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Seeking a job is a multifaceted
process that Is part research,
part performance, and part
roller-coaster ride.

The job-seeking process

What is the job-seeking process? adilag o Jgwanl dules u.% La
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Involves six stages dal e Ca

1. Exploring, T SV By |

2. Researching, el 2

3. Applying, el 3

4. Interviewing A4

. ’ Aalidll 5

5. Follovx_/ln_g up, m sl 6
6. Negotiating,
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Stage One: Exploring LS 1 A 9Y) Ada sl
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The exploring stage begins with
you, the job seeker. During this

cBlas CHLESILY) A o fa
o2 P dae e Uialy clibin

stage, you will need to explore CLaiul )zt dila al
both yourself and potential laiaal caitls gl 5 eluds
careers. AN LS o
¢ Self-Exploration Ligall CaLESHL) o

s Career-Exploration
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Self-Exploration

It means to know yourself!

Take time to explore your goals and

) Al LS
leluds oy O iy
laaa] CalaSiny A ¢d gl 3a

priorities. il gl ol
Here are just a few questions you OS85 () gy ) ALY oany <L)
should consider: g
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= What are you best at?
= What do you enjoy doing the most?
= What motivates you?

= What salary range do you need to
live the lifestyle you desire?

= |s a family-friendly career a priority
for you?

= Would you prefer to work in a
large or small organization?
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Stage One: Exploring il 1 oY) Ayl
4 \ A
Self-Exploration 31 il
| 0 .
It means to know yourself! [ENETY
1 Alist of what you do not like il A 4ni Y Ly 4aild O
in your life& yourself lodi b g
3 A list of what you want to be 548685 O i Ly Al
or have 4Slias

 An action plan
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Career exploration requires you to: olie Aigal) oK) Il

» Research opportunities in your Do b a0 Sl
major that correspond with your ENIN ORI E NN
goals and priorities. RECTRPP

» Do some investigating. laaall amy el ja) e

* Interview several people in that line Oo il g SOBa el 0] e
of work and find out what the job Lo 28 ey Jlaall 1o (8 Gl
involves. Jeall ade (5 5haiy

8 ool ) ALY - 5k .
G5l 5t Aagall o8 il 13) Le pan

1 e et i A e A glaa o

e sl ol g saad 3add Jlal

» Ask guestions that will help you
determine if this career lines up
with your goals and priorities.

 Try shadowing someone in the

field for _a week c_)r two. | Al ransy il % e Gaaall e
« Seek an internship that will allow o8 HLAAY miasl agd y sk
you to develop a clearer Aigall

\_understanding of this career choice. J\_ Y,
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Stage Two: Researching ¢aad) HAEY) Ads yalf

4 - X h
The resefarchmg stage of th_e e b Candl Ala e ) S5
job-seeking process comprises s i e Al g e Candl
two components:

 Researching openings
 Researching potential
employers

5 e Ll cailds gl e Casall o

Crlaiaal)
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Stage Two: Researching ¢aad) HAEY) Ads yalf
g Researching openings 'S . , A
. . Jaadl pa 2 (e Cal)
1- Mistakes you might make sie e i 3 il sUba Y1
when researching for a job Aads s e Caadll
1.1 Not Utilizing Career ) sa (pe BalELY) a2 1.1
Guidance Resources gl 4 il
Most colleges have career CilSa e QLISH alara (g gins
guidance offices with beneficial 88a 3 ) ga L (g 4 0

resources for the students. It is sac Lusal “—&ﬂ ety @kl
advisable that you seek help Y Sl oda (a
from such offices because they Cpniae (pldia Geanadie sl
have dedicated professionals Aigall lilpaas s sy
who are ready to guide you

through your career challenges.
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Stage Two: Researching ¢aand) A SN dda sal)

r i s\ SRR
_Researchlnq_openlnqs Leall b o Cia

1- Mistakes you might make when|| e 1S5 5 a8 il gUaa¥iog

researching for a job dads g e Cuandl
1.2 Not searching in the right Syl (A& Gl axe 1
places daaall
Most graduates research for jobs in oo oAl Qlef Gy,
the yellow websites (non-real o sbuall ad sall 8 uilh

Y (i) e )

websites) because they have a lack . , N
Gl (85 all ) o5 8

experiences In searching right and

' _ _ e b L) Callay Tyl A e

« S0, Begin by_asklng help from: clara i ieal) bl Sl ye o
« Career planning centers or career o o sigal) il s gl
services, career placements, career Gl LY ¢ Sigall ol
development, or career consulting. Aigall

« Job fairs b il (e o
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/" 2- Researching potential employers
2.1 Before Applying steps

Think about this stage of the job-seeking
process as job researching, not job
searching. You are not simply searching
for vacant positions. You are researching
positions and companies to find the right
fit between your skills and desires and
their needs and opportunities.

take a few moments to research the
position and the company. This research
not only will help you determine if you
truly wish to apply for this position with
this organization but also will help you
down the line when you customize your
résume and prepare for your interview.

