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Introduction






Learn the complete process of writing resumes
for oneself and others. Learn how to conceal unemployment, and
unfavorable employment, how to use non-paid employment to an
advantage, the process of interviewing, answering interviewer's
questions and more. This book is designed for all job seekers.
Writing cover letters, answering job ads, where to look for jobs,
and tips for interviewing are included in this book.







PART
ONE: AN INTRODUCTION






Seeking and securing the job of your choice
actually becomes a game, a game in which the rules must be played
right--from beginning to end (to writing the resume to securing the
interview to writing the follow-up letter)--if you want to win. The
first rule is the resume must be written properly.

Why? Because a properly written resume is a
necessary marketing tool to getting the job that you want. It has
the power to stir a potential employer's interest in wanting to
meet you. However, if the resume is not good enough, it can cause
this potential employer to toss it aside. Employers and employment
personnel use resumes as an effective way to screen applicants for
interviews. Although many resumes are received every day, few are
impressive enough for the applicant to be considered for an
interview. Now, with the help of this book, you will be able to
write a good resume without paying the price of a costly
service.

To have a good resume written by a resume
service can be costly, with an average price being from $50.00 to
$100.00 for a one page resume; and almost double that for a
two-page resume. The resume service does not guarantee you will get
a job; it only supplies you with a supposedly wellwritten resume,
based on the information that you supply. Then, whenever you'd want
to look for another job, your resume would need to be updated, and
additional fees would be charged. A major disadvantage to using a
resume service is that the resume tends to look like it was written
by someone else, and not by you.

Using this book can save you money in two
ways. First, it is much more inexpensive than most resume writing
services. Second, it is reusable. The book is designed for job
applicants of all levels--from the high school graduate, to the
doctorate degree holder, to the woman re-entering the job market.
You may use this book as many times as you wish, and for as many
different jobs as you wish.

Included in this book are resume forms,
samples, directions, guidelines, and self-inventory sheets. The
inventory sheets are helpful in gathering all pertinent information
and to arrange it into a working format for your resume. The
inventory sheets also aid you in reviewing your strengths,
weaknesses, and skills, and in gaining confidence in yourself.

A good resume is of great importance and
can't be over-emphasized. It projects a picture of you to the
potential employer. It presents to him/her you strengths and
accomplishments. It tells him/her that you can do the job. With the
help of this book you will be able to prepare a good, effective,
impressive resume.







AVAILABLE JOBS






A good resume prepared with the help of this
kit could get you one of these positions (and more).

Account Analyst

Account Executive

Accountant Assistant

Accountant Manager

Accounts Clerk

Activist

Administrative Assistant

Administrative Secretary

Administrator

Advertising Manager

Aircraft Mechanic

Appraiser

Architect

Art Director

Artist

Assembler

Athletic Director

Attorney

Auditor






Bank Teller

Banker

Billing Clerk

Biologist

Bookkeeper

Broker

Budget Analyst

Buyer






Campaign Director

Carpenter

Caseworker

Cashier

Chef

Chemist

Chiropractor

Claim Examiner

Clerk

Clerk-Typist

Coach

Collector

College Professor

Commercial Artist

Commercial Banker

Community Organizer

Computer Operator

Computer Programmer

Construction Worker

Contractor

Copy Writer

Counselor

Credit Manager

Customer Relations






Data Processor

Dental Assistant

Dentist

Designer

Detective

Development Assistant

Dietitian

Doctor

Drafter






Economist

Editor

Electrical Engineer

Electrician

Electronics Engineer

Employment Counselor

Engineer

Executive Secretary

Executive






Fashion Coordinator

Fashion Designer

Figure Clerk

File Clerk

Financial Analyst

Flight Instructor

Freelance Artist

Freelance Writer

Fund Raiser






Gardener

Guidance Counselor






Hospital Administrator

Hotel Manager

Human Resource Director






Industrial Relations Manager

Insurance Claims Adjuster

Interior Designer

Internal Auditor

Inventory Control Manager

Investigator

Investment Analyst






Job Guidance Counselor

Journalist

Junior Accountant






Key Punch Operator






Laboratory Technician

Landscaper

Lawyer

Legal Assistant

Librarian

Loan Processor






Machine Assembler

Machinist

Management Trainee

Manager

Market Researcher

Marketing Manager

Mechanic

Mechanical Engineer

Media Manager

Medical Technician

Merchandiser

Metal Worker

Meteorologist

Model

Musician






Naturalist

Nurse

Nursing Assistant

Nutritionist






Occupational Therapist

Office Assistant

Office Manager






Paralegal Assistant

Payroll Clerk

Personnel Interviewer

Personnel Manager

Personnel Recruiter

Photographer

Photojournalist

Physical Therapist

Physicist

Placement Officer

Police Officer

Printer

Production Controller

Programmer

Promotion Specialist

Psychologist

Public Accountant

Public Relations Consultant

Purchasing Agent






Real Estate Agent

Receptionist

Reporter

Researcher

Restaurant Manager

Retail Manager

Rewrite Editor






Sales Manager

Sales Representative

Salesperson

School Administrator

Secretary

Social Worker

Staff Nurse

Stenographer

Supervisor

Systems Analyst






Tax Accountant

Teacher

Technical Writer

Travel Agent

Typist






Underwriter

Urban Planner






Vocational Counselor






Warehouse Auditor

Word Processor

Writer







PART
TWO: INVENTORY WORKSHEETS






Use the following worksheets in preparation
for writing your resume.
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ACCOMPLISHMENT INVENTORY SHEET






List any accomplishments that you have made
on a job. An accomplishment is something that happened due to your
being there. Examples: new services that you provided, or perhaps
you made a contribution to profits or efficiency, or set up a new
filing system. Include any non-paid positions--volunteer work,
internship, and apprenticeship positions should be included.
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ACQUIRED JOB SKILLS INVENTORY SHEET
List your desired job by title; the skills that are required for the job; and
the skills that you have already acquired. Do this for each job you desire.

JOB TITLE.

SKILLS REQUIREDSKILLS ACQUIRED

JOB TITLE.

SKILLS REQUIREDSKILLS ACQUIRED
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