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Yau want a job. And you feel that
somewhere, some employer. has
precisely the job you want-—one
that fully utilizes your knowledge
and abilities and.provides challenge -
and opportunities for advancement.

To fId that job, you need to
carry éut a well-planned job search.
You have a product to sell—your _
knowledge, skills, and experience..".
What you need to know is how to .-
market it most effectively. Whether
you are just 6ut of school and ]
ready to start your career or looking . ™
for a new position after 20 years'
experience, some of thetechniques -
presemted in this pamphlet may
help you. It offers suggestions on:

-Where you can find out more”

about the kinds of jobs you are
qualified to hold. &

‘e How to presentyour * - 4
background in & résumg that
will convince an employer
that ygu are the person 2

- for the job. hd

* How to write a létter of

- application that catches an

empiloyer's interest. . 4 2

s Where to go for information

on mb opportunities in your
fiela :

® How to present your .

quatifications to the best
advantage at a job interview.

And it offers tips on planning
your time. taking tesys, and learning
to profit from your job interviews,

-

L |



e it g ™

1 A\s the Yrei wwep in merchandising

W snould:decide

e !ium what your qualifications are.
aastemmiled inwentory of

¢ backgsmemd and experience

zat wou-will know exactly what
tyyou mmwe to offer an

erwhat type of job you
wiei, y Ry meBntory will be a basic
toc¥ 1n yoUr se=arch. If you are
marisetng your skills farya
nrofesAsonal ar office position, it
Wit coemmain tte information you

e 10 prespare your résumé. If you

are lookme e work ina skilled
73 v omeer field in which
resuwmes we not expected, your
aemniof§ wiit help you decide how
aant your qualifications at a
rview and be your source
cts dates, and other
han vou will neéd to give
Ner
“oare your inventory chart,
Vibw autline below. Write out,
& ApEratee-sheet ot.paper, all
~n you: thmk might help you
~if job search. 'Later, you can
Fou: ‘Me list and select the
s that are relevant to the job

.

Y

all of your jobs. including

ok, For each job. give the
ame and address of your
2mpioyer, your job title, the .
“getails of your duties, and.the
xdtes you-were employed. Then

R}

: )

I:art—nme summer, and freelance

'

" ask yourself:

“What did | filme.about egach
job? Why?
What did | dilsise aboust -smch
job?-Why?

" Why did | lomwa?
. Skills and. abilitiees.Ask-yousmeli:

What personal osasittesstio

have that make smsgoms at
certain work? THwm back e
'your job experiemze ang schoo:
and volumieer asmstiesand tw

to be horeest with-wilsrealf Are
-your stromg poims-=witiative,
imagination, leacmsp, ability

to organize, willingwmes to tofions
orders, interest in dmzil, or
ability to-work-witt-mple?

What did | learn onwme job m'
I can use i anothemoositior: *

(For example, aperamon of a

machine or office-ensmpmest cor ‘

bluep,int reading.)

3. Education. List: '

The schools you atemded ‘ands
“the dates, the princz=zal courseme
you took, and the tagrees youJ
received.

The business, vocatiesmal,
military, on-the-jot trining. or
special courses yo.. ook, the
dates, and any cenlificates yoeu

" received.

Then ask yoursel!:
What courses v |
like best and wav
What eourses o+
dislike and wiw 7
Now list your-
honors and y
ricular activitr
if you are a rexeiy
your activitiesm¥’
significant par .o vamer job
qualitications (fex wdiémpie.
work on the schoo.gwspaper
or campus radio Stasgss).

Even if they are not Geectly
related to a ;g\b they weay help
you decide what vour zest

7.
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e

talents and interests are. (For
example, dq yqu énjoy sports,
recreatimn, and outdoor
- activitiad? Did you excel on
'\i‘the debate team? Are you
good at organizing a group to
do ajob?)

4. Interests. ralems,\anq apmudes.
.Ask yourself: .
What are my hobbigs or - @

’ _volunteer activities?

