MIDOCEAN

PRESENTATION AND
WRITING SKILLS
lecture No. 9
BY
Dr. Manal El-Sayed




|
MIDOCEA

51001 el iy slls ol oL

Buildmg Careers and Writing Résumes

www.midocean.ae



M'DOCEAN Test your knowledge for the previous lecture

1. Describe the three-step writing process and explain why it will help you create
better messages in less time

2. Explain what it means to analyze the situation when planning a message

3. Describe the techniques for gathering information for simple messages and
identify three attributes of quality information

4. Compare the four major classes of media and list the factors to consider when
choosing the most appropriate medium for a message

5. Explain why good organization is important to both you and your audience and
explain how to organize any business message
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q. Finding the ideal opportunity Adliall dua Bl o gl \\
2. Define your personal strategy. Apadll) i) fud 2aa Y
3. Know the Employer prespective Jaadl ala Je o Y
4. How to conduct your internet AN el Galdd) Gl of o) 4 £

research.
v 3 % ¢u=‘ “w.w -G
5. How to build your network
AN & el %
6. Planning your résume
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Finding the Ideal Opportunity

in Today's Job Market
agall Jardl (3 gmu (A 410l dua il Sl

\. J
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B Personal Strategy

*Get Organized Laliia ()Se |

Get Started GY) Nagle

‘Be Persistent ) yaliia Se |
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N Personal Strategy

*Get Organized

Q  Your job search could last paal ddda g e Sliay a3
many months and involve Badnia Ll Craaly g el

multiple contacts with dozens
of companies.

Sl @y g

O  You need to keep all the &= u“‘ ‘E‘w‘ ) G“.“ -
details straight to make sure pds (A sl 3 ydila Jualdil)
you don’t miss opportunities sUad] QLSS ) gl Ll Cuy ods
or make mistakes such as 3l o) gie oylasd e
losing someone’s e-mail e i o ar
st gl La (il N

address or forgetting an o3 ‘f‘”ﬁ :

. S 94
appointment.
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*Get started and be persistent
Eﬁfm S 9 la

Start now and stick to It.

Even if you are a year or Sa aalgoWiy O
more away from Cr S gl ale g o cuis
graduation, now Is not too Gbaad) G unld ¢ ALY
early to get started with oy B sad) oY) A0 6y
some of the essential hbadsl) g dual) alga
research and planning tasks Ay
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MIDOCEAN Write Your Story
Slilad LS|
-
*Your Passions iz e
*Your Skills Sb) jlgae
*Your Abilities Sl yade
*Your Experiences Sl jlade
*Your Objectives Safaale
- J
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d Take the time you i g edgd A O
have now to explore the ceNWiaY Y ddsid gl e O
possibilities, to find your passion, cdidd e jgall QO

Q Identify appealing career paths. Aoliadt Ld Bl Gl eadlt 3223 0D

\. y,
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eessal |_Write Your Story s

(l:l Begin by writing the things you are

Lvaaiia Lgale cuil A1 pLaEY 408, fay) EI
¢ LgShia Al e gl

A sa B lsa o ol ,a8

Al A jlasall ¢ Lgdlaal ) Jgasl)

_ Jaliauall A Aol & 5 oA jlasadl ¢ Y1 Sa
so far, the path you want to follow in the future g

passionate about,
1. the skills you possess,
2. your ability to help an organization

reach its goals, the path you’ve been on
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Perspective
Performance $13)

Reliability 48 g ga

Motivation 8lal)
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companies take risks with e hlas s L
every hiring decision il gl ) 8 s

K Many companies judge asad S pdll el [
the success of their recruiting DA e il agga zlad O
efforts by gquality of hire, Baa gdal (mlila ¢ Cadi il 3asa O
a measure of how closely new A al alaldal gsilisad) 2L O
Employees meet the company’s needs. )

