


Chapter 7

Values and Occupations

The purpose of this chapter isto asgst youto identify alist of occupations that are redly feasible for you
and to place them in priority order. This will be a three-step process (1) identifying your important
work-related values, (2) identifying occupational titles, and (3) prioritizing occupations related to your
values.

Your Values

Some values are so important that they could cause you to remove some occupations related to your
interests or abiliti es because they do nd satisfy these values. Think carefully abou ead of the following
values as they relate to work. Indicate how important ead isto you by making a dhedk mark uncer Very
Important, Somewhat Important, or Not Important on the dhart that foll ows their definitions. Remember
that you are rating these related to your role @& a Worker, that is, paid employment. The value may be
very important to you, bu you may chocse to satisfy it in ather life roles, such as Citizen, Parent, or
Leisurite.



Helping Others - being able to help people through your work in some way. This may be through
courseling, teaching, or improvement of physicd, mental, or spiritual well-being.

Influencing or Leading Others - being effedive through your work in getting people to foll ow your
lead, work together toward a cmmon goal, or buy a product or ideathat you are promoting.

Orderliness- being able in your work to organize things sich asreaords, to pu processs or operations
into alogicd structure.

Tangible Results - being able to see atask through to its end, to see afinished product.

Abstract Thinking/Problem Solving - being able to use your mind and creativity to solve aproblem,
crede aplan or design, or test atheory.

Creativity- being able to pu into redity something which dd na previously exist —awork of art, a new
product or program.

Money- making significantly more money than the average worker; getting asalary that is at least in the
top 2% of saaries.

Minimal Schodling - being able to enter ajob withou having to complete aly formal educaion keyond
high schod.

Bright Job Oppartunity - entering afield where demand for workersis 9 high that thereisavery slim
chance of ever being out of work.

Timefor Family & Leisure - entering ajob that can be confined to 40 houws per week or less being sure
that taking work hame and/or working unusual hours does nat interfere with personal time.
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I mportanceof Valuesin the Worker Role

Sanewhat

Very Important Important

Not Important

Helping Others

Influencing a Leading Others

Orderliness

Tangble Results

Abstract Thinking/Problem Sdving

Creativity

Monrey

Minimal Schoding

Bright Job Oppartunity

Time for Family & Leisure

(writein)

(writein)

| dentifying Occupations

Now, using (1) Appendix A (master alphabetical list of occupations with their World-of-Work Map
regions and job families) or Appendix B (occupations organized by World-of- Work Map clusters,
regions, and famili es) and (2) regions marked onthe World-of-Work Map on fage 6-16, make alist of
up to fifteen occupations onthe workshed titled Activity 7-1: List of Occupations for Exploration.
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Activity 7-1 List of Occupations for Exploration

NAME OF OCCUPATION

World-Of-Work
Map Region

World-Of-Work
Map Family

10.

11.

12.

13.

14.

15.
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Now that you have made alist of high-priority occupations, you must learn more &out each in at least
two of the foll owing ways:

Use print materials in a library. All libraries have the Occupaional Outlook Handbod,
pubished by the U.S. Department of Labor. Most libraries have many other sources of printed
information as well. Thisbookis aso onawebsite & http://stats.bls.gov:80/0cohame.htm.

Use a omputer-based system such as your state's career information delivery system,
DISCOVER, CHOICES, or SIGI Plus.

Use the Internet. Website aldresses change with some frequency, bu try these:

@ Americas bbBank - httpllwwwal b.dni.us

@ TheBladk Collegian - http://www.black-coll egian.comli ndex.html
@ CareasOnLine Virtua Careas Show http://www.careersonline.comau/show/menu.html

@ Job Smart Carea Information - http://iobsmart.org
@ Princeton Review Online's Carea Find-O-Rama-
(%]
)]

http://www.review.comlcaea/find/index.cfm
Americds Career InfoNet - http://www.aanet.org

Find Your Career: U.S. News-
http://www4 . usnews.com/usnews/edujbeyond bcecguide.htm
@ Catapult Caree Planning Information http://www.jobweb.org/catapult/careerj} fo.htm

Find someone who is working in the occupation, and have an information interview. Activity 7-2
includes alist of suggested questions.
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Contad a professona association a trade union associated with the occupation. You can find
these in a reference book titled Nationd Trade and Professond Associations of the United
Sates, Washington, D.C.. Columbia Books, Inc. (updated annually). Phore: 8882650600
website: http://www.d-net.com/columbia/

As you col1f_ct information abou eat occupation, ke sure to lean whether or not ead satisfies the
values you have noted as Very Important. If you have rated two values that conflict with each ather
(such as Helping Others and Money) as Very Important, you will have to determine through your
investigation whether the occupation can passbly sustain bah o whether you will have to compromise
in some way.

