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Overview – Professional Development
A guide for growth and success!
As a SIFE student, you have a big responsibility.

The minute you graduate and enter the “real world”, you are not only representing your institution by continually applying the knowledge you’ve gained, but you’ll also be forever-branded a SIFER.  You know…those students that went above and beyond expected norms?  The ones who took their learnings outside of the classroom?  The ones who didn’t allow four walls to stand in their way of educating, empowering and re-energizing their communities through their passion and dedication for making a difference?  The students who acquired REAL skills, well above any average university student?  Of course…this is you, an ideal SIFE student.  You work wonderfully as an individual, yet you’re an outstanding supporter and contributor in a group setting.  Your communication skills are great and sometimes, it shines even more when you’ve served in leadership roles.  With all these skills, surely you are already a good catch for any employer.  But, you know SIFE….we ALWAYS aim to challenge you just a little bit more in order to make you better.
This handbook provides several useful tools in polishing up our SIFE gems – just a little bit more!       

The contents focus on:
· Resume Building Tips

· Job-Search Letter Writing

· Interviewing Tips

· Inspirational Articles – preparing for the “real world”

We’ve also provided some sample documents
· Resume Templates
· Business Card Template

Please realize that all tools provided are merely suggestions and your success ultimately lies in your own hands.  Take the initiative to research resources and based on the information gathered, develop yourself into the most marketable and dynamic candidate.
Resume Rx

This prescription will make your resume better
Your resume has one important purpose: to get you in the employer’s door for a job interview.  To successfully meet that purpose, you must match your skills, qualifications and experience to the job the employer is trying to fill.

“We look for related work experience and a thorough, to-the-point description of an individual’s specific skills as they related to the position,” says Cynthia Miller-Wentt, Chief of Recruitment and Staffing for the National Security Agency (NSA) in Fort Meade, Maryland.  “Resumes should be focused, concise and include only significant skills, knowledge and abilities from your background.”

Make things easy for business HR professionals by tailoring your information to the job duties.

“Employers are looking for the snapshot of the candidate in the resume,” says Sally Ann Swartley, Coordinator of Field Periods and Internships at the Center for Experiential Learning at Keuka College in Keuka Park, New York.  “They want to quickly review the resume and see if the candidate meets the qualifications for the specific position.”

GETTING STARTED

Start with a heading, which includes your contact information – name, address, telephone number, and e-mail address.  List your two phone numbers, current and home, if you’re still on campus.  Some advisers caution against including cell phone numbers, because you could be taken off guard if you’re out and an employer calls to set up an interview, or even to conduct a phone interview on the spot.

Regarding e-mail addresses, use your college e-mail with caution, at some schools, college e-mail addresses disappear six months or so after graduation.  Be sure to use an address that you know has staying power.  And, make sure your e-mail address is businesslike.

In terms of design, most career services and HR/staffing professionals agree: the simpler, the better.  Many employers say that resume design is not an issue since they are moving to online-only resumes.

OBJECTIVELY SPEAKING

Should you include an objective?  Opinions vary.
“I personally don’t feel an objective is that important,” says John Lee, Director of College and External Relations for Sodexho in Newark, Delaware.  “An objective can be confining and might even rule you out of consideration.”

Others disagree.  “I advise students to use a specific objective, which should change with each new position applied to, to match the organization and position for which the candidate is applying, “ Swartley says.  “However, if a student is posting a general resume on a national job board, then I suggest that he or she leave off the objective, and instead add a profile section or summary of strengths to give a quick caption at the beginning of the resume.”

EDUCATIONAL ESSENTIALS

The education section typically follows the objective in an undergraduate’s resume.  It’s likely that you have limited work experience in the field, so your education section will have more weight with employers.  You can help sell your education by writing a relevant course list and include a section on academic projects you completed if they are pertinent to the position for which you’re applying.

Many employers also want to see your GPA on your resume.  “I advise students to list a GPA only if it is 3.0 or above,” Swartley says.  She also suggests that students list their major GPA rather than their cumulative GPA.  Of course, not all employers use GPA to screen candidates.  For instance, if the students works while going to school, that will be taken into consideration.

EXPERIENCE COUNTS

Having relevant work experience can put you ahead of other candidates, but even unrelated experience can help make a case for yourself as a good match for the open position.

“this is when it is imperative for students to really analyze not just the duties of the positions they have held, but the transferable skills they have gained through those positions,” Swartley says.