4 Cplaiaall Jaad) Gl i g8 iagll-2
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a8 s e 53 i€ 13) Le s
s cnend Aalatll 538 pe cuaial 13g]
sie Jiiuall 8 Wyl dlaclu
Mamiey) g A & i janadl
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Stage Two: Researching ¢aad) HAEY) Ads yalf
/ 2-Researching potential [ Jand) Gl i o Eiadl-) A
employers Leiaall
2.1 Before Applying steps asill J8 e <l slad 1.2
Begin by researching their pandlsa (Bl
websites, but remember that the O J5}3 OS5 A g SN
purpose of company websites is to SIS Al @l ga o sl

s dalaiall Jra g4 405 5iSTY)

make the organization look il
g\.@_'\ L;ﬁ e Y Al ¢l

appealing, so you do not want to
PP g,S0y Sllia s

end your research there. , T
ten ho works f o e patt e
nterview anyone who works for Jlax g 5 4] f Agiall Aadaial

the organization in question or has it dalaia S W e

a_similar type qf pc_)sition \_/vit_h a S5 Lo Jgall
different organization for insights.
\_ J\_ y,
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Stage Two: Researching ¢aad) HAEY) Ads yalf
( 2-Researching potential '\ i clice dadly
employers laiaal
2.1 Before Applying steps asill J8 e <l slad 1.2
 Begin by researching their
websites, but remember that the agadl ga 3 Candly ol o
purpose of company websites is O SN (Sl e 5 iy
to make the organization look SIS Al 18l ga o sl
appealing, so you do not want Aalaiall Jaa sa 440 I

e YAl s gas

to end your research there.
JELIE AP

* Interview anyone who works ;
.. . : 3 Jaxy Ul gl alleay 28 o
for the organization in question Lﬁ&ﬂ o 3 < AR T‘
- - - - -~ j -
or_ has a.5|m|Iar type o_f p(_)smon Ll 3 cumial (e Jilas
\_Nlt_h a different organization for G e J 1 saks
Insights.
\_ J\_ y,
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Stage Two: Researching ¢aad) HAEY) Ads yalf
 2-Researching potential | jayclice dadly
employers - laiaall
2.1 Before Applying steps i) Ji Le ol a1 .2

 Other sources of information that may
be helpful include the Chamber of il slaall (5 HAY) jlladl Jadis o
Commerce, Better Business Bureau ¢yl 48 je saude <5 8 )
reports, the College Placement Annual, (e rand (ii€a o )\E
Public libraries and career centers have o aada gill (g gl il
valuable information about employers, Aalall liSal) (g it 5 (LIS

including companies’ annual reports to e Dl glan o apda gill S) g
shareholders, reports kept by local A (8 Lay edand) Slasal e

chambers of commerce, trade journals, ) Aaiall dséjﬂ @M\Ljﬁﬁ\
and business indexes. bdias s Gparlsal )
QM\}&W\'&J@‘LA}L@_\

el pisa s cdy il
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Stage Three: Applying Résumeés

| The Job-Seeking Process
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A0 B ) a5 AN Alas yal
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\
Characteristics of good Résumé

Highlighting your skill set.

Shows how you fit this position and
this organization and highlights the
skills you possess relevant to the skills
required by the position for which you
are applying.

Select a format that will highlight your
strengths and downplay your
weaknesses.

Customize your résume to each
position and organization.

Should be no more than two pages and
must be visually appealing.

r

pauad) AN B el ailad
il Gl leal) Ao sana )l
aidl 13 GliagDla (a0 el
Slo ¢ suall Jalusi o dalaiall 528
Aalaiall 5 gShias 3l ol gl
0 Aagda gl 2 ) el

“ el ansis
L e o geal) Jalog G pia
oz Lalay e May g ol 68

JS AN &b panadty o8

O a5 (india e 2 3 Y sy
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Types Résumé 'S ) ; A
Chronological A s £ g
* This i1s the most common form " b""‘ A ‘ "}y “‘"l“"'d,‘ e
. WY ( SS.HJ" -
and probably the easiest to R o A
‘enare AlaeYl 8 e S
prepare. S Lo Bl A0 5 ) S5
e The chrpnologlcal résumé s puiis iyl 5 Jaxll g )
emphasizes employment and/or S i) i gis pualial
experience history, listing ) _(g o il s Gl )
elements in reverse Lala U ade JSA 1
chronological order (i.e., your codll il ol o) aaall ey Al
most recent experience first). B33 53na Jae 3_pd agaal
 This format is especially useful
to new graduates or those with
limited work experience.

\_ I\ Y,
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A0 B ) a5 AN Alas yal

ﬁ'vpes Résumé A

Functional (skill-based)

This functional résumé emphasizes skills
and attributes that can be applied to a
variety of employment situations.

Your skills are broken down into categories
that quickly communicate to employers
what you can do for them.