Reoord the information you colled abou each occupation onthe workshed provided as Activity 7-3.
Complete one workshed for each occupation. At the end of the worksheet there is a priority line. You
will completethisline dter all of the worksheets are finished. If you are doing this adivity in a dass the
instructor will provide multiple cpies of Activity 7-3. If you are doing this on your own, you may make
multiple copies of Activity 7-3.
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Activity 7-2: The Information I nterview

Find someone who worksin an occupationin which you are very interested. Set an appantment with
that person, and ask the foll owing questions. Y ou may, of course, add aher questions which you may
want to ask.

Occupation Title: Date of Interview:

1. What are the kinds of activities which you doin atypicd day?

2. When you perform these adivities, how much supervision doyou have from your boss?




3. What are the things which you like most abou this occupation?

4, What are the things which you dsdlike &ou this occupation?

5. What kind d training or work experience did you have in order to enter this occupation?




6.What do youwish you had known abou the occupation kefore you entered it?

7.What kinds of oppartunities do you have to enrich your caree or to be promoted?

8.Does it appear that there is high demand for people in this occupation?

9.What is the range of what your company pays for those who comein at the entry level of your
occupation?




Activity 7-3: Occupation Worksheet

. My most important values (rated Very Important on page 7-3):

. Occupationd titl e

. Short description d this occupation:

. Capahili ty of this occupation to satisfy my most important work values:

. Implicaions for amourt of education reeded:
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6.Implications for choice of major or program of study:

7.What | need to lean more adou:

8.Where | can get more information:

Priority, based oninformation gathered (circle one): 1 (high) 2 (medium) 3 (low)

7-11



Shortening You List

You have completed the Occupation Workshed (Activity 7-3) for up to fifteen occupations. Now it is
time to begin to shorten this list based uponwhat you have learned about these occupations. Go badk
through the worksheds that you have wmpleted and circle (1) high, (2) medium, or (3) low at the
battom of ead worksheet, assessgng the occupation’ s priority based uponthese factors:

Skill and amount of education required (Does the requirement fit with your aspirations, plans,
and achievements?)

Careeg ladder (After you enter the occupation, doyou have an oppatunity to “grow” in the
occupation through upward movement, a broader sphere of influence, or some other way?)

Capability to use your interests (Do the work tasks as you have identified them for this
occupation appea to be the kinds of tasks that redly interest you?)

Capability to attain your values (Do the work tasks hold promise of al owing you to attain your
most important values?)
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Now, list thetitl es of the occupations that you have rated 1 (high priority).
If there ae fewer than threeoccupations, also list those which you have rated
2 (medium priority).

Seleding Your Major or Program of Study

If you are reading this bookas a part of the requirement for a career planning course m a ommunity
or four-year coll ege, you are probably trying to identify a wllege maor. Identifying one or more
occupational choices and seleding amajor are very important steps. Research indicates that those
who have vocational goals are more likely to stay in coll ege and complete the degree they are
pursuing. Thisisreally important sincethose who drop ou of coll ege will be least prepared for the
competitive job market of the »14 century.

There ae two ways you can identify a ollege major or combination d majors. Thefirst isto look at
the Occupation Worksheds (Activity 7-3) for the occupations you have marked “high priority.”
What are the mgjors recommended for those occupations? Are you fortunate enough to have the
same major recommended for two or more occupations that are on your list? Or, might you combine
amajor in ore areawith avery strong minor in another in order to be asflexible & possble? Based
onthe occupational information you have @lleded for your highest-priority occupations, what are
your best choices? Please li st them in the spaces that foll ow.
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Desirable College Majors Related to High-Priority Occupations:

A second way to identify college majorsisto look at the list in Appendix C and to identify those which
are related to your regions and job families on the World-of-Work Map (seep. 6-16). What mgjors did
you find by this approach?

You have narrowed your occupational aternatives to na more than threg and you have identified
majors or programs of study related to these occupations. If you are aurrently in college, you reed to (1)
confirm that the college you are dtending has the mgjor that you reed o (2) to plan to transfer to a
college which dces have that mgjor. In the latter event you will want to use one of the following
resources to identify ancther coll ege:

Software available & your college, such as the state caeer information delivery systems (may
have avariety of names), DISCOVER, CHOICES, or asimilar system.

Websites that provide acoll ege seach capabili ty, such as
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Peterson’s Education Center - http://www.petersons.com

College Net - http://www.coll e2enet.com

Y ahoo- Higher Education - http://www.vahoo com/educaion/higher _education/

Go Callege - http://www.gocoll ege.com/

United States Universities and Community Coll eges - http://www.utexas.edu/world/univ/

[SREOREORSRN

If youare naot currently in college but need to take alditional training, the following website will provide
alink to Americd's Learning Exchange, which will help youidentify both the site and the mode of
training (je. instruction viathe Internet, distancelearning, or selection d alocd schod):
http://www.nacc.nov .

Now summarize your plans by completing the Action Plan Workshed, Activity 7-4.
References

Katz, M. R. (1963. Dedsions and Values: A Rationale for Seaondary Schod Guidance New York,
NY: College Entrance Examination Board.