What are iy special talents or
gptitudes? For example, can |
fix a car? Ptay a musjcal -
instrument? Speak another
language biffides English? Am |
good at draWing or painting?
What do | learn mbst easily?
How can | relate my talents and
interests f@ & job?"

5. Does my r_)hysic'all'eopdifion limit
" meinany way? . 1

6. Is it necessary tor me to change
my field ot work?
Y..How Iong canl aﬂprd to be out

of work? ;?-\.

8. Career goal
“What kind of work do-| want to
be doing 5 or 10.years:from now?
What sort of job should | seek
now in order to prepare for my
goal? .

I3

9. Jobs I want . Ay

Considering all the information
in your inventory, list.the type§

701 jobs you feel you are hest
qualified for and waht-List them
in order of your preference

if you have completed your
inventory, you are ready for the .
next step—either preparing your .
résumé or selecting your squrces
of job information. But perhaps you
have considered all the factors in
your background and still are not
ready to answer the key question:

- What kindof job do | want? You

may be just out of school or the

ﬂ'gce' and know little about the
=mewtsof jobs that are open toyou.
*gwmay have decided that you

are-on the wrong track vocationdlly .

andswant to switch to a new fieid.
x‘tlngfyou have been out ofthe
b rce for years because of
ammw responsibilities. Or for othe
rangens you are not sure what your

1 ggoal should be.
gu need to learn fnore abcit
ci-ilrent types of ]obs A goo-

ptace to go is your local Stae
ermatoyment serviceroffice. Trug

" ofece has information about o=

ar=2 the qualifications needez ' .»

fitrthem. You may be given

ampointment with a career

cmnselor whp will help ymuf‘v n
"sort 6f work is best susagtc -

y r abilities and interests ;

Another good source of 9
mmmrmation about various : ~wes of ¥

;otsgs your lacal publlc liggmey.
You can find books that te't vou

about specific ca‘reers anaxronsul!
the Gccupational Outlook m=md-
book, published by the U.€
Ce-nartment of Labor. The
+andbook gives the latest
imtcrmation about more ther=850
oczupations. For:each, it =& abou:
the work involved, where ==dobs
are located, what training=ng other
qualifications afe needed== -ilf
them, and the chances for
agwancement. It also discusses
earnings and working conditions
arra assesses future job opportuni-
nes for people in the field. And it
tet's you where to go for more :
information about any occupatnons
of :Jartleé:ar interest to you.

Once you have decided on your
job goal, the employment service
can give you other help—such as
assistance in preparing your
résumé and group training in job
finding. When you are ready, it may
be able to refer you to the sort of
job you want.

8
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If you are seeking a professional,
technical, administrative, or man-
agerial job, you wijll need a résumé.
One is also needed in applying for
many cierical and sales positions.
An effective résumé ‘‘gets your foot
in the door.” It often leads to
personal interviews that you might
not otherwise have.

Your inventory chart should
sontain all the information you need
to prepare your résumé. You now
have to select, arrange, and
organize this raw material in the
way that best relates your
background to the job you seek.

Your first task is o select the
data you want to use. Ask yourself
which parts of my training and
experience are relevant to my job
goal? Which parts, it any. are
unrelated? G:ve all pertinent details
about the positions that relate to
your goal. But be brief in listing
unrelated jobs; they are of little
interest to a prospective employer

Next you must arrange the
information you have selected. To
catch an employer's attention, plan
to list your best qualifications early
in your résumé. Ask yourself: Is my
work experience the most important
part of my résumé? Ot will an

- employer be more interested in my

education and training?

You can organize your .
experience in one of two ways---by
job or by function. You may want
to look over the suggested outline
and sample résumés before you
decide which one presents your ,
work experience better.

Your résumé should be detailed
enough to give an employer the
information needed to assess your
qualifications. At the same time it
should be'concise. A busy employer
wants the pertinent facts in as few
words-as possible. For example.
in your work history the full
sentegce, "l was responsibie for

L

-
~

analyzing the cost sheets from the
production department,” can be
condensed into a short phrase
starting with an action verb:
“Analyzed production cost sheets."”

