

Work Experience
Self-Employed, Snow Removal/Landscaping—Raleigh County, WV 1/2012—Present
e Snow removal for clients including private homes and businesses, light landscaping
including mowing grass, removing trees, etc.

Laborer, ABC Construction—Beckley, WV 3/2008—12/2011
e Performed general duties under Construction Manager including light carpentry, basic
electrical and plumbing, and painting.

Cashier & Stocker, Kroger—Beckley, WV 4/2007—2/2008
e Ran cash register and assisted customers. Stocked items.

Education
New River Community and Technical College, Ghent, WV
e Line Service Mechanic Training, Expected: May 2015

Woodrow Wilson High School, Beckley, WV
e Diploma, May 2007

Certifications & Licenses
e CDLand Heavy Equipment
e CPR/First Aid




Jessie Job

123 Elm Street

Lewisburg, WV 24901

304-111-2222; JessieJob@ gmail.com

PROFESSIONAL SUMMARY
*  Excellent knowledge of clerical and computer skills
¢ Exceptionally good demonstration skills and communication skills both verbally and written.
*  Great customer service and interpersonal skills,
* Exceptional ability to carry out the instructions verbally, written and diagrammatically.

EXPERIENCE
Medical Assistant Beckley VA Medical Clinic, Beckley, WV
January 201 1-present
* Responsible for the measuring signs such as temperature, pulse rate, weight, height, blood pressure ete.
and interview them and record their information.
* Gave treatment and injections to patient and also performed the routine tests in laboratory.
* Responsible for the keeping the records like x-ray reports and schedule appointments, receive bills ete.
* Maintained the data of the patients and office on the computer and keep the records, billing,
transactions, books, ete.
* Responsible for the sterilizing and cleaning instruments and preparation of the treatment rooms for
patients.

Medical Assistant Practicum Good Nursing Home, Lewisburg, WV
January 2009-May 2010
*  Assisted with care of the treatment rooms, records of the office and patients, instruments etc.
* Performed the routine procedures such as check their pulse rate and blood pressure, and giving
injections
*  Processed bill payments

Student Worker, Student Services New River Community and Technical College, Lewisburg, WV
August 2008—May 2010

*  Assisted professional staff with clerical work such filing, making copies, etc.

* Directed students and visitors to appropriate departments and offices

EDUCATION
New River Community and Technical College, Beckley, WV
s Associate in Applied Science in Medical Assisting, May 2010

VOLUNTEER EXPERIENCE
*  Volunteer, Greenbrier County Public Library
*  Team Captain, Greenbrier County Relay for Life

COMPUTER SKILLS

* Proficient in Microsoft Office Suite




Electronic and Scannable Resumes
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* Focus on keywords. Use industry language.

* Preferred fonts: Times New Roman, New Century
Schoolbook, ITC Bookman, Palatino, Courier.

 Between 11 - 14 point size type. Boldface is usually
okay.

* Avoid formatted bullet points. Use asterisks (*) or
dashes (-) instead.

* Avoid italic, script, underlining, graphics and shading.

 Omit parentheses & brackets, especially around phone
numbers.




References




TIPS FOR REFERENCES

Use only professional references—individuals that have
supervised your work, been your instructor, etc.

Most positions require 3 to 5 references

List references on a page separate from your resume

Include professional contact information including: full
name, title, address, telephone number and e-mail address
of each reference

Always obtain permission from individuals you would like
to use as a reference
I

Send each reference a copy of your updated resume before
you begin your job search







Appearances count, both online and offline.

CAUTION

»
Digital Dirt

DIGITAL DIRT AHEAD



Did you know?

79% of hiring managers and
job recruiters surveyed said
they reviewed online
information about job
applicants.

70% of hiring managers say
that they have rejected
candidates based on what
they found online.

Source: National Association of Colleges
and Employers




Monitor Your Digital Life

* Google yourself to see what
pops up on the search.

* Check privacy settings on
Facebook and other social
networking sites.

* Review photos and posts you
are tagged in.

* Establish a professional profile
on Linkedin.




General Job Search Tips

You can apply for multiple positions within the same
organization. In fact, some companies may require a
separate application for each position.

Always send the requested application items listed in
the employment ad.

Check email every day during your job search.
Set up your voicemail box and personalize the greeting.

If an organization calls you to schedule an interview
and you have already accepted another position,
please return their phone call and polltely decline the
interview. '




Career Services Contacts

See the Student Success Center on your campus!