Super, D. E., et. d. (199). Developmental Career Assessnent and Courseling & The C-DAC. Journal
of Counseling and Development, 71, 7480.
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Activity 7-4: Action Plan Worksheet

NAME:

Highest priority occupations:

Major(s) or program(s) of study which | need:

Next steps | neal to take:

Find ou if my schod has this mgor.

Dedare the mgor.

Change my current mgjor to the one nealed.

Find schod(s) that have the major | need.

Find away to get thistraining in an alternate mode (other than attending all classesfaceto fa®)
Other. Please describe:

[eleolololNolNeo]
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Chapter 8
Job-Seeking Skill s

and Toals

Whenever you are realy to find your first full-time job a make ajob change, you will neel to apply job
seeking skill s. There are @ least five of these, each of which will be treated individually. These ae

dedding what youwant in ajob.

representing yourself in aresume and cover letter.
finding posgblejob openings.

representing yourself in ajob interview.

foll owing through after an interview.

Ead of these will be discussd in sequence
Deading What You Want in a Job
By now you have presumably seleded an occupation and amajor or program of study. Now you are

considering where to practicethat occupation as you dan amove to the full-time workforce. As you think
abou that move, you will need to dedde @ou the foll owing:
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1. Thetype of organization you want to work for - This gep involves adecision abou
whether youwould prefer to work for afor-profit company, work for a not-for-profit
organization, work for a government organization, or establi sh your own business. For-profit
companies are primarily motivated by the desire to make money through the development
and sale of a product or service so that the value of their stocks can grow. Not-for-profit
organizations are primarily motivated to provide products or services for the educational,
mental, or physicd well-being of the dientsthey serve. Such organizations must, however,
have sufficient revenue to continue to provide their servicesin aquality fashionaswell as
continue to invest in new development. Government agencies, the nation's largest employer,
are motivated by the need to med legislated requirements for the provision d servicesto the
genera puldic or to the administration d government. Establi shing your own business
implies that you want to be resporsible for yourself and requires ssme investment capital and
business swvvy.

2. Reputation or prestige of the organization - Your own self-concept will be enhanced or
diminished by how you fed abou the quality of the organization for which you work.
Further, if youwork for an organization which is well-managed and provides high quality
goods or services, you are lesslikely to suffer down-sizing and more likely to have
oppatunities for career growth. This gep involves a conscious choice & to whether to
confine your job search to companies which, when researched, show strong evidence of high
quality in management, customer service and roduct or service quality.

3. Minimum salary - Asyou facethe job seach, you arelikely to determine the minimum
level of salary that you are willi ng to accept, given your educaion and experience and the
job market for persons with your skill s. Determining this figure will t ake some research in
computer-basedinformation systems that provide recent data dbou salaries or Internet sites,
such as Americds Job Bank ( http://www.aib.dn.us). Youwill want to be caeful abou how
you reved this minimum in ajobinterview.
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. Fringe benefits - A goad fringe benefit padkage may be worth as much as an additional 30%
in salary or even more. If you are married and have afamily, it islikely that such afringe
benefit padkage will be very valuableto you. If you are single and nd anticipating having a
family soon,you may prefer to identify companies that pay higher salaries but do nd offer a
maximum-level fringe benefit package.

. Career ladder or oppatunity for job growth - In arder to keep your Worker role interesting,
you may want to be careful to enter a position which has patential for growth. This growth
may be in the form of promotion (“going up the career ladder”) or in the form of expanded
resporsibility, opportunity for new assgnments, or oppatunity for continued skill
development through training.

. Distancefrom home - As you approach the job search and/or the posshbility of a geographic
move, youwill need to determine how far you are willi ng to commute eat day to and from
the work site by car or public transportation. The amourt of commuting time dfeds bath
your persona stresslevel andthe amourt of time avail able for leisure and for being with the
family.

. Travel requirement - Some jobs never require travel some require occasional or frequent
short-distancetravel; and some require occasiona or frequent long-distance travel. This may
not be avariablein your seleded occupation; but if it is, youwill need to determine how
much you are willi ng to travel.
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8. Makiii g use of education and training - Some jobs make maximal use of the educaional
badkgroundand spedfic training we have had; others smply use that badkgroundas a
springboard for adifferent or more expansive set of job duties. You will need to determine,
based onyour interests and percaved skill s, how close you want to stay to your field of
educaion a training.

9. Timefor family and leisure - Jobs vary widely in their demand ontime beyond the usual
40-hour work week. Depending uponyour desire to confine work to 9-5 on weekdays, you
will have avariable anount of time left over for pursuitsin ather liferoles.

Besides thinking abou eadh of the éove topics and making some anclusions abou them, you may also
want to use your personal results from the MyersBriggs Type Indicaor® (MBTI®), a personality test
avail able to qualified professonals from Consulting Psycha ogists Press(Palo Alto, CA). You may have
taken thisinstrument if you are using this bookin a caeer planning course or workshop. If you have
taken it, use the interpretive materials which you have received to list some dharacteristics that you
shoud look for in the workplaceyou chocse. The adivity at the end d this chapter provides gace for
these. The same results will also help you to generate good questionsto ask during job interviews.

