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TipsTo Sell ‘You'in the
Job M ark et

THE COVER LETTER

A Cover letter isused solely to
introduce yourself to a prospective
employer or arecruiter. The letter
should be kept brief. It should begin
with aphrase such as"l'd like to
introduce myself and express an
interest in a position with (name of
the company you are contacting) for
which you may have a

search/ requirement. If you are
responding to an advertisement do
not begin you cover letter with "In
response to your ad, attached please
find my resumein application for
the position of ........... ...... The
person at the other end of the ad
will beinundated with resumes.
Part of your job hereisto
differentiate yourself from "the
pack".

YOUR RESUME

Your resumeisthe most critical part
of your job hunt. It isthe first line of
contact between you and a new
opportunity. How you present
yourself on paper will enhance or
hinder your possibility of an
interview. It should not only detail
your background but also highlight
your accomplishments.

Do not use shadowing, colors or
fancy fonts on your resume. They
might look good on the original, but
will not on fax, e-mail or photocopy
- black on white is best.

Clearly state your career objective.
Do not use phrases such as "Seeking
a career opportunity asa/ an
T Executive. The person who
receives your resume knowsyou're
seeking an opportunity.

HOW TO FACEAN INTERVIEW

BEFORE THEINTEVIEW
Research your prospective
employer (including

information/ brochures from your
recruiter).

Prepare, and take, alist of questions
to ask your interviewer.

DURING THEINTERVIEW

Ask questions not only about the job
but also the corporate culture and
mission. Remember, you are
gathering information to help you
decide — Do not make yourself
appear desperate for job; you will
lose your bargaining power.
Concentrate your attention on the
interviewer. At no point of timelet
your confidence loose you. Just act
normal —answer in standard
English. Do not usewords like
‘yup’, in response to ayes/ no
guestion.

PRESENTABILITY AT
INTERVIEW

Start with a basic suit or coordinates
in a neutral color—navy blue, black
or grey. Women do know how to
dress for occasions; so guys your
appearance adds alot of marksto
your selection Make sure your
clothing is clean, wrinkle and stain-
free. No loose or missing buttons,
Wearing cologne or perfumeisa
sensitive area. You want to be
remembered for your skills not your
cologne that caused the interviewer
to sneeze.

Body Language:

Eye contact: Thisis one of the best
waysto develop rapport with
another person. It showsinterest,
confidence and honesty. However,
be sensitive to other cultures. Not
everyoneis comfortable with direct
eye contact.

Posture: Stand up straight and keep
your shoulders back. Smiling
conveys self-confidence and an
accepting attitude towards others.

Shaking hands: People make
assumptions about you from the
way you shake hands. If you're not
sure how to shake hands properly,
get someone to help you and
practice. There's nothing worse than
a bad handshake, whether it's the

"bone crusher” or the "wet fish".
Sitting: Lower yourself into a chair;
don’t collapseinto it. Avoid sitting
in a perfectly symmetrical,
controlled position. Keep your
handsrelaxed.

A Visual ChecklistBefore going on
an interview, take afew minutes
make a list of all that you had todo
to appear. It will help you make a
powerful first impression

TO MAKE YOUR INTERVIEW
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