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Welcome to Crossroads Career
 Network!

Page 2
                        

EventsCareer Workshop for the Unemployed
 June 10, 2009 from 1pm to 4:30pm- Family Church of Lawrence LinkedIn Presentation
 June 12, 2009 from 8:30am to 9:30am Sacred Heart Church - Meeting Room #2 Free Friday Fun for Women in Career Transition
 Every Friday this summer from 11:30 – 1 at the Valley View Professional Building 95th & Antioch
 Get Hired Boot Camp June 13th 9am – Noon – Longview Community College Register at 816-672-2030
 Get out of BED (Blame, Excuses, Denial) and change your outlook & alter your outcomes.
 June 18th – 6:30 to 8:00pm Church of the Resurrection
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● Understand the role of the résumé in job search strategy
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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Is Not►A detailed biography
 ►The “Silver Bullet” that consumes the majority of your time & efforts (you must also network!)
 ►Your agent (it won’t work as hard as you might like it to--many HR managers won’t even read it thoroughly)
 ►Always the best entrée (it implies “I need a job,” creating networking barriers)
 Is►Employer-oriented marketing document
 ►Critical tool in job search process, esp. in online submissions
 ►Screening device (not in your favor)
 ►Tailored to the position
 ►A record of God’s faithfulness
 to you
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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1. “Why hire you?” (requires a clear value proposition)
 2. “Do you have the right competencies/qualifications?”(requires relevant keywords, facts, experiences)
 3. “So what! Can you perform better than others?” (backs up competencies/qualifications with bottom-line, numbers-driven achievements that reflect ability to deliver competitive results)
 4. “Will you fit in our culture?” (reflects your personality, style; possibly testimonials)
 5. “Should I spend more time talking to you?” (the answer will be “yes” when #1-4 are answered positively)
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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Hire Right survey statistics:
 ● 20% of resumes include fraudulent degrees
 ● 30% of resumes include altered employment dates
 ● 30% of resumes have inaccurate job descriptions
 ● 40% inflated salary claims (note: salary should not go on the resume!)
 ● Include your contact info!
 Kings take pleasure in honest lips; they value a man who speaks the truth. ~Proverbs 16:15
 ● Don’t lie (or mislead/stretch the truth)
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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© Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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● Leaving out dates
 ● No chronological listing of work
 ● Overstated responsibilities
 ● Too much detail
 ● Baseless description of personal strengths
 ● Entitlement mentality
 ● Omission of accomplishments/details
 ● Typos, poor grammar
 Source: Resume Magic 3rd edition
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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●It’s All About “Them”: Write with the Employer in Mind
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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2. Proactively position yourself as the perfect fit with title/brand/value proposition
 1. Choose the best résumé format / strategy (understand print vs. Web-based formats)
 7. Tweak for editing and visual appeal
 3. Organize headings & lead with a strong summary
 4. Write relevant, keyworded copy
 5. Over-emphasize accomplishments
 6. Strategize & camouflage concerns
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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Chronological presents exp in reverse historical timeline
 Preferred by employers; showcases a strong career history; especially flattering to candidates when led off with an accomplishment-oriented summary
 Spotlights any glitches in your work history; potential for repetitive job descriptions if you’ve done same thing at multiple employers
 ConsConsTypeType ProsPros
 Functionalpresents experience by groupings of skills or type of experience
 Camouflages appearance of an unstable, unorthodox, or interrupted career; counters job gaps; helpful for career changes or return-to-work moms/dads, recent grads w/ limited exp
 Raises employer suspicions that you may be hiding something
 WebWebpage, Website orblog-style resume
 Conveys technology savvy; allows for multipage, portfolio-style presentation of not only text, but audio, and video
 Employers also want a traditional resume that can be added to their database; potential discrimination issues w/ photos or video
 Combination HybridBoth chronological with functional
 Benefits of chronological; plus lists highlights of accomplishments at the top to immediately impress employer with your ROI/value proposition
 Requires skill to write strong lead-off summary
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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Before: (trying to be all things to all people, from sales consultant to V.P.)
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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After: (focused on tech sales as individual contributor)
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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• Affiliations & Activities
 • Objective or Position Title with optional Short Summary
 • Education
 • Knowledge & Skills or Course Emphasis
 • Internships
 • Relevant Experience
 • Other Experience
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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• Other
 • Position Goal or Strengths
 • Qualifications w/ Accomplishments
 • Experience
 • Education
 • Affiliations & Activities
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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• Other
 • Target
 • Skills w/ Accomplishments
 • Employment Summary
 • Education
 • Affiliations & Activities
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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• Other
 • Target
 • Qualifications Summary w/ Accomplishments
 • Experience
 • Education
 • Community/Industry Involvement
 • Relevant Activities
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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3-point message describing individual’s strengths in key areas relevant to employer
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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© Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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● Look at samples in résumé books ● Resume Magic; Gallery of Best Resumes series;
 Expert Resume series
 ● Search online for good samples● Many professional resume-writers’ sites have
 samples; look for writers who have a resume writing credential (MRW, NCRW, CPRW)
 ● Get ideas, but don’t plagiarize
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network