Representing Yourself in a Resume

One of the early stepsin preparing for ajob search is the development of a high-quality resume which
represents your skill s, experience, and educational attainments. Y our resume, usually a concise one-
pager, is the document that will either attrad an employer to cal youin for an interview or will block
you from having an opportunity for an interview. Withou an interview, of course, thereisno pasbili ty
that youwill get ajob.
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Y our resume may be reviewed as onein aheap o 100 o more for a specific position. Thus there must
be something in it that attrads the enployer or Human Resources Diredor to pul yours out for an
interview. Besides the fact that it must represent strong skill s and experiencefor the position, it should
have the foll owing characteristics:

1. It must look attradive and be totally accurate in spelli ng, punctuation, and format. Have
one or more persons who are goodin English to review your resume and help youimprove
it.

2. It must adequately state your skill s (not just the aurses you have taken or degrees eaned)
and experience and hav these relate to the paosition for which you are goplying. Summarize
your skill sin a mncise way; it is perfedly acceptable to use bull ets and phrases.

3. If possble, it shoud indicae positive results that the organization will have as aresult of
your use of your skill s and experienceonits behalf.

4. Avoid use of the pronown
5. Omit information that might exclude you from an interview or raise unwanted questions.

6. Giveit some charaderisticsthat will set it apart from other resumes. If it isa print resume,
you might use high-quality paper, perhaps light beige, grey, or blue. Or the resume may
stand ou because of the good se of formatting, fonts, and aher spedal effeds. For some
types of jobs a multimedia presentation onCD-ROM may be gpropriate. For others,
having a persona website which provides interadive information may be an ogtion.
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7. It shoud never be more than two pages in length and wsually only one.

8. Itshoud belaid ou with left-justified topic headings which are eay to read. Educaion
and experience shoud be summarized in badkward chrondogica order and may include
only the last three to five jobs.

9. Print your resume onalaser printer, using high quality bond m@per. Use the same quality
and color of paper for your cover letter and envelope.

10. List your references on a separate shee on matching paper. Provide this list, which
includes names, phore numbers, addresses, and perhaps e-mail addresses, ony when asked
for it.

Before beginning your resume, review your educaion, work experience, interests, extraaurricular
adivities, travel, foreign language aili ty, military service, memberships, and community service
in order to determine what to include. Carefully consider what you have accompli shed and what
skill s you have devel oped through your experience. Employers are particularly interested in
examples of leadership, self-motivation, and communicaion skill s. Think abou caree objedives
and what direction you would like your life to take in the next five to ten years. Although you
will not include dl of thisinformation onyour resume, youwill findthe evaluative processvery
helpful in increasing your self-awareness preparing for your interviews, and filli ng out job
applicaions, aswell as developing a goodresume. Figure 8-1 provides aformat for summarizing
information that you may want to use in your resume and job interview.
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Resume For mats

Since aresume refleds the personwriting it, thereis no ore crred form. It can be aranged
chrondogicdly, functionally, or in a combination d these standard formats. Only you can decide which
styleis best for you.

The chronological resume stresses continuity of employment. It is especially effediveif your work
history isrelated to your career goals and you can show increasing resporsibili ty. Items under each
heading are presented in reverse chirondogical order, beginning with the most recent dates or the most
relevant experience Include dates of employment, names and addresses of employers, job titles, and
brief descriptions of your resporsihiliti es and accompli shments in ead instance Figures 8-2 and 83
provide examples. Many other examples are avail able on awebsite titled About Work
(htty://www.abouwork.com) and onJob Snart (http://www.iobsmart.org).

The functional resumeis arranged according to skill s and/or job function experience (such as
Organization, Reseach, Management, Communications, etc.). All experiences that show proficiency in
aspedfic skill are grouped together, minimizing or nat mentioning names of past employers or dates.
Thisformat can be useful for persons with considerable volunteer (rather than paid) experience career
changers, and recent graduates with limited employment who wish to emphasize skill s they have
aqyuired in schoding. Figures 8-4 and 8-5 provide examples. Many other examples are avail able on a
website titled Abou Work (http://www.abouwork.com) and onJob Smart (http://www.iobsmart.org).
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Figure 8-1
Preparing aChronological Resume
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Figure 8-1 (Cont’ d)
Preparing aChronological Resume
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Figure 8-2
Sample Chronological Resume
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Figure 8-3
Sample Chronological Resume
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Figure 8-4
Sample Functional Resume

8-12



Figure 8-5 Sample Functional Resume
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Figure 8-5 (Cont'd)
Sample Functional Resume
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The eledronic resume may be amodified version d either of the @owve types or a wmbination o
these. It isincreasingly important that you knav how t9 represent your skill s, training, and experiencein
an eledronic resume & well asin atraditional printed ore. An electronic resume may take two forms:
(2) the entry of aresume into an Internet “talent bank” and (2) the submisson d a resume on diskette or
paper which will be placed in a database from which candidates are dedronicdly identified.

