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Publisher’s Note
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things have changed a bit, but the advice still pertains to today as much 
as yesterday, and will for years to come.
Enjoy!
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Introduction
“Resume: a written exaggeration of only the good things a 

person has done in the past, as well as a wish list of the qualities a 
person would like to have.” Winston Churchill (British Orator, Author 
and Prime Minister during World War II. 1874-1965)

.
When you think of creating resumes, cover letters, and interviews, do 
you see a hurdle to climb over?. They are not hindrances to keep you 
from a job; rather they are an opportunity for you to show an employer 
what you know and what you can do.

Employers want to learn who can do the job. To learn who 
these people are, they use applications,
resumes, tests, interviews and even medical examinations, to hire 
people who can do the job best. With this
knowledge you can use each of these different evaluations procedures 
to your advantage.
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Creating Effective
Resumes

Creating resumes give the employer written proof of your 
qualifications. When creating a resume you need two different kinds of 
information: facts about yourself and, facts about the job you want.
With this information in hand, you can present the facts about yourself in terms of 
the job’s requirements. You can put your best points first and avoid blanks,and you 
can describe your qualifications in terms of the job's duties. Creating a Resume

How do you begin? First you begin by assembling 
information about yourself. Here are some items that appear on 
virtually every resume.

* Current address and phone number--give your cell phone number, 
voice mail or even a number of a friend who may take messages for 
you especially if you are rarely at home during normal business hours

* Career goal.

* Experience (paid and volunteer)--date of employment, name and 
full address of the employer, job title, and reason for leaving
(reasons such as: moving, returning to school, and seeking a 
better position are usually more acceptable). DO NOT bad 
mouth your previous employer no matter how terrible they 
may have been!).
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* Education--the school's name, the city in which it is located, the 
years you attended it, the diploma or certificate you earned, and the 
course of study. If you did not earn a degree, do not fib.  You may 
state the credits earned or list nothing under your school heading. You 
may of course write an estimated time to receive your degree (such as: 
expected graduation for June, 2007).

* Other qualifications such as organizations you belong to, honors you 
have received and leadership positions you have held.

* Skills that you possess--office machines, tools, and equipment, 
computer programs, languages.

The  next step is  to  read the information about the job you are 
interested in. The areas of interest to pay attention to are: pay range, 
education, level of experience, and the hours of the job . Pay range is 
something you need to know so you can make sure this is the pay you 
want. Education level is usually clearly indicated in terms of work
experience and or college education. Make sure you look at the hours 
or shifts available for the job too. Most importantly, you need to know 
the job duties so that you can describe your work experience in terms 
of the description in the ad, thus making it easier for computer parsing 
programs to match up your resume.

Another thing to do is to study the job description. Most job 
advertisements, assign a  value to different qualifications so that you 
can be certain as to which is the most important qualification. 
Furthermore, looking at such advertisements will give you an idea of 
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what employers look for even if you do not wish to apply for that 
particular job. If the advertisement is vague, call the employer to learn 
what specific qualifications is sought.

A helpful tip is when creating your resumes you may need to create 
more than one resume especially is you are applying for various jobs 
so that your resumes is custom made for the position that you are 
trying to get.

Setting up Your Resume

The format you choose for your resume depends on what you display 
in terms of work experience and validates what prepares you for the 
position you seek. 

There are two types of resume styles that are commonly used: 
functional and reverse chronological. In a functional format you can 
group similar skills together, or you can describe the most recent job 
first and work backwards in terms of years which is the format for a 
reverse chronological resume. No matter which format you use, the 
following advice generally applies.

* Be specific. A generic description of your duties will make a 
limited impression of what you know and what

you can do.

* Identify your accomplishments. If you led a project,landed 
a major account for your company or achieved some other goal, 
state that .

* Type your resume and make sure that you check your spelling!  
More people are NOT called because of
something like that.

* Make your resume at most no more than two pages, but do not 
over crowd the page.
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* Embarrassing or negative information you should leave off the 
resume; but be prepared to deal with it in a truthful and positive 
during the interview.

* Proofread the master copy carefully.

* Have someone else proofread the master copy 
carefully.

* Have a third person proofread the master copy carefully.

* Use a good quality white or off-white paper.

* Do not place your picture on your resume unless 
specifically asked for by the prospective employer.

The following items appear on most resumes.

* Name.

* Phone number
* Address.

* Career goal -- use the following formula: I am seeking a
                position where skills in            would be an asset in an 
organization seeking            .

* Experience.
                       
                       * Education.

* Skills

* References- - although this appears often on resumes as a statement 
that references are available it is not necessary. When you have your 
interview, bring your list of references with you for your prospective 
employer to check out.
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* Personal information such as height, weight, race, marital 
status, and physical condition, is not important or appropriate to 
use. In fact, employers are prohibited by law from asking for some 
of this information. If some of this information is directly job 
related such as the height and weight of a bouncer or a model for 
example, which is important. Otherwise, put in more
information about your skills. In the more recent years many 
advertisements mention if a physical limitation would be a 
hindrance to the performance of a job.

Types of Resumes

Reverse chronology is the easiest method to use. It is also the least 
effective because it makes when you did something more important 
than what you can do. It is an especially poor format if you have gaps 
in your work history,if the job you seek is very different from the job 
you currently hold, or if you are just entering the job market.

About the only time you would want to use such a resume is when you 
have progressed up a clearly defined career ladder and want to move up 
a rung.

Resumes that are not chronological are often called functional, 
analytical, skill oriented, creative. This resume style can stress what 
you can do. The advantage is a potential employer can see immediately 
how you will fit the job. This format also has advantages for many job 
hunters because it camouflages gaps in paid employment
and avoids giving prominence to irrelevant jobs.
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The best way to begin writing a functional resume is by 
determining the skills the employer is looking for. Again, study the job 
description for this information. Next, review your experience and 
education to see when you demonstrated the ability sought. Then 
prepare the resume itself, putting first the information that relates most 
obviously to the job. The result will be a resume with headings such as 
"Computer Engineering," "Freelance," or "Graphic Design 
Experience." These headings will have much more impact than the 
dates that you would use on
a chronological resume.
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Organized
Applications

At first glance, application forms seem to give a job hunter no 
leeway. The forms certainly do not have the flexibility that a resume 
does, but you can still use them
to your best advantage. Remember that the attitude of the
person reading the form is not, "Let's find out why this person is 
unqualified," rather, "Maybe this is the person we want."

