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Informal
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How to 

Get a Job
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dclarke(@fakemail.com

OBJECTIVE:
To become an elementary school teacher at the school I attended as a child.
EDUCATION:
¢ University of California Riverside 1992 - Present
¢ Perris High School 1988 - 1992
- Graduated 6" in class
WORK EXPERIENCE:
¢ Beverly Ann’s Donuts & Yogurt 1991 — Present
- Sales, bookkeeping, graphic design, training, promotions
¢ John Denver Realty Property Management 1990 — 1991
- Secretarial, bookkeeping, customer service
¢ AAA Christmas Trees 1989 - 1991
- Cut and loaded Christmas trees for customers
¢ Landscape/Handyman 1985 — Present
- Lawn care, weeds, painting
SCHOOL ORGANIZATIONS:
¢ Yearbook 1990 - 1991
- Editor of the sports section
+ Bible Study Club 1990 - 1991
COMMUNITY SERVICE:
¢ Sunday School Teacher 1991 — Present
- Teach 6-8 year olds at Calvary Chapel Nuview
¢ Classroom Volunteer 1991 — Present
- Volunteer in classrooms at Nuview Elementary School (K-3)
¢ Calvary Chapel Kids” Club 1991 — Present

- Author and program director of summer youth program

HONORS, AWARDS, AND MEMBERSHIPS:

¢ CSF (California Scholarship Federation) 1991 - 1992
¢ 3.35 Club (Honor Society) 1989 — 1992
¢ GATE (Gifted and Talented Education) 1987 — 1992
¢ Jr. Honor Guard 1992

INTERESTS, HOBBIES, AND TALENTS:
¢ Music

¢ Carpentry
¢ Curriculum Development

REFERENCES:
¢ Joe Koski, Teacher at Nuview Elementary School (909) 928-0201
¢ Kenny Davis, Pastor of Calvary Chapel Nuview (909) 928-0000
¢ Beverly Simpson, Owner of Beverly Ann’s Donuts & Yogurt (909) 928-0001




Writing a Cover Letter

A cover letter is a one-page typed letters that has three goals: 1) To introduce yourself to an employer; 2) To briefly describe your skills and work/volunteer experience; and 3) To ask the employer for an interview or a job.  When submitted by person or by mail, the cover letter is first, followed by the resume, then the application.  The cover letter, resume, and application may be neatly stapled together in the upper left corner.  When you are applying for a job outside your community and have been unable to get an application, you may send a cover letter and resume (without the application) to introduce yourself to the employer.  Like a resume, a cover letter will impress an employer because it shows that you plan in advance, are organized, and really want the job.
Tips for Cover Letters

· Apply for a specific job.  Do not ask for any job that is available.

· Use a colon (:) not a comma (,) after Dear Sir.  Commas are used in friendly letters, not business letters.  If you know the person’s name, use it instead of Sir or Madam.
· List any elective classes that relate to the job you are applying for.  For example, if the job requires speaking Spanish, you should make known the fact that you have taken Spanish. Don’t list any classes that everyone must take such as English, math, or history.

· Include the job titles of any jobs you’ve had in the past.  Also include any skills you learned while on the job.

· Center the letter on the page.

· Paragraph #1 should state the job you are applying for. Paragraph #2 should state your education, skills, and experience.  Paragraph #3 should say something positive about the company (go online to find out more about the company).  Then ask for an interview or the job.  
Sample Cover Letter
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Writing a Résumé
A résumé is a brief but detailed one page synopsis of your life. It includes:

·  heading 

·  objective

·  education

·  work experience

·  school organizations

·  community service

·  honors, awards, and memberships

·  interests, hobbies, and talents
· sports 
· references

Tips for Writing a Résumé
Make sure to use the right keywords
Most companies (even smaller ones) are already using digital databases to search for candidates. This means that the HR department will run search queries based on specific keywords. Guess what, if your resume doesn’t have the keywords related to the job you are applying for, you will be out even before the game starts. 

These keywords will usually be nouns. Check the job description and related job ads for a clue on what the employer might be looking for. 

Proofread it twice
It would be difficult to emphasize the importance of proofreading your resume. One small typo and your chances of getting hired could slip. Proofreading it once is not enough, so do it twice, three times or as many as necessary. 