This format is useful for candidates without
direct employment experience or for those
who wish to work in fields unrelated to
their academic major.

r

A5 B el £ J.zi

(ub‘.@.d\ s M.u.d\) dadls gt
LA:%L)S\@.\\JM o)..p.u.“ 52 JSJ.\
CSay Al Glaall g @l el

(e Ao 5iie Ao sena o Leluk
Janll (e ga

i Lo Jeall laaY de
e@JA‘ (e 4 aldll

ol Cpnd yell dida Buatil) 1A

S Jaall 35 ,00a 55 gl Gul
2 Jardl (8 0y sae o Cpall Sl GY
peanadty dari jo e DVl
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Stage Three: Applying Résumes — 45id) 3 yuud) agads ;AGNEY dls yall

Types Résumé \ “ R
Combination A0 5 ) ) gl
dAzaaal)

For many candidates, a

inati @ pand yadl e el il
combination of elements from the < ‘fﬁfj"fj O Sat At
Gl (e palic Gu aaeall

chronoll?glcaltand fulfcil:Jlor;aI L 1 Ao 3l A 5y
résume formats works best. il el s
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| The Job-Seeking Process
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. informatian

Begin your generic resumeé by
listing your contact information.
You should include your name,
address, phone number, and e-
mail address.

You should make certain the
address you provide will be valid
throughout your job search.
Believe it or not, many
prospective job seekers are taken
out of the running due to
problems with their contact

Y,

/Sections of Résumé X A 3 el aludi
Contact information Juaiy) cila glaa

Aad) I O o Tl @
Jemi¥) e shee 150
ol Aalall

o) paa®l G cany o
O sie s il o ) 5 &l gie
(s Ay

O sidl o) e 2SUE ) oy o
Al () sS4 (53
Adl g e eling 3 5 Jlsh
Aein) 2y ¢ 3ual Y S 3aa
Calaiaall cpfialil) e el
& JSLie iy Jae e
e LalAll Juaiyl LL\.A)L.Q

o Ak e Jsasl
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Stage Three: Applying Résumes — 45id) 3 yuud) agads ;AGNEY dls yall

‘Sections of Résumé Y A0 o) alodl
Contact information Juaiy) cila glas
« An e-mail address such as Jia S 3 ol gie ) e
“partygirl2010” is going to land S swmpartygirl2010" "
your résumé in the trash. ol A s Je ) S
Addresses like these are Jie O LS S0lagall 4l
unprofessional as well. Al yia) e (pglial) o2

* Choose an e-mail address related S 3 sie Al e

e S0 5 clendy Uas ya
Ay Clus 4l

el 5 STy

to your name, and be certain to
check your e-mail account
regularly.
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sentence declarative statement abou
your career goals.

The benefit of including an objectiv
IS debatable. Some people argue it
can be beneficial and has been a
résume standard for years.

Others argue that since the objective

‘Sections of Résumé AYd A 3 el aludi
Objective and summary geddall g ciagl)
An objective is a one- or two- adt Gl e 3le Cargl

IS clear (to obtain the position), ther
IS N0 need to waste space stating the
obvious. Many resumes have move
away from the objective to a

s Oilas 5l Alaa (1 055
A ylal) sanlal) o) Auigall lajaal
(Al A8 Caagl) et e
Bl 1 5l (IS 285 128 ()5S
3 s AT e Sas .l sind 50
Jsanll) sl 5 Cangll oY 15k
Sy el D ((dida gl e
By il gl €3 8 daludll

e Al )l e aad) Chaxdyl
Gl lgall adle I Caagll

lawadl g
Y,
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SEO and SEM skills, attention to
detail, and a solid online marketing
background looking to obtain a
position of SEO Specialist with

‘Sections of Résumé AYd A 3 el aludi
Objective and summary gedlall g Ciagll
Example 1: 1 JEA
Highly motivated individual and a Bymin s Wl Guania (ads
certified digital marketer with strong =~ 2° Sl olees el M

a8 Al 4l g (Jualdilly aigy g

pllaiy s i Y e (G sul)

Cuaic Jde Jgpasll )
XY Z company. fa ) IS jaa pand ilad]
XYZ. 48 & A

\_ J\_ Y,

o Ak e Jsasl
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knowledge of Google Analytics and
Adwords, and 4 years experience in

campaigns seek the role of Online
Marketing Manager with ABC Inc.
to provide thought leadership and
Implement best practices for digital
marketing.

developing and managing marketing

'Sections of Résumé Y A 5 pued) Lol
Objective and summary gedlall g Ciagll
Example 2: 12 JEA
An MBA with specialization in 51 finale dala (gruy
online marketing, working ¢t et e Jee Y

\_ Y,

43 yrall 5 e Yl e (5 sul
Google gl yu dulasll

5 A 9 «Adwords sAnalytics
51y sk (A5 4

U ganll ) s gl i lanll
e Gl pde Guaie Slo
ABC Inc. 4S_d & <u yiy)
il i S 3Ly
(N (B il Sl laal

Y,
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A0 B ypead) agals SAENEY A J.d\

/Sections of Résumé )

Education

. biology). )

If you’re a recent college graduate, your
education is, in all likelihood, the most
Important thing you want future
employers to consider, So your
education section should be displayed
prominently.

Include the name of any college or
university from which you have
graduated or that you are currently
attending.

Don’t list high school education or high
school accomplishments.

