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JOB SEARCH
GETTING STARTED ON
YOUR JOB SEARCH

Develop your job search plan with
these tips:
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within 24 hours after every
interview. Do not disappear or
seem uninterested, but do not
contact the employer every day.
If given a timeline wait until that
time has passed and then follow up
once every week.
•Remember that every job search is a
learning process

1. Self-Assessment - What are your
skills, interests, and personality traits?
What type of work environment do
you prefer?
There are a variety of self-assessment
and career assessment resources on our THE JOB SEARCH
PROCESS
website (richland.edu/career) and in
Job searches can take several months.
our office.
Keep your job search efficient with
these strategies:
2. Explore Career Coach
richland.emsicareercoach.com

What can you do with your major and
experience? What are the pay and
benefits of a particular job?
Read job descriptions and compare
your skills and preferences to the
requirements of local jobs.
3. Update Your Job Search Tools
• Develop your resume and
cover letter
• Create a College Central profile

www.collegecentral.com/richlandcc

• Update and professionalize your
social media accounts
• Practice your interview skills

4. Implement Your Job Search Plan
• Use a variety of outlets (College
Central Network, Career Coach,
LinkedIn)
• Customize your resume and cover
letter for each job to which you
apply
• Carefully review and follow each
job’s hiring process instructions
• Be persistent, but patient
5. Review Your Job Search Success
•Evaluate which parts of your plan
were and were not successful
•Follow-up on each application
•Send emails within 12 hours and
handwritten thank you notes

1. Formal Job Search Strategies
• Attend job fairs. Job fairs can
be useful even if you aren’t
actively searching, they can give
you practice interacting with
potential employers. Dress and act
professionally!
• Use Career Coach and College
Central Network.
• Search the employment section of
the newpaper
• Seek out the assistance of
employment agencies, sometimes
known as “head hunters.” These
agencies have been hired by a
company to assist them in filling
positions.
2. Informal Job Search Strategies
• Identify companies who offer
positions in your field, but may
not be currently hiring. Contact
them to inquire about possible
future openings and send them
a customized resume and cover
letter.
• Network with Richland Alumni.
Visit the Foundation Office to see
if there are any alumni in your field
or within a certain company.
• Ask Richland faculty and staff
about their work experiences in
your field.
• Ask family and friends if they
know of anyone hiring in your field
or if they have connections within
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certain companies.
• Get involved in career related
professional organizations.
Network with other members.
Some companies even recruit
job applicants within certain
professional organizations.
• Volunteer in the community. This
is a great way to network with
people locally.
3. Learn How to Introduce Yourself
Develop your “elevator pitch,” a brief
introduction about yourself that lasts
no longer than two minutes. Use your
elevator pitch as a way to showcase
your talents and how your skills would
be an asset to their company. To get
started on your elevator pitch, ask
yourself these questions:
• Why do I like my major or field?
• Why do I want to work with this
employer?
• What do I have to offer that
someone else doesn’t?
Here is an example of an elevator
pitch in action:
“Good morning, my name is
______. How are you? I’m fine,
thank you, and excited about the
opportunity to work with ABC
because THISMAJOR is my
passion. I have strived my best in
the classroom while being involved
in these organizations.”
Be sure to offer a firm handshake, eye
contact, and a smile! Thank them
for their time after the conversation,
and ask for a business card so you can
follow up as needed.
4. Develop Your Network
Think of your network as a giant web
of interconnected links tying you
together with others. It can include
family and friends, colleagues at work,
faculty and staff, community members,
and social media contacts.
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Evaluate your Network
• Identify areas where it can
grow (Should you know more
community members or maybe
more professors in your field?)
• Differentiate between your
contacts---professional, personal,
or pro-personal (supervisors, coworkers, classmates).
Ways to Connect
Ask for introductions from mutual
connections. Send a message before
asking to connect via LinkedIn or
other social sites. Explain why you
want to connect (career advice, expert
in a field, interest in their specialty,
etc.).

make sure your connections can
continue to contact you.
• Be cautious of word choices and
sarcasm, as it may not be read the
way you intended.
• Always include a subject,
salutation, and closing. Do not
email private information as it can
quickly be forwarded. Make sure
the recipient can open attachments.
Proofread and double-check
attachments are attached before
sending.

