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KEY ISSUES 

! How do you prepare for an effective job search? 

! How do you get the interview? 

! How do you get the job? 



DEVELOP A CAREER MAP 

! Search job boards 
! Don’t give up the 

future for the 
present 

! Establish short and 
medium term goals 
!  Long term goals 

rarely work out 

He who fails to plan … plans to fail - D. Eisenhower 



KEY ISSUES 

! How do you prepare for an effective job search? 

! How do you get the interview? 

! How do you get the job? 



!  Your resume is 
!  Everything you have 

done 
!  Everywhere you have 

been 
!  Everything you offer 
!  You 

!  Your cover letter is 
!  Your handshake 
!  Your introduction 
!  Your opportunity to 

share what doesn’t fit a 
resume 

!  IMPORTANT 



SUMMARY OF QUALIFICATIONS 
AND CORE COMPETENCIES 

! Sets a proper and compelling tone for the résumé  
! Allows the reader to quickly learn something 

about the candidate  
! First look at overarching abilities and sometimes 

personal attributions 
! Core Competency section highlights key words  
! Enables the reader to quickly scan the document  
! Easy to change competencies to appeal to various 

opportunities 



!  Use paragraphs to describe 
responsibilities 

!  Use bullets to highlight 
achievements 

!  Provide numbers to 
demonstrate results 

!  Use the résumé as a 
marketing tool 

!  List things that you are 
interested in doing in the 
future 

!  Use action oriented words to 
engage the reader 

!  Avoid redundancy  

You might be surprised by 
the fact that your 

management doesn’t really 
understand what you do 

SO,  WHAT DO YOU DO FOR A 
LIVING? 



OTHER POINTS OF INTEREST 

! Education 
!  Advanced Degrees 
!  Certifications 
!  Training 

! Awards 
! Affiliations 

!  Professional 
!  Community / Volunteer 

! Hobbies or compelling 
interests 



FOCUS ON RESULTS    
! Results focused and data driven - Quantify It! 
! Start with a paragraph to provide the reader 

with some general information  
! Use bullets to highlight key achievements within 

the résumé to make it easily identifiable 

Numbers make management take notice 

Metrics support your business case 

Use real numbers … but make sure you 
can defend them 



! Serves as an introduction and allows you to 
highlight things that not included on the résumé 

! Reference something about the company to 
demonstrate that you have done some research and 
have a clear purpose for writing 

I DON’T NEED A COVER LETTER … 
DO I? 

! A cover letter should always 
accompany your résumé 

! Demonstrates to the reader that 
you know how to write! 

! Keep it short and to the point 



IT’S NOT WHAT YOU KNOW, IT’S 
WHO YOU KNOW 

! Network, network, network 
! You never know who you know 
! Friends, relatives 
! Friends of relatives 
! Relatives of friends 
! Special interest groups 
! Fraternal organizations 
!  Industry groups 
! Network, network, network  



KEY ISSUES 

! How do you prepare for an effective job search? 

! How do you get the interview? 

! How do you get the job? 



INTERVIEW BEST PRACTICES 

! Know your resume 
! Dress the part 
! Be on time 
! Ask questions 
! Know the company and the job 
! Bring copies of your resume on bond paper 
! Shake hands like you mean it 



! Thank you notes 
!  Snail mail 
!  E-mail 

! Leave a positive impression 
!  If you are interested let ‘em 

know 
!  If you are using a recruiter 

keep the lines of 
communications open 

ON FOLLOWING THROUGH 



NOW THAT YOU HAVE ‘EM WHERE  
YOU WANT ‘EM 

! What is the budget? 
! What are other companies paying? 
! Are there other candidates in play? 
! How imminent is the decision? 
! Negotiation strategies 



RECOMMENDATIONS 

! Figure out what you want to do and where you 
want to do it 

! Analyze your chosen industry 
! Sell your skills and accomplishments through 

your resume and cover letter 
! Prepare for the interview and make a lasting 

impression 
! Demonstrate continued interest throughout the 

Interview Process 
! Negotiate effectively 



NEXT STEPS 

! Résumé and Cover Letter Preparation 

! Career Coaching 

! Life Coaching 

!  Interview Preparation 

! Personality Profile 



AND NOW A LITTLE MAKEOVER - 
BEFORE 



… AND AFTER 



CONTACT DEBRA 

Debra Wheatman, CPRW, CPCC is the founder 
and Chief Career Strategist of ResumesDoneWrite, 
a premier career services provider focused on 
developing highly personalized career roadmaps for 
senior leaders and executives across all verticals 
and industries 

Debra can be reached at – 

DWheatman@ResumesDoneWritecom  
HTTP://ResumesDoneWriteBlogspotcom   
HTTP://WWWResumesDoneWritecom  
Connect to me on HTTP://LinkedIncom/in/resumesdonewrite   
Follow me on HTTP://twittercom/DebraWheatman  