Experience also doesn’t have to be paid:  the point is to show the potential employer that you’ve learned the skills necessary to perform the job duties.

OTHER CATEGORIES

Your resume could also feature other relevant categories such as honors and awards, key or special skills and/or competencies, community service, leadership experience in volunteer organizations, or participation in sports.  

“We like to see that an applicant has given back to the community,” Lee says.  “That could be volunteer work for your college, church or any type of organization that would benefit.”

WHAT EMPLOYERS DON’T WANT TO SEE

Besides looking for certain items on your resume, there are a number of things that employers don’t want to see there, including:

· A generic objective or one that isn’t tailored to the organization and position

· Spelling and/or grammatical errors

· Incomplete information

· Sloppy resumes rife with mistakes that easily could have been corrected.

Finally, look at your resume from the employer’s perspective and ask:  What impression will the employer have of me and my capabilities after reading my resume?

Excerpted from “Resume Writing: Sell Your Skills to Get the Interview,” from Job Choices for Business & Liberal Arts Students-2007, with permission of the National Association of Colleges and Employers, copyright holder.  For more information on resume writing, see JobWeb at www.jobweb.com
 11 Tips for Writing and Producing Job-Search Correspondence

To a large extent, securing an appropriate position is a challenge in communicating effectively.  Job-search letters should reflect sound writing practices and promote your candidacy.  You must communicate your value to a prospective employer in an understandable, brief and positive way.  The following guidelines should help you achieve these goals:

1. Design your letters to be work-centered and employer-centered, not self-centered.  Your letters are marketing tools that should address the needs of employers and evoke a desire to learn more about you.

2. Never delegate responsibility for your job search to anyone else.  Do all the writing yourself, and take responsibility for following up with employers.

3. Always address your letters to a specific individual with his or her correct title and business address.

4. Use high-quality stationery and envelopes for your hard copy letters.

5. Keep the letter to one page.  Eliminate extraneous words and avoid rehashing material from your resume.

6. Produce error-free, clean copy.

7. Tailor your letters for each situation.  Generic, mass-produced letters are ineffective.

8. Show appreciation to the employer for considering your application, for granting you an interview and so forth.

9. Always keep your reader in mind.  Make your letters easy to read and attractive.

10. Be timely.  Demonstrate that you know how to do business for yourself and, by implication, for others.

11. Be honest.  Always be able to back up your claims with evidence and specific examples from your experience.

When reflected in your writing, these job-search guidelines should communicate that you are a responsible person with a positive attitude who knows how to operate in a professional environment.

The Art of Writing Job-Search Letters
By carefully considering the purposes and impact of every letter you write, you can enhance your employability.

Perhaps one of the most confusing aspects of finding a job that you’ll face is writing appropriate job-search letters.  The job search may be the first time you’ll have to compose and produce professional-level correspondence.  Accordingly, you face the challenge of deciding both what to say and how to say it for a number of important, unfamiliar situations, such as applying for positions, showing appreciation and accepting or rejecting offers.  Because there is no single formula or model letter that will work well for every occasion, you should give as much careful consideration and attention to detail to your letter writing as you do to other career planning and job-search activities.

This article introduces you to the art of writing job-search correspondence.  It provides a context for letter writing, suggestions for writing style, general guidelines for producing high quality letters, and samples of several types of letters.  The information applies to both paper (hard copy) and e-mail letters.

Job-Search Letters in Context

Letters can enhance your employability, but they first must be connected to your most important job-search tool – your brain!  The purposes and impact of every letters should be considered carefully.  Generic, impersonal letters simply don’t work.  It’s important that you craft your letters to reflect what is appropriate for your audience, your objectives and the requirements of the situation.

Job-search letters shouldn’t be written in a vacuum.  Effective letters are only one component in a larger system of interrelated tasks and activities designed to advance your career.  Ideally, your letters should flow from, and be linked to, the following career development tasks:

· Assessing your abilities, skills, knowledge, interests, preferences, values, and motivations

· Researching and evaluating occupations, jobs, and employers

· Defining your work objectives and career goals

· Writing a professional-level resume

· Planning and implementing your job-search campaign

· Interviewing for job opportunities

· Choosing appropriate work

Most often, letter writing supports the last three tasks, but the key point to remember is that effective letters are part of a larger career planning and job-search process.  If you’re struggling unduly with your written communications, perhaps you need to do more foundational work in clarifying your career direction and articulating your value to employers.
Writing Style

As an act of communication, your letters say something important about you as a professional and as a prospective employee.  To create a positive impact, analyze your “audience” by considering his or her problems and requirements, then plan your letters accordingly.  Audience analysis is a process of introspection by which you put yourself in the reader’s situation in order to understand his or her needs and problems.  After such analysis, you can then compose your letters to show how your background and talents can meet the reader’s needs, convince the reader of your value as a prospective employee: and persuade the reader to take action in your favor.  A key point to remember is that responsibility for effective communication rests with the writer, not with the reader.

