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OVERVIEW OF THIS WEBINAR

¡Tailoring Resumes And Cover Letters

¡Networking Strategies

¡ Informational Interviews



START AT THE BASICS – NAIL THE RESUME AND 
COVER LETTER

¡Tailor the documents

¡Research the organization, job postings, news articles, 
etc. 

¡ Incorporate key words



SKILLS/QUALITIES EMPLOYERS WANT

Job Outlook 2017, National Association of Colleges and Employers

1.Ability to work in a team
2.Problem-solving skills
3.Communication skills 

(written)
4.Strong work ethic
5.Communication skills (verbal)
6.Leadership
7.Initiative

8.Analytical/quantitative skills
9.Flexibility/adaptability
10. Detail-oriented
11. Interpersonal 
12.Technical skills
13.Computer skills 
14.Organizational ability
15.Strategic planning skills



BEFORE YOU START,  ASK YOURSELF:

¡ If yes, consider using a traditional chronological resume 

¡ If no, consider using a skills resume (functional)

“Is my work experience related to the job I'm trying to get?”
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SUCCESS STATEMENTS: SHOW ME DON’T TELL ME!

Action Verb + Skill/Responsibility + Benefit/Result 
= Great Success Statement

¡ Start with an action VERB

¡ Identify any tools or processes (computer programs, team efforts, 
equipment) 

¡ Use #s to show results and scope/scale of your success

¡ Be represented as a bullet point, not complete sentences



SUCCESS STATEMENTS: SHOW ME DON’T TELL ME!

Action Verb + Skill/Responsibility + Benefit/Result 
= Great Success Statement

Customer Service à
[ Provided ] [excellent customer service while using active listening to understand 
the customer need/issue] [in order to resolve question/complaint most effectively]

Send an example in the chat! Also send what you like to do with your 

clients when writing these bullet points.



TAILORING YOUR DOCUMENTS



REMINDERS

§ Less than 1 minute scan
§ 1 page
§ Consistent formatting
§ No typos
§ Strong success statements
§ Margins no smaller than 0.7 inches
§ Font size no smaller than 11 pt 



Elements of a Successful 
Cover Letter

Format
• Use consistent format
• Clear, concise writing
• Correct grammar and spelling
• Omit address if sending as an email

1st Paragraph 

• Identify the position you are applying for
• If possible, name any referral or contact
• Link your education and work experience to 

the job
• State why you are interested and a good fit

for this organization

2nd Paragraph

• Identify your 2-3 strongest qualifications as 
they relate to the job

• Build on applicable work, education, or 
service accomplishments

• Include results-oriented success statements 
– using specific examples 

3rd Paragraph
• Thank the employer
• Request an interview
• Discuss how and when you will follow-up

Why them + 
Why you + 
Thank you
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February 27, 2016

INTERPRETIVE PARK RANGER INTERN 

My love for wildlife and our national parks coupled with experience in Grand Teton National Park, has 
me very excited about sharing knowledge about this park to visitors with the National Park Service. 
Last summer I worked as an interpreter and first mate on Colter Bay Scenic Cruises. I enjoyed sharing 
information about landscapes, wildlife, and history in a fun and educational way with up to 40 guests on 
Jackson Lake. As a junior in Wildlife Science, I am prepared and excited to again work with guests in my 
favorite national park.

I am prepared to present short guided talks at visitor centers or on the trails I have hiked so often. 
The exposure to other divisions will allow me to apply my field and communication skills while 
learning to help manage this “National Treasure.” Additionally, my love for the outdoors and 
commitment to preserving parks and wildlife is enhanced when I have the opportunity to share my 
passions with people of all ages from across the world.

After completing my degree in Wildlife Science, I hope to launch my career with the National Park 
Service; this chance to work with your team is an unmatched opportunity for me. I am ready to 
provide the park with an informed, enthusiastic, and hard working interpretive intern. 