List the name of your degree and your
major (e.g., bachelor of science in

r

A 3 el aludi

sl

e pan Umala g 2 i€ 1Y)
wal s dlalad 58 Of ol
Janll Claal dniiay o) 2 5 ¢
i 130 a8 ey 3
JS i Galad) adladl) ol (e
; ; BB

Radls 5 RS (o1 ol (a8 o
s Loy o 5 i can 33

) ) 51 (5 ) e 3 3 Y o
REPRWELIN | -

Heaadiy didlgd aul zlodh 8
o052 (Jhal) daws o)
(sba¥) ale sl
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'Sections of Résumé Y AN 5 el aludd

Education et}

«  You may also wish to state a minor if panadi K3 b Ua e i .
you have one. Include the date of a8 2l el K1) o b
graduation. A g (penal

 You may also wish to list some relevant pan gl el e 58

J .Alall cld il gall

a8 (Aalal) AglAll 5yl al 2l
L@J\ A8ie) L,%:'M )y gall & G\JJ}.}
Gandl dlee oW Alia Cld ) o5 28

courses. For the purposes of the generic
résumé, list all the courses you think
may be relevant during your job-

seeking process. TR
. _|f your GPA is a 3.0 or higher, include o 3.0 (oS llsaa S 13
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Education
Unversy of Houston

Sping 2013 - Expected Graduaton D August 2016
Bachelorof Asin Communicaon
36 GPA
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Stage Three: Applying Résumes — 45idl) 3 yuud) agads 4G s J.d\

Sections of Resume ' AAN 3 yaaad) @ms
Xperience 5_aAll
»  Asection on experience is a standard Saks "J’j" o= \Tj‘ il L:’:
part of the résumé. . M\J JJC:A:i j:;u
. ) ] u*‘ﬂ“‘..”id 5 X ! 5 cﬂj .
As you advance in your career, you will anil] 13 (i O eyl

most likely label this section as Ll s dandl L35 0 jlsiel,

employment experience, which vv_|II et e 2 L o) S
take precedence over your education. oA abiadd Al el pay o

 Yet, for most college graduates, a3 3 5All el ld (LK)
Including relevant experience, not just A (Jaall 3 a Jadd ol g Al
employment experience, is more O sind) aladind o) sald STl
beneficial. Using the general title A ey "Aliall @33 Al ALl
“Relevant Experience” allows you to On omis) Ao sana Gpanials
incorporate a broader range of (Gla slzall
Information.
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Sections of Résumé Y4 A 3 el aludi
mployment Experience dadds ol) 5 ,ual)
If you’ve been lucky enough to work at ot d“"j S L“bti‘;i““\ ‘:i;‘

a job that’s relevant to the position N }J ‘; d; N “:j\ il

you’re seeking, prominently display d ub dS::A o i

i . . S PP s eligla s bl g
that experience and your job duties. .For Lol Ul b a3 )5S o ecls
most college graduates, however, this G s A aliand]
will not be the case. st z ol o8 Al o2a 3 o
In this situation, list the class projects, U aae llae 5 ey yi g cJuail
your internship, and your work with the 3 B aall" sl g laial) ale
Sociology Club under “Relevant LBl andilie caad LS ("Ll
Experience,” as previously discussed. 308 JS Joa Jraldlll (gany Jac
Give some details about each
experience

PAN
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Stage Three: Applying Résumes — 45idl) 3 yuud) agads 4G s J.d\

Sections of Résumé Y A 3 el aludi
mployment Experience dadds ol B J.mn

d&u\.huydhsc_whu&é\d\
adh lgall (ornd Al A gLy il
GA“‘AMJ d.ud\ u\SA C\JJ\J

 If your work history is not directly
related to the position you are pursuing,

« list the place of employment, jOl? title, s il gl s ) 5 il )
employment dates, and some skills you 23 b LS 3 ol el
acquired at this job. Even if the job is Aak ) S5 13 s A )
not directly related to your career, you Sl jpeay e JS 1 e
likely gained or honed some skill(s) thatl] i i) olif Jaiaall ped diigall
will make you a more appealing aaiv Al ) jleall (pary Ciliia
applicant. Anda i) Lot
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AR 3 ypeal) apas (ZENEY syl

Sections of Résumé 'S A B ppead) Lo
Kills il gl
+ Hard skills, Azl %ﬁ‘ y
are those of your skills that you’ve Lﬁ-‘“ﬁ & ‘—“JL&A‘JLG“
acquired through deliberate effort. e J@A'w ol
They can be learned, taught, and s Ll Leaslels Lt
’ A Lalll Sl ) el A
measured. E>_<amples qf hard skills e Aa Al 4 ety
mclude_E_ngIlsh, Spanlsh_, HTML, 5 il S 5 yil) il
copywriting, data analysis, SEO, S e e g i) e
SEM, and others. SIS jaa e G sl g Caadll
L e dadll

\_ J\_ y,
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Sections of Résumé N\ A5 5 ol @MP
Kills g
o Soft skills, Gac W) Ol jlgall o

S leal) a5 s AT daals (e
Calan &g 5 Uali ) dac il
o La eb 2 8l dpadd
s A Al s A8 ol jla

on the other hand, are closely tied to
one’s personality traits. They arise
from your previous experiences and

the environment you grew up in. S o o3 (S5 5 Lok
These could be your leadership, S e o) dddeal g1 duaLal
communication, or other Loy gAY addll Jalaill
Interpersonal skills. Examples of Ja sdecUll ) FUATEAN
soft sl_<|ll_s mclude_: pro_blem_—solvmg, algall 2ax3 5 yia slall 5 OIS
negotiating, multitasking, time W e g (gagall g Bl 30l
management, presenting, and

others.