Use bullet points
No employer will have the time (or patience) to read long paragraphs of text. Make sure, therefore, to use bullet points and short sentences to describe your experiences, educational background and professional objectives.

List an objective
Including an objective can help you by giving employers an idea of where you are going, and how you want to arrive there. 

Put the most important information first
This point is valid both to the overall order of your resume, as well as to the individual sections. When describing your experiences or skills, list the most important ones first.

Font Choice and Size
First of all make sure that your fonts are big enough. The smallest you should go is 11 points, but 12 is probably safer. Do not use capital letters all over the place; remember that your goal is to communicate a message as fast and as clearly as possible. Arial and Times are good choices.

Use numbers
Don’t merely mention that you increased the annual revenues of your division, say that you increased them by $100,000, by 78%, and so on. 

Customize your resume for each job you apply for
Tailor your resume for each employer. The same point applies to your cover letters.

Identify the problems of the employer
A good starting point to tailor your resume for a specific employer is to identify what possible problems he might have at hand. Try to understand the market of the company you are applying for a job, and identify what kind of difficulties they might be going through. After that illustrate on your resume how you and your skills would help to solve those problems.

You don’t need to list all your work experiences
If you have job experiences that you are not proud of, or that are not relevant to the current opportunity, you should just omit them. Mentioning that you used to sell hamburgers when you were 17 is probably not going to help you land that executive position. 

Go with what you got
If you never had any real working experience, just include your summer jobs or volunteer work. If you don’t have a degree yet, mention the title and the estimated date for completion. As long as those points are relevant to the job in question, it does not matter if they are official or not. 

Use Mr. and Ms. if appropriate
If you have a gender neutral name like Alex or Ryan make sure to include the Mr. or Ms. prefix, so that employers will not get confused about your gender.

No lies, please
Seems like a no brainer, but you would be amused to discover the amount of people that lie in their resumes. Don’t lie.

Analyze job ads
You will find plenty of useful information on job ads. Include any skills or information in your resume that makes you a match for the job.  

Get someone else to review your resume
We usually become blind to our own mistakes or way of reasoning, so another people will be in a good position to evaluate the overall quality of your resume and make appropriate suggestions.

One or two pages
In general, a one page resume is best for those entering the job market.  As you progress in your career, you will have more to add to your resume.  Two pages are the maximum.

Use action verbs
Common advice to job seekers is to use action verbs. But what are they? Action verbs are basically verbs that will get noticed more easily, and that will clearly communicate what your experience or achievement were. 


Update your resume regularly
It is a good idea to update your resume on a regular basis. Add all the new information that you think is relevant, as well as courses, training programs and other academic qualifications that you might receive along the way. This is the best way to keep track of everything and to make sure that you will not end up sending an obsolete document to the employer.

Mention who you worked with
If you have reported or worked with someone that is well known in your industry, it could be a good idea to mention it on the resume. The same thing applies to presidents and CEOs. If you reported to or worked directly with highly ranked executives, add it to the resume.

Make the design flow with white space
Do not jam your resume with text. Sure we said that you should make your resume as short and concise as possible, but that refers to the overall amount of information and not to how much text you can pack in a single sheet of paper. White space between the words, lines and paragraphs can improve the legibility of your resume. 

Lists all your positions
If you have worked a long time for the same company (over 10 years) it could be a good idea to list all the different positions and roles that you had during this time separately. You probably had different responsibilities and developed different skills on each role, so the employer will like to know it.

No jargon or slang
It should be common sense, but believe me, it is not. Slang should never be present in a resume. As for technical jargon, do not assume that the employer will know what you are talking about. Even if you are sending your resume to a company in the same segment, the person who will read it for the first time might not have any technical expertise. Spell out acronyms.  For example, don’t write NBECHS on your resume.  No one knows that NBECHS stands for Nuview Bridge Early College High School.  Spell it out. 

Create an email proof formatting
It is very likely that you will end up sending your resume via email to most companies. Apart from having a Word document ready to go as an attachment, you should also have a text version of your resume that does not look disfigured in the body of the email or in online forms. Attachments might get blocked by spam filters, and many people just prefer having the resume on the body of the email itself.

No fancy design details
Do not use a colored background, fancy fonts or images on your resume. Sure, you might think that the little flowers will cheer up the document, but other people might just throw it away at the sight.