Fit yourself to the form. Some large employers, such as fast food 
restaurants and government agencies, make more use of application 
forms than of resumes. The forms suit the style of large organizations 
because people find information more quickly if it always appears in 
the same place. However, creating a resume before filling out an 
application form will still benefit you. You can use the resume when 
you send a letter inquiring about a position. You can submit a resume 
even if an application is required; it will spotlight your qualifications, 
and the information on the resume will serve as a handy reference if 
you must fill out an application form quickly. Application forms are 
really just resumes in disguise anyway; no matter how rigid the form 
appears to be, you can still use it to show why you are the person for 
the job being filled. Use all the parts of the form--experience
blocks, education blocks, and others--to show that person is you.

Here's some general advice on completing application forms.

* Request two copies of the form. If only one is provided, photocopy 
it before you make a mark on it. You'll need
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more than one copy to prepare rough drafts
(especially if you are filling this in at your leisure).

* Read the whole form before you start completing it.

* Prepare a master copy if the same form is used by several 
divisions within the same company or organization. Do not put 
the specific job applied for, date, and signature on the master 
copy. Fill in that information on the photocopies as you submit 
them.

* Try to write as legible as humanly possible.

* Leave no blanks; enter n/a (for "not applicable") when the 
information requested does not apply to you;
this tells people checking the form that you did not simply skip the 
question.

* Carry a resume and a copy of other frequently asked Information 
(such as previous addresses, employer address and telephone 
number and such) with you when visiting potential employers in 
case you must fill out an application on the spot. Whenever 
possible, however, fill the form out at home and mail it in with a 
resume and a cover letter that point up your strengths.

Application forms might also ask for a record of past addresses and 
for information that you would rather not reveal, such as a record of 
convictions. If asked for such information, you must be honest. 
Honesty does not, however, require that you reveal disabilities that 
do not affect your overall qualifications for a job.
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Cover Letter
Savvy

You will need a cover letter whenever you send a resume or 
application form to a potential employer. The letter should capture the 
employer's attention, show why you are writing, indicate why your 
employment will benefit the company, and ask for an interview. The 
kind of specific information that must be included in a letter means that 
each must be custom tailored to the job. Each letter must also be typed 
perfectly, which should not present a problem, since there are spell 
check, thesaurus programs, and Microsoft has a resume formatted for 
you in Word in their templates section, available on your computer.
 
Or you might be able to have your letters typed by a resume or 
employment services company listed in the yellow pages, or even 
an on line classified. Be sure you
know the full cost of such a service before agreeing to use one.

The sections of a resume include:

Heading. Each letter should include the date, your telephone 
number, your address, email address and the business address of the 
recipient of your letter. This way it makes it easier for someone to 
contact you if they choose
to do so.

Greeting. Each letter should be addressed by name to the person 
you want to talk with. That person is the one who can hire you. Call 
the company to make sure you have the right name. And spell it 
correctly.

Opening. The opening should appeal to the reader. Cover letters 
can be compared to sales letters. Sales are
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usually made after you capture a person's attention. You can capture 
the reader's attention most easily by talking about the company rather 
than yourself.

Mention projects under development, recent awards, or favorable 
comments recently published about the company. You can find such 
information in the business section of local newspapers and the many 
magazines that are devoted to particular industries, and on the internet. 
If you are answering an ad, you may mention it. If someone
suggested that you write, use their name (with permission, of course).

Body. The body of the letter gives a brief description of your 
qualifications and refers to your resume.

Closing. You cannot have what you do not ask for. At the end of 
the letter, request an interview. Use a standard close, such as 
"Sincerely yours," leave three or four lines for your signature, and 
type your name. You could type your phone number under your name 
or again inside the body of the letter.
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Triumphing on
Tests
Tests given to job applicants fall into four categories: general aptitude 

tests, practical tests, tests of physical agility, and medical examinations. 
You can practice for the first three. If the fourth is required, learn as 
soon as possible what the disqualifying conditions are, then have your 
physician examine you for them so that you do not spend years training 
for a job that you will not be allowed to hold.

To practice for a test, you must learn what the test is. Agencies, 
which frequently rely on tests, will often provide a sample of the test 
they use. These samples can be helpful even if an employer uses a 
different test. Copies of standard government tests are usually 
available at the library and book stores.

If you practice beforehand, you'll be better prepared and less 
nervous on the day of the test. That will put you ahead of the 
competition. You will also improve your performance by following 
this advice:

* Make a list of what you will need at the test center, including a 
pencil; check it before leaving the house.

* Get a good night's sleep.

* Be at the test center early--at least 15 minutes early.

* Read the instructions carefully; make sure they do not differ from 
the samples you practiced with.

* Generally, speed counts; do not linger over difficult questions.
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* Find out if guessing is penalized. Most tests are scored by counting 
up the right answers; guessing is all to the good. Some tests are 
scored by counting the right answers and deducting partial credit for 
wrong answers; blind guessing will lose you points; but if you can 
eliminate two wrong choices, a guess might still pay off..
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Impressive
Interviews

Interviews, for so many of us, are the most fearsome part of 
finding a job. But they are also our best chance to show an employer 
our qualifications. Interviews are far more flexible than application 
forms or tests. You can use that flexibility to your advantage. As with 
tests, you can reduce your anxiety and improve your performance by 
preparing for your interviews ahead of time.

First consider what interviewers want to know. You represent a 
risk to the employer. A hiring mistake is expensive in terms of lost 
productivity, wasted training money, and the cost of finding a 
replacement. To lessen the risk, interviewers try to select people 
who are highly
motivated, understand what the job entails, and show that their 
background has prepared them for it.