It you have more than one job
objective, you have two alternatives.

1. You can list, in order of
preference, the jobs you are ~ -
qualified for. Your résumé should
include all data relevant to each
job. This will give you one all-
purpose résumé. It has the clear
advantages of simplicity and speed

You can prepare in advance as

many copies as you think you will

need and have one ready to gass

out whenever you want it. .

. 2. You can prepare a résumé

directed specifically to each job

objective. You will need a basic
résumé to use as a guide. Before
applying for a particular job. you
will prepare a résumé that presents
your background._in the way most
likely to interest that employer.

This, of course. takes more time

and effort. You may decide it is

worth the extra trouble:-

e |f your job goais are in separate
tields (for example, research
assistant, copywriter, or
English teacher).

* |f you will approach severai
types of institutions. which may
place more value on different
‘aspects of your background.
(For example, one may
emphasize certain academic
degrées, while a second is
interested in a particular part
of your job experience, and
still another may be looking
for clues to your personal
traits, such as ability to s
persuade(or deal tactfully with .
others.) = o

d .

7’he~defai13t—They do make a ,

difference. It possible, your rés\umé

19 s
/ |
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. “should be typewritten. It you can't without change for any employer
type it yourself, having a copy typed  a good practice is to have enough

is usually a good investment. You' copies duplicated for your
- may need anywhere from 2 to 200 anticipated needs. Avoid passing
copies, depending on the type of out carbon copies. They advertise
Job you seek, the supply and ./ thefact that you gave the original
demand in your fieild. and the . to someone eise. If you need only
geographic area you wish to cover. a few copies, an alternate method
If your distribution needs are large is to print your résumé clearly in

and you can use the same résumé ink,

‘
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1. Personal dafa ’

Begin with your name, address, -

-and telephorie number. Other -
.~ personal data, such as your date
of birth (optional)-and your
marital status and dependents,
may follow or.appear at the end
of your résumé, .

2. Employment objective
- Indicate the kind of job you are
seeking. If you.are qualified for
" several jobs and are preparing
one all-purpose résumé, list them
in order of your prefepznce,

3. Work history
You can organize this
information in two wdys. Choose
the one that presents your work
experience better. - .

a. *By job
List each job separately (even
if the jobs were within the
- same firm), starting with the
. most recent ‘ong and working
backward. For each job, list:
Dates of employment
Name and address of ’
¢~ employer and nature of the
" business
Position you held
‘ Then describe your job,
-showing: - )
Specific job duties—The
tasks you performed,
including any special
assignments and use of
special instruments or
-eqﬁi'pr,nent.
Scope of responsibility—
Your place in the organiza-
-~ tion, how many people’ you,
supervised, and in turn, the -
degree of supervision you
)‘ received.
. Accomplishments—If
possible, give concrete
facts and figures”

12. ' -7
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b, By tunction - L

"List the functions (fletds ot

. specializatron ortypes of -

work, such as engineering.
sales- promotion or personnel

" managemend) you performed

. that arg rglated to your present

job abjettives.

* Then describe briefly the
work you .havg doné in eaoh
"of these fields, without
breaklng it down by job&

Braqcrr and tength of service .
. ‘Major d'uties. including detai]s
ot‘ assignments reiated to the
., jobyou seek..

(Indicate any pertinent mllltary
_ training here or under your
education.) -

6 Mfscelfaneous

it appropriate to'your iield of .
worky give such information as:
‘Knowledge df foreign -

: languages .
. 4. Educatien (If this is'your main X - Volunteer or Ieisuretime
_ sélting point, put'it before your activities

work history.) - " ".Special skills, such as typing,

’ €ist your iormal education
giving:

L.

