developing job search tools

Introduction
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Click on the link below to see a brief introduction to the Developing Job Search Tools chapter.

Video: Intro to Developing Job Search Tools

Giving employers information about yourself in writing is an important part of the job search process. Resumes  and job applications are often an employer’s first introduction to you. If you do these well, you have a much better chance of securing an interview and getting a job offer. 

In this chapter you will: 

· Review one simple resume format
· Practice modifying  your resume for different jobs
· Develop a plan for finding information for your resume
· Practice emailing your resume
· Fill out a job application

If the video does not run smoothly on your computer, use the slideshow version.
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your resume
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Name, some employers will ask you to give them a resume. A resume is a tool you can use to sell yourself. It is a brief summary of your education, work history, and accomplishments. 

There are several different types of resumes. This slideshow shows one simple, but effective, resume format. 

Slideshow: Parts of a Resume [Chap12_flash_scripts]
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Writing a resume is challenging. It is a big task and there is no one correct way to do it.    

In this next activity you will be going to the Discussion Board to share with your classmates’ how you feel about writing your resume. When you are in the Discussion Board, take time to look at your classmates’ answers.

Discussion Board: Feelings About Your Resume [Chap12act_journal]
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your objective
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The Objective is the first thing on your resume. Your objective should match the type of job you want.  If you are applying for different jobs, you may need several resumes. When the objective on your resume closely matches a job, it makes you look like a better candidate for that job.

In this slideshow, see how Elaine changes her objective to match a job. 

Slideshow: Elaine Changes Her Objective [Chap12_flash_scripts]
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Name, in this next activity, you will practice writing objectives that match job descriptions.

Activity: Write the Objective [Chap12act_objective]
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your qualifications
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In the Qualifications section of your resume you want to emphasize your skills and strengths. A good way to do this is to list past accomplishments.   

People often use accomplishments from previous jobs. However, sometimes you can’t do this. You may not have a lot of work experience or your work experience may not match the job.  However, there are other things you can use besides work. 

This slideshow gives examples of experiences you can use for the Qualifications section of your resume.

Slideshow: Experiences Other Than Work [Chap12_flash_scripts]
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Your qualifications should match the job you want. If you are applying for different jobs, you may need several resumes with different qualifications. 

In this next activity, you will match qualifications with different jobs.

Drag-Drop: Match the Qualification to the Job [Chap12act_match_qualifications]
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Name, think about skills and strengths you want to put on your resume. You may have already identified some of these earlier in the course.  If you need to, review the skills and strengths you listed in the “Who Am I” section of your Workbook. Then take some time to write qualification statements for your resume. This information will be saved in your Workbook. 

Workbook: Your Qualifications [Chap12act_qualifications]
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your work experience and education
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Your past experience is an important part of your resume. This includes previous jobs and your education. You need to provide details like dates and addresses. You may not know all this information or where to get it.  
This slideshow gives some ideas on how to locate information for your resume. 

Slideshow: Find Resume Info [Chap12_flash_scripts]
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Name, is there information about your education or work history that you don’t know? Where are you going to look?  Turn to page 34 in your Manual. You can use this checklist to help you.

In this next activity, you will make a plan for finding your education and work history facts.  This information will be saved in your Workbook. 

Workbook: Facts For Your Resume [Chap12act_facts] [Chap12man_facts]
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Once you have identified all your previous jobs, you need to list the tasks you did.  These statements should be short and begin with action verbs. When possible you should include numbers that show how good you were at the job. For example, a former receptionist might have one statement on her resume that says “Answered 300+ phone calls per week”. 
In this next activity, you will write tasks for one of your former jobs. This information will be saved in your Workbook.

Workbook: Job Info For Your Resume [Chap12act_tasks]
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help with your resume
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Writing a good resume is challenging. You may need some help. It is also good to have several people look at it when it is finished. They can check it for errors. They can also review your objective and qualifications. Sometimes there are other ways to say the same thing that make you sound better. 

Think about people you know who can help you. Write about this in your Journal.

Journal: People Who Can Help [Chap12act_journal]
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There will be times that you need to email your resume to a person. You may want someone to review it. You may need to send it to a person who is in a position to hire you.  

In this next activity you will practice emailing your resume or some other file to your facilitator. 

Workbook: Email Your Resume [Chap12act_email]
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job applications 
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Name, employers usually want a job application. It is important that you fill out each one completely and neatly. Some employers use job applications to decide who to interview.  

You may be asked to complete a job application in writing and leave it with the employer. Sometimes you can complete a job application on the company’s website.  

Each job application will be slightly different. However, they often ask for the same facts. 

In this slideshow you will learn more about the parts of a job application.

Slideshow:  Job Application Info [Chap12_flash_scripts]
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Since most job applications are similar, once you have filled one out, you can use the information again for others.  A lot of this information can also be used in your resume.
In this activity you will complete a sample job application.  
Workbook: Complete a Job Application [Chap12act_application]  [Chap12man_application]
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Celebration!
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Congratulations, name! You have just completed the “Developing Job Search Tools” chapter. Click on the link below to see a brief summary.

Video: Summing up Developing Job Search Tools

Congratulations! You have just completed the Developing Job Search Tools chapter.  

You have reviewed a common resume format and seen how you can modify different sections so you have a better chance of getting a job. You also have practiced filling out a job application.

It may seem hard to write your resume. However, remember that once you have it done, you just need to make minor changes to it as you apply for different jobs.  A well written resume and a neatly completed job application are tools that will help you get a job that meets your wants and needs.

If this video does not run smoothly on your computer, use the slideshow version.

If you would like to review the topics covered in this chapter and/or write down things you want to remember, go to page 13 in your Manual.

You are now ready to continue to the next chapter. To mark this chapter complete and return to the Learning Center, click complete.   To simply return to the Learning Center, click review later.

OPTIONAL ACTIVITIES
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There are many good websites that provide information on how to write your resume. One good site is Career Onestop (http://www.careeronestop.org/jobseeker/jobseekers.asp). Click on the “Develop a Great Resume” link under Job Search Tips if you would like tips for resume writing.
QUOTES
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“Only when we are no longer afraid do we begin to live.” ~Dorothy Thompson
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“Always bear in mind that your own resolution to succeed is more important than any other one thing.” ~Abraham Lincoln
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