Develop Professional Relationships
with Your Connections
Relationships take time to grow.
Be sure your relationship is not one
sided – offer something about yourself
LinkedIn
or your expertise on a subject before
• A professional networking site
asking for favors. For example, if you
where you can share your virtual
make a connection because you are
resume, join groups, communicate interested in a career in their field, give
with professionals, and search jobs. the connection information about your
• Use a professional photograph that background and qualifications before
shows your face clearly, but not a
asking if there are any positions.
selfie.
• Your summary and experience
Develop Your Online Brand
sections should include searchable Your online brand is your presence on
keywords related to your field of
social media and networking sites.
interest.
• Employers “Google” applicants and
• Make connections with people
may make hiring decisions based
in similar fields. Connections
on what they find.
with over 50 people increases
• Your Facebook, LinkedIn,
your exposure to companies and
Twitter, Instagram, and YouTube
professionals.
accounts are your virtual resume.
• Give and seek recommendations
Pay attention to privacy settings
and endorsements from
and control who can access your
professionals.
information. When posting to
• Follow companies of interest and
these outlets keep your career in
engage with groups to improve
mind and use correct grammar and
your visibility.
spelling to convey intelligence.
Email
• Google yourself. Set-up a Google
• Develop good email habits so that
Alert for your name and monitor
you communicate professionally.
yourself through a Reppler.com
Use proper grammar and spelling
account. Reppler summarizes your
so that you can avoid “text talk.”
online image.
• Develop a professional email for
use after Richland (firstname.
5. Understand the Hiring Process
lastname@gmail.com). Your
The hiring process for most companies
Richland email is fine to use,
can take months from when a job
but be aware that you will leave
is posted to when an offer is made.
Richland one day and you want to
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Companies first identify their needs
and a job description is created. The
job and description is then posted
in many formats including their
website, job search sites, newspaper,
and social media sites. Upon review of
applications and resumes, companies
often conduct phone or Skype
interviews, and the final candidates will
be given an on-site interview. The final
step is the job offer.

CONSIDERATIONS FOR
SPECIAL POPULATIONS

Career Services will be happy to
address your specific needs and
questions.

1. LGBTQQIA Students
Research geographic locations of
interest. Determine what antidiscrimination laws are in place and
what type of support system is available
in the community. Understand the
non-discrimination policies and work
climate of the companies to which
you are applying. Research companies
benefits packages and determine if
benefits extend to domestic partners.
2. Students with Disabilities
Since many companies are now
required to recruit candidates with
disabilities, they will use a confidential
self-disclosure form that will not be
made available to hiring personnel, but
is used for documentation purposes
only. Consider using the links provided
on our website (richland.edu/career)
for assistance in searching out these
careers.
3. Veterans
The skills you learned in the military,
such as leadership, discipline, and
technology can be an asset on your
resume. Translate your military skills
and duties into civilian terms on
your resume. Businesses are often
encouraged to hire veterans. Resources
can be found on our website (richland.
edu/career).

RESUME WRITING
RESUME WRITING

3. Resume Sections

A resume is a marketing tool that
Header
summarizes your experience, education,
• Use a professional email address.
and skills as they relate to the job you
• Include your portfolio, website,
are seeking. Your resume needs to “sell”
and/or link to LinkedIn if
you before a hiring manager ever meets
applicable.
you.
• If your resume is multiple pages,
then put your name at the top of
FORMATTING YOUR
the other pages.

RESUME

Design and layout matter. You may put
your touch on your resume as long as it
remains easy to read and professional.
Since resumes are typically briefly
scanned rather than carefully read,
be sure to put your most job specific,
stand-out information in the top
portion of your resume. Use bullet
points to highlight your skills.

Summary of Qualifications
Research has indicated that this section
of your resume may be the most
important.
• Include 3-5 bullets that present
an overview of your experience,
accomplishments, talents, work
habits, and skills.
• Market your skills and personal
traits to an employer.
1. Printing Guidelines
• Highlight your accomplishments
• Top and bottom margins should be
based on solid facts. Be careful not
½” to 1” and side margins should
to exaggerate or lie.
be balanced.
• This section should not be a repeat
• Choose standard fonts that are on
of the information from your cover
all computers.
letter.
• Font sizes – Name: 18-22 pt.,
Section headers: 12-14 pt., Contact Education
information and body of the
• List in reverse chronological order
resume: 10-12 pt.
with the most recent first.
• Print your resume on 8 ½” x 11”
• Include GPA if 3.0 and above. Do
light, neutral resume paper in black
not round up.
ink.
• You may include the following
2. Types of Resumes
Chronological (see page 11)
Use this style of resume formatting
when your experience, education and
activities are strong and relevant to
the job you are seeking. Be aware that
it can make non-impressive jobs and
frequent career changes clearly visible!
Functional/Skills (see page 12)
Use this style of resume to emphasize
transferable skills from coursework,
jobs, and volunteering. Deemphasize
irrelevant job titles and work history.
Be aware that an absence of related
experience will stand out using this
format.
Combination (see page 13)
Combine aspects of chronological and
functional formats to emphasize job
and life experiences equally.

positions are on the top.