No pronouns 
You resume should not contain the pronouns “I” or “me.” That is how we normally structure sentences, but since your resume is a document about your person, using these pronouns is actually redundant. 

Don’t forget the basics
The first thing on your resume should be your name. It should be bold and with a larger font than the rest of the text. Make sure that your contact details are clearly listed. Secondly, both the name and contact details should be included on all the pages of the resume (if you have more than one).

APPLICATION FOR EMPLOYMENT

Directions:  Please complete this application by typing or printing in black ink.  Incomplete or unsigned applications will not be considered.  

GENERAL INFORMATION
	 Name (Last): 
	 Name (First): 
	 Middle Initial:


	 Home Telephone: 

 (             )            - 

	 Address (Mailing Address): 
	 City:
	 State: 
	 Zip: 
	 Cell Phone:
 (             )            - 

	 E-Mail Address:

 
	 Today’s Date:

	 Are you legally entitled to work in the U.S.? ☐ Yes ☐ No     
	Languages read, written or spoken fluently other than English:


POSITION
	 Position Being Applied For:
	Will Accept: 
(Check all that apply)
☐  Part-Time
☐  Full-Time
☐  Temporary
	Shift: 
(Check all that apply)
☐  Day
☐  Evenings
☐  Nights

	 Are you able to perform the essential functions of the job you are applying for, with or without reasonable accommodation? ☐ Yes ☐ No
	
	

	Hourly Wage Desired:
	 Date Available: 
	
	


EDUCATION AND TRAINING
	 High School Graduate or General Education (GED) Test Passed?
  ☐ Yes ☐ No 
	 List the highest grade level you have completed: ___  

	 College, Business School, Military (Most recent first)

	Name and Location
	Dates Attended
Month/Year
	Graduate?
	Degree
& Year
	Major  
or Subject

	
	
	
	
	

	 
	 From 
	☐ Yes 
☐ No
	 
	 

	
	 To 
	
	 
	

	 
	 From 
	☐ Yes 
☐ No
	 
	

	
	 To
	
	
	


REFERENCES (Preferably people who know about your work or training)
                       Name                       Title                                       Address                                                             Phone Number

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________
ADDITIONAL INFORMATION THAT COULD HELP YOU QUALIFY FOR THIS POSITION (Examples include classes, certificates, specific skills, specific equipment, etc.)
	 


 

WORK OR VOLUNTEER EXPERIENCE (LIST MOST RECENT FIRST)
	 Name of Company or Organization:


	 Telephone Number:  (           )          - 
	 From  (Month/Year):

	 Address:  

	

	 Job Title: 
	 Supervisor’s Name & Title:


	 To  (Month/Year): 

	 Job Description (duties, skills, equipment used):  
	

	
	 Hours Per Week: 

	
	

	
	 Last Hourly Wage: 

	
	

	
	 ☐ Part-time      ☐ Full Time

	
	

	 Reason For Leaving:  
	 May We Contact This Employer?      ☐ Yes ☐ No


	 Name of Company or Organization:


	 Telephone Number:  (           )          - 
	 From  (Month/Year):

	Address:  

	

	 Job Title: 
	 Supervisor’s Name & Title:


	 To  (Month/Year): 

	 Job Description (duties, skills, equipment used): 
	

	
	 Hours Per Week: 

	
	

	
	 Last Hourly Wage: 

	
	

	
	 ☐ Part-time      ☐ Full Time

	
	

	 Reason For Leaving:  
	 May We Contact This Employer? ☐ Yes ☐ No


I certify the information contained in this application is true, correct, and complete. I understand that, if employed, false statements reported on this application may be considered sufficient cause for dismissal.
Signature of Applicant_________________________________________________________  Date_______________
Preparing for the Interview

LEARN ALL YOU CAN ABOUT THE EMPLOYER

If you were an employer with equally qualified applicants, which would you hire – an applicant who knows nothing about the company’s products and services?  Employers want to hire applicants who care enough to make an effort to learn about the company before the interview.  Go on their website to find out more about the company.  Consider visiting the company to see what it is all about.

BRING IMPORTANT DOCUMENTS TO THE INTERVIEW

Show the employer that you are a thinking employee who plans ahead by bringing all of the important documents that you may need during the interview.  Important documents include a resume, photocopies (not originals) of diplomas, awards, certificates (including job training class certificates), a driver’s license, a social security card, letters of reference, etc.  In addition, you may want to bring a portfolio of your work if it relates to the job you are applying for. 

