Increase Your Chances of Success

Tailor your resume and cover letter, and resist including a laundry list of all you’ve ever done. 

Your resume is a sales tool. Its main job is to get you in the door so you can show off your capabilities in person. It is your first impression with the recruiter – AKA the Gatekeeper.

Successful candidates are those who resist the urge to present themselves as an “I-can-do-anything” employee. “The most important thing they need to do is tailor their resume to that job” and not treat it as an autobiography.

Hit the basics: what position you are applying for, where you saw the ad, the date you viewed the ad, salary range is optional. Keep this letter short, to the point and in a clean format. Remember, this is the first item the employer sees. Job applicants should treat their resumes and cover letters as sales documents that will make it easy for the reader to count them in instead of out.  
Spellcheck, spellcheck, spellcheck! Attention to detail comes through in your resume. Can’t spell or don’t trust spellcheck, have a friend look it over. Many a resume has gone in the circular file for simple misspellings and grammar errors. Would you rather hire the employee who comes in ripped up jeans or the one who arrives in pressed khakis and shirt? First impressions only happen once. That goes for the resume as well.

Forget the buzzwords and focus on business-related results. 
While “strategic” is a hot word, you better be able to back it up if it appears on your resume. Too often, job candidates will try to stretch their experience to include “grandiose projects” in an effort to appear more strategic when, in fact, they were just part of a team and did not play a leadership role.  If you are not ready in the interview process with specific, quantifiable details, it will soon become clear to the interviewer that you have stretched the truth.

Make sure your resume matches the ad placed, even verbatim if necessary. Pretty resumes are not necessarily better than plain, except in some rare case usually dealing with artist positions. A recruiter looks for key words, residence, education/training and time at jobs.  Hiring mangers want to see your work history quantified. If you have supervisory experience, how large was your team? Responsible for QA? What metrics did you measure and what was your group’s average %?  Were you managing a budget? What was the amount and how was it broken down?
Power it up and Get to the point!

Examples of Powering Up Your Resume

1)


Wordy:
Making outbound calls to customers and offering free business and technical seminars.  Also, taking inbound calls from customers who received either mailings or phone calls from us who would like to register.  Entering all the data into computer.  Also, make reminder calls when needed.  Just started training for Quality Assurance Lead for my group under Ray Follett.


Clean:
Responsible for processing outbound and inbound calls offering free business and technical seminars in a B2B call center environment.  Includes data entry utilizing Remedy systems and call processing via ACD.  Serve as Quality Assurance Lead for the team.

2)


Wordy:
Taking calls from customers about their product concerns, giving them any pertinent information, (including how to send glasses, where to send and how process works) and typing the information into a database, evaluating product and determining whether warranty stands or not.  Other daily duties included, banking of credit cards and checks if needed, and addressing additional customer shipping concerns.


Clean:
Front line warranty support for customers with product concerns, relaying pertinent information, including product return process.  Responsibilities included database data entry, evaluating product to determine warranty validity, payment processing and banking, and addressing customer shipping concerns.

3)


Wordy: 
Taking phone orders for various medical supplies and transferring information to computer database.  Other duties included, crediting customers accounts, arranging exchanges and returns, attending to problems with incorrectly ordered items, and addressing shipping concerns and following up with the shipping company to solve the problem.


Clean:
Inbound call representative processing orders for various medical supplies. Responsible for database data entry, customer account maintenance, arranging exchanges and returns, successfully solving  problems with incorrect orders, and addressing and solving shipping concerns.

4)


Wordy:
Responsible for the procurement of durable medical equipment for the company’s three stores, which consisted of negotiating with various suppliers for the lowest cost per unit.  Other duties included receiving, pricing, and stocking, merchandising and assisting in doing inventory of the equipment for all three stores.  Filled in as customer service representative when needed.


Clean: 
Responsible for procurement of durable medical equipment for three store locations.  Consisted of negotiating with suppliers for best unit pricing. Other duties included receiving, pricing, stocking, merchandising and assisting in equipment inventory for entire enterprise.  Served as customer service representative as needed.

Use electronic communication to your advantage. 