Activities, Honors & Research
• Only list activities that
demonstrate job-related or
leadership skills.
• Don’t list an organization just
because you were a member and
paid dues.
• Be prepared to discuss your
involvement in an interview.
Key Skills
Include skills that align with the
job, including computer, languages,
certifications, and personal skills.
Miscellaneous
Include additional information here
that has relevance to your career
and character including volunteer
work, hobbies, publications, and
presentations. This is also a place to
include your willingness to travel
and/or relocate and the date of your
availability.

References
List 3-5 personal and/or professional
references on separate pages, using
the same header and format as your
resume. Only list those whom you
have personally contacted in regards to
being a reference and that will speak
categories in this section, but
highly of your skills. (see page 16)
consider creating a separate section
Include the following information
if there are three or more in the
about each reference: (Be sure
category:
information is updated and correct)
Awards, honors, scholarships; study
• Name and title (Mr, Ms, Dr)
abroad; special training, certifications,
• Job Title
conferences, or workshops you
• Name of Organization
attended.
• Work Address
• Phone Number
Experience
• Email Address
• List in reverse chronological order.
• Be consistent in format. If you
Examples of potential references:
list job title and then employer,
• Past/present employers
be sure to continue that format
• Teachers, advisors, coaches
throughout.
• Professionals in the community
• Be consistent in punctuation.
• Peers if you worked on team
• You may also create two sections -projects or organizations together
“Related Experience” and “Other
Experience” so that more related
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Educate your references by:
• Providing a copy of your resume
• Informing them of the position
you are seeking
• Notifying them of the skills you
would like them to emphasize
Thank your references and notify them
after you accept a position.
4. Resume Dos and Don’ts

THE COVER LETTER

(see pages 14-15)
Your cover letter should be written in
a business letter format and match the
style of your resume. You may use your
header from your resume to give it the
look of letterhead.
Salutation
Address the letter with appropriate
title (Mr, Ms, Dr, etc). If an exact
person is not known, then address the
letter to “Hiring Manager for (position
name).”

Dos:
• Update and change content based
on each job to which you are
applying.
First paragraph
• Keep it to one page if you have less
• The job for which you are applying
than 10 years of experience.
• How you learned of the job and
• Omit high school information
the company and/or the name of
after sophomore year in college.
the person that referred you
• Use bullet points.
• Summary of personal traits and
• TELL THE TRUTH ALL THE
skills that make you a fit for the
TIME!
position
• Have at least three people proof
• Major and graduation date
your resume before submitting it.
(seniors) or date of availability
Don’ts
• Use poor formatting.
• Make it too long.
• List only your job title and dates.
Make sure to include your job
responsibilities.
• Use pronouns.
• Put the day’s date on your resume.
• Put “Resume” as the title.
• Include your religion, political
party, or national origin. If you
have experience in these areas,
consider using general terms to
indicate that experience.
• Include salary information.
• Forget to proofread several times.
• List references. Instead, prepare a
separate reference page.
• Send your resume without a cover
letter.
• Use an unprofessional email
address.
• Include your gender, marital status,
high school information, birth
date, or picture.

Second paragraph
• Skills listed in the job description
that you possess
• Examples of how you have
demonstrated these skills
• Past successes and outcomes.
• Should be an extension of your
resume, not a summary. Do not
say, “As seen on my resume…”
Third paragraph
• Thank the reader for their time
• Be specific about when you will
follow up and your hope they will
follow up with an interview
• The date you are available for work
Closing
End with “Sincerely,” three spaces, and
then your name.
Cover Letter Don’ts
• Send a resume without a cover
letter
• Fail to address a specific person
• Be generic, make sure the letter is
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for the specific position
• Not proofread and let another
person proofread.
• Duplicate your resume
• Use qualifiers such as “I feel” or “I
believe”