High $chobl (can be omitted

if you have a higher degree),
.collegey graduate school and
other coursés or training. -
Dates of graduation or leaying
s¢hool* . v .
Begrees or certificates .
received s

. Majar and minor subjects and

other colrses related to your
job.goal . S
Scholarshlps and honors
Extracurrlcular actlvmes (it

. you are a recent graduate any

" your activities pertam‘to yoor
1ob goal)

A

7

shorthand, or ahility to operate
special equipment
-Membership in proiessuonai
orgamz’atrons .
a Arficles published invenuons.
. or patents ] “

,«‘..

‘Relerences -

Give the names, positions,*and
addresses of three persons who
have direct knowledge of your
work competence. If you'aréa

recent graduate, you can.list
* téachers:who are familiar with."
_your schoo! work. When.
* possible, you shoqld obtain the

permission of the persons You

_ use as references.

" The ioilowing examples show
some of the ways that a jobseeker
can.grganize a résumé. They are -

5. M/l/tary exper:ence
N List your military service it ifis
+ recent or pertinent to your ;ob

goal, indicating:

for use only as general guides.

Ly
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Huth A. Roe

" 487 Franklin Drive S . . . (date of résumé)
- Woodland, N.Y. 10124 . Marital status: married, no chlldren
561-2573 . ] " Date of birth: October 21, 1947

Ce

EMPLOYMENT OBJECTIVE | - -

-

Children’s librarian
. EDUCATION

Hunter College BS 1969. Malor Elementary ed\t,catlon Minor Child
psychology
Qolumbla Universnty, master's ree,_1974, library science
- - ) . ‘Q\
| PERIENCE

1969-73, Woodland Elémentary .chool, 231 Ritchie Lane, Wdodlana,

Taught fifth grade.'A major ob, sstive was to stimulate pupils té do |
independent ‘reading. To this end, prepared displays and organized
Irips to nearby libraries in connection with annual book fair; assiste

time librarian in redrganizing instructional materials center to maku |
easier to use and more inviting in appearance; and took trainlng couruy
and for 2 years’ conductedV junior great books course for pupils at

". Woodland. .

. 1@&-69 (part time during school year and full time durlng summer of

- 1969). Bowan. LibVary, 441 Playford Street, New York, N.Y. Library clerk.
'Located ks for  patrons. and answered nonprofessnonal inquiries.

Received soned repaired, and shelved books.

..Summer, 1968 Mobile Manufacturing Company, 24 W. Fifth Street Wood-

land, N.Y. Cterk-typast Acted as secretary to vice president whlle regular
.secretary was on vacation. .

Summers, 1966 and 1967. Highpoint Camp, Wilson Ruad, Adirondacks,
N.Y. Taught arts and crafts and supervised bunk of 10- and 11- year-old

girls. , . L

—

SPECIAL SKILLS s

' Spanish: Good reading, writing, and speaking knowledye

Operate various types ot visual equipment.

REFERENCES
Dr. Marga.et Martm,/P-o:essor of Libraly Suisiiee  Lullinliu tiarversily
New York, N.v. 1002'(

Mr. Wilbur Miter, Piincipal. w sudland EleMentary sohoul 28t Hitelie
Lane, Woodland, N Y. 10123

Mr. walter Snyl:ler Chtet Liliattan Bowen Libraiy 441 Pla, fuia Shoo
WNew York, N Y. 10009

«

14
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John W. Doe | _ (date of résumé)
304 Amen St. . i
San Francisco, Calif. 94102 7
778-0000 : L
\ © OBJECTIVE
Sales executive
”» - SALES PROMOTION
(" Ravdand and —pgesieas o —to - - btion projects for Iarge~ business firms
\ ) rery i ..: ¢lectronics fie g, Originated newspaper,
s ound Ldewisic. tsing and coordinat®d “sales promotion with

pub o relaiions and salbs management. Analyzed market potentials and
developed new techniques to increase sales effectiveness and reduce
sales costs. Developed sales training manuals:

. As sales executive and’ promotion consultant hardled a great variety of
accounts. Sales potentials in these firms varieq#om $100.00Q to $5 mil-
lion per annum. Was successful in raising the volume of sales in inany of
these firms 25 percent within the fisst year. )

SALES MANAGEMENT

Hired "and supe:vised saleS staft on a local, area, and naticial basls
Estabhished branch ofhices throughout the United States and developed
uniform systems of processing orders and sales records. Promoted new
products as wel! as improving sales of'old ones. Developed sales training
program Developed a cat_algg system invo)ving inventory control to tacili-
tate movement of scarve stock between branches.

