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Resume Tips

· What is the best way to highlight achievements with a job held 10 years ago, yet still relevant?  What if I have skills not used in my current job, but are essential to the job I’m applying for?
A functional resume offers you the best opportunity to showcase skills rather than job experience; it's more of a forward-looking resume. The highlights or profile section at the top serves as a sort of editorial page where you can show the relationship between the kind of person you are and the job’s demands. This section can be tailored to each prospective employer and position.
· If you reuse an acronym, do you write it out every time?
No, write the acronym in full once with the acronym in parentheses. From here on, you can use the acronym. 
· How many resumes should I have at a job fair?
Do some research to find out how many employers will be attending the job fair. This will give you an idea as to how many resumes to have on hand.
· Should I put my resume on white paper? Any other colors?
What's more important is the weight of the paper. A resume printed on heavy paper stands out amongst those that are printed on regular copy paper. The most important factor is still the quality of your resume.
· Should I leave dates off of my resume? I’m trying to avoid ageism. 
The general rule is to include dates of employment. On the other hand, it is not necessary to put the date of your graduation. It is generally recommended not to put the dates so that you are not giving away too much information about your age.
· Should I use my email/phone number from my current job?
It’s best to use a personal email address or phone number on your resume. This avoids any potential conflicts with your current employer.
· I don’t have a degree.  How do I list college courses?
Present courses by stating the name of the college, university, or technical school following by the name of the course. It may look something like this: Florida State University, relevant coursework in: Accounting, Business Management, Human Resources.
· How do you use bio info without looking like a slacker?
Use a cover letter. The purpose of a cover letter is to pique employers’ interest so they want to interview you. A cover letter should emphasize your strongest qualifications, focusing on what you can contribute and how this contribution will benefit the employer. ?  There is not one source for finding keywords but one of the best ways to identify relevant keywords is to review job descriptions from several different employers. Focus on the "requirements," "skills" or "qualifications" sections of job ads, and look for industry buzzwords and desirable credentials for your job objective.
· How important are keywords on a resume?
Keywords are very important. Primarily, keyword match is found on the resume. Incorporating relevant keywords into your resume is a great way to increase your visibility. Keywords are terms that hiring managers enter when searching for resumes on Monster. If your resume contains keywords that match those a potential employer is searching for, you have a much better chance of being found. Your keywords continue to be helpful when an actual hiring manager reviews your resume, showing that person you have the desired qualifications for the job.
Interviewing

· You say that the interviewee should ask a lot of questions.  Shouldn’t it be the other way around?
Employers make judgments about you based on the questions you ask. Having 3-5 questions prepared shows the interviewer you’ve done your research on the company and/or position.
· Many times people tell me that I am very different from when they first meet me.  Are there classes/training for how to interview?
Yes, contact local Brevard Workforce for more information (www.brevardworkforce.com or call toll free in Brevard at 504-7600).
· Any tips for the phone screening interview?  I struggle with not seeing the expression of the interviewer/recruiter?
In a telephone interview situation, the job seeker is not able to use body language to convey enthusiasm or non-verbal cues such as nodding to affirm what the interviewer is saying. It is important in a telephone interview to be upbeat and personable and enthusiastic. Even smiling when you talk can convey your enthusiasm. One benefit to telephone interviewing is the fact that the job seeker can have information laid out in front of them such as prepared answers to questions that might be asked. The job seeker can glance at this and use it as reference to answer the question. As well, the job description can be used as a reference to illustrate to the employer the skills and experiences the job seeker has that match up to what the employer is seeking. Conveying enthusiasm and being prepared are key to establishing that the job seeker is a viable candidate to be considered further in the interviewing process.
· An employer at an upcoming job fair requested an informational interview with me.  Is that for an actual position? What is the reason for it?
The purpose of an informational interview may be to access your skill set in preparation for the job fair. Check the employers’ website to see what positions are posted. If they do not have a career site, use your network to find out what open positions are available.
· When interviewing in front of 6 + people, how can you avoid getting rattled?
Preparation is key in overcoming the fear of interviewing.  The best way to prepare for an interview is to have a thorough understanding of what the employer is seeking. Use the job description for this. Then, take inventory of the work you’ve done in the past and the accomplishments you’ve made that tie directly to what the employer is seeking. Be prepared to talk about specific scenarios that you encountered at work that illustrate how these experiences can benefit the employer and the role they’re looking to fill. Also, practice answering possible interview questions out loud. Enlist the help of a trusted friend or family member to conduct a mock interview with you. This will get you comfortable with answering questions and talking about yourself. Practicing in this manner makes it okay to stumble over words in a “safe” environment. The goal is to use that time to make your mistakes and improve each time thereby making you much more prepared and comfortable for the real interview.
· Should you tell the recruiter how much you currently make?
Yes, if asked, you should provide a salary history.
· How should health issues be addressed in an interview?
You do not have to discuss health related issues, challenges or concerns during interviews. This type of conversation is illegal under HIPPA law.
Monster Site

