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The Stats



How to Start
1. Clean up your Social Network

2. Rekindle & Grow Network

3. Make a list of your work 
history, volunteerism, 
projects, accomplishments, 
education, training, skills

4. Set obtainable goals

6. Step out of your comfort zone

5. Continue Learning



The Resume

What Do Resumes Do?
Identify your value to the employer
 Highlight work accomplishments, 

experience, and education
 Emphasize skills that match job 

requirements



1.  Contact Information

Rose M. Hill
618-256-8668 * rose.hill@gmail.com
http://www.linkedin.com/in/rosehill

(Ms.) Quinn Hill 
Ndege “Nick” Vernon 

sexypants@email.com

The Resume

mailto:rose.hill@gmail.com


2.  Career Summary
PURPOSE:  Catch the reader’s attention.  

Entice them to continue reading.

The Resume



3.  Professional Experience

The Resume

 Chronological format
 Skill set format
 Volunteerism
 Special projects

 Recommend bullet format
 Putting in Months / Year
 Highlight achievements, accomplishments, 

recognition, and numbers
Analyzed and streamlined existing production process 
resulting in 20% savings in production costs

Ranked top sales person of the year increasing product 
revenue 30% over last year.”



4.  Education & Training

The Resume

 List School, Degree, Date Completed
 Add Minor if relevant
 Add Coursework if you lack job experience
 Internships and Special Projects

 May go on top or bottom depending on 
experience.

 GPA if above 3.5
 School Recognitions
 Specialized Training (length and date)



5. “Extras”
Technology Skills
Equipment Skills

Honors and Awards
Public Speaking

Publications
Committees and Task Forces

Professional Affiliations
Volunteerism
Languages

The Resume



Arrangement - Styles

Chronological
 Begins with your most recent position and other jobs in reverse 

chronological order
 Most Common, widely received and trusted
 Works well for job seekers with a strong, solid work history

Functional
 Focuses on your skills and experience rather than your 

chronological work history
 Used most often by people changing careers or those with 

employment gaps
 By highlighting skills rather than history one can emphasize that 

he or she is qualified

Combination
 Mix between functional and chronological
 The top of the resume is a list of one’s skills and qualifications.  

The bottom or second page is one’s chronologic work history

The Resume



85% of resumes are never seen by a HUMAN!

Most employers use software to help them to conduct an initial 
screening of resumes.

These Applicant Tracking Systems (ATS) screen out or reject an 
estimated 70%or more of the resumes submitted either because 
the documents don't reflect the desired qualifications or are 
formatted in a way that the system can't read.

The Resume
Scannable Type

“Knockout” Keywords or Answers
• Legal and Logistical – able to work in US, geographical area
• Basic Qualifications – Do you have X degree or license

Hot Match
• Analyzes and rates applicants against job descriptions
• Rates match at 50%, 75%, and 90%

https://www.thebalance.com/what-is-an-applicant-tracking-systems-ats-2061926


Word it out

Job Scan

The Resume

http://www.worditout.com/
https://www.jobscan.co/


LinkedIn



LinkedIn
Moving due to a permanent 
change of station or transitioning 
from the military?
• You now have access to the 

most powerful jobhunting tool.
• SECO and LinkedIn offer military 

spouses moving due to a PCS 
and within 6 months of 
separating from the military 
access to a one-year LI premium.

1. Profile Views - Shows 
everyone that has viewed 
your profile in the last 90 
days.

2. InMail – 5 InMails per month. 
Can be carried over.

3. Advanced Search – Fine 
tune your search for people 
and companies.

4. Open Network – Allow 
anyone to connect with you. 

5. Competition Level – See 
where you stand before 
applying

6. LI Learning – Access to 12K 
courses



LinkedIn

Users with complete profiles 
are 40x more likely to receive 
opportunities through LinkedIn 
than someone with an 
incomplete profile. 

1. Your industry and location
2. An up-to-date current position (with a description)
3. Two past positions
4. Your education
5. Your skills (minimum of 3)
6. A profile photo
7. At least 50 connections



LinkedIn

1. Professional Picture
2. A LinkedIn Banner
3. Customized URL
4. Header with Keywords
5. Summary that is catchy
6. Experience with numbers and accomplishments
7. Volunteerism
8. Skills and Endorsements
9. Recommendations
10. 200+ Connections
11. Engagement



Your Job Search

Do recruiters want quantity 
or quality?

Do you want to apply for 
job where everyone else is?

Indeed is the best place 
to find the most jobs. 
However, it is the worst 
place to apply for jobs.

Use it…but separate 
yourself from the 
competition



Your Job Search

Why does LI dominate in 
this category?

Is this where you should be 
performing your search?

This is where you should 
put your time and energy. 
It is where the recruiters 
lurk and where they are 
spending their money.



Your Job Search
Let’s say you are looking for a 
position with a company…



Your Job Search

Premium Account Standard Account



Your Job Search

Ask for the Referral

• Edit the message 
to show your 
qualifications.

• This could increase 
your chances 11x



Company Research
Need to know about the company:
 Mission statement
 Company culture
 Industry events/forecast

Where to find the info:
 Company website
 Glassdoor.com  - Interview questions and 

employee feedback
 LinkedIn
 Social Media -- Facebook, Google+ and Twitter 
 Like or follow the company to get updates

LinkedIn



Cover 
Letters
 Highlight abilities

 Display Company 
knowledge

 Personalize every
cover letter

 Your sales pitch -- a 
MUST!!



Cover Letter Writing Tips

Introduction: Keep it brief
 If no name is available, avoid

Body:  Summarize qualifications
 Include numbers and specific 

results
 Use paragraphs and/or bullets –

choose style that best showcases 
the information

Closing:  Establish expectations for 
next step

 Be assertive yet polite
 Indicate follow-up



Write a Winning Cover Letter

Four approaches:

 Traditional: Briefly state why you are writing

 Interest-Piquing: Start off with impressive 

information to grab immediate attention

 Drop Names: Let referral do the work.

 Who You Are: Important to communicate in 

every letter.



Thank You Letter/Card
Often  overlooked!

 Shows your genuine interest
 Reminds the hiring manager to contact you
 Send after every interview

 Be brief
 Send within 24 hours
 Use e-mail as last resort



Social Recruiting

If you have a good version of your resume, do hiring managers 
really care whether or not you have a LinkedIn profile? 
According to a new study, the answer is an overwhelming YES!!

http://fortune.com/2019/01/02/linkedin-2019-trends-skills-jobs/
https://www.resumego.net/research/linkedin-interview-chances/


Social Recruiting



Congratulations –

You are on your way to creating outstanding 
resumes that will enhance your career brand.

Now it is time to Network!!

Contact us for:

 One-on-one resume reviews
 Attend our other workshops
 Go to Networking events 

and Job Fairs
 Participate on LinkedIn
 Pay it forward



ICE Comment Card

Please take a moment to tell leadership about 
the wonderful services offered at the A&FRC

https://ice.disa.mil/index.cfm?fa=service_provider_list&site_id=525&service_category_id=6&dep=*DoD
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