Notes from Workforce Wednesday, December 16, 2009: Making the Best Impression: Teaching Interview Skills and Resume Writing
Appearance:  Clothes must be clean and pressed.  Men should not wear hats during the interview.  Keep jewelry to a minimum.  Teeth brushed and fresh breath are very important.  Nails should be clean, and if applying for a job that requires typing, you should keep your nails short.  Dress to impress.  

TIPS:  
If you are applying for a job that will require lifting, moving items, or assembling items ask the interviewer ahead of time what type of attire you should wear to the interview.  
If applying for an office position, customer service, or sales position; dress professional.

Men should were nice pants, dress shirt with tie, clean/polished shoes and a positive attitude.  
Women should wear a conservative dress or business suite, stockings, clean/polished shoes and a positive attitude.
Resume:  A personal marketing tool that may get you in the door.  Everyone should have a resume.  Technology dictates that majority of jobs that are online require a resume be uploaded in order to apply for a job. Try to limit resume to one page, two at most.  Resumes should be easy to read and a portrait of yourself.  
Three basic Resume formats are: 
Chronological - list your most recent job working back to your first job; 
Functional - focuses on your skills, talents, abilities)  this format is best used for people with gaps in their employment, job hoppers, career changers. 

Combination – best of both Chronological and Functional

Tailor Resume to fit the job applying for.  Use key words that are in the job’s description. Be truthful, don’t lie on your Resume.  Don’t list references on your Resume (use separate sheet)  DO NOT include your SSN on your Resume.  Make sure your phone number is correct.
Interview Skills:    Make sure you know where the interview is located.  Check your directions. Be on time…10 minutes early is a good way to impress.  Do not chew gum, smoke, eat, nor drink during an interview.  Know your resume.  The interviewer will ask questions based on your resume.  Be alert and attentive.  Do not use slang. Don’t fidget. Don’t ramble on and on.  Maintain eye contact. When asked “what are your weaknesses?” answer, and always end with a positive.  Talk about personal growth.  Always have a question or questions for the interviewer. Ask about the salary. Ask for a business card.  Within 24 hours send a thank you email or hand written note.  
TIPS:
Your voicemail message should be professional.  No music, no sexy messages, no nicknames.  Get an email address that is also professional.  Remember, many others are applying for the same job, be persistent, patient, professional.  Be able to talk about yourself and your abilities within one-minute. (Who you are, What you’ve done, What you’re looking to do). Use your network of family and friends to assist you in your job search.  Send your resume to everyone you know and have them send it to everyone they know.

Don’t apply for jobs that you really don’t want.  Check out the employer’s website.  Do a “Mock” interview with someone.  Use the internet for tips on Resume writing techniques, thank you notes, salary information, sample job letter, etc.