Seasoned business writers tend to follow these basic principles:

· Decide your purpose in writing, then plan accordingly.  Place the most important items first, supported by facts.

· Group similar items together in a paragraph, then organize the paragraph in logical relationship to the others.  Do the work of organizing your information for the reader.

· Keep your letters personal, warm and professional.  Avoid being either overly familiar or overly officious in tone, but do remember that business letters are formal, not informal, documents.

· Say what you mean directly without a lot of verbiage.  Demonstrate that you understand the value of the reader’s time by being as brief as possible.

· Write clearly and simply.  Avoid jargon and overly complex sentences.

· Be positive in content, tone, word choice, and expectations.  Suggest that you are an optimistic, responsible, productive, and reasonable person.

· Use active voice and action verbs in your writing.

· Keep the reader’s interest by varying sentence structures and length.

· Reduce uncertainty and abstraction for the reader by including specific facts.

· Provide information that reflects the reader’s interest. Stress benefits for the reader.

By following these guidelines, you should be able to improve the clarity and positive impact of your messages.  These guidelines apply to both paper letters and e-mail correspondence.

Types of Letters

Communication skills are critically important in your career, and your job-search letters usually will be one of the first samples employers will have of your competency in this area.  Your letters should be functional, understandable, easy to read, and pleasant in tone.  Remember: Every communication act is a message about you.

There are seven basic letters you will probably use during your job search:

1. Application

2. Prospecting

3. Networking

4. Thank-You

5. Acceptance

6. Withdrawal

7. Rejection

Each has its own function and should be used accordingly.  Descriptions of the seven types of letters follow.  Be sure to sign the original hard copy letters and to keep copies of all your paper and electronic correspondence.

1.  Application Letter

The purposes of this letter are to get your attached resume read and to generate interviews.  Use this type of letter in response to specific job advertisements and vacancy announcements.  Your strategy is to demonstrate that your qualifications fit the requirements of the position.  Study the position description carefully and deice on one or more themes- education, experience, interests, responsibility, etc. – that show persuasively how well you fir the position.  Link major job dimensions with your related past performance and experience.
2.  Prospecting Letter

The purposes of this letter are to prospect for possible vacancies in your occupation, get your resume read and generate interviews.  Prospecting letters are used extensively for long-distance searches.  Target specific individuals in specific organizations.  Structure this letter similarly to the application letter, but instead of using specific position information, focus on broader occupational and/or organizational dimensions to describe how your qualifications match the work environment.

3.  Networking Letter

This letter is designed to generate information interviews – not job interviews – which allow you to meet individuals who can give you specific information about your intended career.  Your purposes in seeking information interviews may vary, but your reasons for wanting to meet with a contact person must be genuine and sincere.  Information interviewing, or “networking,” has been tainted by job seekers who misuse this approach, but it remains a viable way to conduct job market research, refine career goals and uncover vacancy information in an industry or geographical region.  Information interviewing isn’t a magic shortcut to employment; it requires solid preparation, sincerity and much effort.  The networking letter is the first step in the information interviewing process.

Normally, a resume is not attached to a networking letter, but it may be presented during the interview itself to help the interviewer address your questions.

4.  Thank-You Letters

This is one of the most important yet least used tools in a job search.  It is used to establish goodwill, express appreciation and/or strengthen your candidacy.  The basic rule of thumb is that everyone who helps you in any way gets a thank-you letter.  When used to follow up on employment interviews, thank-you letters should be sent within 24 hours to everyone who interviewed you.  If it is not possible or appropriate to send a thank-you letter to everyone you met during the interview, then send a thank-you letter to your host, or to the highest ranking manager you met, with a request to extend your appreciation to the entire group.  In addition, be sure to send thank-you letters to each of your contacts who granted you information interviews and to people who provided references for you.
5.  Acceptance Letter

Use this letter to accept a job offer, to confirm the terms of your employment (salary, starting date, medical examinations, etc.) and to positively reinforce the employer’s decision to hire you.  Most often, an acceptance letter follows a telephone conversation, during which the details of the offer and the terms of the employment are discussed.