KNOW WHERE YOU ARE TO GO FOR THE INTERVIEW

Sometimes the employer will schedule the interview at a main building office instead of at the store or company.  If this happens, visit the interview site before the interview to see how long it takes to get there.  Then, on the day of the interview, allow extra time to get to the interview so that you are not rushed.  You should arrive about ten minutes early to the interview.  If someone drives you to the interview, have them wait in the car.  To show them that you are a responsible, capable adult, do not take a friend to the interview – go alone.  Also, make sure a friend does not call you during the interview by turning your cell phone off!

DRESS FOR SUCCESS

Think about what you are going to wear to the interview.  To make the right impression you should be clean, neat, and dressed for the job.  For a job in retail sales, you should dress as the clerks in the store do.  For a job as a mechanic, nice jeans and a T-shirt would be appropriate.  For professional jobs, a nice dress or shirt and tie would be best.  Always dress a bit nicer than those who are already working the job you want. Then, when you get the job, dress for the job you want next.  Come to the interview with fresh breath as well. According to the National Association of Colleges and Employers, 92% of employers asked said that a job applicant’s overall appearance influences their opinion about the job applicant.  The percent of employers that are negatively influenced by these factors in a job applicant’s overall appearance are as follows:



82% - Nontraditional interview attire

72% - Body piercing



74% - Handshake 



69% - Obvious tattoos



73% - Unusual hair color


64% - Unusual hair style

INTERNET ISSUSES: FACEBOOK & BLOGS

An increasing number of employers are searching the internet for any additional information about job applicants.  About 45% of employers surveyed said that they have “Googled” or reviewed job applicants’ profiles on social networking sites.  If you have any pictures or content that would make your pastor, priest, or parents blush, consider removing it before applying for a job.  Blogs are also something to be careful about.  Even if you are blogging about something unrelated to work, you may get fired.  

PREPARE ANSWERS FOR POSSIBLE INTERVIEW QUESTIONS

During the interview, the employer will ask questions to find out if you are the right person for the job.  Most employers ask applicants the same type of interview questions.  It is best to practice the answers to these questions so that you can be relaxed during the interview.  Great leaders know the value of practice.  Former President Ronald Reagan practiced his speeches in front of a mirror.  Ben Franklin practiced his speeches on a farm in front of the cows.  You may practice your interview answers in front of a mirror, in front of your pet, or with a friend.  Use the following pages to write down responses to the following questions that may be asked during the interview process.  Limit your answers to about a minute long or less.  Be honest, but put a positive spin on your answers. 

Interview Practice Questions 

1. Tell me about yourself.  Tell the interviewer about any skills, experiences, jobs, volunteer positions you have/had that are useful for the job you are applying for.  Don’t share about your hobbies.  In addition, list 4-6 personal traits from the box on the right.  

Skills and work experience: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Personal Traits:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Why do you want to work for this company?  The interviewer wants to know if you have made an effort to learn about the company, and why the company is important to you.  The interviewer wants to feel like his/her company is special.  Let the interviewer know why you selected his/her company as a special place to work.  Don’t say, “I just need a job.”

Say something good about the company’s reputation, products, services, employees, etc.:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Say how your skills or traits are in line with the company’s values:

________________________________________________________________________________________________________________________________________________________________________
3. What did you dislike about your previous job?  Do not complain about your former supervisor or coworkers.  Only mention things that may be considered positive.  For example, “I liked the job, but there was no opportunity for advancement.”  or “I would like to change jobs to gain more experience and learn new skills in a different environment.”

Say something positive.  Do not bad mouth former employer or coworkers: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. What are your strengths?  Strengths include personal strengths (such as “I am a good team player because I have been a member of many sports teams,” or “I enjoy getting people to work together towards a goal”); skill strengths (such as “I was voted class president because of my leadership skills,” or “I’ve learned how to develop a website while taking a computer class at college”); and work experience strengths (such as “I have developed customer service skills while working at Del Taco,” or “I have developed personal relationship skills from my volunteer work at the senior’s center.”  If you have not had a job before, lean heavy on your volunteer experience and the lessons you’ve learned.

