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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 thrown 
ƛƴǘƻ άǘƘŜ ƻǘƘŜǊ ǇƛƭŜΥέ

ÅToo general

ÅPoorly formatted

ÅNot professional in content and   

presentation



create your  future www.utdallas.educreate your  future www.utdallas.edu

Resume Editor Tips

ωRecognize the difference between a CV and 
resume

ωKeep resume 1 ς2 pages

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

ωPlace your name and contact information at 
the top of the page

ωAvoid using templates
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Resume Editor Tips

ωNo grammatical or άǎǇŜŜƭƛƴƎέ errors

ωProfessional and consistent formatting

ωKeep references as a separate document

ωSpecify college academic background and 
experiences

ωFocus on relevant skills, experience, and activities

ωMake sure to be honest
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Time to Practice your Resume 
Editing Skills

ωIn your teams, critique 
YƛǇǇŜǊΩǎ ǊŜǎǳƳŜ ǘƻ ƘŜƭǇ ƘƛƳ 
prepare for an internship.

http://rds.yahoo.com/_ylt=A0PDoTFrC6JMfk0AxaajzbkF/SIG=13qcllqor/EXP=1285774571/**http:/images1.fanpop.com/images/image_uploads/Napoleon-Dynamite-napoleon-dynamite-850542_1024_768.jpg
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Get Help with your Resume
or Job Search Related Document

Four ways to get your document critiqued:
ÅDrop-In Critique times
ÅAppointments: 972-883-2943
ÅEmail: resumeeditor@utdallas.edu
ÅDropping the document off at the front desk

Drop-In Critiques Times:
Monday 1:30pm ς4:30pm
Tuesday 10:00am ς1:00pm
Wednesday 2:00pm ς5:00pm
Thursday 12:00pm ς3:00pm
Friday 1:00pm ς4:00pm
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LǘΩǎ !ŎǘƛǾƛǘȅ ¢ƛƳŜΗ

ω.ŜŦƻǊŜ ǿŜ ǘŀƭƪ ŀōƻǳǘ ƛƴǘŜǊǾƛŜǿǎΣ ƭŜǘΩǎ 
review your skills!
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Pick three!

ωWritten Communication 
Skills

ωVerbal Communication 
Skills

ωStrong Work Ethic

ωTeamwork Skills (works 
well with others)

ωInitiative

ωInterpersonal Skills 
(relates well to others)

ωProblem-Solving Skills

ωAnalytical Skills

ωFlexibility/Adapability

ωComputer Skills

ωTechnical Skills
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Now, pair up!

Use your 3 skills to answer one of the 
questions:

ωTell me about yourself?

ωWhat are your strengths?

ωWhy should I Hire You?

Take turns asking one of these questions to 
your partner!
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Interviewing: Cultural Differences 

Presented by:  Kathy Meyer

Created by The University of Texas at Dallas 

Career Center  Fall 2010

Interviewing:  Cultural Differences
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Sample Job Interview Questions
( True or False )

ÅPay and Benefits should be talked about early in 

the interview 

ÅIt is ok to admit that you donôt know the answer 

to a question

ÅEmployers prefer quiet and passive applicants

ÅThe interview is an opportunity for the applicant 

to question the employer

ÅHow you look and act isnôt as important as what 

you say
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Be 

Concise Sell 

Yourself

Describe 

What

You Learned

Think Before

You Answer

10 Simple Tips to a Successful Interview

Know 

Yourself

Know the

Company

Know the

Job 

Description

Be 

Specific 

Created by The University of Texas at Dallas 

Career Center  Fall 2010

Be

Prepared

Be

Honest
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Posture

ÅTone

ÅVolume

ÅEnunciation

Voice

ÅStanding

ÅSitting

ÅGestures

Created by The University of Texas at Dallas 

Career Center  Fall 2010

Spoken & Body LANGUAGE
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Men Women

Conservative suit and tie

Dark socks

Shined shoes

Conservative cut and color

No cleavage

Long sleeves

Pants or skirt

Careful of heels

Simple jewelryEveryone

No gum

No perfume/cologne

Cover tattoos as appropriate

Created by The University of Texas at Dallas 

Career Center  Fall 2010

Professional  Dress
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Situation Task Action Result

Describe 

the

situation?

What 

were you 

faced 

with?

What 

did you  

do?

What  

happened?

S.T.A.R.  Method

Created by The University of Texas at Dallas 

Career Center  Fall 2010
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2. Are you married?  If so, how many kids do you have?

3. Do you have any physical or hidden disabilities?

4. Have you ever been fired from a job? 

5. Are you a U.S. citizen?

Created by The University of Texas at Dallas 

Career Center  Fall 2010

1. Does your religion prevent you from working weekends? 

Illegal Questions Quiz 
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Handshake

Greeting/Introduction

Follow-up

Closing
Applicant Asks

Questions

Answer  Questions

(Role Play)

PRACTICE, Practice, Practice 

Created by The University of Texas at Dallas 

Career Center  Fall 2010
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Itôs Activity Time!

ÅLetôs write a 30 second introduction!
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An Example

Hello Michael.  My name is Kimshi 

Hickman.  I was referred to you by the 

UTD Career Center.  I graduate in May 

2010 and I am majoring in Accounting.  