SENDING YOUR RESUME
TO COMPANIES

Research the company’s hiring website
or contact the human resources
department to determine the type of
file the employer prefers to receive.
1. Emailing Your Resume
• Type the position title for which
you are applying in the subject line
of the email.
• Briefly introduce yourself in the
body of the email.
• Be specific about what documents
are attached and when you will
follow up.
• Do not forget to attach the
documents before you hit “send.”
2. Uploading Your Resume to Job
Board or Company Website
Many resumes are first screened by an
Applicant Tracking System (ATS) or
Automated Resume Screener (ARS) so
your resume must be in a format that
the software can read (DOCX, DOC,
and PDF are safe options) and uses
key words relevant to the position for
which you are applying.
If the employer asks for you to cut and
paste your text into a text box, this
should not be done straight from your
Word document. Rather, create your
resume in Notepad (PC) or TextEdit
(Mac) where all formatting is stripped
from the document. Use all caps for
the headers and asterisks or hyphens to
show bulleted information.
3. Mailing your Resume
Put your cover letter over your resume
with a paper clip and insert into a
large manila envelope without folding
your document. Be sure to use correct
postage.

THE INTERVIEW
THE INTERVIEW

Feeling anxiety about interviewing
is natural and can be helped by
understanding what to expect and
being prepared for each interview.
Use the following guidelines and tips
to help you feel confident for your
upcoming interviews.

PREPARE FOR THE
INTERVIEW
1. Research the company and the
position
• Company Website
• Connect with Alumni who work
for the company
• Attend information sessions
• LinkedIn
2. Complete self-assessments to
understand yourself
• Complete personality assessments
on our website, richland.edu/
career/assessment
• Determine your career goals
• Decide what skills you have that
would convince a company to hire
you
3. Prepare to ask and answer
questions
4. Choose a professional outfit
5. Practice your greeting
6. Print and bring copies of your
resume
7. Determine location and plan your
travel time to arrive early
8. Schedule a mock interview with
Career Services

KEYS TO A SUCCESSFUL
FACE-TO-FACE
INTERVIEW

5. Follow up After the Interview
Send the interviewer a thank you note/
email within 24 hours.

1. Arrival
• Arrive on time
• Show confidence by maintaining
eye contact and offering a firm
handshake
• Make small talk

KEYS TO A SUCCESSFUL
PHONE INTERVIEW

2. Conversation
Relax and treat the interview as a
conversation about why you can do
the job and why you want the job.
Take the opportunity to convince the
employer why you are the right person
for the job.
3. Your Questions
When you are asked if you have any
questions, it is very important that
you say “yes.” If you say “no,” it can be
perceived that you aren’t interested in
the job. Prepare for the questions you
will ask by researching the company
ahead of time. Ask these types of
questions:
• Ask about the interviewer’s
experience -- “What do you
enjoy about ABC company, your
position, etc?”
• Ask about specific job
responsibilities and projects
-- “How would my success be
evaluated on ABC project? A year
from now you have hired me and
I have been successful, what have I
done to meet your standards?”
• Ask about the company’s future
--“How will this new project the
company is working on affect the
future?”

The first interview that an employer
typically conducts is a phone screen/
interview.

1. Preparation
• Set up a professional voicemail and
turn off hold music.
• Turn off alerts and call waiting so
the call is not interrupted.
• If the time is not convenient, ask
the interviewer if the call could be
rescheduled and offer specific times
that you are available.
• Have your resume and notes in
front of you to reference.
• Be prepared to take notes.
• Turn off distractions and rid the
room of pets and other people.
• Use a landline if possible.
2. During the Phone Interview
• Do not eat, chew gum, or smoke
during the interview, but you can
have something to drink to keep
your mouth from being dry.
• Dress professionally and smile, it
will be reflected over the phone.
• Speak slowly and clearly.
• Use titles when addressing the
interviewer(s) (Mr., Ms., etc).
• Do not interrupt.
• Take your time and collect your
thoughts.
• Thank the interviewer for the
opportunity and indicate your
interest in a face-to-face interview.

3. After the Phone Interview
• Follow up with thank you notes or
4. Ending the Interview
email.
Thank the interviewer and show
•
Take notes of what was asked
sincere interest in the position. Request
during the interview and how you
business cards from each interviewer.
responded for future use.
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KEYS TO A SUCCESSFUL
SKYPE INTERVIEW

Remote interviews are becoming more
common for the initial screening/
interview and even the second
screening/interview.