The way you show that you are highly motivated by learning about 
the company before the interview, taking notes during the interview, by 
dressing conservatively, and by being well mannered; which means that 
you greet the interviewer by name, wait for an invitation to sit down,
you do not chew gum, you listen attentively, look the interviewer in 
the eye, and you thank the interviewer at the end of the session for 
their time. You also show
motivation by expressing interest in the job at the end of the 
interview.

You show that you understand what the job entails and that you 
can perform it when you explain how your qualifications prepare you 
for specific duties as described in the company's job listing and when 
you ask intelligent
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questions about the nature of the work and the training provided to 
new workers.

Personal Presentation
A person is judged by what they look like first, and then their 

knowledge is judged. Here is a list of common areas of care to help 
you get started:

* Appearance --remember to dress up for a higher position no matter 
what the job title or office culture allows at an interview conservative 
dress is imperative. It shows respect to the company and 
professionalism to the interviewer. This is an extremely important tip 
for those just entering the work force.
Conservative dressing for men is usually is a dark colored suit 
regardless of the season, dress shoes or even dark
colored casual shoes, and a shirt. Women should wear a
dark colored suit that consists of pants or a skirt. If a skirt is part of the 
suit remember to check the hemline so that
it will be appropriate to sit in without showing your
unmentionables. Dark colored hose or tights or skin colored hose and 
tights are also recommended with dark colored medium to low 
heeled shoes. Make sure your clothing fit you.

*Hygiene --a light scent may be donned for both men and women.  
Remember to use deodorant, and to make sure your breath is fresh. 
Make sure nails are clean.

*Adornments--jewelry should be kept to a minimum and not flashy. 
Women should wear earrings that do not dangle, or bracelets that 
make noise. Men if you need to wear jewelry should keep it simple 
to a tie clip, and a wedding band. Tattoos should be covered; other 
piercing such as lip, eyebrow, and tongue should be left at home.
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*Hair—should be neat and clean. For men, it should be short, if you 
have long hair wear it in a ponytail. For women, if your hair is long 
wear it pulled in a neat ponytail.

Interview Preparation

One of the best ways to prepare for an interview is to have some 
practice sessions with a friend or two. Here is a partial list of some of 
the most commonly asked questions to get you started:

* Why did you apply for this job?

* What do you know about this job or company?

* Why do you want to work here?

* How long do you want to stay with this company?

* Why did you leave your last job?

* Why aren't you working now?

* How long do you think you would stay in this present job without 
a promotion?

* Why did you choose this career?

* Why should I hire you?

* What would you do if... (usually filled in with a work-
related crisis)?

* How would you describe yourself?

* What would you like to tell me about yourself?
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* What are your major strengths?

* What are your major weaknesses?

* What type of work do you like to do best?

* What type of work do you like to do least?

* What accomplishment gave you the greatest 
satisfaction?

* What was your worst mistake?

* What courses did you like best or least in school?

* What did you like best or least about your last job?

* Why did you leave your last job?

* Why were you fired?

* How does your education or experience relate to this job?

* What are your goals?

* How do you plan to reach them?

* What do you hope to be doing in 5 years? 10?

* What salary do you expect?

Essentially, your strategy should be to concentrate on the job and 
your ability to do it no matter what the question seems to be asking. If 
asked for strength, mention something job related. If asked for a 
weakness, mention a job-related strength (such as you work too hard, 
you worry too much about details, you always have
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to see the big picture). If asked about a disability or a specific negative 
factor in your past--a criminal record, a failure in school, being fired; 
be prepared to stress what you learned from the experience, how you 
have overcome the shortcoming, and how you are now in a position to 
do a better job.

An interview will be a two-way conversation. You really do need 
to learn more about the position to find out if you want the job. Given 
how frustrating it is to look for a job, you do not want to take just any 
position only to learn after 2 weeks that you cannot stand the place and 
have to look for another job right away. Here are some questions for 
you to ask the interviewer, you may want to write them down and take 
them with you.

* What would a day on this job be like?

* Whom would I report to? May I meet this person?

* Would I supervise anyone? May I meet them?

* How important is this job to the company?
* What training programs are offered?

* What advancement opportunities are offered?

* Why did the last person leave this job?

* What is that person doing now?

* What is the greatest challenge of this position?

* What plans does the company have with regard to...? (Mention 
some development of which you have read
or heard)

* Is the company growing?
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After you ask such questions, listen to the interviewer's answers and 
then, if at all possible, point to something
in your education or experience related to it.

You might notice that questions about salary and fringe benefits are 
not included in the above list. Your focus at a first interview should be 
the company and what you will do for it, not what it will pay you. The 
salary range will often be given in the ad or job announcement, and 
information on the usual fringe benefits will be available from the 
personnel department, or the interviewer will mention during their 
presentation of the job. Once you have been offered a position, you can 
negotiate the salary.

Interview Conclusions

At the end of the interview, you should know what the next step 
will be: Whether you should contact the interviewer again, whether 
you should provide more information, whether more interviews must 
be conducted, and when a final decision will be reached. Try to end on 
a positive note by reaffirming your interest in the position and pointing 
out why you will be a good choice to fill it.

Immediately after the interview, make notes of what went well 
and what you would like to improve. To show your interest in the 
position, and just from a good manners point of view, send a thank 
you note to the interviewer, providing further interest in the 
position or a point raised in the interview and thanking the 
interviewer once again for their time.