My strengths are organization, problem 

solving being adaptable. I have utilized 

both in my audit internship with XYZ 

company.  My career interest is in internal 

auditing.
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Now Write Your

30 second Introduction

Hello ________.  My name is 

________.  I was referred to you by 

___________.  I graduate in (say 

month and year) and I am majoring 

in _________. My strengths are (use 

3 skills from first activity).  My career 

interest is in _________________.



create your  future www.utdallas.educreate your  future www.utdallas.edu

Now ïpair up and practice!
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Meeting and Greeting:

Developing Professional 

Connections
(also known as ñBusiness Networkingò)

Created by the                                            

UT Dallas Career Center

Presented by:  Kathy Meyer, Janie Shipman & Jody Everson
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What is Business Networking?

Chances AreðYouôre Probably Already Doing It! 
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How Do People Get Jobs?

ÅInternet ï10%

ÅThird-party Recruiters ï15%

ÅNetworking ï75%

Created by the                                            

UT Dallas Career Center
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What Does ñNetworkingò Mean?

ÅDefinition in American Business: 

to socialize for professional gain
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What is Business Networking?

ÅBusiness networking is the purposeful 

development of contacts in your chosen 

function and industry

ÅIt is the process of starting with people you 

know, going to the people they know, and so on, 

and so on

ÅIt is asking for information, advice and referrals,

not jobs

ÅIt is a two way street Created by the                                            

UT Dallas Career Center
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Business Networking

ÅMuch more effective than just answering ads

ÅVital for making and keeping business contacts

ÅHelps you find hidden opportunities

ÅSets you apart from your competition

ÅHelps overcome shyness and fear of rejection

ÅAn ongoing process

Created by the                                            

UT Dallas Career Center
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Where to Start?

In the USA it is acceptable to contact:

ÅFellow students, professors, co-workers

ÅFraternity/Sorority and University alumni

ÅEmployers and professionals, even managers and 

CEOsðalways be professional and non-intrusive

ÅCommunity organizations               

ÅUTD Career Center

ÅOther job seekers/networking groups

ÅLinkedIn, Facebook, Twitter: professional profiles only

ÅCareer DFW.org

ÅAnyone you meet anywhere
Created by the                                            

UT Dallas Career Center
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10 Mental Roadblocks to Networking

ÅFear of rejection

ÅFear of failure

ÅPride

ÅFeeling insecure

ÅDisbelief

ÅFeeling overwhelmed

ÅFrustration

ÅTime

ÅConfusion

ÅConfidentiality  worries
Created by the                                            

UT Dallas Career Center
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Making a Networking Call

ÅIntroduce yourself:

ïGive your name and tell who referred you

ïGive the reason you are calling

ïAsk ñIs this a good time to talk?ò

ïOffer your professional

introduction (30-60 seconds)

ïAsk your prepared questions

ïThank the person for talking with you

ïAsk for referrals: ñWho else should I be talking to?ò

Created by the                                            

UT Dallas Career Center
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In-Person Networking Methods

ÅGo to every social gathering you can

ÅJoin and attend professional organizations

ÅDirect contact: go straight to the person you 

have targeted

ÅIndirect contact: approach a targeted contact 

through a mutual associate

ÅAttend Career Expos/Fairs and Networking 

Events

ÅCreate a support team for yourself

Created by the                                            

UT Dallas Career Center
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Networking Tips

ÅKeep in touch with contacts

ÅBe a good listener as well as a good talker

ÅBe prepared to offer something

ÅAsk for referrals to expand your network

ÅCollect business cards

ÅMake it easy for people to remember you

ÅArrive early/stay late at events; volunteer to help

ÅMake each encounter a

teaching/learning moment

ÅSay thank you
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First (and lasting) Impressions 
Be PreparedðIt Shows! 

ÅAppearance
ïDress for the job you want

ïGrooming

ïPhysical fitness

ïSelf confidence

ÅCommunication
ïTone of voice

ïNon-verbals and facial expression

ïInterpersonal/conversation skills

ïBusiness writing skills

Created by the                                            

UT Dallas Career Center
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To Improve Your English 

Skills:

Created by the                                            

UT Dallas Career Center

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 ï5:00 pm

Join the UT Dallas Toastmasters Club:

http://uofdallas.freetoasthost.us/index.html

Read publications aloud; watch American TV 
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NETWORK ïor ï

NOT work?     

WHATôS IT GOING TO BE? 

Created by the                                            

UT Dallas Career Center

Now That You Know What To Do:
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Resources

ÅThe UT Dallas Career Center

http://www.utdallas.edu/career/

ÅThe International Student Services Office (ISSO)

http://www.utdallas.edu/student/international/

Å LinkedIn

http://www.linkedin.com/home

ÅCareerDFW.org

http://careerdfw.org/J/

Created by the                                            

UT Dallas Career Center

http://www.utdallas.edu/career/
http://www.utdallas.edu/career/
http://www.utdallas.edu/career/
http://www.utdallas.edu/student/international/
http://www.linkedin.com/home
http://www.linkedin.com/home
http://careerdfw.org/J/


create your  future www.utdallas.educreate your  future www.utdallas.edu

Itôs Activity Time!

Pair Up with Someone Different!

ÅEach person will take turns asking two 

of the questions below.

ïWhat has been your best job and why?

ïWhat is your greatest project and why?

ïWhat is your favorite class and why?
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Questions?

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

http://www.utdallas.edu/career