In the first case you would complete an online form and pu it into a computer database, such as
Americas Talent Bank ( http://www.aib.dn.us). Other resume-pasting opportunities of this type can be
foundat the foll owing websites:

Carea Mosaic - http://www.careermosaic.com
Carea Path.com - http://www.careeroath.com
Online Career Center - http://www.occ.com

In preparing aresume to be sent via email onthe internet, consider the foll owing steps:

1. Develop your standard chrondogical or functional resume first.

2. After printing a aopy, save the document astext only (that is, plain text, ASCII, or DOS text).

3. Edit the resume to resemble the printed ore & much as possble. For example, the sedion headings
shoud beput inal capitas, and the margins should be dtered to about 70 characters and spaces per

line.
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4. E-mail your resumeto afriend,and ask him or her to print it out for you. Thiswill allow youto see
exadly how it will | ookin that format so that you can improveit if needed.

5. Savea wopy on dskette so that you can updite it or sendit to another potential employer.

6. Inform yourself abou what will happen to your resume when pasted eledronicdly — that is, will it
be removed from the database after a certain period d time? Will you be informed by e-mail when a
job pofil e fitting yours appeasin ajob database? Will you have an oppatunity to updite it?

Since aresume sent to an employer via the Internet must be provided as “plain” text rather than “rich”
text which contains balding, speda fonts and wunderlines, you red to try to think of ways to make it
attradive. Provide topic headings which are left-justified and in all capital |etters snce no other kind o
spedal treament is passhble. Consider using bull ets to summarize information under the main headings.
Remember that the resume will be real as a series of screens. You may want to arganize its topics by
logicd screen displays, andit is essentia that you cach the reader's attention in the first of these! Figure
8-6 isasample of aresume sent by e-mail .
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Figure 8-6 Sample Electronic Resume
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Figure 8-6 (Cont'd)
Sample Eledronic Resume
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Many companies are requesting a resume that can be scanred into a database of applicants which is
seachable by key words that identify skill s. When your resume is used in this manner, the key words
which you dace athetop (indicating your skill s) are critical. If your skill s are not well -defined by
seach words, your resume may never be found.If your resume isidentified throughthe keyword seach,
you may be contacted by e-mail if you have provided that address Y ou may even beinterviewed by e-

mail .

When preparing aresume that is likely to be scanned, remember the foll owing guidelines:

1. Capturethereader in thefirst 20lines.

2.

3.

Do na use bull ets, graphics, baxes, columns, italics, or other design highlights.
Use standard fonts, 12-14 pants, such as Helvetica courier, and Times Roman.
Use dl caoital lettersfor sedion headings.

Placeyour name onits own line & thetop d each page.

Make margins of at least ¥2inch onead side.

Prepare your resume on 8% x 11° white paper, laser printed, using black ink.

8-19



8. Use & many words as possble which describe your skill s, work experience, and training.
These may be included in a summary paragraph (cdl ed 2Qualifications Summary® or
asummary of Qualifications®) at the top d the resume or listed as a series of key words at

thetop d t6he resume.
9. Do nd staple or fold theresume. Senditinan 8 °x 11° envelope.

Figure 8-7 provides a sample of agoodresumethat islikely to be foundby an employer. Notice the faa
that the li sted search words identify skill s frequently needed by employers.

Regardlessof the type of resume you do,you should modify it slightly for eat pasition for which you
apply, making the experience and skill s you list as tightly applicable & paossible to the job for which you
are gplying. Use of word-processng software makes this very easy. In addition, there ae many

diff erent software products which off er blank templates you can fill i n, making the task even easier.
Some examples of thiskind o software ae & follows:

Microsoft Works (includes a resume padkage)
WinWay Resume 3.0- WinWay Corporation, Inc.
Resume Maker Deluxe- Individual Software, Inc.
Perfed Resume - Davidson, Inc.
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Figure 8-7
Sample Scannable Resume
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Figure 8-7 (Cont'd)
Sample Scannable Resume
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The Cover Letter

A short well-written letter shoud acompany every resume which is sent through the mail . It has two
purposes: to get the recipient to read your resume and to elicit aresponse that will | ead to an interview.
While awell-written letter will not guarantee you a position, apoarly written letter could eliminate you
as a candidate, regardless of your qualifications. The following guidelines will help you write agood
cover |etter:

1. Send badh aletter and aresume whenever you apply for either an advertised or unadvertised
paosition.

2. Addressthe letter to a spedfic person by name and title. If you do nd have that information,
cdl the cmmpany Human Resource Development office or use its website to try to get this
information.

3. Inthefirst paragraph, mentionthe positionfor which you are gplying, who referred you,
how you learned of the position, and/or why you are interested in working for the company.