If you do not receive an answer within eight to ten days after your 
interview do not give up. Try your search again. Not getting this job 
may not in anyway be an indication that you did something wrong. 
Remember getting a good job is not always an easy task, and that there 
are many people making the same search. With a good resume, and 
cover letter, and using the techniques outlined in this book, you will 
have a better chance at standing out from the crowd and getting the job 
you seek.
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Resources for 
Choosing A 
Career
If you are

-- involved in counseling others about job opportunities,

-- thinking about a career,

-- contemplating a career change,

-- involved in education planning,

-- involved in worker training, or displaced worker 
retraining,

-- or simply interested in knowing about the world of work
and how it is likely to change

you should examine these two useful job outlook 
publications:

Occupational         Out  l      ook     Ha  n      dbook  
Probably the most widely used career resource; found

in 9 out of 10 secondary schools. Updated every 2 years, it describes what workers do 
on the job, where they work, how much they earn, the training and education they
need, and job outlook for about 200 occupations.
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Occupational         Outlook     Quarterly  
It helps to keep you informed about changing career 

opportunities, and provides practical, "how-to-do-it" information on 
choosing and getting today's and tomorrow's
jobs.

If these publications aren't available in your local public library or 
high school media center, click on the links to take you to their current 
websites. You may want to purchase them for your own use.

Here's how to order:

1.A  m      azon  .      com  

2. A subscription to the printed version of the Occupational Outlook 
Quarterly can be ordered by phone, fax , mail or online .  The cost for a 
U.S. domestic subscriptions cost $30.00 for 2 years; $15.00 per year; 
and single copies are $6.00 each. Foreign subscriptions
cost $42.00 for 2 years; $21.00 per year; and single copies are $8.40 
each.

Order by phone
Telephone credit card orders are accepted by the Government 
Printing Office from 8:00 a.m. to 4:30 p.m., eastern time at (202) 
512-1800.

Order by fax
Print and complete the order         fo  r      m   and fax it to the
Superintendent of Documents, Government Printing
Office. Be sure to include your mailing address, daytime telephone 
number, and your VISA, MasterCard, Discover/Novus, or American 
Express credit card number
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and expiration date. Fax your order form and payment information 
to (202) 512-2250.

Order by mail
Print and complete the order         fo  r      m   and send it to the 
Superintendent of Documents, Government Printing Office. Be 
sure to include your mailing address and
daytime telephone number. Payment options include personal 
check, money order, or VISA, MasterCard, Discover/Novus, or 
American Express credit card. Send your order form and payment 
to:

Superintendent of Documents
PO Box 371954
Pittsburgh, PA 15250-7954

Order online
Electronic orders are processed through the Government Printing 
Office's secure online bookstore, http://bookstore.gpo  .      gov  . You'll 
need your VISA, Mastercard, Discover/Novus, or American Express 
card number and expiration date.

Careers In Dozens of Fields
3. Superintendent of Documents 
Government Printing Office 
Washington, D.C. 20402
(202) 783-3238
Publications cost anywhere from $1.50 to $3.00 and include 
information about business, managerial and legal occupations; clerical 
and administrative occupations;
communications, computer and construction occupations;
education, engineering, nursing, dietetic, health 
technology and medical careers, etc.

4. There is also a book called The Bottom Line: Basic Skills in the 
Workplace and Career Opportunities in Art Museums, Zoos and 
other Interesting Places.

http://bookstore.gpo.gov/
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5. Matching Yourself with the Workworld 
Superintendent of Documents Government 
Printing Office
Washington, D.C. 20402 
(202) 783-3238
$1.00 publication.

Other Free Resources Job Specific* 

Airline Jobs Bank
Office of Labor Management Programs
Bureau of Labor-Management Relations
U.S. Dept. of Labor
200 Constitution Ave. NW Room N5416
Washington, D.C. 20210 
(202) 219-4473

Art Conservation and Museum Careers
Office of Museum Programs
Smithsonian Institution
900 Jefferson Dr. SW 
Washington, D.C. 20560
(202) 357-3101

Aviation Careers Aviation 
Education Officer Federal Aviation 
Administration U.S. Dept. of 
Transportation
800 Independence Ave. SW 
Washington, D.C. 20591 (202) 
267-3469

Coast Guard Training
U.S. Coast Guard
U.S. Dept. of Transportation
Aeronautical Center
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MPB 237, P.O. Substation 18
Oklahoma City, OK. 73169-6999 (405) 
680-4265

Creative Writers Publishing Grants
Literature Program
National Endowment for the Arts
1100 Pennsylvania Ave. NW Room 723
Washington, D.C. 20506 
(202) 682-5451
Grants range from $2,000 to $50,000.

Criminal Justice Career Opportunities Order the 
guidebook Criminal Justice Careers from the Superintendent of 
Documents, Government Printing Office,
Washington, D.C. 20402, (202) 783-3238. Cost is $7.00.

Dental Health Professions
Division of Associated and Dental Health Professions
Health Resources and Services Administration
5600 Fishers Lane Room 8-101
Rockville, MD. 20857 
(301) 443-6854

Disease Control & Environmental
Health Training
Training and Laboratory Program Office
Centers for Disease Control
1600 Clifton Road 
Atlanta, GA. 30333 
(404) 639-2142

Displaced Homemakers Job Network
1625 K.St. NW Suite 300
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Washington, D.C. 20006 
(202) 467-6346

Employment in Transportation
Central Employment Office
Office of Personnel
U.S. Department of Transportation
400 7th Street SW Room 9113
Washington, D.C. 20590 
(202) 366-9417

Epidemic Intelligence Service
Epidemiology Program Office 
Centers for Disease Control 
Atlanta, GA. 30333
(404) 639-3588

Experimental Job Training
Opportunities
Office of Strategic Planning and Policy Development
Employment & Training Administration
U.S. Department of Labor
200 Constitution Ave. NW Room N5637
Washington, D.C. 20210 
(202) 219-7674

Fish Husbandry Training Academy
National Fisheries Center U.S. 
Fish & Wildlife Service Box 700
Kearneysville, WV 25430
(304) 725-8461, ext. 5333
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Foreign Service Career Counseling
Personnel Office
Special Services Branch
United States Information Agency
301 Fourth Street, SW Room 525
Washington, D.C. 20547 
(202) 619-3732

Health Professions & Training Programs
Division of Public Health Professions
Health Resources and Services Administration
5600 Fishers Lane, Room 8-101
Rockville, MD. 20857 
(301) 443-6854

