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	1. Preparing Oneself
for a  JOB SEARCH
to a MEANINGFUL
WORK
Chirbet C. Ayunon, Ph.D.
Cagayan State University
 


	2. Where do
our
graduates
go?
  


	3. Search for the
right  jobs
• Job websites serve as
the modern equivalent
of classified ads by
compiling and listing
available telecommute
and local openings.
 


	4. Make sure companies  can find you.
1. Have a target list of
companies you'd like to
work for, and focus your
efforts on making a
terrific impression on the
organization.
2. Create a professional
brand.
 


	5. - Showcase your  talents
- Focus on your professional
content
- Create profiles on
LinkedIn and other
professional networking
sites.
What’s a professional brand?
 


	6. Use your
Network.
• Connect  with
everyone you know,
because you never
know which contact
may be able to help
you with your job
search or put you in
touch with someone
who can.
 


	7. •So up to  80% of jobs are never
advertised………
networking is the key!
 


	8. Customize your
resume and  cover
letter.
Think of this:
What does it take for your resume
and cover letter to make an impact when an
employer may have received hundreds of
resumes for the position you applied for?
 


	9. Ace the Interview.
Research.
Plan.
Practice.
  


	10. Follow up
after the
interview
  



	12. How to Write  a
Resume:
A Step-by-Step
Guide
1. Choose a
resume format
 





	16. How to Write  a Resume:
A Step-by-Step Guide
2. Add your name and contact
information
• The top of your resume should include the
following information:
• Name
• Phone number
• Location (City, State, Zip Code)
• Email Address
• LinkedIn profile URL
 


	17. How to Write  a Resume:
A Step-by-Step Guide
3. Write a standout resume headline
• Include keywords from the job posting, ideally
the job title.
• Keep it short. Try to write under ten words.
• Use title case (capitalize the first letter of
each word) and use a bold or slightly larger
font so the headline stands out visually.
 


	18. How to Write  a Resume:
A Step-by-Step Guide
4. Add your professional resume
summary statement
• A resume summary statement is a short
paragraph or section of bullet points at the
beginning of a resume that highlights your
professional skills and experience.
 


	19. How to Write  a Resume:
A Step-by-Step Guide
4. Add your education
• For many job seekers with a few years of
work history, the institution name, dates
attended, major and degree is sufficient.
 


	20. How to Write  a Resume:
A Step-by-Step Guide
5. Detail your work experience
• The work experience section is the heart of
your resume. Employers look at this section
closely to determine whether your job history
and prior accomplishments make you a
promising candidate.
 


	21. Work experience section  tips:
• Use a traditional section title, like
“Work Experience,” “Professional
Experience,” or “Job History.”
• Include as many relevant skills and
keywords from the job description as
possible.
• Tailor the information provided in this
section to each job you apply to,
emphasizing or deemphasizing roles
and skills as needed.
 


	22. Other Things to  Include on Your Resume
- Your Skills
- Certifications and Awards
- Volunteer Work and
Extracurricular Activities
- Action Verbs
 


	23. What Not to  Include on a Resume
1. Typos and Errors
2. Pictures
3. Objective Statement
4. References
5. Irrelevant Experience
and Skills
 


	24. What Not to  Include on a Resume
6. An Unprofessional
Email Address
7. Columns and Charts
8. Untruths
 


	25. Final words:
• For  every rejection, remember it's just
not the right fit. It's not you.
Somewhere out there, a hiring
manager is looking for someone just
like you. So don’t get tired until you
find that job!
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