E J
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you can take steps to present Al &l ghad AT liCay
yourself as the low-risk, high-reward LSl dulle 5 hlial) Aadilie diduay dluds
choice, as someone who can AiSay addS ¢ LAY
make a meaningful contribution to o s R O dahlusa pgals
the organization. Aaliiall

. J Y
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Buploye Purspectiv

Performance K «

your perceived ability to
Perform the job Is an
essential part of your
potential quality as
| a new hire

S By guaiall i a8
290 Ak g o)
dlaiaal) i ga pa s

L Gl ga |
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Employer Perspective

. A . . « 2w 1 2 & \\
Reliability and motivation Sedaill g 438 ¢ gl
Hiring managers
consider more Ll Al gl g aaa K4y
than just your ability to uk’ S8 3 e (e
handle the job. Aagall aa Jaladll
They want to know g8 s o g
If you’ll be reliable Lesania g U g ga () oS0 uiS 1)
and motivated
\ J
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NV Al Internet Research

(ul Den't limit your esearch o
casily avelleble seurces #L=d &= sB¥ | .

& pgnn Gty
Cempenies are lilcly fe be
sy ereative Lofas M & @@@éﬁ -
reseerely, such es o2
& B ol yof JEs ¢

inferviening thelr custemers
(o learm mere ebeut hiew (e “%‘ﬁ%

. v
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- Internet Research

about
epenings. Stait with The
Riley CGuide, \which ciiers
SCETEIES €8
eff

WeRSItes

'
I

eS8l g agd) o &y
Mol d= gaf Jo 420y
M&Mp&wo
s Lok M) BN A 08 g

Bates fioap lolbn A8 ELE

~
]

J
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‘Translate Potential dax A4S
e Skills S lgal) o
» Attributes law o
» Experience Al o
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Translate Potential

’”~

Customizing your JSI AN Gl Gaualdl
resume to each job (o2 Aaga B ghd 5 SLL Adb
opening is an important Sl g o Jard) laual el
step in showing Cibaady dlua ¢l @) ud g Silaw g
employers that your Jand) Galia Lggal g (Al Jandl

skills, attributes, and
experience are relevant
to an employer’s
business challenges.

\
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Hlrs EA[TI' Translate Potential

3 k.
the way through the ¢ DL ¢ o) ddas A
Interviewing process, you &ugy uah 7 i
will have opportunities to DA o ‘_uhﬂ‘ g

Impress recruiters by o s NI "
explaining how your L) pa A S £

general potential Q‘é%hy‘ ) Aalad)
translates to the specific RED-PUREEON]
needs of the position.

\. J
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4 5_yaluall eLA J'_'Ai )

e Target companies of interest Loy i bagiad) CAS,AY -

» Contact human resources iy i) 3 ) galls Jay) o

 Contact company managers Z\SJ.&S\ & e il e

 Describe what you can offer hag i iy e i »
« Ask to be considered for

o 8l) A Bl ab of lla) .
opportunities ol 2 B o)
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Build Your Network

o LiCads £ Ly 1
Networking
A\ LA

is the process of making informal connections with
mutually beneficial business contacts.
e Ry e L 51520 les
Aadial) Aol 4 LS eNLall
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Build Your Network Networking
g LSl el alull f

Networking takes place wherever )
g P Lyl Jua) gl a3y

and whenever people talk: ) .
roaldll &aady Ladis g

at industry functions, , .
Y  Asliall ciili g 3

at social gatherings, . .
J J ¢ A laiaV) Claandll A
- G AN Jadi ol G

Y sladl gaan (A

at alumni reunions—

and all over the Internet.
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Build Your Network

e Sl ol B
Classmates Wozlﬂgfz?ém?cts
Al Al £3 5 =
Online Sources Student Organizations
Gl i) e Jilaa ddUal) cilalaiall
Trade Shows Volunteering
4 ) L jlaal) = skl Janl
\. y,
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Network Etiquette