\_ I\ Y,
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Stage Three: Applying Résumes — 45id) 3 yuud) agads ;AGNEY dls yall

Sections of Résumé S A 5l ALl
wards il
Include an awards and honors DA gl o ) ol 8

Ll S 13) g iy Sl
alia )3 CulS g Badata 2 8
s dhal IS 1) uaialy

Al il S5

section only if you have multiple
listings and they are relevant to the
position.

If you have Academic awards and
honors.
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Stage Three: Applying Résumes — 45id) 3 yuud) agads ;AGNEY dls yall

Sections of Résumé Y4 A5 5 e ?M‘\

Hobbies i)

As for hobbies, do not put a hobbies o A (Dl sell dailly Ll
b lalaial g eyl sell U

and interests section in your
réesume. If you do have a hobby or
Interest directly relevant to the
position, work it into your réesume
as a skill or experience. Otherwise,
leave it out.

Ll il 1Y) Al o
5l Jagi e alaial ) 43 58
Gl ja (A Llenad 288 ccuaiall
Nl 5 A ol 5 jleaS A3
LA LS Al
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Stage Three: Applying Résumeés

AN 5 _ppeal) g ;5NN Al J.u\

‘Creating visual Appeal )
A balance between text and white
space. Too much white space
Indicates a lack of qualifications.
On the flip side, too much
Information jammed on a page does
not make you look more qualified.
Instead, it makes your réesume

r

difficult to read, which makes you Anla Bl
less appealing.
\_ J\. Y,

Ay py Al g-‘a

labowall g Gadll o) sl
sliand) claliall yuii slianll
e 0l el s ) 5350
Cilaslaall 3 5K o o AT Lals
Sllaai ¥ dssall e daS) yiall
e Jani L) o Slaals ST gas
Lea AilAll @by 3e) B Cnnall
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Stage Three: Applying Résumes — 45idl) 3 yuud) agads 4G s J.d\

'Creating visual Appeal S iy il Q-h
Remember, a résume is a snapshot. ce b oke ATl 5 ) o SN
You can’t include every detail of IS Cpanat i€y Y Ay yu ddasl
your life, so make sure to include G XU A celiba Jualss
the information that is most relevant Lo SV e glaall (ppana
to this position at this organization. Axbiall 228 & Caaidl g
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Stage Three: Applying Résumes — 45id) 3 yuud) agads ;AGNEY dls yall

‘Creating visual Appeal Y4 Iy s Aila &\Q
The font you select for the text of o JUiaS Al Jadll 6Ky (o)) e
the résumé should be 12 point—no Y - ddasi 12 A8l 3 jeudl (yail
less than 11 point if you need more dalay ciS 13} 4l 11 e oy
space—for easy reading. el Al A sl - 8] Aalia )

a il o aay dadll lidl aie

When selecting a font, you want to S
J Y Arial Jie 4l da gadll

stick with standard fonts such as T N Helvet
) ] . ImeS New shelvetiCa 35
Arial, Helvetica, and Times New i
. oS Jaill slaalRoman
Roman to ensure easy electronic i
el
transfer.
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Stage Three: Applying Résumes — 45idl) 3 yuud) agads 4G s J.d\

‘Creating visual Appeal Y4 Iy s Aila Q-‘“
As for parallel structure, decide on ald (4 ) sl Al il Ll
a heading system, and keep it adlisl e Jadla g ¢ slie aldas
consistent throughout the resumé. If 13) A1l 5 ) eladl anen
your first major heading is bold, 14 Ly oY) (ot l) il gie S
point, and all capitals, then all gy Al 14 pang ooy e
major headings should be bold, 14 O8O <8l o Y|

Doy At I o gliall aaes
gran g Adhadi 14 aaas (g o
Sl CasaY)

point, and all capitals.
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Stage Three: Applying Résumeés 4l 3l 3.1 a8% LAANEY Ads J.d\

'Creating visual Appeal 'S s duila &g

*  Whichever format you select, S (o A L;gx\ dm\ oS Ui
remember to use that format throughout alul aaan A& Gl 13 alasiiu
that section of the résumé. AN Byl

* It’salso critical to edit résumes, ‘
applications, and cover letters carefully. AN ol o pad Uyl pgall a0

> iti TR 4 Aoliay asaail) cllad 4 <
« It’s also critical to edit résumés, Agling eaiill ilildad 5 ol

applications, and cover letters carefully. A el g a3 Uil agdl) (30 o

« Spelling errors seem to jJump off the iy il llnd il
page at potential employers. If you want B ALY) olaa¥) o s o
to be considered f.or an interyiew, your e 6;3 e ¥ CF;
resumé can contain no spelling errors. bl 1Y cpldinal Jael

o) aY dasd i 8 il g4 o
i s (5 5in3 () gty Db ALl
Al eUad] e dgial)
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Stage Three: Applying Résumeés 4l 3l 94433 4G Ads J.d\