MARKET RESEARCH

Devised aind supeivised marhel research projecls v Jdelelmne salés
potentials. as well as need tor advertising. Wrote uetailed reporls and
recommendJat.ins describing each step in distribution. areas for develop-
ment and plans for sales impiovement,

SALES®
Frwe b i 1 T Jow Lo wunsun, P PR [P YT TR
Hard (cudy sinail e als ar d eledtnLal applian ius

Vbt GLeRK

TP [ P . ouitvnl Lbaie 1ok
OO sy e v, b e adlpted oo all biaohies
Fuaa,
cedar by . -:a . Lha wiloy
L, a arnue Galy
L
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1955-1963  James Brésher Caqmmercial and  Sr. Sales Promotion Mgr.
: Industrial Sales Research Corp. :
Oakland, Calif, ' .
- 1950-1955 Dunnock Brothers Electronics | Orc@r Cl“erk Salesworker
i Co., San Francisco, Calif. - Sales Mgr. :

: EDUCATION "

University of Camorma B.S. 1948; Major: Busmess Admln

»

PERSONAL DA‘rA
4

Birth date, January 4, 1924. Married, three children. World War |l veteran.

Jane D. Jgnes : :
. 593 Ninth Avende = = - .+ - (date of résumé) .

Anytown, Ada. 35204 : o -  Age: 22
422-2824 st . " Marital status: single
\ EMPLOYMENT DBJECTIVE ) "
:‘ Reporter, copy editor :
EDUCATION

Standard State Urnivarsity, university City, Ala. BS, cuin laude, 1974,
'Malor;l Jourmalism, Minor: Psycholoyy, other courses: Beginning and
advanced photography ' : l
Honors: Phi Kappa Phi

Extracurricular activitiés: €ditor ot wuege newspape. verved earlier as

+ ¢ copy editor and reporter . .
ExPLnl,ﬁl\fCE

1973-74 schiwol yoar Gorrespondent in Univershy City tor Anytown Ga-
Zette, Anytown, Ala.

June-August 1,9_73.' Anyﬁn Gazette Although working as a copy runner,
I received a number of editorial assignments. Besides covering meetings
and writing obituaries. | did a feature series with photographs on the
county arts group (Attached is a one-sheet photostat shgwing clippings
of stories | wrote fc. the Gazette )

Summers 197t and 1972, Wildet Licas Bhivp 213 Main SLuct Anylown
Ala. Sales clerk

s b o
ot J o W, ivie w0 Junaigiy S, A R
versity Lty Ala 31205 ;
Mi Whliam | Ryan, edives Aryioe i Gacsoue « ., 0. o, e Swdud

Mis Dura Cahan, assislar « pivfossor ol jus.nalsin, clan jard Q...

versiy Umiversity City Ala 34205
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m d iln manyﬂelds of work, wrifing a
.. letter of application is the
W customary way to gsk for a -
' personal interview. Thils is

L . : ‘ K particularly true in the follown [o]
1. When the empjoyef you wlsh )
, , to contact lives in anbther city or
s © town. - ' Z
2. As a cover letter when you are
* " mailing résufhés.
3. When you are answenng a,
A . *  wantad. ~
s o The following guidelines may
. help you write g letter of
: , ' apphcation
. " 1. Type neatly, usmg care in -
sentence structure speliing, and
BPunctudtion.
2. Use a good grade of letter-
sized white bond paper. ' e
.. 3. Address your letter to a /" “ a
gpecitic person, if possible (use '
city directories or other sources).
- 4. State exactly the kind of
position you are seeking and why *
you are applying to the partl lar
firm,
- 5. Be clear, brief, and ' Y
Aty
businesslike, .
6. Enclose a résumé.