Highly Skilled Jobs Apprenticeship Bureau of 
Apprenticeship and Training Employment and Training 
Administration
U.S. Department of Labor
200 Constitution Ave. NW Room N4649

Indians and Job Training
Office of Tribal Services
Bureau of Indian Affairs
U.S. Department of the Interior
18th and C Streets, NW 
Washington, D.C. 20240 
(202) 208-2570

Information and Records Management
Training
Records Administration Information Center
National Archives and Records Administration
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8th Street and Pennsylvania Ave., NW 
Washington, D.C. 20408
(202) 501-6015

International Trade Commission Jobs
Office of Personnel
U.S. International Trade Commission
500 E St. SW Room 314
Washington, D.C. 20436 
(202) 205-2651

Jobs for Seniors 55 and Up Office 
of Special Targeted Programs Employment & 
Training Administration U.S. Department of 
Labor
200 Constitution Ave. NW Room N4643
Washington, D.C. 20210 
(202) 219-5904

Job Training and Employment Services
Office of the Assistant Secretary for
Employment & Training
U.S. Department of Labor
200 Constitution Ave. NW Room S2321
Washington, D.C. 20210 
(202) 219-6236

Literature Translators Opportunities
Literature Program
National Endowment for the Arts
1100 Pennsylvania Ave. NW Room 723
Washington, D.C. 20506 
(202) 682-5451
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Local Help for Job Seekers 
Employment and Training Administration U.S. 
Department of Labor
200 Constitution Ave. NW Room N4470
Washington, D.C. 20210 
(202) 219-0157
Matching Yourself with the Workworld 
Superintendent of Documents Government 
Printing Office
Washington, D.C. 20402 
(202) 783-3238
$1.00 publication.

Medical/Scientist Training
Medical Scientist Training Program
National Institute of General Medical Sciences
Westwood Building Room 905
Bethesda, MD. 20892 
(301) 496-7301

Migrant & Seasonal Farm worker
Opportunities
Employment & Training Administration
U.S. Dept. of Labor
200 Constitution Ave. NW Room N4641
Washington, D.C. 20210 
(202) 219-5500

Modern Archives Management Training
Office of Public Programs
National Archives and Records Administration
8th Street and Pennsylvania Ave. NW Room 505
Washington, D.C. 20408 
(202) 501-6017
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National Computerized Job Bank
United States Employment Service Employment 
and Training Administration U.S. Department of 
Labor
200 Constitution Ave. NW Room N4456
Washington, D.C. 20210 
(202) 219-4389

Nursing Research Training 
National Center for Nursing Research National 
Institutes of Health
Building 31, Room 5B25
9000 Rockville Pike 
Bethesda, MD. 20892 
(301) 496-0207

Oceanographic Corps Jobs Commission 
Personnel Division, NOAA Corps National Oceanic and 
Atmospheric Administration U.S. Department of Commerce
11400 Rockville Pike
Rockville, MD. 20852 
(301) 443-8905

Securities and Exchange Commission
Jobs
The Director of Personnel
U.S. Securities and Exchange Commissions
450 5th Street, NW 
Washington, D.C. 20549
(202) 272-2550
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Special Help to Workers Laid Off Office 
of Trade Adjustment Assistance Employment and 
Training Administration
U.S. Department of Labor
601 D St. NW, Room 6434
Washington, D.C. 20210 
(202) 219-5555

Tomorrow's Jobs In 250 Industries
Office of Economic Growth 
Bureau of Labor Statistics U.S. 
Department of Labor
601 D. St. NW Room 4000
Washington, D.C. 20210 
(202) 606-5700

U.S. Merchant Marine Academy
Maritime Administration
U.S. Department of Transportation- Kings Point
Long Island, N.Y. 11024 
(516) 773-5000

Veteran's Employment and Training
Help
Veteran's Employment and Training Service
U.S. Department of Labor
200 Constitution Ave. NW Room S1315
Washington, D.C. 20210 
(202) 219-9116
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Women's Jobs in Highway Construction
Women's Bureau
U.S. Department of Labor
200 Constitution Ave. NW Room S3309
Washington, D.C. 20210 
(202) 219-6652

Work-Based Learning Employment & 
Training Administration U.S. Department of 
Labor
200 Constitution Ave. NW Room S2322
Washington, D.C. 20210 
(202) 219-6871
*this list is available compliments to 
http://www.astrowhiz.com
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Samples Section
Chronological Resume

s  a  mp      0  32      0  0      7  @yah      oo  .      c      o  m  
144 Fifth Avenue #5601

New York, NY 10001 
ph: 917- 433-8090 cell: 

917- 423-8090
[if you have an online portfolio put link here.]

Malka Maxwell

Objective A position as an administrative assistant for a large sales company [use 
this simple formula: A                                                                 position where skills in
                                would be an asset in an organization valuing                                                         .]

Experience

2001–2007 SQR Publishers New York, NY
Executive Administrative Assistant
Screened and fielded telephone calls, meeting scheduling
Heavy calendar maintenance, daily and daily and extensive travel management Served as a right 
hand to the Vice President of International Sales. Expense report and administrative duties

1996–2001 Meason and Maxwell  New York, NY
Executive Administrative Assistant

Served as a strong right hand to the Executive Vice President of Affiliate Sales
Heavy calendar maintenance, managed 2 secretaries.
Implemented a computerized paper  management system for  new  recruits —
speeding profitability and accessibility

1992–1996 M & M Sales New York, NY 
Administrative Assistant
Screened and fielded telephone calls
Paper management implemented a computerized file system. Front Desk, 
meet and greet clients.

1991–1992 Sales Company, Inc. Brooklyn, NY
Administrative Assistant
Screened and fielded telephone calls

mailto:samp032007@yahoo.com
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Maintained sales force calendar
Front Desk experience that included general administrative support and
assistance with project

Education

1987–1991 New York State University   NY, NY 
B.A., Anthropology
Graduated summa cum laude.