4. Briefly refer to the qualificaions and experience which you have for the position. State that
you are enclosing aresume which describes your skill s and experiencein more detail .

5. Emphasize what you can dofor the employer rather than how the job would benefit you.

6. Include one or more phone numbers and, if you have one, an e-mail address at which you
can be reached.
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7. Make each cover letter look original and tail ored to a spedfic positioneven if you are using
atemplate.

8. Use mrred grammar, spelling, and punctuation. Use good bisinessform. Errorsin any one
of these may erase your oppatunity for an interview.

9. Print ead cover letter on 8 t1 bondstationery that matches that of your resume.
10.Try to trigger reader interest. Make your first sentence @urt!
Follow -Up

Generally, for an advertised pasition, youwill be contaded ar granted an interview within two o three
weeks of your initial corresponcence If you do rot hea from the person to whom your letter was
addres=d, telephore him or her to verify that it was received. Y ou can then ask when you can expect to
lean the status of your applicaion.

If youwrite aletter of inquiry, youshoud call i n abou ten daysto verify recept of your letter andto
request an interview. In case the enployer canna seeyou a has no pdential openings, ask if he or she
can suggest other contads for you. Often employers are avare of unadvertised openings with ather
companies and are willi ng to tell you abou them. If you are referred to another person, ask the first
employer for permissonto use hisor her name in establi shing the contad. A note of appredation should
foll ow.
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Figure 8-8
Guiddlinesfor Cover Letters
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Figure 8-9
Letter of Application
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Figure 8-10
L etter of Application with Personal Contact
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References and L etter s of Reacommendation

By the time your resume is completed, and kefore your first interview, you shoud oltain permisgon
from threeto five former employers or faaulty members to use their names as references. The people
you select shoud tell about your capabiliti es as an employee or abou your achievements as a student.
They shoud badk uptheir statements with examples. Letters of recommendation shoud na mention
handicgpping condtions unlessyou have given your permisson. Keep records of the names, titl es,
addresses, and phore numbers of persons you seled. Y ou may aso ask them to give you a wpy of the
letter of recommendation which they write.

Do na list these references on your resume; just say @References furnished uponrequest.° However,
make apies of your list onthe same paper as your resume, head the page with your own name, address
and phore number, and take this list with you when interviewing. Youwill find it useful when you make
out job appli caions, and you can give it to employers when they ask for it.

Collea your letters of recommendation from faaulty members and recent employers whil e they are till
aacessble and your skill s are fresh in their minds. Letters of recommendation will be written and sent
more promptly if you give the sender a stamped, addressed envel ope.

Finding Job Openings

A next step in the job-seeking processisto identify job openings that have potential to satisfy your
interests and values. Here ae the most common ways of doing that:
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1. Networking, that is, telling adult friends (and family friends) that you are seeking a position,
including some of your most important criteria. Today it is poassble to network via the Internet
with people whom you have never met. This kind d networking may take place in eledronic
chat rooms.

2. Seaching the Internet. There are hundeds of websites which provide job seaches. Some of the
best are & foll ows:

Americas Job Bank - http://www.aib.dn.us

Carea Mosaic — http://www.careermosal c.com

Carea Path.com — http://www.careerpath.com

Catapult - http://www.iobweb.ora/catanultl career-info.htm
Nation Online Job Database - http://www.nationiob.com
Online Career Center - http://www.occ.com

3. Seleding a cmmpany or organization for which you want to work and contacting it via phore,
website, e-mail, or letter to determineif there ae ay job goenings at thistime. It is often easier
to communicate diredly with those who are doing the hiring via email than by phore or regular
mail. Be sure to learn as much abou the cmmpany as passble for making a dired contact.

4. Making an appantment for an informational interview in a company for which youwould like to
work. An informational interview is diff erent from an employment interview; you are seeking
information, nd ajob. Tap into your network to find the people who dothe hiring in your area of
interest or work in that area Obtain their names and titl es; then cdl or write for an appantment.
Ask for 20-30 minutes. Make it clear that you are asking for guidance not ajob. Reseach the
company, and [repare your questions in advance so that you can make the most of the
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time. At the interview explain your interests, skill s, experience, and career goals. Ask whether
the company, or others that they might know of, have jobs which relate to these. Be sure to
follow up onleals you may get and to send a brief note of thanks to the person who interviewed
you.

. Using aplacanent agency, either your state Employment Service Agency, your university
placement office, or aprivate one (in which case the enployer may pay the fe@. If youarein
schod now, the areer planning and dacement office on campus may provide workshops on job-
seaching and may sporsor the visit of many employers to campus.