6.  Withdrawal Letter

Once you accept a position, you have an ethical obligation to inform all other employers of your decision and to withdraw your employment application from consideration. Your withdrawal letter should express appreciation for the employer’s consideration and courtesy.  It may be appropriate to state that your decision to go with another organization was based on having a better person/job fit for this stage in your career.  DO NOT say that you obtained a better job.

7.  Rejection Letter

Employers aren’t the only ones to send rejection letters.  Candidates may have to decline employment offers that do not fit their career objectives and interests.  Rejecting an employment offer should be done thoughtfully.  Indicate that you have carefully considered the offer and have decided not to accept it.  Also, be sure to thank the employer for the offer and for consideration of you as a candidate.

Closing Thoughts


Finally, please remember that you and your situation are unique.  Strive to allow your individuality to be expressed through your writing.  With a little practice, you will develop lifelong business writing skills that will support and enhance your career.  Good luck!

Excerpted from “The Art of Writing Job-Search Letters” by William J. Banis, from Job Choices for Business & Liberal Arts Students-2007, with permission of the National Association of Colleges and Employers, copyright holder.

Successful Interviewing

This section provides some helpful suggestions for improving your PHONE INTERVIEWING and IN-PERSON INTERVIEWING skills.

Phone Interview Tips

Now a days, employers use telephone interviews as a way of identifying and recruiting candidates for employment. Phone interviews are often used to screen candidates in order to narrow the pool of applicants who will be invited for in-person interviews. 

While you are actively job searching, it is important to be prepared for a phone interview on a moments notice. You never know when a recruiter call and ask if you have a few minutes to talk. 

When there is a call for you from company then you need to clear your head and shift your focus from family to your career. When you pick up the phone, ask the recruiter to repeat his or her name. Verify the spelling and write it down. Use the recruiter's name in your response. You are now ready to make a good impression during your first five minutes. 

There are three basic types of telephone interviews: 

1. You initiate a call to the Hiring Manager and he or she is interested in your background. The call from that point forward is an interview. 

2. A company calls you based upon a previous contact. You will likely be unprepared for the call, but it is still an interview. 

3. You have a pre-set time with a company representative to speak further on the phone. 

Here are some phone interview tips to help you: 

1. Be Prepared 

For preparing the phone interview, there are several things you can do. To prepare for the phone interview you can consider the following points: 

· You can keep all of your employer research materials within easy reach of the phone. 

· You can tape your resume to a wall near the phone. It will help a lot during the call and will be a constant reminder for your job search. 

· Have a notepad handy to take notes. 

If the phone interview will occur at a set time, Following are some additional points you have to consider: 

· Turn off call waiting on your phone. 

· Place a "Do Not Disturb" note on your door. 

· Warm up your voice while waiting for the call. 

· Have a glass of water handy, so that you will not have a chance to take a break during the call. 

· Turn off your stereo, TV, and any other potential distraction. 
2.   Do not be afraid to pick up the phone 

The first step in the hiring process is the telephone interview. It may happen that when you pick up the phone, the call may be from any company. Then that time ask the recruiter to repeat his or her name. Verify the spelling and write it down. Use the recruiter's name in your response. 

If there is really any problem for you to talk, then ask for a telephone number and a convenient time to call back. You are now ready to make a good impression during your first five minutes. 

The phone interview tips will help you master the phone interview and get you to the next step - the face to face interview. So do not afraid to pick the phone. 

3. Be a good listener 

During telephonic interview, you must keep in mind that you must be a good listener. 

Avoid interrupting and let the recruiter complete his thought or question before you respond. Ask for clarification. Use open-ended questions. The more information you can gather, the better you can respond. We must know the fact that good listener is the best quality. 

4. During phone interview 

Here are the some points for successful phone interviewing. Follow these simple rules and you should achieve success in this important phase of job-hunting. 

Here are some do's for phone Interviews: 

· Smile always helps you in every situation. Smiling will project a positive image to the listener and will change the tone of your voice. 

· Do keep a glass of water handy, in case you need to wet your mouth. 

· Do know what job you are interviewing for. 

· Speak slowly and enunciate clearly. 

· Take your time, it is perfectly acceptable to take a moment to collect your thoughts. 

· Remember your goal is to set up a face to face interview. After you thank the interviewer ask if it would be possible to meet in person. 

· Do give accurate and detailed contact information in your cover letter so your interviewers can easily connect with you. 