Rty

e

-

Letters of application will vary
comsiderably depending on the
circumstances in which they are ,
used. The sample illustrates one

{ way of writing such a letter.
r3
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N P ' ‘(date.)

. 3
/ Mr. Wilbert.B. Witson ' I
3% "President, Wetalli¢c Manufacturing Company

3893 Factory Boulevard
Cleveland, Ohio

-

[y

Dear Mr. Wilson:

Recently | learned, through Dr. Robert-R. Robefts of
Atlantic and Pacific University, ™ the expansion of
your company's sales operations and your plans to
create a new position of sales director. If this position
is open, | would appreciate your considering me. for
it. .

Starting with over the counte: sales and Order servivo
| have had progressively more responsible and diverse
experience in merchandising products similar to yours.
In recent years.| have carried out a variety ot sales
prumotion and top management assignments.

For your review [ am enclosing a résurmé of my qualri-
cations. | would appreciate. a personal interview with
you in order to discuss my application further.

V& Ll youta

Johu W Uus

[SYTT™ FYPo

-
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Your first source_ of job¥forma- - in all major\citieéi and many
3 tion will probably be friends, smaller ones to bring up-to-the-
_neighbors, and relatives. Through minute information on all )
théir work or social and business - openings in a metropolitan or
* ,contacts, they may know of oppor- | larger area to people looking for
tunities nqt listed by regutar work at any empiqyment service
sources. But, of course, their office in the area. .
knowled_ge is likely to be limited\to —Provide national registries for
their own and perhaps a few other seledted professional workers,
places of employment. * < such -as edonomists, librarians,
© At the same\lime you consult statisticians, correctional services
personal squrces, you will want to personnel, and éngineers and -
explore the'Usual channels of job " scientistg )
information From among the many _;—Prmide-é?cer'nent service at
sources you will have 10 select “. natipnal professional conventions
those meSt approgtiate fur you Otfer counseling and career
Which unes they are will dopend v cunsxgtutwn
on the type of Jjob you want whe, o Pruvide aptitiude and profiior..
you live aan\,aul to woik a.ad the testing
demand in ydur tield Have datiy « ovrw s aith
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—E?ch deals with a limited number'
oc upatlons.

—Productiye source for members
particularly.- thosedwith seniority.

5. U.S. Civll Service Commission

—Handles U.S. Government civlllan
jobs.

—F:ills jobs in a wide variety of -
professional, technical, clerical,
craft, and other occupations.

—Positions are located in
Washington, D.C., throughout the
United States, and overseas.

—Johs are filled on a merit basls
as determiRBd by the results of
examinations: and ratings of

" axperience and education.

—Examinations are given several
times a year in cities throughout
the Nation. Tests for entry-level
professional positions are
conducted at many universities
and other schools.

~Most post offices have application

forms and info onjob
opportunities. Yi = aiso wrjte

for information to wet).S. Civil
Service Commissioc. Washington,
. D.C. 20415,

.8. Private employmess-agencies
—Usually specialize im a few
- occupations. -
—Some charge'applicants a fee, -
for registration or placement; *.
others collect fees from
- employers. — N

7. Yellow pages of telephone
directory, industrial directories,
and Chamber of Commerce lists

* —Sources of names of firms that

employ'workers in your field and
other.information useful in
aoplying to them.

8. Professional associations
—Useful for specialized
occupations.
Listings available at libraries.



Even it you  are under no
economicpressure to find a job
quickly, starting your search
promptly is a wise policy. Delays
ay hurt your chances of finding
the job you want. |fypuhave just ’

- finished , for ple, you

- an employer the impression that his.,

are competing for similar positions
with other,new graduqtes in your
field. Moreayer, ) long delay
betweeh"school or your last job and
your application for work may give

office is one of your last stops in a

‘long and fruitless job search.