• Analytical/Quantitative Skills
• Flexibility and Adaptability
• Technical
• Interpersonal
• Computer Skills
• Detail Oriented
• Organizational Ability
• Friendly, Outgoing Personality
• Strategic Planning Skills
• Creativity
• Tactfulness
• Entrepreneurial Skills/Risk Taker

1. Preparation
• Create a professional Skype
account.
• Practice using Skype.
• Choose a location with a strong
WI-FI connection.
2. Types of Questions to Expect From
• Your background and desk should
Recruiters
be organized and non-distracting.
• Consider using the Career Services’ Personal
office for your interview.
• Tell me about yourself.
• What do you do in your spare
2. During the Skype Interview
time/hobbies?
• Look professional just as you were
• Why did you choose ABC
at a face-to-face interview.
company?
• Look into the camera.
• What are your strengths and
• Do not allow your mind to wander.
weaknesses?
Indicate to the interviewer that you
• How would your friends describe you?
are paying attention.
• What is your most proud
• If the technology is failing, let the
accomplishment?
employer know that you may need
• How does your experience or
to reconnect.
education relate to this position?
• Refer to the phone interview tips
• What motivates you?
as they are relevant for Skype
• What do you know about our
interviews as well.
organization?
• Where do you see yourself in five
UNDERSTANDING
or ten years?
• How do you handle a difficult
WHAT A RECRUITER IS
professor/supervisor/colleague?
LOOKING FOR
1. Top Skills Recruiters Seek
According to NACE 2016 Job
Outlook (most to least)
Use these keywords in your cover letter
and resume, but only if you actually
possess the skill and are able to explain
or give examples of those skills to a
recruiter.
• Leadership
• Ability to Work in a Team
• Written Communications Skills
• Problem Solving Skills
• Verbal Communication Skills
• Strong Work Ethic
• Initiative

Education
• Why did you choose your field of
study?
• Why did you choose to attend
Richland Community College?
• What organizations do you
participate and leadership roles?
• Do your grades reflect your ability?
Why or why not?

• Share a time when you worked
under pressure.
• How would your previous
supervisor describe you?
• Have you ever quit a job, class, or
responsibility? Why?
Career Goals
• Describe your ideal supervisor.
• Describe a time you worked on a
team.
• Do you prefer a large or small
organization?
• How do you multitask?
• How do you feel about relocating?
• What other types of positions are
you considering?
Behavioral Interview Questions,
STAR Method (Situation, Task,
Action, Results)
These questions are used to learn about
your past behaviors in specific work
situations. Be prepared with success
stories to answer these questions.
Situation – Outline background
information; Task – The goal you
were trying to accomplish; Action –
Examples of how a goal or task was
achieved; Result – Review the positive
outcome.
Common categories of behavioral
interview questions to expect:
• Teamwork
• Problem Solving
• Initiative/Leadership
• Interpersonal Skills
• Stress/Pressure

Common STAR questions to expect:
• Describe a time where you
disagreed with a supervisor or
colleague.
• Tell me about a time when you had
a conflict at work.
• Tell me about a time when you had
Experience
to solve a difficult problem.
• How does your experience relate to
• Describe a time when you
this position?
implemented a project or idea.
• What did you learn from ABC
• Tell me about a time when you
work experience?
worked under pressure.
• What did you enjoy most about
• Give a time when you motivated
ABC experience?
others.
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• Tell me about a time when you
had to delegate tasks to complete a
project.
• When was a time you took
initiative and/or the lead?
• Tell me about your proudest
professional accomplishment.
• Tell me about a time when you
made a mistake at work.
• Describe a time when you
sacrificed your personal goals to
achieve an overall goal of a group.