Protocol JsS 55 5 e
Value Aade
Judgment I Re
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T Network Ethuette

4 Protocol

Pay close attention to networking protocol:
*Try to learn something about the people you want to

tlSadd) J oS g g 1 44»‘
LA Gl GalddY) ¢e Uad alati of Jgla

connect with péa Jual o2l
*Don’t overwhelm others with too many messages or Gldlall ) Jla ) e oSl G2 AV L 5 Y
requests ély Aaldll JuaiN! 3 9 & A1 aga oS
*Be succinct a5« in all your communication efforts O3 o Jua! claglaag AN oland , Jaas Y
*Don’t give out other people’s names and contact ﬁ_m
information without their permission . . . .
. o, sl Al () (H g RSV 3 pall 451 & s o 5 Y
*Never e-mail your résumé to complete strangers cplalsl)
*Remember to say thank you every time someone . . . .. ) ..
he]ps you Lef-ﬁ ‘ﬂ&uﬂ oA ds gﬁ <l ‘Js‘: JJ“" CJ‘ A
La adl
- 4
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o Value L
To become a valued network
member, you need to be able to ¢ Sl (A Lad | g sl (S
help others in some way. The Baeluua (o 1,08 08 O
more you network, the more Gl Lals La 4l jhay AN

H 11 & o st .8 » a gpe -
valuable you become in your i (A diagd Gl N lasl

At 4 * 5" %9 A e .
network—and the more valuable A Al S dad Sl g

your network becomes to you.
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" Judgment SR
Finally, be aware that S 1 e oS <1l
your online network Sl S YY) e SliSu
reflects who you are in Jardl Glawal pl3 A ol g
the eyes of potential A guba I ¢ Cplataall
employers, so exercise NG g1 2] (A asall
some judgment in
making connections.

\_ /
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Career Counseling

= _'M_AM é@ N k
&V 41 ‘
College Career Online Career
Center Planning
A1y Agall S yall G AN e Adga Jaglads

v

N P\
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IDOCEA, Avoiding Mistakes
- cUalVy) aiad )

» Overlooking résumé errors

AN 3 el elhadl e oalzdll e
» Misspelling the hiring manager’s & o e s
name ks gl jaae and (& (S ‘

» Arriving late for an interview Ulde ol j2Y Al Jpash o

«  Tweeting something b Sl
unprofessional ranaa e S8 callal) ol et JLeSil o

» Completing application forms Sy palall Gl o) jaf a2e
incorrectly

* Not doing your own research
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Planning Your Résume

dha paldldl (adlal) Jadadls
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A résume is
A Structured, written summary of a
person’s education, employment
background, and job qualifications.
Before you begin writing a résumé,
make sure you understand its true
function—as an advertisement
intended to stimulate an employer’s
interest in meeting you and learning
more about you.

R A1 3yl
LRGN alail o giSa g pBAls | adla
Al gl) ATA (3 g Al o) 4SS
asls ¢ A B ppead) A B g2 S
OIS - Aidal) Lgidlh o) dlagd (sa
Jand) alia alaial jadad ) ciags
i 3 jall 48 jra g liliiay
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“plan S e S T eompiete

Analyze the Situation
Recognize that the purpose
of your résume is to get an
interview, not to get a job.

Gather Information

Research target industries and
companies so that you know
what they’re looking for in new
hires; learn about various jobs
and what to expect; learn about
the hiring manager, if possible.

Choose Media and Channels
Start with a traditional paper
resume and develop scannable,
plain text, PDF, and social/
online versions, as neaedeaed.
Consider other formats as
supplements.

Organize the Information
Choose an organizational model
that highlights your strengths
and downplays your short-
comings; use the chronological
approach unless you have a
strong reason not to.

Adapt to Your Audience

Plan your wording carefully so
that you can catch a recruiter's
eye within seconds; translate
your education and experience
into attributes that target
employers find valuable.