Page 21
                        

Source: Chicago-based executive resume-writing expert John Suarez
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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Accounting Manager
 As accounting manager for start-up organization, designed and
 implemented formal accounting procedures to support revenue growth
 from $2 million to $13 million. Hired and supervised customer service,
 warehouse, and data systems managers. Organized a full complement
 of training programs for support, administrative, and executive staff.
 Developed accounting systems for capital expenditures, product
 costing, and labor reporting. Designed procedures to generate
 management information in the areas of sales analysis, fixed asset, and
 inventory accounting. Significantly improved communications among
 production, accounting, and marketing departments through TQM
 principles and “brown bag” luncheon series.
 Before: (description is too long)
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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Accounting Manager
 Accounting: Designed and implemented formal accounting procedures
 to support start-up’s revenue growth from $2 million to $13 million.
 Created systems for capital expenditures, product costing, and labor
 reporting, as well as procedures to generate management information in
 the areas of sales analysis, fixed asset, and inventory accounting.
 Human Resources: Management responsibilities were expanded to
 include hiring, supervision, and OD training of customer service,
 warehouse, and data systems managers. Significantly improved
 communications among production, accounting, and marketing through
 TQM principles and “brown bag” luncheon series.
 After: (separated into two shorter paragraphs and edited)
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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How to list training without completion of degree/certification
 EDUCATION
 DEGREE Program: Computer Science, McFarland College, Butte, MTMCSE Training toward Certification, The Tech Institute, Phoenix, CA
 Emphasizes tech certification; de-emphasizes less-relevant degree
 EDUCATION & CERTIFICATION
 MCSE Certification, The Tech Institute, Phoenix, CABA, English Literature, McFarland College, Butte, MT
 Emphasizes degree and certification
 EDUCATION & CERTIFICATION
 BS, Computer Science, McFarland College, Butte, MTMCSE Certification, The Tech Institute, Phoenix, CA
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network

Page 25
                        

Before:
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network

Page 26
                        

After: (note: no more than 4-5 lines in paragraph; no more than 5-6 bullets)
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network

Page 27
                        

● Did you help ● Make money
 ● Save money
 ● Save time
 ● Were you a saint (ST)
 ● FirST
 ● BeST
 ● MoST
 ● How did your performance compare to● Industry average
 ● Competitors
 ● Company history
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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A table like this works well for sales professionals and executives who want to demonstrate visually a strong record of annual growth
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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● Laid off/RIF’ed or fired ● Indicate this on resume, for example: Company
 downsized 30% of workforce
 ● If fired, say nothing on resume; be prepared to address in interview
 ● Didn’t finish college degree ● Degree Program in Marketing, Ohio State
 ● Any number of other concerns● Strategize with career coach
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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Before: After:
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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1. Have several people proofread your resume (people who have hiring experience in your field; career coach)
 2. Minimize use of articles (a, an, the)
 3. Write with punch—start with power verbs; sentence fragments are okay if used consistently
 4. Add white space b/w paragraphs or bullet sequences
 5. Reserve bullets for accomplishments (not duties)
 6. Limit the number of tab stops on the page
 7. Break up lengthy paragraphs (3-5 lines)
 8. Balance the resume top-to-bottom and left-to-right
 9. Use one font style, possibly two
 10. Design within the “Food Chain” to control the reader’s eye to important information
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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●Other Parts of the Puzzle
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network

Page 33
                        

● If emailing your resume as an attachment, write a short letter in the body of the email
 ● If emailing your resume as part of (pasted into) an email, precede it with a short letter in the email
 ● If mailing your resume, print and mail with resume in full-size envelope
 ● Marketing plan resume for networking contacts
 ● Brand bio, special projects, special reports, etc.
 ● Web resume (visualcv.com, brandego.com)
 ● References
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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● Create a separate list of references
 ● Get permission from each to use as a reference
 ● Choose a variety who can speak to your competence (ability to deliver results) and character
 ● Ask each reference to speak to a specific area of your background; verify that what you plan to tell employers is accurate
 ● Protect their time and privacy
 ● Although most employers do reference checks by phone, if you’ve been laid off, ask for a written letter of reference (sooner rather than later)
 ● Keep references informed about the progress of your job search
 © Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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© Susan Whitcomb 2009 – The Christian's Career Journey – in partnership with Career Transition Ministries Network & Crossroads Career® Network
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Prayers for….
 Laurie Wiley - surgery June 11th
 Wendi Hutton – recovery from surgery
 For all those who are at a Crossroads in their career
 Other requests?

Page 37
                        

Going ForthPlans fail for lack of counsel, but with many advisors they
 succeedProverbs 16:22
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