Personal strengths:

________________________________________________________________________________________________________________________________________________________________________

Skill strengths:

________________________________________________________________________________________________________________________________________________________________________

Work experience/volunteer strengths:

________________________________________________________________________________________________________________________________________________________________________

5.  What are your weaknesses?  Only mention one (1) weakness and turn it into a strength.  For example, “It may take me longer to complete a task because I want to make sure the job is done right” or “I like to talk a lot which is useful when explaining product benefits to customers.”  Do not mention a weakness that will affect your job performance, such as “I’m always late for class.”

Weakness with a positive spin:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. What are your future plans?  Interviewers want to know if you have goals.  You do not have to have detailed plans, but you should know the general direction you want to go in your work life such as, “I plan to enroll in college and major in business.”  Do not mention a future plan that may eliminate you from the job such as, “I plan to quit in three months when I turn 18” or “I will work here until a better job comes along.”

Your general future plans:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
7. Describe a challenging situation and how you overcame it.  Employers want to know that you are problem solver and that you can handle anything that comes your way.  If you have an experience from a previous job, use it. Otherwise, share an example from your personal life.  State how this experience has helped you become a better worker/person.

Challenging situation:

________________________________________________________________________________________________________________________________________________________________________

How you overcame the situation:

________________________________________________________________________________________________________________________________________________________________________

8. What are you passionate about?  When you're asked what you're passionate about during a job interview it's a good opportunity to share what is important in your life. Your response doesn't need to be work focused, but do be sure that what you share isn't something that could potential cut in to your working hours.

Your passion(s):

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

9. How do you handle stress and pressure?  What the employer is getting at is how will you handle stress on the job.  You may want to put a positive spin on this by saying something like, “For me, stress motivates me to do my best.” or “Prioritizing my responsibilities so I have a clear idea of what needs to be done when, has helped me effectively manage pressure on the job.”

How you handle stress and pressure:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10. Do you have any questions for me?  Be sure to have one or two questions ready to ask the interviewer.  Possible questions include: “What are the opportunities for advancement?” “When do you expect to make a decision?”  “What are the company’s goals for the future?”  “Do you have any more questions about my skills and qualifications?”  Do not ask about pay, raises, or vacation pay. 

Questions for the employer:

1. __________________________________________________________________________________________________________________________________________________________________

2. __________________________________________________________________________________________________________________________________________________________________
The Job Interview

PREPARING AT HOME

If you have an interview with a company, you have probably already typed a cover letter, filled out an application, and stapled these to a resume.  You have submitted them to the employer and they have scheduled an interview with you.  You have taken the time to practice answering typical interview questions and you are ready to select what to wear.  Remember to choose an outfit that is appropriate for the job.  If you are applying to work as a mechanic, for example, clean jeans and a T-shirt would be appropriate.  For a professional job, a shirt & tie or dress would be more appropriate.  You do not want to smell of cigarette smoke or chew gum or candy during the interview. Be sure your teeth are clean and your breath is fresh. 

BRING IMPORTANT DOCUMENTS

Even if you have already submitted your resume and application, it is not a bad idea to bring them with you to an interview.  You will also want to bring your driver’s license and social security card.  If you have a portfolio of your work, bring that as well.  If nothing else, it shows you are prepared. 

THE INTERVIEW BEGINS WHEN YOU ENTER THE FRONT DOOR

Arrive ten minutes early.  It shows that you have a good work ethic and gives you a chance to calm down.  Smile.  Introduce yourself to the receptionist and let him/her know why you are there.  Be polite.  Your interview has just begun whether you know it or not. Think through the questions you’ve practice answering at home.

INTRODUCTIONS

When the interviewer introduces him or herself, shake the interviewer’s hand with a firm (not limp and not crushing) handshake, look into the interviewer’s eyes and say, “Pleased to meet you, Mr. Smith.  I am John Q. Student.”  Then give the interviewer a copy of your resume in case he or she does not have the copy you turned in with your application.  Remain standing until you are shown where to sit down.  Place your purse or briefcase on the floor next to your chair, not on the interviewer’s desk. Your cell phone should have already been turned off and put away. 

BODY LANGUAGE

An interviewer learn a lot about you by reading your body language.  If you sit straight in the chair (or lean slightly forward), look alert, and answer the questions with enthusiasm, your body language will tell the interviewer that you are interested in the job and will be a good worker.  Do not cross your arms.  If you slouch, mumble your words, or ask the interviewer to repeat a question because you were not paying attention, the interviewer will wonder why you bothered to apply for the job.  