. Entering an internship during your coll ege years and wsing this as away to become
knowledgeable @bou an employer andto have an employer get to know your skil]s. If you are
currently a student, your coll ege may have aspecia officethat handesinternships. You can
lean more adou internships at these websites:

Intern-NET - http://www.vicon.ret/~internnet/
Lifelong Leaning: Internships - http://www.tripod.conv/iobs.career/internships/index.html

. Watching ads in newspapers and appropriate professona newsletters and journals and foll owing
through onthem. Read the alsto find ou abou companies that are growing, salary ranges, and
types of positionsthat arein demand. Apply to those cmpanies that are looking for people with
your qualifications and also to those you think could use someone with your qualificaions. Do
not depend solely onthe als. The foll owing website displays a large number of ads:

CareaPath - http://www.careernath.corn
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Through any of these modes, review the patentia jobs against the aiteriayou have developed. If the
patential employer fits your criteria, cdl to ask about the avail able position. Foll ow through with a
resume and cover letter which you hge will ean you an interview.

Representing Yourself in a Job Interview

The jobinterview has been cdled a planned conversation. For the interview to be successful, there must
be an exchange of ideas and informationto find ou if you, the job, and the employer are well matched.
The impresgon you make on the interviewer often ouweighs your acual credentials. Y our poise,
warmth, abili ty to communicate, social skill s, and attitude will be evaluated along with your experience
and education to determine whether you will be an asset to the company or organization.

Esentialy, an interview islike most interadions between individuals. How well it turns out depends
uponthe skill s of the participants — and al'so upon the a@hemistry® between these participants. The goal
of the interviewer isto assessyour qualificaions for the position keing fill ed. The interviewer is
expeded to represent the employer positively, use goodjudgment, and make an accurate gpraisal.
Interviewees, onthe other hand, dten use the interview as a proving ground. They allow much o their
self-esteem and attainment of goalsto rest onasingle interview.

Because of the strong personal investment ead participant bringsto the interview, anxiety levels can be
high and mistakes and miscommunications are possible. The foll owing information will | essen your
anxiety and give you a better ideaof what to expect in an interview.
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Objedives of the Interview
The interviewer's main objediv es are

to gather relevant information abou your qualifications

to assesshow these qualificaions match the requirements of the positionin order to hire the best
qualified personfor the job

to present the company or organization pasitively so that well -qualified candidates will be
attraded to the position.

You, havever, are primarily concerned abou selling yourself. Y our main objedives are

to communicate information and qualificaiions about yourself clearly, concisely, and acairately
to tie your skill s, experience, and qualificaions diredly to the demands of the job

to seek information about the job and the enployer so that you can make agood decisionif the
pasitionis off ered to you.

If your experience and skill s med the needs and expedations of the enployer who hes received your
resume, you are likely to be asked to come for an interview. Thisis your one dhanceto land the job. An
interview usually moves through distinct stages and lasts from 30-45 minutes. If the positionisfairly
high level, you may be interviewed by two or more people, each of whom may take this amourt of time.
The flow of the interview may depend onimpressons receved and the quality of communicaion
between the parties. Here are some general guidelines:

1. Learnal you can abou the company and its products or services before you go to the interview.
Y ou may dothis by reading material onthe
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company's website, aaquiring information via aphore cdl to the Human Resources
Development Office, or researching the company in ore of the foll owing publi caions avail able
in pubic libraries:

Standard & Poor’s Corporation Reoords- 1998 - McGraw Hill Companies, [nc., NY
Moody’s Investors Services

D & B Million Dallar Directory - 1998

Hoower’'sHandbook of Private Companies- 1997, Hoover's BusinessPress Austin, TX
Hoowver’'sHandbook of American Business- 1997 ,Hoover's BusinessPress Austin, TX

. Gototheinterview five or ten minutes ealy, wearing clothes appropriate for the level of
pasition you are seeking. Wea something that represents the best level of dressyou might wea
onthat job.

. Beprepared to relate your knowledge, skill s, and past work experience to the position for which
you are interviewing. That means that you reed to learn as much as possble &ou the positionin
advance of the interview.

. Appea confident in your abili ty to fill the position succesgully. This attitude can be reinforced
by goodeye contact, afirm handshake, and afocus on your skill s.

. Bemindful of the stages of the interview, and day your role gpropriately for each (see next
sedion).

. When you leare, ask when adecisionwill be made and whether you may call to seeif the
dedsion has been made.

8-33



7. Follow through with abrief phore cal that thanks the interviewer for the time he or she has
spent, or write abrief thank-you nde within two or threedays.

8. If you do na get the job, ask that your resume be kept onfile for consideration for future job
openings.

9. Kee up onthelatest in interview tedhniques by seaching the Internet for relevant articles and
websites.

Stages of the Interview

Interviews typicdly go through several stages. Y our behavior and your goals will be different in these
stages. Thefirst stage begins when the interviewer meds the interviewee Theinitial impresson you
make during this phase is tremendowsly important. Gred the interviewer with afirm handshake, good
eye contact, and compaosure. This gage usually includes afew minutes of small talk. The interviewer
attempts to make you feel comfortable. Respondappropriately to the interviewer's lead, and participate
in the small talk. Be areful, however, na to ramble or to talk too much.

During the seacond phase, the employer usualy tell s you something about the cmpany and the position.
Listen carefully, with good eye contact, and look for oppatunities to ask good qestions abou the
company or the position —or to show that you have leaned something about the company in advance of
the interview.