Once you start your search, you
should treat it as a full-time job.
Looking for work can become

' discouraging at times; But sustalned

effort usually pays off.

The following suggestions may.
help you plan your time foxan
efficient job search: N

1. Plan and start your search as
s00n as you know you will need to
find a new job.

2. Make your job hunting a full-
time project. You work a 40-hour
week for your employer; you should
work no less for yourself.

3. Once you start your search,
do not allow yourself littie’ vacations.

4. Apply early enough in the day

. to allow time for multiple interviews,

tests, or other hiring procedures
that may be required.

5. Be on time for appointments.

6. Before approaching a firm, try
t learn the best time and day of
the week to apply for a job.

7. Folluw up leads immediately.
't you learn of a job opening late in
e day, cali the firm to arrange an
appointment for the next day. The
employer may postpone a hiring
decision until then.

'Y

A Y
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A [ob interview: is your showca‘ée“ .

for merchandising youy talents.
Bring the inferview an employer
judges your qualifications, -
appearance, and genetal fifness for
the job opening. Itisyoug . <,
opportunity to convince the .
employer that you can make a real
contribution.

Equally impottant, it glves youa *
chance to appralse the job, the '
employer sand the firm. It enables !
you to decide if the job meets your
careerneeds and Interests and
whether thp employer is of the type
and,cal;;:j you want to work for.’

Befoggbach interview, though,

.you should assume {gat the job you -

are applying for is precisely the one
you want—because [t may\be. To -
present your qualifications
advantageously, you will need to
prepare in advance. You should
haye the needed papers ready #nd
the necessary information
yourselt firmly-in' mind; and you
should know how to act at the
interview to make it an effective
device for selling your sKills. .

Preparing for. the Interview

—~Assemble in easily avaifable
order all the papers you need to
take with you. The principal one
is your résumé—unless you have
submitted it before the interview.
1f you have not prepared a

ﬁ.

i

3

résumé, take your school records ,-

social security card, and work
records, with the names of yous
employe%and dates of
employment. (Prepare your vw..
list if you have no formal record. ,
You may also need any licenses
union ca:d, o1 military records
you have M your work is the soit
that you can show at an inteiview
you may want to take a few
samples (such as art or desiyn

work or published writing). N

E

,
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—Leam all { u can About the

s

company ‘Where you are going for
.. 8n interview—Its produtt or
service, standing in the industry,
number. and kinds of jobs
available, and hiring policies and
.practices. .

—Know what you have to offer— ,.
* what education and training you

“have had, what work you have {{ ‘
0

done, and what you can do. if'y
have not prepared a résumé,
review your Inventor’chart'
before you go.

—Know what klmfof job y0u want

ard why you want to work for the
firm where you are applying.

—If you do not have a résumé that

includes references, be prepared .-

to furnish the names, addresses,
and business affiliations of three
persons (not Btatives) who are
familiar with your work and
character. If you are a recent
graduate, you can list yqur
teachers. When possibie, ask
your references for permission
to use their names.

-Learn the area salary scale for
the type of job you are-seeking

- -Never take anyone with you to

the interview.

~~Allow as much uninterrupted time

for the interview as it may require,
(For example, do not park yqur
car in a limited timé space.)

- Dress conservatively. Avoid oither

)

too formal or too casual attire

[ YV] aﬂd'lha Hitorview

-Be pleaSa,u and frie.n, w.u
businesslike.

Let the Qmplbyo. wenliol dhie
interview Your a.iswers ,ho
be frank and briet but c..mpl.:i:
without 1ambling Avoid dogimna.
statements

Be flexible as.g witling Lt yhoo

~ the employer a clear idea of your
job preferences. )

—Stress .your qualifications wlthout

axagge.atlon The employer's
questions or statements will
indicate the type of person
wanted. Use these clues in
presenting your qualifications.
For example, if you are being
interviewed for an ‘engineering
position and the employer
mentions that the job will require
some customer contact work,
use this clue to emphasize any
work, experf®nce, or courses you
have had in this type of work.