· Household members must understand the importance of phone messages in your job search. 

· Use the person's title (Mr. or Ms. and their last name.) Only use a first name if they ask you to. 

· When being interviewed by phone, do make sure you are in a place where you can read notes, take notes, and concentrate. 

· If you cannot devote enough time to a phone interview, do suggest a specific alternate time to the recruiter. 

· Give short answers. 

· Do ensure that you can hear and are being clearly heard. 

· Do create a strong finish to your phone interview with thoughtful questions. 

Following are some Don'ts for phone Interviews: 

· Do not smoke, chew gum, eat, or drink. 

· Do not interrupt the interviewer. 

· Do not cough. If you cannot avoid these behaviors, say, "excuse me." 

· Do not feel you have to fill in the silences. If you have completed a response, but the interviewer has not asked his or her next question, do not start anything new; ask a question of your own related to your last response. 
5. The Open and Available Technique 

You have a major advantage in a phone interview which does not exist in a face-to-face interview. You cannot be seen. Use this to your advantage. 

Have all of your materials on yourself and the employer open and available on your desk as you are speaking on the phone. This includes not only your resume, but also a "cheat sheet" of compelling story subjects, which you would like to introduce. It can also include a "cheat sheet" about the employer, including specific critical points describing the employer and their products. 

As anyone may be interviewer is speaking with you on the other end of the phone, he/she has no idea that you are actually being prompted from a document as you are speaking. All that person can hear is a well-informed, well-prepared interviewee. Keep in mind that this preparation is not "cheating" at all. It is preparation, pure and simple. 

So have your materials open and available when you are preparing for a phone interview. They are there to support you and enhance your value to the employer, who will greatly respect your ability to answer questions with focus and meaningful content. 

6. Focus on what you offer and can do 

The phone interview is surprise for us, so we must prepared for the telephonic interview. The recruiter's mission is to screen candidates and recommend those who will best meet the employer's needs. 
When describing your background, avoid the negative points. You will only get one chance to make a positive first impression. Stay focused by reviewing and use the key points you wrote down about your strengths. 
7. Sound positive, self-confident and focused 

The recruiter has called you indicates that your resume or a member of your network has given him or her a favorable impression of you. You need to confirm this impression. Put a smile on your face and into your voice. 

You need to demonstrate your enthusiasm and interest through your voice and telephone manner. Check your voice by taping your voice. Listen it very carefully and make the necessary changes. 

8. Write out your responses and practice reading them aloud 

This will help you to remember the response. By knowing what to say, you will seem more confident and all qualities that recruiters seek in candidates. Most candidates usually are asked about their salary expectations during screening interviews. Recruiters and employers usually have a salary range in mind, and while often unwilling to share it at this stage, they expect you to answer. 

Your objective at this point is to win acceptance and be recommended for further consideration. Accordingly, you may want to avoid providing a direct answer to this question. These issues could include non-cash benefits and compensation, scope of responsibilities, work environment, job location, career advancement and others. 

9. Ask about the next step 

At the end of the interview, tell the recruiter you are interested. Ask about the next step in the interview process as well as the hiring timetable. If you do not receive a positive response and you are sincerely interested, ask the recruiter if he or she has any areas of concern. 

If there is a misunderstanding about you or the recruiter does not seem certain that you are suitable, try to clarify the problem, then ask again about the next step and timetable. 

10. After the Interview 

After the phone interview. Following are some points which we have to consider after the phone interview: 

· Take notes about how you answered and what you were asked. 

· Remember to say "thank you." at the end of conversation.

In-Person Interviewing Tips
1. Preparation and confidence 

Preparation and confidence are very important tips. Good preparation always creates confidence. So the important thing to an interview is to be well prepared. In this you have to consider two things: 

· You must prepare yourself practically for the interview. 

· You have to gather information which is useful during the interview. 

2. Checklist 

While going to interview you must consider the following things: 

0. You have to confirm about the time, date and location of the interview and name of interviewee where appropriate

1. You have to plan to get there no earlier than half an hour before the interview time. 

2. You must ready with your dress which is professional. 

3. Concentrate on the interview at the interview. 

4. If you are asked to bring certificates, references etc., get them ready before the day. Your interview letter must be with you. 

5. On arrival ensure the receptionist knows you are there. 

1. Be on time! 

Public transport may be useless if the traffic is heavy. Always keep in mind that you never get a second chance to make a first impression. So be on time at the particular location of interview. 