· I have posted my resume on Career Builder and am being spammed by schools, insurance, etc.  What’s Monster’s record?
When you create a Monster account, you can opt-in or opt-out to receive emails from employers or other offers that may be of interest to you. We can prevent all spam but you can notify our compliance team of any unsolicited emails.
· How much do you have to put on Monster.com in order to be contacted- is email only ok?
Yes, email address alone is fine.
· Is it a good idea to search by job location?
Yes, unless you’re willing to relocate, then you may want to broaden your search.
· Can you make more than one resume on Monster public?
No, only one resume can be public at any given time.
· How often should I update my posting on Monster?  Rumor is that updating keeps me at the top of the stack.
Some employers do look at the date the resume is refreshed. While there is no “best practice”, refresh your resume every 2 weeks to keep it current.
· What is the best way to format a resume for Monster?
A chronological resume is the most commonly used on Monster but remember to use the format that best highlights your skills and accomplishments. 
Other

· Should an older person use a head hunter?
It is a good idea to use a variety of avenues to search for your next position. Using a job board such as Monster.com allows you to search and apply for positions on your own, 24 hours a day, 7 days a week. There will be many jobs posted there that have not been given to headhunters to fill. You will also want to engage with your personal and professional network to make them aware that you are seeking a new role, what you have to offer and asking them for referrals of people they know connected to the work you seek. Finally, a headhunter or recruiter is also a viable means to be presented with opportunities that are not widely advertised.
· Why do you say to visit ALL of the booths at a job fair?
It’s best to visit all booths to learn more about the company and inquire what other positions they may have available.
· What if I’m unable to relocate for a new job?
Ask the potential employer if relocation is required or if there is an option to telecommute. If not, only you can make the decision whether or not to relocate based on personal circumstances.
· Do I need to disclose my desired salary when applying?
Yes, if asked, you should provide a salary history.
· How would you advise a person who needs to work 5-7 more years to retire, but have no idea what they want to do?
There is no right or wrong path if you choose the path of your passion. Some companies do “require” that the candidates have a particular focused degree, but they are usually limited to specialties such as medicine, law, accounting, top level corporate positions. As a whole however, the specific degree is not as important as having “a degree”, passion and experience you bring to the table. If you’re able, consider volunteering or internships to try out your new career choice.
· Are employers disregarding unemployed applicants?
No, employers understand that workers of all experience levels have been affected by the economy. Focus on your accomplishments to set yourself apart.
· If I don’t have an online presence, should I create one?
An online presence is becoming more common, especially among IT professionals. If your online persona can prove your value as a potential employee, it does no harm. Just be mindful of the personal information you share.
· My name is a common name and it is on Facebook, however I am not on Facebook.  Now what?
Most employers will look for other identifying criteria when looking at a potential applicant’s digital footprint. 
· I have had many interviews and have been told that I’m overqualified. 
One suggestion is to create a functional resume where relevant skills are pumped up in detail toward the top of the resume, while overly impressive titles are demoted to the bottom and given little ink. Once you've done your research about the company and the position, think about how your qualifications mesh perfectly with the job requirements. If you're overqualified, you. In the interview, if your prospective employer says that your extraordinary qualifications cast doubt on your candidacy, reposition your past as an asset to your future at the company. Emphasize that "you're getting somebody with the potential to move up.”
· Is there an advantage in joining LinkedIn?

I always get a lot of emails from recruiters. LinkedIn and other social networking sites are great additions to your job seeker toolkit. You should always use your available network to find new opportunities and conduct research on potential employers.
· As an older woman, should I have a photo on LinkedIn?
LinkedIn is generally used for professional networking. Employers cannot make hiring decisions based on age but if you’re concerned, leave the picture off your profile.
· What is the best advice for relocating?  Should you choose just one city, or more than one area?
Do your research. Find out which cities have more stable labor markets and opportunities available that meet your critieria.
