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) What is the initial amount of time an employer takes
to review an applicant’s resume?

JAnswer:
15 - 20 seconds minimum
(45 seconds maximum
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What is a résumé?

* A résumé is a marketing brochure
* A résumé markets a specific product: YOU.
* A great résumé sets you apart from your

competition...it documents your value in the
marketplace.
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How we read resumes....

* Top to bottom, left to right

* 10-second glance, most recent and relevant

Important information needs to be
found easily and quickly!
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Resume as Map: Make it easy
for your reader!

* Bold, italics, underline ¢ Order of categories
* Font size * Use of white space
* Category headings * Bullets

Don’t “lose” the employer in a maze of
job descriptions and extracurricular
activities.

T —14'&
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Resume Pitfalls: “Special Skills”

* DON'T: List subjective, vague skills

- Sample: Good people skills, excellent
teamwork capabilities, enthusiastic, hard
worker.

* DO: List concrete, job-specific skills
- Computer Skills
- Certifications
- Languages
- Skills relevant to field

www.Shamshirgar.com



* Don'’t forget about extensive volunteer or
extracurricular activities.

- Use these “experiences,” even if you were
not paid.

AAN
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* Write it yourself

* Make it error-free:
Proofread, Proofread!!!

* Make it look good
» Simple is best

* Be brief, be relevant
* Be honest

* Be positive

* Be specific

* Update it as needed
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Employers can save time and storage space by
using on-line job and resume databases
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Sample CL

¢ Dear Sir / Madam,
[ am writing to express my interest in applying for vacancies at your organization.
Based in Tehran, [ am currently employed as a engineer. at Company!

[ have a total of 6 years of full-time work experience. I believe that the skills I have acquired in the
course of my professional and educational experiences will be valuable assets for your organization
and/or your clients.

Attached are my contact details and detailed CV for your review. I would appreciate the opportunity
to speak with a member of your recruiting team in due course. Thank you very much for your
consideration.

Sincerely,

HamidReza Khanzadi
Tehran

Tel: 0098
email@gmail.com
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Video Resume — 245099 4093

Think of the video as being a pitch for
why the company should hire you.

As with a print resume,

it's possible for a video resume to
be general

or

targeted toward a particular position or company.
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Video Resume — 245099 4093
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A video resume can be created

by a professional for you
Or
you can create your own.

Sl )5 pwige — ¥

h
E PowerPoint ‘

Camtasia Studio’

~.
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Done poorly, it can, at best,
hinder your chances of getting an interview.
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