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Resume

A fluid document that may include education, experience, and
skills and abilities which best match the intended goal

The most important factor to remember is
to keep your resume RELEVANT to the
position or opportunity you are seeking

Quick,ways to get your resume tAhrown
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APoorly formatted
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ANot professional in content and

presentation
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Resume Editor Tips

w Recognize the difference between a CV and
resume

W Keep resume 1 C 2 pages Bostme

= Magie

w Keep all personal information off resume
(SSN, date of birth, marital status, family
background and personal photos

w Place your name and contact information at
the top of the page

W Avoid using templates
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Resume Editor Tips

w No grammatical or & & LJS Setrdksy 3 €
w Professional and consistent formatting
w Keep references as a separate document

w Specify college academic background and
experiences

w Focus on relevant skills, experience, and activities
w Make sure to be honest
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Time to Practice your Resume
Editing Skills

W In your teams, critique
YA LILISNQ&E NBadzysS
prepare for an internship.
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Get Help with your Resume
or Job Search Related Document

Four ways to get your document critiqued:
ADrop—In Critique times
AAppointments: 972-883-2943
AEmail: resumeeditor@utdallas.edu
ADropping the document off at the front desk

Drop-In Critiques Times:

Monday 1:30pm ¢ 4:30pm
Tuesday 10:00am ¢ 1:00pm
Wednesday 2:00pm € 5:00pm
Thursday 12:00pm ¢ 3:00pm
Friday 1:00pm ¢ 4:00pm
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LOdQa !

w. ST2NE 46S 01l ]
review your skills!
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Pick three!

W Written Communication W Interpersonal Skills
Skills (relates well to others)

W Verbal Communication W Problem-Solving Skills
Skills w Analytical Skills

w Strong Work Ethic w Flexibility/Adapability

w Teamwork Skills (works w Computer Skills

well with others) w Technical Skills

W Initiative
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Use your 3 skills to answer one of the
guestions:

WJell me about yourself?
wWhat are your strengths?
uWhy should | Hire You?

Now, pair up!

Take turns asking one of these questions to
your partner!

www.utdallas.edu
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Interviewing: Cultural Differences

Presented by: Kathy Meyer

Created by The University of Texas at Dallas
Career Center Fall 2010
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( True or False )
A Pay and Benefits should be talked about early in
the interview

Al't is ok to admit that vyou
to a question

A Employers prefer quiet and passive applicants

A The interview is an opportunity for the applicant
to question the employer

A How you lookandacti snét as i mmpabr t
you say
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10 Simple Tips to a Successful Interview

@ . Q :Specmc
Be
Concise
Honest
Created by The University of Texas at Dallas

Career Center Fall 2010
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Created by The University of Texas at Dallas
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( Professional Dress )
il  Women

Conservative suit and tie

Dark socks
Shined shoes

Conservative cut and color
No cleavage

Long sleeves

Pants or skirt

| Careful of heels

No gum
No perfume/cologne
Cover tattoos as appropriate

Created by The University of Texas at Dallas
areer Center Fall 2010
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( S.T.A.R. Method )

4 N\ N\ ( N\ N
Describe What What What
the were you did you ||happened?
situation? faced do?
with?
\_ J L PAS J \_ Yy,

Created by The University of Texas at Dallas
Career Center Fall 2010
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1. Does your religion prevent you from working weekends?

Created by The University of Texas at Dallas
Career Center Fall 2010
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Created by The University of Texas at Dallas
Career Center Fall 2010
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An Example

Hello Michael. My name is Kimshi
Hickman. | was referred to you by the
UTD Career Center. | graduate in May
2010 and | am majoring in Accounting.
My strengths are organization, problem
solving being adaptable. | have utilized
both In my audit internship with XYZ
company. My career interest Is In internal
auditing.
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Now Write Your l)
30 second Introduction//‘o

Hello . My name is

. | was referred to you by

. | graduate In (say
month and year) and | am majoring
IN . My strengths are (use
3 skills from first activity). My career
iInterest Is In
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Now 1 pair up and practice!
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Meeting and Greeting:
Developing Professional

Connections
(al so known as nBusi ne

Created by the
T Dallas Career Center
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What Is Business Networking?
ChancesAreo YouoOor e Probably Al
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How Do People Get Jobs?