'Creating visual Appeal Y s Aila &B
* Electronic résumeés should be prepared FIRPRN NI ).u.d\ dlac) Cany
In common programs, such as Jie daild el alasinly
Microsoft Word. Microsoft Word.
«  Scannable résumes should be g
simplistic; so avoid any decorative fonts| ALEN 830l 0585 O g e
or graphics. ) it W Adagusy (A pudall el

- - - a_\é . . ,.u i_L .
« For electronic applications, you’ll most AR lasmy 5l basha

likely be cutting information from your e ity SSIY) il Al o

resume gnd pasting it into the o il sl (i o 55 (o eyl
application. the information presented L) 3 Liaal A3l o yun
should still be concise and relevant. fasial e slaall o e

Ala Q\JJ 5 A 94
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Stage Four: interviewing

| The Job-Seeking Process

Jead) ALiGa = dayl 1) Lla jal

‘Before the interview: 'l L) g8
Although securing an interview is AR s O e a2 Ml e
an exciting milestone in the job- Sl Alee 8 1 e | Slad) amy
seeking process, you’re still e JI Y bl V) dah s e
several steps away from being dyasll (e Gl shad 300 a2y
hired. To land the position, you e Jpasll Aadadll e
must do two important tasks: Ofagas bl clile Caagy gyl
* Preparing uu‘%*
* Practicing ; )

\_ I\ y

o Ak e Jsasl
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
‘Before the interview: 'S ALl g
* Preparing paadl)
ou can never be 100% certain Aoty 13S0 ) o5 o 10T iy Y
bout what’s going to be asked 2L 4s )k 2t Les %100

uring the interview, but you can I pedtll li€ay (€5 (ALl
ake some educated guesses. T ) '

. : (Y )
e certain to practice both AL ALY e ol e K
ehavioral questions and traditiondl ;1. &) Casci el Ay
uestions. Behavioral questions ) sal) pa el 8K A L
xplore how you have handled pas AlaiaY) el il ¢ dal
ituations and ask you to respond t PR RPN

ypothetical situations.

Y,
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
‘Before the interview: 'l LG 38
* Preparing il .
Scripting Answers Ayl duis
The purpose of practicing is not to 13aid Ll a3l e i all
uess the exact questions that will 1 ‘u‘;“ja (u“um e
e asked—it’s to learn to il il el c‘“-‘“ 1S ol
rofessionally present important A e Jsa uﬂbn‘ K
nformation about your adaial] liae e g o !
ualifications for the position and
our fit in the organization.

I\ Y,
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
‘Before the interview: 'l LG 38
* Preparing il .

Criteria of Scripting Answers LY 4US b

1. Directly answer the question. 3 il L:“BJ‘ ool 1
2. Back up your answer with a acd daaa Jhay s acdl 2

specific example, that supports o REITEY
your answer. sl 5 48 b 4—.1\;‘%\. byl .3
3. Connect the answer back to the Agh sl

company and/or the position.

\_ I\ Y,
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
‘Before the interview: 'l LG 38
* Preparing il .

e
lothes ) o Sl
our interviewing attire is in a sensg 0 &5V (& (& Aba) Gl
uniform that identifies you as a ) ‘JJ"MS ‘5"'9“’ B )
rofessional. The main piece in an “{M‘“w T ?“ﬂ‘)j‘ kil
nterviewing uniform is the standard Al daall Ay o8 o))
usiness suit.
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
‘Before the interview: 'l LG 38
* Preparing il .
lothes Sl
or men, that suit includes a jacket sl elli et e Jla Ay
nd pants. ¢sluall 4—.“—‘3‘—}) Lglhaiy g3 yiu

kirt. Many female students £)X3 ) 3 )9 i e Cilidlall e

or women, it includes a jacket an(] Nael) Jeluafi 3 ) 435 9 3 yiuw (parial
uestion the necessity of wearing 5 =Wl YIS ¢ ua g 358

kirt. For better or worse, even in TLEN VR N S P
he 21st century, the standard =Ll (6l Gl oy il g
nterviewing uniform for women is adall g eluall duad Al GO
he suit with a skirt. . B8 &

Y,
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
‘Before the interview: 'S AL J
* Preparing opaadl) .
lothes ; T
olors: Black, dark gray or dark blug. ' <& saley sl el 10‘)”3
rands: Interviewers do not expect - “ Bele 30
o see new college graduates in Osadlall od 55 \{ A ksl f—‘uv“d‘
xpensive, designer-label suits, nor ™A ) S e
o they expect to see them in ill- <Y O3 PR 22l “—‘L’“\ﬂ‘
itting suits. When purchasing your|| ¥ s SISk (e el ‘\%M-J
uit, the fit is extremely important.|| 2 ©Y¥2 0582 egs) Q928 5%

B AN ) yd die Aaalia
A0 Hage dae Ll

I\ Y,
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
‘Before the interview: 'l LG 38
* Practicing A laall o

LS o pail) ALEa) o2l el

® Prepare for your mock

interview video just as you

would prepare for a real PR
interview. ad g «clle CJ.L:.\ O Jadiadll

® Think through the questions e Slla) alel;

you are likely to be asked, and
prepare answers for them.
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
‘Before the interview: 'l LG 38
* Practicing A laall o