Knowledge

Windows based programs such as Microsoft Word, Outlook, Access, Excel, PowerPoint, 
Desktop publishing programs such as Photo Shop Adobe, Microsoft publisher, Quark
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Functional (Analytical) Resume

144 Fifth Avenue #5601
New York, NY 10001 

samp032007@yahoo  .      com  
ph: 917- 433-8090 

cell: 917- 423-8090
[if you have an online portfolio put link here.]

Malka Maxwell

Objective A position as an administrative assistant for a large 
company [use this simple formula:
A                             position where skills in                                             would 
be an asset in an organization valuing                                                       .]

Skills

• Answering Phones

• Microsoft Words, Excel

• Vendor management

• CEO priority (calendar) management

mailto:samp032007@yahoo.com
mailto:samp032007@yahoo.com
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Experience

SQR Enterprises 1809 Mountain Avenue, NY, NY 12345
October, 2005

Receptionist

• Front Desk

• Travel arrangements

• Multiple Phones

• Filing

• Calendar review and management

• Customer Service

Education Touro College New York, NY expected 
year of graduation 2011

20.0 credits toward Bachelors Degree in Human
Service

Knowledge

• Fluent in English and Hebrew

• Microsoft Office, Microsoft Word, Microsoft
Outlook
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Sample Cover Letter

November 17, 2007

Human Resources
Real Estate
4 Four Avenue
Brooklyn, NY 11218

Malka Maxwell
144 Fifth Avenue, #5601
New York, NY 10001
917-123-5678

Dear Hiring Manger (or their name  if you have it):

I am seeking an executive assistant position in a demanding, fast-paced office. My experience 
at SQR publishers has provided me with an array of skills.

I have demonstrated for my employer an exceptional ability for meeting organizational objectives 
and demands. In addition to my secretarial skills, I am an adept meeting planner, having served as 
the administrative to International Sales Department for the last year and maintaining his calendar. 
My skills as a well spoken and professional individual have often been utilized by my employer; I 
was the only executive assistant entrusted with client greeting, tour leading, and maintaining 
transportation services. I am certain I would prove to be an asset at Real Estate as well.

It seems that your organizational objectives match with my professional goals for growth. I would 
appreciate the opportunity of speaking with you personally at your earliest convenience. I can be 
reached by telephone at; 917-123-5678
Thank you for your time. 

Sincerely,

Malka Maxwell

917-123-5678

Enclosure

[here you paste your resume unless the advertisement specifically states to attach it if you 
are sending this out via email]
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Sample Thank you Note

Malka Maxwell
244 Fifth Avenue #2601
Brooklyn, 11218
917-987-6543 
samp07@yahoo.com

November 17, 2007

Jan Dell
Office Manger
D and L Dental Associates
1881 Avenue Z
Brooklyn, New York, 11225

Dear Ms. Dell:

I appreciate the time you took to interview me. It was a pleasure to speak with 
you about the administrative assistant position at the D and L Dental 
Associate. The job, as you presented it, seems to be a very good match for my 
skills and career goals.

In addition to my enthusiasm, I will bring to the position strong writing skills, 
assertiveness and the ability to encourage others to work cooperatively with 
the office. My interest in dentistry will help me to work with patients and staff 
and provide me with an understanding of the professional demands of office 
work.

Again, I would like to express I appreciate the time you took to interview 
me. I am very interested in working for you and look forward to hearing 
from you about this position.

Sincerely,

Malka Maxwell
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Job Hunting
Campaign Tool Kit
This is a quick summary to assist you in your job search. The various 
steps are in an easy to follow format.   Use the included set of 
worksheets to assist you in keeping track of search. In  addition  I  offer 
group and individual workshops for those who need attention. In order 
to weed out the spammers, harassers and scammers please my contact 
form  on  http://howtogetaheadwithresumes.info I  will  contact  you 
back with my contact information. Good Luck!

Step One: Gather information about yourself:
Identify your strengths and weaknesses such as are you   good 

with people? Do you enjoy working with your hands? Do    you 
enjoy  working  with  pets?  Are  you knowledgeable of  any  specific 
technology? What are you doing now?

Step Two: Look at ads whether on line or in print. Analyze what you 
know and what field you would like to work in. Salary may  be a 
determining factor, but your emphasis should be on what you think 
you would like to do daily.

Step Three:  Create your resume.
Whether you are updating a   current resume, or  starting 

your very first job search remember this is what your potential 
employee will see before speaking with you.

This is your “introduction”.  Knowing that; remember that your format 
and appearance are key. Resume should be in a “what   year I did” 
format (Chronological order) or in a Functional format(which 
highlights what  you have learned). In addition remember to  include 
your  accomplishments as specific as you can, use intelligent, 
everyday language. The length should be two pages at
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most, words on the paper should not be over crowded, and use a good 
quality white or even off white paper.

A note about electronic resumes: when you are sending your resume 
out through email, ALWAYS copy and paste your resume in the body 
of your letter, unless specified by the employer to send it as a text in 
the body of the email and not as an attachment. The formatting of your 
resume should resemble that of a print version.

Step Four: The Job Interview
This is the time where all you hard work pays off. 

Remember  to  do  some  background  search  information
about  the company that you have an interview with: their  purpose 
(mission   statement),   are   they   global,   national, local, review job 
requirements from the ad you answered. Prepare   for   the   interview 
by  writing  down  the  sample questions located  in the book. Prepare 
your clothing the day before if possible.    Remember to dress 
appropriately, and to carry yourself with manners.  Bring a spare copy 
of your resume as well as Social Security card, Military Card, licenses, 
and references. Arrive at least 10 minutes early. Most   of   all, 
remember to   be   positive   about   the   whole experience and 
enthusiastic if you really want the job, tell  the interviewer that. 
Remember after the interview to send a short thank you note to your 
interviewer re-affirming  your   interest   in   the   job,   mention 
something  of   the conversation you had, and of course say thank 
you for their time.