2. Men
You have the right to answer these
Business Professional
questions and the right to refuse to
• Shave and have well-groomed hair
answer these questions or you can
• Choose a dark suit
determine the intent of the question
• Wear a white or blue dress shirt
and respond with an answer as it might
• Match belt to shoe color
apply to the job (examples below):
• Wear a conservative watch, but
avoid earrings and other jewelry
• Citizenship -- I am authorized to
work in the United States.
Business Casual
• Age -- I am over the age of 18.
• Shave and have well-groomed hair
• Marital Status --I can meet travel
• Iron slacks or khakis
and/or relocation needs.
• No sandals, athletic shoes or boots
• Personal -- I’m able to lift over 50
3. The Questions You Can Ask
• A tie isn’t needed, but if you’re in
pounds and carry it 100 yards as
During the Interview
doubt, wear one
part of the job.
When the interview is finished you will
• Match belt to shoe color
be asked, “Do you have any questions
• Avoid earrings/jewelry
DRESSING FOR YOUR
for me?” You never say, “no.” By asking INTERVIEW
at least one question, you are showing
3. Everyone
Make a good first impression by
interest in the position. Below are
• Bring a portfolio or folder to store
dressing appropriately for interviews as
some examples:
copies of resumes and a pen
well as job fairs, etc.
• Are there any other expectations
• Have clean, manicured fingernails
that aren’t outlined in the job
• No cologne or perfume
Business Professional attire is expected
description?
• Wear nice shoes
at many work environments and
• Where does your company stand
• Iron clothing
should be worn at Career Services
on furthering your education?
• Dress for the job you want, not the
Events ( Job Fairs, Career Expos,
• In what ways is working for
job you have
etc). Business Casual attire can be
your company better than the
tricky since each company may have a
competition?
4. Things that are never appropriate:
different definition for what they find
• What do you like most about your acceptable. Research each company
• T-shirts
position?
• Shorts, jeans, or short skirts
to learn what their policies are for
• Describe a typical work day.
• Flip-Flops
acceptable Business Casual attire.
• Can you tell me about the team I’ll
• Tight or baggy fitting clothes
be working with?
• Tears, rips, old worn out clothes
1. Women
• Can you tell me about growth
Business Professional
within the company?
• Conservative tailored suit or dress
Always end by asking what the next
step in the process is. If this is the
initial interview, do not ask about
salary!
4. Handling Illegal Questions
Federal, state, and local laws are
specific about the types of questions
that employers may ask during
interviews. Employers must focus on
questions that pertain to your ability
to perform the job, or ”What do I
need to know to decide whether this
person can perform this job?” The
questions must not be related to your
national origin, age, sex, marital status,
disabilities, etc.

• Frill-less blouse in white or cream
• Skirt or dress should hit the top of
knees; avoid high slits
• Wear medium/low heeled pumps
• If jewelry is worn, wear a limited
amount of subtle jewelry
• Carry a small handbag or portfolio
• Nails should be a conservative
length

Business Casual
• Casual pants or skirts that aren’t
tight
• Skirts should come to your knees
and cover your thighs when sitting
• Shirts should not be tight or reveal
cleavage
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SALARY NEGOTIATIONS
Research Your Value
Entry-level jobs typically have fixed,
non-negotiable starting salaries. You
will never get more unless you ask,
though. If the posting or offer says
“non-negotiable,” then do not ask.
Your negotiation depends on your
qualifications and knowledge, so do
your research to know what you are
worth.
• Evaluate what is a realistic salary
expectation for yourself. “How
much do I really need to live?”
• Understand what your education
and experience is worth by asking
your professors, people in the field,
or Career Services.
• Research your career field and
salary averages online at the
Occupational Outlook Handbook
and NACE salary survey.
• Salary.com allows you to
investigate cost of living
adjustments.
• Check the job posting to see if a
salary range is given.

TIMING YOUR
NEGOTIATIONS

Wait until you have been offered the
job! Do not discuss salary prior to an
interview, during an interview, or after
an interview. If you are asked about
salary, you can give a range that you
are interested, but be sure you know
the range you are worth or what this
position should pay by researching this
ahead of time. The best response if you
are asked is that it is “negotiable.”

Set up a face-to-face or over the
phone meeting rather than email
to negotiate. After presenting your
salary negotiation and/or benefits
negotiation, stop talking. You may go
back and forth, but do not interrupt
after you start negotiations. Plan what
you will say and how you will say it and
then rehearse prior to your meeting.
Summarize the job requirements and
how your skills and experiences meet
or exceed those requirements. Finally,
thank them and accept the offer or
thank them and do not accept the offer.
It is important to not be rude or have
a bad attitude. The interviewer may be
someone you have contact with in the
future.
Example conversation (E=employee
and M=Manager):
E: “Thank you for the offer, but I’m
wondering if you could do any
better than that?”
M: “No, it isn’t in our budget.”
At this point you may accept this or
try again.
E: “I understand, but I feel that
based on the job description I
exceed the minimum requirements
with my MBA, 15 years of
experience in the field, and how
I’m going to increase the value of
this office.”
M: “You have to understand that
others in your department aren’t
paid that much.”
E: “May I ask you for a timeline as
to when my salary could come up
for review?”

Once the offer and salary and benefits
package is made, take your time and
consider all that they are offering.
Consider not only the salary, but also
what you will learn in the job and its
benefit package (including vacation,
insurance, tuition reimbursement,
stock options, etc.). Negotiations may
not always be about the salary, but the
benefits they are offering.
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DINNER ETIQUETTE
Dinner etiquette is really a lost art,
and if you have never experienced a
formal dinner it is nice to know how
to handle yourself when you do attend
one. There are often times when an
interview or evaluation may take place
over dinner, and other times where you
may be at a business dinner.