Also if you are there so early, you can wait nearby cafe of shop. And if you are going to be late, then best option is call them. 

1. Be Prepared! 

Preparation means not only preparation of your syllabus etc. but also look at the company's website and learn something about the company before you attend your interview. 

1. Write down and practice possible questions! 

If you collect the job interview sample questions and practice for it then it will make easy to remember when you get to the interview. Use the third person when talking about the job. Avoid sounding as though you assume the job is yours. 

It is fine to ask about the package on offer and accommodation - living in and living out are particularly relevant. Do not forget to find out if the company will guarantee a resort or chalet - many will only allocate you a country. You could also try a fewer more testing questions such as how they differentiate themselves from their competitors or what they think the toughest/hardest part of the job is. 

1. You never get a second chance to make a first impression! 

First keep in mind that you never the second chance to make a first impression so be careful. 
Some points are here to remember: 

· Smile is one of the thing which may matter in your impression. Good smile always please people. 

· Dressing also an important thing. You should be in professional dress. And must be looking formal. 

· Do not forget for firm handshake. 

· Eye contact without glaring is showing your confidence. 

· Do not talk too much! 

Always remember that communication is two-way things so give them a chance. Also don't interrupt to interviewer when he/she is talking. Give him/her full chance to talk. 

One common mistake candidates make when interviewing is talking too much. It is important to listen to the question asked and answer that question. Keep your answers to two to three minutes at the most. When you limit your time, you tend to stay more focused. It is very easy to stray off the subject and ramble about things irrelevant to the job if your answer is too long. 

8. Be enthusiastic and positive! 

During interview always enthusiastic. Do not say bad points for the previous employers. Focus on positive achievements and views. 

9. Check in During Interviews 

Your initial interview answers should be brief. But some of your best stories may take time to detail, then after two minutes ask for permission to go on. You may say something like, "Now I have described about my project, would you like to hear about my role in detail?" 

10. Answer Briefly 

The best interviews have a give and take atmosphere. To do this, you need to ask questions and try to draw out your interviewer rather than talking about yourself nonstop. When it comes to talking during an interview, sometimes less is more. A general rule is you should speak one-third of the time and definitely no more than half of the time. When it is your turn to speak, do not hesitate to talk about yourself. 

11. First Comes the Phone 

Now a days telephone screening is becoming very common. So you need to be prepared for the phone to ring at any time. These screenings may be for 10 to 15 minutes, depending on your answers and fit for the job. it is helpful if you have thought about questions likely to be asked during the screening and prepared your answers. 
12. Take a spare photo and CV with you! 

It may happen that the interviewer wants your resume and photo. Your interviewer won't be expecting it so you will impress them. It also helps them remember you after the interview. So always keep a spare photo and resume with you while going to interview. 

13. Look Them in the Eyes 

Eye contact is showing your confidence. Eye contact is one of the most important aspects of nonverbal communication and can make a significant difference in how you present yourself. If you look away when speaking to someone, you are viewed as lacking confidence or interest. So always answer the question with eye contact to interviewer. 

14. Look Better, Feel Better 

If you want to spruce up your appearance for the interview but can not afford new clothes, consider altering an outfit you already have by pairing it with a different shirt, tie, blouse or accessory. Even on a tight budget, you can find some real bargains out there. Think about what you need before you go out shopping. Outlet stores and resale shops offer some great treasures. For better or worse, looks can make a difference. 

15. Talk about specific achievements! 

Interviewers like to know how you felt about a particular success. Some will ask for specific examples of things you have done that you are particularly proud of; how you solved problems; how you learned - and improved - from difficult situations. 

16. Think of an Interview as a First Date 

Instead of the Inquisition, think of a job interview as a first date: you are both trying to figure out if there is a match. This mindset proffers many advantages. You come off as curious, not desperate, you do not assume that too-formal, phony-appearing job-seeker persona, you talk about what you want to talk about instead of just passively getting bombarded with the employer's probes and you are more likely to ask questions during the interview. Those questions will help you assess if you really want the job. Treat the interview as a first date, and you will both be better informed when deciding whether you should hook up. 

17. Bring Up a Weakness 

In an interview, bring up a weakness before you are asked for one. For example, "I really need to work on my leadership skills. I am a good worker and totally competent, but sometimes I lack the confidence to stand up and take a leadership position." 

This will help you a lot as you want to improve yourself. 