ANSWERING QUESTIONS

Use correct English grammar to answer the interview questions.  Do not use words that your friends would understand, but older people would not.  Do not use slang such as “yeah,” or “ya know,” “nah,” “ain’t” or “cool.” Be positive by letting the interviewer know that you want the job for other reasons than the money.  For example, you might say that you have always enjoyed eating at the restaurant so you thought it would be a nice place to work.  Or, since you like the style of clothing the company sells, you would love to work there.

ASKING QUESTIONS

When the interviewer asks you if you have any questions, it is a sign that the interview is about to end.  You can show interest in the company by asking one or two questions such as “When would this job begin?” or “Is this a permanent or seasonal job?” or “Does the company have plans to expand?”  Do not ask questions about sick leave, vacations, fringe benefits during the interview.  

ENDING THE INTERVIEW

Stand up, look into the interviewer’s eyes, shake his or her hand, and say, “Thank you for the interview.  When will you make your decision?  May I call back at that time to find out your decision?”  If you pass a receptionist on the way out, say, “thank you” to him/her.

SAMPLE INTERVIEW SCORING SHEET
	Directions:  Circle a score for each item below.  Add up the total points in each column. Then add the columns together.
	Excellent
	Good
	Fair
	Needs Improvement
	Poor

	Firm handshake (not limp or too strong)


	4
	3
	2
	1
	0

	Introduction (eye contact, smile, says name)


	4
	3
	2
	1
	0

	Dressed appropriately for the job


	4
	3
	2
	1
	0

	Brought resume 


	4
	3
	2
	1
	0

	Answer to question #1


	4
	3
	2
	1
	0

	Answer to question #2


	4
	3
	2
	1
	0

	Answer to question #3


	4
	3
	2
	1
	0

	Answer to question #4


	4
	3
	2
	1
	0

	Answer to question #5


	4
	3
	2
	1
	0

	Body language (sits up straight, eye contact, smiles, answers questions with enthusiasm, acts interested)
	4
	3
	2
	1
	0

	Ending the interview (shakes hand & thanks interviewer)
	4
	3
	2
	1
	0

	
	Total:
	Total:
	Total:
	Total:
	Total:


	Points Earned
	What This Means

	39 - 44
	You are an excellent candidate for the job.  You got the job!



	35 - 38
	You did a good during the interview.  You will be hired if other candidates don’t score higher than you.

	0 - 34
	I hope you get along well with your family.  You may be living with them for a long time.  


After the Interview

After a job interview it’s time to relax and wait for a phone call.  Right?  Wrong! You can show an employer that you would be a good worker by displaying follow-up skills.  What are follow-up skills?  These are the skills that take additional effort after a job is complete.  For example, when a customer orders a meal at a restaurant, the meal is prepared and brought to the customer.  Follow-up skills are displayed when the waitress checks back to make sure that everything is correct.  Or, after a grocery store clerk’s helper bags all the groceries for a customer, follow-up skills are displayed when the clerk asks if he or she may help the customer bring the groceries to the car.  After an interview, how do you show that you have follow-up skills?  Here’s how:

FOLLOW-UP SKILLS – TELEPHONE CALL

During the interview, you might have asked when you could phone the company to find out their hiring decision.  If you were told to call back, make sure that you call back on the day mentioned by the interviewer.  If the interviewer promised to contact you by a certain date and does not, follow up with a telephone call.  Be as polite during the phone call as you were during the interview.  You might say, “This is John Q. Student.  I interviewed for the cashier position one week ago.  Mr. Smith mentioned that he would be reaching a decision by Monday, which was yesterday, and would let me know.  Has he made his decision yet?”  Be sure to thank the person on the phone for the information. 

If you were not hired, you may inquire about future jobs with the company by saying, “I would like to work for your store someday.  Can you tell me what I can do in the future to get a job with you?”  Write down any suggestions that you receive.  Not everyone is hired after the first interview.  Many times workers return to a desirable company to interview again after they have increased their skills.  For example, Jason, a college student, wants a job as a server at a classy restaurant because of the generous tips left by customers.  He was turned down because he does not have one year of work experience as a server.  After he gains this work experience at another restaurant, he may return to apply for a job as a server at the classy restaurant.