During the third phese, the interviewer islikely to ask youin depth abou your past positions, your
schod experience and your skill s. Your goa in this phaseisto identify your strong skill s and find ways
to apply them to the needs of the employer. The interviewer may also ask you why you want to work for
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this company and what attraded youto it. If you are now unemployed, he or she may ask you why.

During the fourth phase, you will have an oppatunity to ask questions. Y ou might choose to ask about
the fringe benefit padkage, whether or nat there is a tuition reimbursement plan, and what the caee path
might be related to the position. If you have taken the Myers-Briggs Type Indicaor o r the Self-
Direded Search , you might attempt to find Out whether the environment of the workplacewill be
consistent with your own personality type and values.

During the dosing segment, the interviewer may tell you when the company plans to make adecision
and hov youwill be natified of its outcome. If the employer does nat dotthis, it is appropriate for you to
ask. You might ask if you can call the interviewer in afew daysin order to find ou abou the progressof
making adedsion.

Abou two days after the interview be sure to either cdl the interviewer to thank him or her for the time
spent with you, a write ashort thank-you nde. This courtesy will not only impressthe interviewer with
your thoughtfulness bu will also kegp your name adive in the interviewer's mind.

Common I nterview Questions

Most candidates know that the job interview can have astrong impact on their futures. Y et many
interviewers expressamazement at the number of applicants who dift into interviews with littl e
preparation. Youwould bewell advised to prepare for interviewing by thinking up good, concise
answers to the foll owing commonly asked questions:

1. What are your future caree plans? Where would you like to be five years from now in your
caeer?
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What schod or community activiti es have you participated in? Which did you enjoy most?
What do you knaowv abou this position?

Why are you interested in working for this company (organization)?

What jobs have you held? Why did you leave your last paosition?

Why did you chocse this areaof work?

How did you learn abou this company (job)?

© N o g bk~ wDd

What skill s and experience do you have which make you fed that you will be successful in this
pasition?

9. What are your expedations for a starting salary?

10. How much doyou hopeto be eaning five years from now?

11.What do youthink determines a person's progressin a mmpany or organization?
12.Do youlike to work with athers, or do you prefer to work alone?

13.What kind d supervisor doyou prefer to work for?

14.How do you respondto instructions abou ow to doyour work?

15.What interests you abou our products or services?

16.What kinds of people doyou find dfficult to work with?

17.How do you feel abou routine work tasks? about a variety of work tasks?

18. Are youwilli ng to travel?

19. When workload demands, are you willi ng to work overtime?

20.What can you off er to this company that will help it med its goals?

21.What do you consider to be your greatest weaknesses?

22.How do you approach a problem situation?

23.Do you have expedationsto advancein the cmpany (organization)?

24. Are youwilli ng to relocate if the company offers you a positionin another office?
25.What examples can you dfer that demonstrate initiative and willi ngnessto work hard?
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The processof locaing ajobwhichis stisfying to youisa dalenging one. It can be atime when the
self-concept islow, especially after many unsuccesdul job interviews. Remember that thisisanormal
processfor everyone. Keep yourself focused onthe job-seach process Continue to network with people
who may help youidentify an opening. Accept the suppat of your friends, family, and perhaps ajob-
seach support groupin order to fight the tendency to be discouraged. Continue to present yourself with
confidence.
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Activity 8-1: Summarizing What You Want in a Job

Seled one or moreitemsin ead of the following caegories. Y our selections provide asummary of
your ideal job.

1. Based onyour selectionsin Chapter 7, what is the occupationin which you will be seeking ajob?

2. Inwhich o the following kinds of organizations would you like to practicethat occupation?

O For-profit company
O Not-for-profit company or organization State or Federal government agency
O My own business

3. Will youlimit your job search to companies/organizations that, when researched, appear to excd in
their quality of product and service?

O Yes O No
4. What isthe salary range which you will exped?

5. At this gage of your life, how important is the fringe benefit package?

O | need an oustanding fringe benefit padkage.
O Anaverage fringe benefit pad<age will suffice.
O Fringe benefits are not important.

6. Which of the foll owing best describes your current wishes related to career oppatuniti es?
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O A jobwith paential to alow promotion into management
O A jobwhich dfersgreat variety of work withou having to manage others
O A jobwhich dfershigh oppatunity to lean new skill sand knavledge

7. How far are you willi ng to commute to work from your home?

O 15milesor lesseat way
O 1530miles
O over 30miles

8. To what extent do you want your job to use the spedali zed training you have had?

O Thisisvery important to me.
O 1 dorit mind entering a different field.

9. To what extent are you willi ng to work more than a40-hou week if that is needed?

O | would bewilling to dothisonly onrare occasions.
O If that'swhat it takes to succeed well in my job, it's OK.

10. List threeor more alditional criteriathat youwant to usein seleding ajob. (Use the back of this
shed if needed).
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