Recording

* Bring all the energy to your -
mock interview video you 4 :
would bring to a real one. ; Agan sl ALaal) 5y0
® The second you enter the room plal ulail dd il Msda 3 jaay o
to sit down before the camera il Jad (il 1 palsl
recording your mock interview, || e S0 ALl lad cdaes Sl
your interview has begun. it 48 yha (A 2 plabail
Focus on making a good sl
impression in the way you
9 greet your interviewer A y
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
‘Before the interview: 'l LG 38
* Practicing A laall o
[ Watch your mock interview video Aoy 2l ALaal) g dalls o

The value of a recorded mock Aoy yadl) Ablaal) A (1S5 e
interview is that you get to see Cwe il 5 g3 Sl o Al

yourself through neutral eyes. Start i Tl 3 ; .
2l sulss A
by turning down the audio on your oRdds ) Balas (e

video and just watch yourself. Take a b gl T S paall (5 i

look at what you're wearing, and see L e 3,k Bl laad el
if it looks as good when you're sitting 9 S 1) Le Jaal g canad i
down as it did when you looked at Ladie S LS pudad Ladie Jaua
yourself standing before your ?J)A r‘l"“i C’qﬁ\j i ) < lay

bathroom mirror.

- I RO
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Stage Four: interviewing

Jead) ALiGa = dayl 1) Lla jal

‘During the interview:

While you wait,

greet the receptionist and the

have an impact on whether you are
going to be considered for the job. Be
friendly and pleasant, but not
overbearing. If you need to wait, sit
quietly (no phone calls) and patiently.

Once you meet the interviewer,
Shake hands with the interviewer. Your

wimpy.

\_

The way you sit in the lobby, the way you

interviewer, and the way you wait, will all

handshake should be firm - not sticky or

~

r

ALl DA

‘éJJUéﬁ\ f-m\

Al Ly Ldad A 4G phall )
Juain¥) b se lgy (o Al A5y Hhall
LG a5 yas 53 ad

A5 el LS dg s I A Ll
Slie ) 8 il L IS 13 L e

Y Ry caians 13905 S Y ol Adyda sl
Oty ) dalay € 13) Ualida K3
OS5 (Aila LS V) ¢ saer ulale
ABTT

cﬂug&gm‘_)a&ﬂ\%&dﬂ
Alial)

- da s dadlad) o S8 o ay 4aila
Amn ol A )l il

Y,
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Stage Four: interviewing
‘During the interview:

Jand) ALlia 4t Y1 Ala
AL A

N\

Once you enter the room,

When you take your seat, be sure to
sit up straight and avoid slouching.
You can lean forward a little to show
your interest. The goal here is to
appear natural, confident, and
enthusiastic.

Avoid any body language that could
be construed

Don’t lean back (you’ll look too
relaxed or lethargic) or fidget (you’ll
look nervous or immature) and don’t
invade your interviewer’s personal
space (you’ll look like a stalker).
Keep the social space (4 to 12 feet),
which is the distance at which we
usually conduct business.

Y,

.

A48 al) Sl ga 3 ey

ISy sl (e ST ¢ pulat Laie
) Caing g andiie

el Sl AL L) Sl
Graks 533 O 5 L gl bl
_U\.«:AASA} @\JJ

e B i Sy s A3l (gl Gaind
ol sl alaia) axe el Ll

o A e paia) Al (S5 Y
SlilS sai) ) slaall Auad &)

S 4) e lda¥) dalual e dadls
Bale Jeall
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Stage Four: interviewing

| The Job-Seeking Process

Jead) ALiGa = dayl 1) Lla jal

o Ak e Jsasl

‘During the interview:

~

Once you enter the room,

Keep your feet on the floor and your
hands positioned naturally. If you’re
not sure what to do with your hands,
keep them folded loosely in your lap
or on the tabletop.

Maintain eye contact in a natural way.
Just don’t stare fixedly at your
interviewer. That can seem creepy or
robotic. Listen carefully and smile and
nod as appropriate.

Once the interview is over, when you
thank your interviewer politely for her
time, shake her hand professionally
and smile. On your way out, say
goodbye to the receptionist or anyon
else you spoke to. j

r

.

ALl DA

43 al) ol g3 3 jaay

iy ¥ e cliesd e Lails
Lae 13t (S5 W 1) oaile g
Logy Ladiald ey alad clle Caa,

o a3 aliiad JSG Gl shae
A ala e

3yl (5 el Joal 1l Tails
O ol (3aa3 Y dad Al
e elly jay 8 AL s (5 a
(oo s 5 il 5 Aliny il GI1
LY Cn el

e OSES Ladie Allaal) elgyl APEUN
ey o s dliaall dles 5 5a
Sy Hha A a5 8l yialy Leadlia
ji d@u‘ﬂ\hﬂaﬂ\.ﬁ\dgdﬁccgﬂ
ALM\ ;Lu\ 4_1]\ Calaa J;\ UAM L5\
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
’During the interview: Y LA A

Salary Questions.
Although you should never bring up the
issue of salary prior to being offered the
position, you should be prepared in case
the interviewer asks about your salary
expectations.
To prepare, you need to:
Research the appropriate pay for the
position you are seeking. Be sure to
examine pay-scale variations related to
credentials, experience, and location.