E-mail is crucial! E-mail allows both the recruiter and the candidate the opportunity to establish a neutral non-intrusive relationship prior to ever speaking or meeting. Upon the first verbal contact both parties are more informed of the other and ready to discuss the matters of employment. In the old method, the recruiter left you a phone message or called you and interrupted your dinner or began an enduring match of phone tag. 

The Interview 

This is simple stuff, so many could do better. This could be considered the "did your mom raise you right" test. Again the recruiter does not know all the technical points so they are focusing on other factors such as: 

• Are you on time (not too early)?

• Be polite and respectful with the receptionist.
• Dress (up). Why not, it can't hurt and it demonstrates you are willing to play the game of first impressions. 
• Firm handshake. What's up with this? All applicants know this, but still half don't do it.

• Decline coffee/beverage or wait until further along in the day.
• Sit up straight, don't move the furniture, stay fairly still.

• Keep a solid, consistent level of eye contact with the interviewer; however, don't stare. 

• Pause and think before answering complex questions and make sure to answer all parts of the question. Ask for clarification if you need it. Paraphrase the question back to the interviewer for clarity.
• Give simple reassuring responses to the interviewer while he/she is talking like: sure, okay, yes, really, great. Stay focused!!
• Be honest. You want the job, the employer wants to fill the position; however, it will do neither of us any good if we both say what the other wants to hear, then in a short time you determine we are not a fit. Then the process starts all over again. 

When the Q&A begins, answer openly, but remember to form your answer positively. For example: 

Q — Why did you leave your last position? A — The company did not like my recommendation for purchasing, and this was due to the owner's son recently taking over the accounting department. 

Q — Same question but painted differently. A — This family owned company that produces a high quality widget for the Midwest markets which has recently implemented departmental changes and the majority of my duties were absorbed into the accounting department. 

When the interview winds down, have your questions ready. Yes, you must ask a few questions, it is part of the process so be prepared.  
· Do your homework on the company. You should understand what their service is, who their customers are, why your position is important to the company. You can get this info during your phone interview and on the company website. “Google” them. Have they been in the news? Do you have friends who have worked there?

· Do not ask too many benefit questions on the first couple of interviews. 
· Asking questions about pay is okay; remember to check the web first. A range may be listed. Do not seem overly infatuated with salary or benefits in the beginning and do not be surprised if you are not given a range. It is the recruiter and hiring manager’s job to negotiate this with you based on internal ranges, your level as compared to others in similar positions, and budgetary concerns.
· Do know what you are worth and what range you are comfortable working within. Be prepared to negotiate. The salary might be non-negotiable but there may be additional vacation or other benefits available.
· Adjust to your interviewer. If he/she is stern, you would need to be very businesslike; if humorous, then you are more upbeat etc. Do allow your personality to show through. 
· Although it is important to switch gears, do not go overboard. Always remain professional with each interviewer, no Jekyll & Hyde. 
· At the conclusion of the interview give a firm handshake, remind the interviewer that you are interested (if you are) and ask what is the next step in this process. Reiterate the best means of contact and make sure to get a business card. 
Be ready for behavioral-based questions. 

The best predictor of future behavior is past behavior. Behavioral-based interviewing focuses on how applicants reacted to certain work situations in the past to help provide interviewers with insight into how they would respond in the future. Examples of behavioral-based questions are: “Describe a difficult work situation that you would handle differently if given the chance again” and “Describe an assignment you successfully completed despite feeling the odds were stacked against you.”

Follow-up Thank You 

Sending a follow-up card or e-mail demonstrates that you are genuinely interested and are well mannered.  If you send a follow-up, make a positive suggestion or comment that will allow for future dialogue. Experts agree that follow-up via e-mail, versus letter or phone call, has become widely accepted as long as it’s brief. This is a good time to reiterate your strengths and how they relate to the position. Candidates should try to make contact within four to seven days after an interview if they have not heard from the prospective employer. But a job candidate should resist any urge to pepper the prospective client with e-mails to show interest just because it’s quick and easy. Once is enough. 

*Portions of this article have been taken from the Society of Human Resources Management website, as well as real life examples from CSG Employees.