FOLLOW-UP SKILLS – THANK YOU LETTER

Within three days, you should send the interviewer a thank you letter for the interview.  This should be done even if you were told you would be called for the results of the interview or if you called to find out the results.  Your thank you letter should have three paragraphs: 1) Thank you for the interview, 2) Restate your skills and experience, and 3) Ask for the job.  A thank you letter does the following for you:

1. It shows you have outstanding follow-up skills since writing a thank you letter takes effort.

2. It helps build a relationship in case you want to apply to that company again in the future.

3. It shows your interest in the job and company and allows you to emphasize your strengths again.

4. It puts your name in front of the interviewer so that he or she may remember you and call you when another job opening occurs.

5. If the employer was not sure whether or not to hire you, your letter may be just enough to convince them that you should work for them.

Sample Thank You Letter


Common Reasons Why You Might Not Get a Job

1. Bad first impression (sloppy appearance, not dressed appropriately)

2. Incomplete application and/or misspelled words 

3. Came in to ask for job with friends

4. Had a bad attitude when asking for a job

5. Did not speak clearly, use correct English, or chewed gum while talking

6. Did not seem to want the job

7. Was not prepared to fill out application (did not bring pen or resume)

8. Did not have a knowledge of the business or products 

9. Did not show persistence (did not return to check back)

10. Was fired from the last job

11. Did not show up to the interview on time

32156 Orange Ave		(your address here)


Nuevo, CA 92567                   


jqstudent@hotmail.com	(your e-mail  address here)


February 27, 2012		(current date here)





(press enter 5 times)








Mr. Clarke,			(employer)


AVID Coordinator 		(title)


Nuview Bridge Early College High School	(name of business)


30401 Reservoir Ave		(address of business here)


Nuevo, CA 92567


(press enter 2 times)


Dear Mr. Clarke:


(press enter 2 times)


I am interested in applying for a job as an AVID tutor at Nuview Bridge Early College High School.


(press enter 2 times)


I am currently a senior at Heritage High School.  I have been in the AVID program for the last five years and have found it to be very successful both for me and my peers.  I believe it has helped me strive to do my best in all my classes.  It has certainly helped me maintain my 3.9 G.P.A.  I have experience working as a peer tutor in other AVID classes and experience teaching Sunday School at my church.  I am a dependable and mature young man who can work with many types of people.


(press enter 2 times)


I have heard great things about your AVID program from friends of mine.  I would love to work at a California Distinguished School as an AVID tutor.  I hope you decide that you can use an employee like me in your AVID program.  Please call me for an interview.  My home phone number is (951) 928 – 8498.  Thank you in advance for considering me for the position.  I look forward to hearing from you. 


(press enter 2 times)


Sincerely,


(press enter 4 times)


John Q. Student		(sign your name here)


John Q. Student


(press enter 2 times)


Enclosures:  Résumé


	         Job Application





           


           (line up enclosures)








Writing Tips:


Paragraph #1:  Thank you for the interview


Paragraph #2:  Restate your skills 


Paragraph #3:  Ask for the job





32156 Orange Ave		(your address here)


Nuevo, CA 92567                   


jqstudent@hotmail.com	(your e-mail  address here)


March 14, 2012		(current date here)





(press enter 5 times)








Mr. Clarke,			(employer)


AVID Coordinator 		(title)


Nuview Bridge Early College High School	(name of business)


30401 Reservoir Ave		(address of business here)


Nuevo, CA 92567


(press enter 2 times)


Dear Mr. Clarke,


(press enter 2 times)


Thank you for taking the time to interview me for the position of AVID tutor at Nuview Bridge Early College High School.  After talking with you, I am very interested in becoming a member of your staff.


(press enter 2 times)


I have the skills needed to be an effective AVID tutor.  My volunteer experience at church and experience as a peer tutor in my own AVID classes has given me the confidence needed to succeed as an AVID tutor.  I am dependable, punctual, and will be an asset to your AVID program.


(press enter 2 times)


It would be my pleasure to work at Nuview Bridge Early College High School.  Should you choose another applicant for this position, please keep me in mind for any future job openings.  My home phone number is (951) 928 – 8498.  


(press enter 2 times)


Sincerely,


(press enter 4 times)





(sign your name here)


John Q. Student











