Job Search Ideas & Interview Tips

Researching
To find a job you will need to do some research to find openings by using the Internet, newspapers or newsletters, announcement boards, or other media resources. You can go to a job center, ask your instructor, or see a counselor at a local community college for more help. Here are some names of websites that have information on job openings.
Internet Websites
Monster.com- www.monster.com 
Yahoo HotJobs – www.hotjobs.com 
CareerBuilder.com- www.careerbuilder.com  
And, don't forget your local newspapers!
Resume & Cover Letter Tips
Once you find some potential job openings, next you will need to write a resume and cover letter. A resume is a summary of your skills, accomplishments, and job history. The resume helps you get an interview with the employer. Every resume is done differently but has the same sections. These sections are the heading, job objective, qualifications and skills, work experience, and education.
· Heading – It includes your name, address, home, cell, and/or work telephone numbers, and e-mail address. Your e-mail address needs to sound professional.

· Job Objective – This should inform the employer what you want for a career.

· Qualifications & Skills – This should inform the employer about your skills and other qualifications.

· Work Experience – This tells the employer about your previous work experience.

· Education – List any degrees you have earned as well as any individual courses or training you have taken.
Here are some websites where you can get ideas to make your resume look professional:
· Monster.com 
http://content.monster.com/resume/home.aspx 
· Hotjobs.Yahoo.com
http://hotjobs.yahoo.com/resume?ref=ssp 
· Proven Resumes.com
www.provenresumes.com 
· e-resume.net
www.e-resume.net 
· Resumes & Cover Letters: The Riley Guide
www.rileyguide.com/letters.html 
Remember, if you still need help, ask your instructor!
Cover Letter Tips
A cover letter is a way that you can sell yourself to the employer. When selling yourself in the cover letter, you need to describe how the qualifications and skills in your resume connect with those that are required for the job. Your cover letter needs to be readable, be no longer than one page, and printed on the same color of paper that matches your resume. The cover letter should be addressed to a particular individual, but if there is no name for the individual, then address your letter as Dear Sir or Madam, or Ladies and Gentlemen.
In your cover letter, you need three paragraphs. The first paragraph is the introduction and answers the employer's questions such as: Why are you writing? Where and how did you find out about the job? What are your important qualifications for the job? The second paragraph explains your education and work background. You need to explain to the employer how your education and experience makes you the ideal candidate for the job. In the third paragraph, ask for an interview and let the employer know that you are available for an interview.
Websites where you can find tips on cover letters:
· Resumes & Cover Letters: The Riley Guide 
www.rileyguide.com/letters.html
· Sample Cover Letters
www.bestcoverletters.com
· Monster.com-
content.monster.com/resume/home.aspx  
· JobStar-Sample Cover Letters
jobstar.org/tools/resume/clet-ex.php
Again, if you have more questions, check with your instructor.
Interviews
If an employer is impressed with your resume and cover letter, then he or she may call you to schedule an interview. Here are some tips on how to make your interview a success:
Before the Interview:
· Prepare your portfolio and update any information. A portfolio shows the employer samples of your work.

· Call and inform your references about the interview ahead of time so they know who is calling them. They need time to prepare themselves to answer questions about you.

· Have a list of references in your portfolio and an extra copy of the resume.

· Dress professionally and have shoes polished.

· Research the company.

· Have a notebook ready to take notes during the interview.

· Prepare some questions to ask during the interview.

· Arrive on time (actually early) for your interview.
During the Interview
· When meeting the interviewer, make direct eye contact, smile and shake hands firmly with your right hand. This will show the interviewer that you are friendly and strong.

· Listen carefully to the questions and think before you answer.

· If you have questions about the position, just ask.

· Never say anything negative about previous job experiences or skills, but if asked turn a negative into a positive by explaining why the job did not work out or how you have improved on this skill by taking classes.

· Be polite and thank the interviewer for the interview.
After the Interview
You must write a follow-up letter within 24 hours after the interview. The follow-up letter must be proofread and checked over for errors. Then send it to the company. Instead of typing a letter, you can send the follow-up letter by e-mail. Here are some websites where you can find more tips or samples of follow-up letters. 
· Job Searching Websites
http://jobsearchtech.about.com/od/followupletters/Writing_Follow_Up_letters.htm
· Write Express
www.writeexpress.com/follow-up.htm 
· Americ's Career InfoNet
www.acinet.org/resume/resume_followup.asp
· Jobwerx Manufacturing Network
www.jobwerx.com/resources/2005/thank_you_letter-id=947040.html
Taken from The Flyer, May 2007, Student Newspaper at Blackhawk Technical College, Janesville, Wisconsin.
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