Compose the Message

Write clearly and succinctly,
using active, powerful language
that is appropriate to the indus-
tries and companies you're
targeting; use a professional
tone in all communications.

Revise the Message

Evaluate content and review
readability, then edit and rewrite
for conciseness and clarity.

Produce the Message

Use effective design elements
and a suitable layout for a
clean, professional appearance;
seamlessly combine text and
graphical elements. When
printing, use quality paper and
a good printer.

Proofread the Message
Review for errors in layout,
spelling, and mechanics;
mistakes can cost you inter-
view opportunities.

Distribute the Message
Deliver your resume, carefully
following the specific instruc-
tions of each employer or job
board website.
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( ‘Employers
o Jlae¥) laval

‘interviews
o COLLAL
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Personal
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meoceall Choose (he Medium
(] gl LB

Multiple Media
At Jailu g
Multiple Formats
o Sllyedi
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*Chronological (s o
*Functional (Al g0
*Combination 48 jie
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~+Chronological A "

In a chronological résumé, the ""Work pud g ¢ Aa 3l AN B ped) (B
Experience' section dominates and is 38, sy Aadl) 8 &2y "dand) ag i
placed in the most prominent slot. This Bl aaBBTI Lo gad JASY) ARy jhal) ga GGJ‘
approach is the most common way to 1L e &0 Lt A
organize a résumé. It has three advantages: cdg Ly e Jard) plaal (V)
(1) employers are familiar with it, Al gl adkill g gaill o g gual) Jaleyy (¥)
(2) it highlights growth and career 9
progression, and Tyl o g gl Bl (¥) |
(3) it highlights continuity and stability. 1) pald Sy uulia gl 1A ) 83N g
This approach is especially appropriate if ) gty 5 8 Audhg f U bl (S
you have a strong employment history and il Jlwa Ao aaiad Al g o J gl
\.are aiming for a job that builds on your Adigal) )

career path.
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" sFunctional

A functional résumé emphasizes skills and
accomplishments,

identifying employers and academic experience in
subordinate sections. This pattern stresses individual
areas of competence, so it's useful for people who are
just entering the job market, want to redirect their
careers, or have little continuous career-related
experience. The functional approach also has three
advantages:

(1)without having to read through job descriptions,
employers can see what you can do for them,

(2)you can emphasize earlier job experience, and

(3) you can de-emphasize any lack of career progress

. or lengthy unemployment.
\\

@ jlgall o Al ol A5 8 ) 453:\\

¢ & kY g

eb.nﬁi\!\ « Ay aSY 34l g Jaadl lasal Laas
A5 i) Belisl) claa o Jaall) 134 2S5y Aaglil)
Aom Qo1 Gl GalAdd] i ggd N ¢
peilas A giBale) (A (g g ol ¢ g8l Janl)

5 yakauall 3 0a) Cpa Sl agaal ol ¢ Apigall

& Ll A o)) gdl) (o giag Adgally dllaiall
L) e &G

OSa ¢ (Al gl Chaa gll 3p1 8 ) dalad) (g0

¢ aglal (e 4y Al liSay La 48 2 Jand) Gilawal
§ ¢ AL 4dda ol B ydd) Jo aslal) dlicay
emsgéuass%iuh A.\SL\S\J.\SL‘S.\S.M

AL ghall ddad) ol Audagll )
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"sCombination

- . - E:
A combination résumé includes Juad) S yal) Al 3 jad) (pansals
the best of the chronological and s Al ol g daie 1) CulluY)
functional approaches. ol IS aaladind by Y ¢ el

Nevertheless, it Is not commonly
used for two reasons: It tends to

¢ Jshl 558 o) ) Jaan s

be longer, and it can be g S )88 58 Ol S
repetitious if you must list your & <l lga s bl Hlad) oy clile
accomplishments and skills in Cila oY1 5 il ) ansdll (e JS
both the functional section and Aaie 1 dudada o))
the chronological job

. descriptions. 4
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