Step Five: Evaluation
Write what went well on this interview and what did not. Did 

you get an offer for a job?Did you get an invitation to a second 
interview? If your answer is no, then review how you can make this a 
success the next time.

Step Six: If you said yes to the above questions 
congratulations and good luck!

45



                          How To Get Ahead With Resumes

To Do List©

Completed Date
Created

Priority Task Notes Due
Date

46



Interview
Date

Interviewer
Name

Company 
Name

Address 
(mail or 
email)

Phone Thank 
Note 
sent
date

Malka Maxwell

Personal Interview Management Log©



Date Media 
(n=newspaper or

o=online)

User
Name

Password Date 
Posted 

Resume

Comments
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Job Search Form©
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Street Smarts
for Business

Manners to  Win
$$

Available soon…in paper back and ebook formats

Malka Maxwell

SQR Enterprises, LLC, New York

Here’s an excerpt from Malka Maxwell’s next book turn the 
page…
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Author’s Note

I would like to acknowledge that much of the information contained 
has been a direct result of my mother’s diligence in making all of her 
children as manner able as
she could, beginning in our younger years and continuing even as we 
have grown up.

copyright© 2007 by Malka Maxwell

All Rights Reserved. After purchasing this book no part of this book 
may be reproduced or transmitted for resale or use by any party other 
than the individual purchaser who is the sole authorized user of this 
information. Purchaser is authorized to use any of the information in 
this publication for his or her own use only. All other reproduction or 
transmission, or any form or by any means, electronic or mechanical, 
including photocopying, recording or by any informational storage or 
retrieval system, is prohibited without express written permission from 
the publisher except in limited quotes that may pertain to critical 
reviews or articles. For more information SQR Enterprises, 244 Fifth 
Avenue #2601 NY,NY 10001

This book is for information purposes only. The author does not 
imply any results, nor is she responsible for any results brought about 
as a result of the usage of the information contained here within.
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Introduction
Imagine that you are called in to speak with someone and the person 
you need to meet with has his feet up on the desk, reading a 
newspaper…..is that someone you feel you should be discussing 
important business with? Would
you discuss anything with him?

Imagine you are called in for an interview, you are wearing a nice dark 
colored skirt that falls just below the knee, a black mock turtleneck, and 
a suit jacket with a lovely scarf wrapped around your neck. Your hair 
is long, red, but pulled back in a nice simple ponytail. You are wearing 
a simple pair of gold dot earrings, a nice watch. Your face is made up (a 
foundation also) a matte lipstick.

You carry a simple attaché case. You walk up to the secretary who is 
in the reception area, and request to speak MR. X The secretary 
doesn’t ask you your name, calls all of the department heads in the 
facility. You see people filing past you and smile at you, you smile 
back. You are ushered into a conference room, and stand silently near 
the table. The Director of the facility offers you a seat, allow you to 
sit, and then leans in toward ask you, introduces everyone at the table, 
and asks you your business.  You in turn, state your name, and your 
purpose: you are interviewing for a laundry position.

Everyone at the table look at each other with wonderment, ask you 
about your work experience, in turn you tell him about the only two 
jobs you have had babysitting. The Director of the facility not only tells 
you that you are hired; you are hired for higher paying position with a 
title.  A true story; that was my first job interview.
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What  is polish, and  why is it 
necessary?

Polish is defined as to make something more refined, elegant, or 
complete, or to become so or as refinement, especially of style, that is 
the mark of expertise or experience (English dictionary) in simple 
terms: politeness or manners.

With politeness, a wise person knows what is good for him, and in 
turn does what is good for others. Therefore when dressing he is clean 
and neat, in speech he chooses his words carefully, his actions are well 
thought off.

As an employee or a manager or even as a candidate, a person must 
know and understand how great off an asset he brings with him when 
he has polish; it is good business.  When a person addresses others 
with a “good morning” or a hello, when a person addresses woman 
with respect, or even the wait staff at a restaurant these are
examples of polish.

People tend to judge others by what is called their authority to do or say 
something. The importance of polish is likened to the skills of an 
expert. When an expert offers his opinion with finesse and what 
appears to be little effort on his part others opinion of him is very high. 
A person of non expert status will most likely present the same 
information, but in a clumsier manner thus making others feel 
uncomfortable with what is being said.

So, by being polished you are aligning yourself with those who may 
have a better educational background, yet feel comfortable with you 
because you can demonstrate your knowledge, and your ability to 
cultivate your skills to match their level. By being polished it will give 
you access to people under other circumstances you would not have
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access to, and a level power to control those who you wouldn’t 
be able to over power.

Polish is something that if not taught at a young age can be attained 
later in life, and if practiced often will not appear false.

Poise
Poise or self confidence is the number one component of polish.  It is 
demonstrated by the way you walk, and talk, eat and dress.  Poise is 
the lady who in a conversational tone asks for something, or walks 
across a room and doesn’t notice others there, or others even looking 
at her. There is a gracefulness to her, but not arrogance.

Being a good conversationalist is yet one more element of polish that 
is often over looked. Conversation is two people speaking with each 
other and not at each other. A good conversationalist will lean in a bit 
while the speaker is speaking, make sounds or nod head to encourage 
the speaker.  More importantly, the listener will look the speaker in the 
eyes, not to the point where it becomes a staring contest because that 
would be rude, but a stare for a while and look slightly away and 
return to the speaker’s eye is the correct technique.
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Meeting With  Others

When you meet with someone whether it is an interview, a client, 
anyone who is not a good friend it is polite to extend your hand for a 
handshake. There are many books on this topic geared to the various 
cultural differences in your library or local bookstore which may be of 
additional help.

A handshake is defined as a gesture of gripping and shaking another 
person’s hand, used as a greeting or farewell and to seal an agreement.
(Encarta Dictionary). In business, a handshake should be firm, but not 
too tight.

A hand shake should also be brief, and your hands should
not be clammy (or moist). As a rule, do not wipe your hands on 
your pants leg, or thigh and then extend your hand.