Sincerely, 

Amber Crane



IMPORTANCE OF NETWORKING IN THE JOB 
SEARCH 

Informational 
Interviews

LinkedIn

Walk in 
or call 
org.

Talk to 
people in 
network

Only ~ 20% of jobs are posted 
online. (Naceweb.org)

4/5 jobs are not available 
through the standard online 
job search. (Naceweb.org)

52% of employers admit they 
respond to fewer than half of 
the candidates that submit 
applications. (Career Builder 
2015)



STRATEGIES ON REACHING OUT

¡ Have client write drafts of messages and brainstorm who to interview

¡ LinkedIn
¡ Company search route 

¡ People search route

¡ Company website
¡ Directory?

¡ Contact us page or employment/career page

¡ Who is already in your network?



DRAFTING A MESSAGE & REACHING THE 
RIGHT PERSON

•Curmudgeons
•Obligates
•Boosters

Dalton, Steve. The 2-Hour Job Search: Using Technology to Get the Right 
Job Faster. New York, Ten Speed Press, 2012. 



THE 5-POINT EMAIL

• 5-Point Email

1. Fewer than 100 words

2. No mention of Jobs 

anywhere

3. Connection goes first

4. Generalize your interest

5. Maintain control of 

follow-up

Dear Mr. Jones,

My name is Brooke Franklin, and I am a Global Communications student at 

Utah State University who found your information through LinkedIn. May I 

have 20 minutes to ask you about your experience with Adobe? I am trying 

to learn more about marketing careers at technology companies in Utah, 

and your insights would be very helpful.

I recognize this may be a busy time for you, so if we are unable to connect 

by email I’ll try to reach you next week to see whether that is more 

convenient.

Thank you for your time,

Brooke Smith 
Dalton, Steve. The 2-Hour Job Search: Using Technology to Get the Right 

Job Faster. New York, Ten Speed Press, 2012. 



INFORMATIONAL INTERVIEWS

•Focus of informational interviews
• Informationals is three step process
•“Selfless informational interviewer is the best 
interviewer”
•Do your research before the interview
• Internal preparations

Dalton, Steve. The 2-Hour Job Search: Using Technology to Get the Right 
Job Faster. New York, Ten Speed Press, 2012. 



‘TIARA’ IS THE GUIDE FOR Q&A

• T = Trends -- “How do you think your business will change most 
dramatically in the next several years?”
• I = Insights - “What’s been your most valuable experience at your 

employer so far, and why?”
• A = Advice -- What do you know now that you wish you’d known 

when you were my age or in my position?
• R = Resources -- What resources should I be sure to look into next? 

And alternatively:
• A = Assignments -- What project (or projects) have you done for your 

employer that you felt added the most value?
Dalton, Steve. The 2-Hour Job Search: Using Technology to Get the Right 

Job Faster. New York, Ten Speed Press, 2012. 



FOLLOW UP: INTERVIEWS & APPLICATIONS

• Set reminders to check in on 
job applications and update 
those with whom you’ve 
conducted informational 
interviews
• Time spent “harvesting” 

Boosters will grow as 
progress is made. Keep track 
of these interactions.

Dalton, Steve. The 2-Hour Job Search: Using Technology to Get the Right 
Job Faster. New York, Ten Speed Press, 2012. 



SOME OF OUR FAVORITE RESOURCES

• LinkedIn
• TheMuse.com
• Job Accomodation Network https://askjan.org/
•GettingHired.com
•ABILITYE.com 
• Indeed.com

https://askjan.org/


Q&A jillian.morley@usu.edu

My Favorite Book Resources
Burnett, Dave & Evans, Dave. Designing Your Life: How to build a well lived 
joyful life. New York, Alfred A. Knopf, 2016.

Dalton, Steve. The 2-Hour Job Search: Using Technology to Get the Right Job 
Faster. New York, Ten Speed Press, 2012. 