—If you have not sent your résumé

in advance, present it or your
work records, references,
peréonal data, work samples, or
other materials to support your
statements. when the¥employer

| guests them.

—In discussing yoursprevious jobs
and work situatigns, avoid
Criticizing former employers or
fellow workers.

‘Don’t discuss your personal,
domestic, ar financial problems
uniess you are spe,ciﬂcally asked
about them. .

--Don’t be in a hurry to ask
questions unless the employer
invites them. But don't be afraid
to ask what you need to know.
If the employer offers you a job,
be sure you understand exactly
what your duties will be ¥You
should aiso find vwut what
opportunities for advanceme
will be apen to you. A definite
understanding about the natut«
of your job wih avoid future
disappauintinenfor either Yo o
your employer ,

Be piepgred to statu o calary
you want, but not unii the
ergployer has introduced tho

<o



rd . : . .
. - -
, .

subjectyBe realistic in discussing or retdrn for another intervigw,
salary. ’ . . make a written note of the time,
—If the employer does not definitely date, and place. .
offer you a job or Indicate when —Thank the employer for the
you will hear about it, ask when interview. If the firm cannot use® -
you may call to learn the ' you, ask about other employers
" decision. . ' who may need a person with
L —It thg empl/o'yer asks you to call your qualifications. -
o , . .
‘ \
r . " \
‘ -~
\ - ’ &, - ~

O
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Many firms nqulfe a
' _psychological test, or a series of
such t8sts, as part of the'
appllcation procedure. The tests
‘most. commonly sed are those that
indicaté Intelliget ce or gerieral
aptitude. In additlon, some firms

o

usé tests that give them Information
" . seconds lost in asking questions

on spegific aptitudes, personality
traits, and interest patterns,
« It you are a,recent school .

. ‘graduate, you are probably used to
taking tests. But it you have'been °
away from school.for some years,
"you may be apprehensive about the
testing process. You may fear that
your test scores will fiot reflect your
rea) abllity to do a job. Don't Jet
tests scare you off. None of the
comfnonly used tests require .

.advance preparation you neey not -

feel concerned over not having
“crammed’’ the night before. And
bear in mind that your scores aré
only one among the many factors
- thé\.é?nployer will consider in’
4Judging your job qualifications.
Many tests have time limits. When

v"

' ii\ey do, you wlll be told how much

time you will have. Listen Garefully -
to the instigtions\you fecelve. It

-you do not clgarly. understand what

you are expected to do, be sure to
ask questions. The time for
questions, however, is before the
test begins. If the test is timed,

after it starts could seriously affect
your score. After'you start the test,
work steadily and carefully. Do not
light a cigarette-or do anything else
that interrupts your work. In taklng

-most tests, you should not spend

-

too much fime on any one quéstion:
instead come back to difficult or
time-consuming ones after you have

" tompleted the others.

Once the test is over, do not
reproach yourself for ot doing
better. If the test is well constructed,
you probably would make a similar
score if you took:it again.
Remember, too, that employers do
not regard your score as ap infallible
measure of your abllmasﬁbut as
onjy one indication of them.

28
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; Make each Inwvlow tloarnlnq
oxporienca. After: it:ls over, ask -
a _youmlf thm queatlonr ‘

1 How dld the interview go?
—What points did I'make that

‘seemed to interest the employer? - -

“—Did | present my qualifications .

\.\ ~well? Did | overlook any that are . -

. pertinent to the Job? . -

~Did | pass up clues 1o the beat
Way to “sell” myself3’

~—Did'l tearn all | need to know

- about the job? Or did | forget or
hesitate to ask about factors that

are important fo me? 9
—Did ltalk too‘much? Too lithe?
<=—Was-l-tootense?

—\Vas | too aggressive? Not
aggressive enough?

8 How can | lmprove my next
Intervlew?

29
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