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• Creating an effective resume

• Preparing for the interview 

• Creating your toolbox
• Common mistakes

• Tips to remember

Learning Objectives



• Format: 3 to 4 paragraphs

• Opening: Draw the reader in

• 2nd paragraph: What you have to offer
• 3rd paragraph: Accomplishments, successes
• Closing: Thank them for consideration

Your Resume – Creating a Cover Letter



• It’s YOUR branding document

• Tell your story….if you did it, say it

• Be truthful

Your Resume



• Watch the jargon….. Strategic Thinker, 

Enthusiastic Self – Starter…

• Too many words – less is more

• Filler

• Spelling errors

• Too much detail

Your Resume – cont’d.



• It’s hard to understand

• Acronyms, words from a different industry

• Action verbs – Increased, Developed, 

Improved

• Duties versus Accomplishments

Your Resume – cont’d.



• Other Achievements

• Degree(s)

• Professional Associations 

• Certifications and/or Licenses

• Community Service/Volunteerism

Your Resume – cont’d.



• Failing to prepare for the selection process

• Arriving Late

• Badmouthing past employers

• TMPI 

• Salary and Benefit questions

Preparation – Don’ts



• Body language

• Balance – Aggressive versus Passive

• My biggest weakness or I’m not really good at..

• Rambling 

• Social Media
• Next steps

Preparation – Don’ts



• Preparation…..do your homework

• Practice 

• Dress accordingly

• Bring a copy of your resume

• Confident Voice Reflection

Preparation – Do’s



• Balance – Arrogant versus Confident

• Articulate your knowledge and experience

• Pay attention to non verbal communication

• Send thank you note

Preparation – Do’s



• Interview Question Categories

• About You!

• Difficult/Complex Issue

• Interpersonal Skills/Communication

• Teamwork
• Problem Solving

Creating Your Toolbox



• Interview Question Categories

• Leadership Style

• Decision Making

• Project Management

• Why You?

Creating Your Toolbox – cont’d



• Write down your accomplishments

• Challenges

• I Love Me

• Areas for improvement

Creating Your Toolbox – cont’d



• Lack of preparation

• Not understanding the position

• Filling in the silence

• Not managing your time

• Not referring to your tool box

Common Mistakes



• Update your cover letter and resume

• Application and Resume are in sync

• Practice, practice, practice

• It is ok to be nervous - pause, collect your 

thoughts, breathe

Tips to Remember



• Good eye contact

• Any questions….. 

• Key accountabilities

• Strong handshake

• Thank the panel

Tips to Remember



Thank you