Alnterneti 10%
A Third-party Recruiters i 15%

A Networking i 75%

Created by the
T Dallas Career Center
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Wh at Does ANANet wor

A Definition in American Business:
to socialize for professional gain

connect circuiate

Y-1"¢- ‘O JLJ' + 3
Narke Contdacts

gettogetner mingle
meet and greet SCNMooze
gatherings rub link'up mixers

elbows
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What Is Business Networking?

A Business networking is the purposeful
development of contacts in your chosen
function and industry

A It is the process of starting with people you
know, going to the people they know, and so on,
and so on

A It is asking for information, advice and referrals,
not jobs

A It is a two way street Created by the

UT Dallas Career Center
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Business Networking

A Much more effective than just answering ads

A Vital for making and keeping business contacts
A Helps you find hidden opportunities

A Sets you apart from your competition

A Helps overcome shyness and fear of rejection

A An ongoing process

Created by the
UT Dallas Career Center

create your future www.utdallas.edu




Where to Start?

In the USA It Is acceptable to contact:

A Fellow students, professors, co-workers
A Fraternity/Sorority and University alumni

A Employers and professionals, even managers and
CEQOso always be professional and non-intrusive

A Community organizations

A UTD Career Center

A Other job seekers/networking groups

A LinkedIn, Facebook, Twitter: professional profiles only
A Career DFW.org

A Anyone you meet anywhere
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10 Mental Roadblocks to Networking

A Fear of rejection

A Fear of failure

A Pride

A Feeling insecure

A Disbelief

A Feeling overwhelmed
A Frustration

A Time

A Confusion

A Confidentiality worries

Created b
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Making a Networking Call

A Introduce yourself:

I Give your name and tell who referred you

I Give the reason you are calling

I Ask nls this a good K
I Offer your professional
Introduction (30-60 seconds)
I Ask your prepared questions
I Thank the person for talking with you
i Ask for referrals: nNnWho el se sho
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In-Person Networking Methods

A Go to every social gathering you can
A Join and attend professional organizations

A Direct contact: go straight to the person you
nave targeted

A Indirect contact: approach atargeted contact
through a mutual associate

A Attend Career Expos/Fairs and Networking
Events

A Create a support team for yourself
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Networking Tips

A Keep in touch with contacts

A Be
A Be
A As
A Co

a good listener as well as a good talker
prepared to offer something

K for referrals to expand your network
lect business cards

A Ma

Ke It easy for people to remember you

A Arrive early/stay late at events; volunteer to help

A Ma

teaching/learning moment
A Say thank you

ke each encounter a
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First (and lasting) Impressions
Be Preparedd It Shows!

A Appearance

I Dress for the job you want
I Grooming

I Physical fithess

I Self confidence

A Communication
I Tone of voice
I Non-verbals and facial expression
I Interpersonal/conversation skills
I Business writing skills
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To Improve Your English
Skills:

@ Make friends with English-speaking students
@ Speak English with friends from your country
@ Communication courses or accent-reduction workshops
@ English Conversation Hour
@ Tuesdays and Thursdays 4:00 pm i 5:00 pm
@ Join the UT Dallas Toastmasters Club:
@ http://uofdallas.freetoasthost.us/index.html

@ Read publications aloud; watch American TV
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NETWORK i ori

NOT work?

WHATOS | T GOI NG TC

Created by the
UT Dallas Career Center
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Resources

A The UT Dallas Career Center
http://www.utdallas.edu/career/

A The International Student Services Office (ISSO)
http://www.utdallas.edu/student/international/

A LinkedIn

http://www.linkedin.com/home

A CareerDFW.org
http://careerdfw.org/J/

Created by the
UT Dallas Career Center
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Pair Up with Someone Different!

A Each person will take turns asking two
of the questions below.

W
I W
I W

create your future

nat has been your best job and why?
nat Is your greatest project and why?

nat is your favorite class and why?
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Questions?

www.utdallas.edu/career or 972-883-2943
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