• When finished with your meal,
you place your napkin beside your
plate, and your silverware across
the center of your dinner plate with
the handles facing to the right.
• Tips are 15-20% of the total
bill, but for great service a larger
percentage is accepted.
• For poor service you ask to speak
to the manager, not leaving a tip is
poor etiquette.

General Dining Guidelines
• Stand behind your seat and wait
to sit until the host, most senior
person in attendance, or highest
Place Settings
ranking person sits first.
• The general rule is to use the
• If you order food that is typically
silverware that is on the outside
eaten with your hands, be prepared
first and work inward as the meal
to use utensils. Order wisely!
progresses.
• Do not eat until everyone has
• The bread plate is for your bread
received their food, and the host,
and butter. Use the butter knife
most senior person, or highest
to take a small amount out of the
ranking person has started to eat.
butter dish on the table, transfer
• Pass the food from left to right.
it to your bread plate, break your
• You always pass the salt and pepper
bread, then spread the butter on
together, left to right.
the piece you are eating.
• Never season your food before
• Your dessert spoon or fork would
tasting it.
be the last utensil utilized. The
• The server will serve your food on
server will remove the dinner
your left side and remove dishes
plates from your left side, and then
from your right.
place your dessert from the right.
• Butters, spreads, and dips should
be transferred to your dish before
being spread or eaten.
• Do not ask for a to-go box.
• For hard to scoop items like peas
or corn, use a piece of bread to
assist in spooning them off of your
dish, not your finger.
• Napkins belong in your lap.
• If you excuse yourself from the
table, place your napkin beside your
dinner plate; mention that you are
excusing yourself. This includes
blowing your nose.
• Business materials should be left
under your chair until it is time to
discuss business.
• Do not taste other’s food or ask if
they would like a taste of yours.
• Between bites, your silverware is
placed on the plate, handles to the
right, and not touching the table.
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RESUME EXAMPLES
Following are several examples of resumes and cover letters. There are also many examples that you can find online.
• susanireland.com/tag/chronological-resume/ • damngood.com/resume-samples-customer-service/
• www.careerperfect.com/examples/resume/
Chronological Resume
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Combination Resume
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COVER LETTER EXAMPLES
Jane Doe
555 Main Street, Decatur, IL 62521 | janedoe@email.com | (217)555-5555

1/6/16
[Hiring Manager’s Name]
[Company Address
Company City, State
Company Phone Number
Hiring Managers Email]

Dear Mr./Mrs./Ms. [Hiring Manager’s Name],

I am writing to you in regards to the recent Customer Service Representative
position that I saw advertised on [website name].

I have more than five years of part-time work experience as a Customer Service
Representative and have a successful track record of problem solving,
communication, and decision-making skills. I am confident that I am the best
candidate for your vacancy. My present position of telephone sales at Telephone
Sales Company has taught me the significance of clear communication and friendly
service over the phone. In my current role, I resolve customer problems, give sales
pitches, and take accurate notes of conversations with patrons. I have received
excellent performance evaluations from my managers and my contributions have
been formally recognized.

I have also worked as a bellhop at the Hotel Decatur, where I successfully
incorporated my solid communication skills to effectively interact with a vast team
of people while simultaneously building rapport with visitors and guests.

Should you find interest in my application, then I will be available for an interview at
your convenience. I have attached my resume and I encourage you to contact me
regarding my application.
Sincerely,

Your Name

14
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REFERENCE EXAMPLES

Jane Doe
111 Main St.
Decatur, IL 62521
(217)555-5555
janedoe@email.com
Mr. John Roe
Advisor
Richland Community College
One College Park
Decatur, IL 62521
johnroe@email.com
(217)555-7200

REFERENCES

Mrs. Jane Smith
Director
Fun Summer Camp
555 Funtimes Way
Cerro Gordo, IL 61818
janesmith@email.com
(217)444-4444

Dr. Mary Teacher
Professor
Math Department
Richland Community College
One College Park
Decatur, IL 62521
maryteacher@email.com
(217)555-7200
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ACTION VERBS &
ADJECTIVES
EXAMPLES OF ACTION
VERBS AND ADJECTIVES
FOR RESUMES AND
COVER LETTERS