18. Get the Info 

Informational interviews are a great way to get leads and information regarding company. It is important that the person you contact understands you are seeking information not a job. Be prepared when you ask for an appointment to say what you are looking for and why you want to talk to this person. At the informational interview, have a prepared list of questions. At the end, ask if the person has any recommendations of others you could speak with. 

19. Virtual Thanks 

You can send follow-up letters through email if this is the way you and the potential employer have been communicating all along. 

20. Attitude Adjustment 

It is difficult to remain upbeat in a tough job market. Isolating you and waiting for the phone to ring is the worst way to handle negative thoughts. When you start feeling down, take steps to turn your thinking around. Go for a walk, or do something fun. It may be just what you need to feel relaxed and at ease. Getting together with friends and having a support system will help you to laugh and keep going. 

21. Explain Why You Left 

Follow these guidelines when interviewers ask, "Why did you leave your company?" Carefully describe the reason for your departure, and do not go into details unless asked. Provide references to support your reasons for leaving and job performance. Stay with the facts of what happened, what you did, how you felt and what you learned. Then describe how you will handle things differently in the future. 

22. Your References 

For your reference list, you want three to five people and their contact information. Do not forget to get permission to use your references' names, and while you are at it, ask how they prefer to be contacted. You should also send them a copy of your resume so they will be aware of what you are saying about yourself. 

23. The World's Toughest Job Interview Question 

Great questions to ask early in a job interview: "What are you most hoping to find in the person you hire?" and "What would be my first priorities on the job?" The earlier you can ask these questions, the sooner you can start tailoring your answers to the employer's priorities. At the end of the interview, ask, "Based on what we've talked about today, I feel good about the position. Do you have any concerns about my ability to do the job?" Often, that gives you a chance to counter any objections. 

24. Know What You Offer 

Prepare answers for open-ended questions, like, "Tell me about yourself," by making a list of your skills and traits that match the employer's requirements. The closer your skills and traits are to the job description, the better chance you have of landing the job. You should leave the interviewer with a clear picture of what you have to offer. 

25. Prove What You Could Do 

Always put a positive spin on your answers to difficult questions. If you lack a particular skill or do not know a certain computer program, be sure to emphasize how quickly you learn. Give an example of a time when you were able to get up to speed in a similar situation. Companies are interested in people who can hit the ground running. 

26. Sell Yourself 

Interviewing is about selling yourself. The product you are selling is you. Give them reasons to buy. Tell them what you can do for them. Emphasize what you can bring to the company, department and position. Convince them that your product is better than the competition's 

27. Talking Salary 

Timing is everything in the interview. Let them bring up the subject of money. If you are asked what your salary expectations are too early in the process, just say you would rather postpone that discussion until you have more information about the position. 

28. Ask your way into a better job 

You can not really tell how good a job is from a want ad. There's often a gap between the exciting opportunity portrayed in the ad and the actual job. 

You can often get the straight scoop about a job by asking the right questions. For example, in the job interview, ask, "What attributes are most needed to succeed in this job?" 

After you are offered a job but before accepting it, ask a few more questions or even ask permission to talk with your future coworkers.

29. Do not forget to listen 

Listening is one of the most underused interview skills. Most candidates are so nervous about answering interview questions correctly that they forget to listen. Follow these tips: 

· Listen through eye contact. 

· Listen with nonverbal expressions. 

· Listen until the speaker is finished. 

· Do not interrupt. 

30. Ask the power questions 

In the earlier you can ask these questions: 

· What are you most hoping to find in the person you hire? 

· What would be my first priorities on the job? 

31. it is OK to be nervous 

Not only is it OK to be nervous about an interview, but it is essential for you to accept how you feel. Telling yourself you should feel differently than you do is unrealistic and just makes you feel bad about yourself. What's the worst that can happen at an interview? For many, it would be not getting an offer. Did you ever think that maybe the job wasn't right for you? Try to look at the process as a learning experience. 

32. Put up with rejection? 

If you are rejected from the company, you may feel hurt, angry or fed up. Instead of being stuck in feeling rejected, take back the power by staying proactive. If you really wanted to work for that particular company, sit down and write a letter. Remind them of all the positive points you could bring to the organization. Let them know you are still interested in working for the company if something should change or open up. 

33. Face the feedback 

If you ask for feedback from an interviewer, be prepared to hear things that could be upsetting. You should listen carefully, and take notes to refer to and react to. Do not argue or defend yourself. At last do not forget to thank the interviewer. Then, take the advice and think about changing some techniques to improve on your next interview. 