Sitting Down

After shaking hands with someone do not just drop into the nearest 
chair, allow your guest or host to invite you to sit first.  After accepting 
that invitation, again do not just drop down onto the chair. Whether a 
lady or a man, you do not balance on the edge of a seat, or stretch out 
in the seat.  The perfect position is one that is easy or relaxed but you 
are sitting upright. In the days past a lady would never cross her legs 
at the knee, or put her hands on her hips…..however those days have 
gone (although my mother would beg to differ!) Today the best 
advice is that a lady should not cross her legs at the knee if her skirt 
will rise up so high as to expose her unmentionables, sit in the middle 
of the chair, legs crossed at the ankles, or slightly crossed at the knee, 
and hands resting in her lap. A man should not cross his legs so high 
that the feet reach his head.

One last note about sitting: if a lady is entering a car, she is to sit on 
the seat, close her legs and slide them into the car, if a man is 
accompanying her, he is to allow the lady to sit down properly, close 
the door, and walk around the car to occupy the space next to the lady.
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1. Appearance

It was said by Emily Post “clothes are to us what fur and feathers 
are to the beasts and birds;” they not only add to our appearance, 
they are our appearance. Others judge our looks by what we are 
wearing, how we are wearing it, our manners, behaviors and 
attitude come last.

Dressing well and appropriately for where you are going has 
always been expressed as ego or vanity or personal taste. It is 
however not the case. Being able to dress well, no matter how 
superficial it may appear is one of the most indispensable traits or 
attributes you can bring with you to your work place, followed by 
good manners of course, and a pleasant personality.
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Teeth

Teeth are the first thing people see. Remember that saying “smile at 
others, it can brighten their day” or how unforgettable someone’s smile 
was? Well keeping your teeth clean, bright and clean are important. 
Bad breath is such a repugnant thing; it is one of those things that 
might a reason for not getting a date, even if you have other wonderful 
qualities. It is also an inexcusable thing to have to put up with. With 
proper care such as flossing, and brushing and even cleaning the 
tongue you can correct that problem in no time.

A tried and true recipe for the best breath cleaner is baking soda and 
water. That is it.  You mix the two ingredients together to get a paste. 
After a few weeks you can notice a brighter smile.

If you do not like the taste of toothpaste, or may be allergic to it, there 
are also a  few all natural toothpastes for sale in your local drugstore, 
with a variety of whiteners as well.

Chlorophyll is another natural ingredient that may be good for your 
breath as well as Acidophilus. There are many books written on the 
topic of natural beauty care in your local library or local bookstore to 
better assist you.
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The  Hands

Nothing is more annoying than shaking hands with someone whose 
hands are as “dry as the desert”. The best possible way around that 
issue is to drink plenty of water. It is recommended to drink at least 8 
glasses a day, you body needs the hydration.  Other ideas are to 
massage hand cream on your hands. If you use a hand cream,
they tend to be less “greasy” than traditional lotion.

Nails should be cut trim and neat. The nails if they are not covered 
with a colored nail polish should be clean. Use a good stiff brush to 
clean nail when you wash your hands or when you bathe. If there is 
a nail polish color on them, make sure the color is fresh, if the color 
is coming off either put a new coat of the same or darker color or
take off the color polish completely, and put on a clear polish until 
your next manicure.

Manicures are not only for women, there are many salons that cater to 
men as well.

If you indulge in manicures, then you know it is usually one of the most 
pleasurable experiences because by applying pressure you are 
increasing the circulating blood, promoting specific body part 
functioning and promoting muscular functions, and in simple terms: it 
relaxes your whole body.
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The  Hair

Hair is also known as another adornment or accessory. The way our 
heads and faces are shaped, the color of our hair, the length of our 
hair can accentuate a face and or body or detract from it.

In the working world it is imperative to maintain your hair, keep it 
clean and fresh. If you are going on an interview, do not dye your 
hair bright colors regardless if you are going to be working in any of 
the artistic fields. Wild hair is also a no-no.

Facial hair should be trimmed as well.
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Smell and Miscellaneous

Although there are those that are allergic to perfume, as a rule use a 
light scent, or a scented deodorant or even scented bath soap will mask 
any sweat odors you may get during the day.

Jewelry should be kept to a minimum, and nothing too gaudy is 
advisable. The only piercing that should be used are the ones in your 
ears. Tongue, eyebrow, or even nose rings should not be worn unless 
your company’s culture allows it. But do be weary when meeting 
others from other companies in a professional capacity or on an 
interview for a job.

Tattoos should be covered during your work day unless again your 
company’s culture allows for them to be exposed.
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Business/ Employment

Malka Maxwell, “a candidate that was 
never not offered a job at an interview”, 
is a mother of two  children, a former 
Model, Recruiter, Job Coach and Job 
Developer, Vocational Instructor, and a 
Residence Manager (group homes) with 
over 15 years experience.  She was 
selected from a group of highly 
competitive candidates to provide 
immediate on-site counseling and job 
placement for individuals whose jobs 
were lost due to the World Trade Center 
Disaster in 2001. She is currently 
pursuing a life long dream of sharing her 
knowledge with others.

Someone once said words are cheap….but he obviously didn’t know what he was 
talking about. "How To Get Ahead With Resumes" is a simple step by step guide 
that is concise and written in a simplistic manner written to help the new job seeker; 
be it a displaced homemaker, a high school student, a college student create an 
effective resume and cover letter. It describes
the best ways to create an effective job application.  The book offers a career 
resource start guide, and basic tips on how to get through an interview.  This book 
is written from a point of view to help the job seeker understand the purpose and
function of resumes, thus taking out the fear and trepidation most people feel when
confronted with writing a resume. “How To Get Ahead With Resumes” covers the 
following areas: Creating Effective Resumes, Organized Applications, Cover Letter 
Savvy,  and  more…

Front Cover Photo by:   w  ww.b  i  g  f  o  t  o.com  

http://www.bigfoto.com/

