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Objectives

Identify the ideal candidate for employers

How to address gaps in employment

How to write a resume that highlights skills
Methods that include adding career relevant terms
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The Ideal Candidate

® The ideal candidate is a graduate of a 4-year degree

program with a liberal arts, business, or technical degree.
e Common degrees include:

* Accounting * English * Marketing

* Business Administration ¢ Engineering  Political Science

« Communications » Finance * Psychology

* Computer Science » Foreign Languages * Science

* Economics * History * Sociology/Anthropology

« (Candidates with 2-year degrees are also encouraged to apply.



Employers look for

e Applicants active during their college years.

e Demonstrated excellent time management.

¢ Grads with a “can-do” attitude who are smart, flexible, and
motivated.

e Candidates looking for a long-term career opportunity and
realistic career development. HICCUAUGHRL - ovenILSON

The Internship

Academic performance
Extracurricular activities
Internship or work experience
Technology skills

Leadership experience
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How to address gaps in employment

e What did you do during the gap?
e Raise a child
e Start a business
e Take care of a loved one

e Has the problem been solved?
e Areyou finished having kids
e Isthe business managed by someone else
e Has the loved one gotten better or have a full- time care giver

e Do Not draw attention to dates
e Be sure your format highlights skills or jobs not dates
e Reassure the interviewer or recruiter that this is not an issue

e Provide Valid Reason, Reassure, and Sell Strengths



How to highlight skills not experience

Summary or Qualifications

Add sections: Technology or Language

Think about how you spend your spare time
Highlight your strengths

What skills are you using daily

 Computer, Organization, Power tools, Leadership
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0 Academic performance
O Extracurricular activities
O Internship or work

O Technology skills

O Leadership experience




Update your resume:
Career relevant terms

e Look at the Job Descriptions!

e Qualifications
e Preferred Skills
e Minimum requirements

e Placement is Key

e Put most important information at top
e State the obvious: Degree
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Company Neme
Job Titke: Job Category:
Depanmest, Groupe Job Code/ Reg®:
Leantion: Travel Required:
Level Salary Range: Pesition Type: (1 e full-trme, part-tire, )b
share, COMTact, intermnj
HAContact: Date pasted:
Will Train Applicant{s): Pesting Expires:
Exteanal postiag URL:
Inteinal posting LIRL:
Applications Accepted By:
Fas ot E-moait: Mai:
(§25)555-0123 or someoneddmcnrolé com {Recruting Contact or Hisnghtansger|
Subjectline |Department, Company Name]
Attention: [Recruiting or MR Department RE: Job {P.0.Box|
Code/Rear araTine] [Strent of MailngAG a5 with 1P Code]
JobDescrlption
Rok and Responsibdities

[Tyne a destription of the esoental rokes responsibiines and actiities 3 canddste can sxpect to assumeinthis
postion, using the Detadsstyde For bulits, usathe Bullsted List style

¢ Dulletadiizitem
¢ Bulleted!izitem
o1 8 numbered|is, uathe Nurmbered List style
1. Numberedlistitern
2. Numbderedli=|tem)
Ouilifications and Education Requirements

[Type a descripticn ofthe work expenince and educagonal back ground that 3 candidane should have when
APIYING FOF POSITON LS Tne Detans, MIetea sy, ang/of NUmD erea ListsTylesas needea |

Preferied Skity

[Tyoe & description of Ary 20dt 0l sil$ o experience hat would be co‘siderad favorable for 3 canddaewho s
apalyieg for thisposition Usethe Detalg Bulletedlist, and/or Numberedl 2 styles as needed |

Rerewedby Date:

Apitoved by Date:

Lyt Updated By Date/Time




Non-Traditional
Snack N Chat:

mAstate-Career—Service
@astateCareers
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Resources

e http://www.gradstaff.com/ideal candidate.html
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