34. Follow the interviewer 

During the interview, your interviewer is giving you information that can guide you on how to behave during the meeting. Observe your interviewer's style. Listen very carefully, and let him/her know that you have been listening by asking good questions and making good comments. Answer questions by providing the information asked for. 

35. Emotional preparation 

Preparing emotionally for the interview is also important. The right mood helps you perform at your best. Try out following points for preparing emotionally: 

· Get moving that means go for a walk, run, exercise, meditate, do yoga, stretch, dance. 

· Sing your favorite song while driving to the interview. 

· Repeat an inspirational phrase aloud that's meaningful for you 

36. Preparing to meet the employer 

The interview is not the time to get to know about the post or the employers business. It is a chance for you and the employer to get to know one another. 

Gather information about your employer before you are interviewed like what are their current projects, what other interests do they have? etc. 

You should know job description, or ask someone in a similar post. Otherwise ring the company to clarify. 

Keep in mind that the employer is interested in you as a person, your experiences and your opinions do take the time to sit down and think about you, who you are and what you have achieved. 

Remember the one thing that your CV must be with you and make notes about your work record and what you have achieved. Make notes and prepare and rehearse sound bites about yourself. 

37. Ask Questions 

There is always the opportunity to ask them questions at the end of the interview, remember the interview is a two-way process, you need to be sure you want to join them. Try to concentrate on issues, which are both important to you and combine an apparent interest in the company. Write your questions down prior to the interview and take them with you. 

38. Be honest! 

Be honest with every question. No need to lying about your background and/or skills. If you get caught then you will definitely out. Job interviews are about matching needs, if there is not a good match, then there is no chance of job. 

39. Check your CV for possible gaps! 

If there is any gap between your academic then make sure you know how you are going to explain time gaps on your CV. 

40. Presentation 

Dressing is also important aspect at the time of interview. Dressing should be appropriate for the post and the company. Try to get information about what the company would expect from employees. What would be appropriate for a building company is very different for a public relations agency. Be well-groomed and clean and above all try to look confident. 

41. Thank-You Salutations 

While writing an interview thank-you note, problem may arise like whether to use a formal or informal salutation? If the hiring manager is in a high position of authority, use a formal salutation. But if the hiring manager suggests using her first name. When in doubt, use a formal salutation. 

42. Get to Work! 

If you are Unemployed? Then your job right now is to find a job. Do not blame to yourself. Think of this as going to work. Research companies, industries and positions. Take this as good experience to succeed in future interviews. 

Source: www.interviewtips.org
Resume Template
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Your Name











	Objective


	What do you want to do?

	Work Experience


	Company Name

Street Number and Name

City, Country and Postal Code

Job Title

· Duties or Achievements

· Duties or Achievements



	Accomplishments


	List one or more things that you have done or a special skill you may have.



	Activities


	List activities in which you have participated such as scouting, sports teams, church groups, etc.



	Interests


	List hobbies, special interests, travel, etc.



	Education


	Institution Name
Street Number and Name

City, Country and Postal Code

Dates attended: From Date – Present

Name of High School

Street Number and Name

City, Country and Postal Code

Dates attended: From Date – Present



	References


	Name

Street Number and Name

City, Country and Postal Code

Phone Number

Name

Street Number and Name

City, Country and Postal Code

Phone Number




Business Card Templates
SIFE students have the flexibility to design business cards as yet another tool to market themselves.  You don’t need to have the work experience to have a business card.  Remember that your SIFE experience can be a huge asset in securing the job of your dreams.  The business card can highly complement your resume or be used during quick introductions, since it’s easy to carry and pass along to your potential future employer.  Below are a couple of examples for your reference.
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SIFE Student Name


Vice President of Communication





			     


Field of Study: Education			Skill Summary:


Graduation Date: 21 July 2008	- Student of the Year 


	  Scholarship Recipient


- SIFE Service Leadership 


  Award Recipient


- Fluent in French, English,   


 Japanese


- Proficient in all computer   


                                                                               Programs








00 Avenue Des Champs Elysees	                    +33.1.00011122 Phone


Paris 75000 France 	         xyz@xyz.com Email
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Street Number and Name


City, State and Zip Code


Phone Number


Email Address





A head for business. 


A heart for the world.





�











SIFE Student Name


      Vice President of Communication





			     Field of Study: Economics & Statistics


			     Graduation Date: 21 July 2008








“SIFE changed the way I think, the way I see the world, and the way I work.” 


– SIFE Student
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