The verbs that are on the following
page and others listed in job
descriptions are the ones that should
appear in your resume to communicate
applicable skills to an employer. If
you are currently in a position you use
present tense and if no longer in the
position you use past tense. If a strong
job description isn’t available, look for
a general description at onetonline.org

Merged
Motivated
Organized
Oversaw
Presided
Prioritized
Produced
Recommended
Secured
Selected
Streamlined
Strengthened
Supervised
Terminated
Transformed

LEADERSHIP
Administered
Appointed
Approved
Assigned
Attained
Authorized
Chaired
Considered
Consolidated
Contracted
Controlled
Converted
Coordinated
Decided
Delegated
Developed
Directed
Eliminated
Emphasized
Enforced
Enhanced
Established
Executed
Generated
Handled
Headed
Hired
Hosted
Improved
Increased
Initiated
Inspected
Managed

COMMUNICATION
Addressed
Advertised
Arbitrated
Articulated
Authored
Clarified
Communicated
Composed
Conferred
Consulted
Contacted
Conveyed
Convinced
Corresponded
Debated
Defined
Described
Discussed
Drafted
Edited
Elicited
Enlisted
Explained
Expressed
Furnished
Influenced
Interacted
Interviewed
Involved
Joined
Judged
Lectured
Listened
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Marketed
Mediated
Moderated
Negotiated
Observed
Outlined
Participated
Persuaded
Presented
Proposed
Publicized
Recruited
Referred
Reinforced
Reported
Resolved
Solicited
Spoke
Summarized
Synthesized
Translated
Wrote
RESEARCH
Analyzed
Collected
Compared
Conducted
Critiqued
Detected
Determined
Diagnosed
Evaluated
Examined
Experimented
Explored
Extracted
Formulated
Gathered
Identified
Inspected
Interpreted
Interviewed
Invented
Investigated
Located
Measured
Researched
Reviewed
Searched

Richland Community College Career Services Handbook

Solved
Surveyed
Tested
TECHNICAL
Applied
Assembled
Built
Conserved
Constructed
Engineered
Manufactured
Operated
Overhauled
Printed
Programmed
Regulated
Remodeled
Repaired
Replaced
Restored
Solved
Specialized
Studied
Upgraded
Utilized
TEACHING
Adapted
Advised
Coached
Enabled
Facilitated
Focused
Guided
Individualized
Informed
Instilled
Instructed
Motivated
Simulated
Stimulated
Taught
Tested
Trained
Transmitted
Tutored
FINANCIAL/DATA
Adjusted
Allocated
Appraised

Assessed
Audited
Balanced
Budgeted
Calculated
Computed
Corrected
Estimated
Measured
Projected
Reconciled
Reduced
Retrieved

Contributed
Cooperated
Counseled
Demonstrated
Educated
Encouraged
Ensured
Expedited
Familiarized
Furthered
Guided
Insured
Intervened
Prevented
Procured
Provided
Rehabilitated
Represented
Simplified
Supplied
Supported
Volunteered

CREATIVE
Acted
Adapted
Began
Combined
Conceptualized
Condensed
Created
Customized
Designed
Directed
Displayed
Drew
Entertained
Fashioned
Illustrated
Initiated
Instituted
Integrated
Introduced
Invented
Modeled
Modified
Originated
Performed
Photographed
Planned
Revised
Revitalized
Shaped

ORGANIZATION
Accommodated
Achieved
Arranged
Catalogued
Categorized
Charted
Classified
Coded
Collected
Compiled
Corrected
Distributed
Filed
Implemented
Incorporated
Logged
Maintained
Monitored
Obtained
Ordered
Prepared
Processed
Provided
Purchased
Recorded
Registered
Reserved
Responded

HELPING
Adapted
Advocated
Aided
Answered
Cared for
Collaborated
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Routed
Scheduled
Screened
Served
Set-up
Submitted
Standardized
Systematized
Updated
Validated
Verified

Specialist
Structured
Supportive
Systematic
Team-oriented
Verbal

PERSONAL QUALITIES
Accurate
Analytical
Articulate
Attentive
Listener
Attentive to detail
Autonomous
Cautious
Competitive
Conservative
Consistent
Customer-oriented
Decisive
Deliberate
Diplomatic
Direct/decisive
Energetic
Enthusiastic
Fact-finder
Fast-paced
Flexible
Friendly
Goal-oriented
Highly organized
Independent
Innovative
Optimistic
Outgoing
Patient
People-oriented
Persuasive
Precise
Provides variety
Quick
Reflective
Reserved
Results-oriented
Risk-taker
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