il J s Abiad

30 1) @l ay Y all e ag N e
Y) clile dadagll (mse Ji il )l Al
g Al 8 22t clle s 43
a1 Ly clilad 5 e ALEAL LG

U'“ Guﬂ KX
o Al Sl Caniall il e
b CURY) and e B Ll e
5 _uall 5 i 3l daleiall il 5 ) ol
el s
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
Types of interview Jaad) Sl g1 g0
Face-to-face interviews il LG
Ina ser.les of.one-on-one Apail) SR (e Aladu B
interviews, Sl Al L S éJsisj s
you may feel as though you are AL dlan 5 pms cpe S o S
repeating yourself. But remember, .\55 o ;‘2\“3);5“5 ﬁuﬁ
each interviewer is hearing your Ll L jﬂ S Jsidl e

information for the first time, so
not only it is okay to repeat
yourself, it is necessary.

Sosra A ds g
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
Types of interview Jaad) Dulia g1 g3
Face-to-fa:e. mterylews Tl ) oLl
In a panel of interviewers, cnsiaall o dial

Elwaylf achknowleo!ge tbhe erdson A (aailly il yic Y1 Wil elile
who asks the question but addres Sl lia) 4as oLy Jlsad) 7 ha

your answer to (and make eye N O ‘
contact with) the entire group "‘ij ;}:2 LGJ;S : \yu—d
when responding. ' &
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)
Types of interview Jaad) c5lia £l 581
Face-to-face interviews Lol dl) oL

In an interview with other

. . (G AY) Gpad gall pa COLLE
Interviewees,

| yials clidlia aa Ll Jalas
always treat your competition wit e i &
bt ) 43 plal) () 4 fia)

respect and professionalism. The ] e
way you treat the other S >3 uﬁ:ff &
candidates is indeed part of how ot 445 ~

you will be assessed.
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Stage Four: interviewing Jand) dll8a sdan ) dda sal)

Types of interview Jaad) c5lia £l 581
Zoom interviews 2535 o Jas Blylia

e Use the mute button

G guall 23S ) ) a2kl e

 Look into the camera while P
Gaaaill oL | jualSh )

speaking e \
] u - S. o~ °

* Choose a professional i 4 N " i ,f ‘
background e MS Oe ey

il 3le]

A o i) Juall ge

Gauliall duall 33l aadind

o2 0o Sle A 7kl
ALaa) Sl

* Find a brightly lit room

e Silence your phone

* Find a good internet
connection

* Use appropriate body language

* Ask your interviewer questions
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o Ak e Jsasl

Jead) ALlGa dayl 1) La jal

r

Illegal Questions.
According to the Civil Rights Act,
employers may not consider race,
color, religion, sex, national
origin, disability, or age when
hiring or promoting employees.
Therefore, they legally can’t ask
questions related to these
categories.

~\

A gidl e b))
O Y dsad) §gaall gl G
o Gl sle) e Jaadl lauaY
Syl o Gaaadl o cpall o o
e yanll ol ABleY) ol asill
g8 i 3 Onila sall a3
z b Ll agd Hemn ¥ Ul
clagl) adgy gleii Alud
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Jead) ALlGa dayl 1) La jal

-
Illegal Questions.

what should you do?

First, you answer their guestions
Second, you answer the question
and then ask why that question
was asked at the first place.

Third, you just simply tell them
that it is illegal to ask such
questions or how this question can
be related to the job posting?

~\

Ay i@l e ALY

¢ Jads Qig*ﬁl.q

e@.ﬂ.\u\és Al &j\

Jhi & g o s
e\ﬁ.«l\gd\}uﬂ KY C).Lae.\\h
d}Y\

Ol 138 ¢S5 (o (S
fais o)) (Dol Uag
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Stage Five: Follow up daglial) ducalAd) dda jal)
4 N

Thank you email .
: gLl gSJJN\ &

Your first step should be to send a e ———s
P o oY) eligh oS5 ol g

thank you email to the :
. . I ) SN S Sl e Jl )
Interviewers within two days of Gt A AL e (il

the interview. ALE e e s

Following up email

You should send a follow up

email in case you have never
heard from the company within 14
days of the interview.

Aagiall (g A<l Wy

38 3 Jl ) e g
a)gigﬂgﬁﬁemﬁbgi\gw
e Lasy 14 (et A4S AN (e
ALl
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Stage Five: Follow up daglial) ducalAd) dda jal)
4 R

Here are a few pointers:

1. Address the person you are
emailing by their first name

2. Mention the job title of the
role you're following up about
and the date you interviewed
to refresh their memory

3. Confirm that you're still
Interested in the position and
that you are eager to hear
about next steps

4. Finally, ask for an update

sqeball) (yany L

Al Ju 3 A il lla 1
danly (S ATl Al
JsY)

Lol Al Al gl) () sie <Y 2
25,813 Cyaadd ALGAY

Guaidl lige J) 5 Y i ST 3
glow o ey s il
) &l gladld

Chans albal <1580, 4
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Stage Six: negotiation

o gl sdcalodd) dla sal)

A

Definition

Negotiation skills refers to the
ability to bring about agreement
on a decision through discussion,
S0 as to achieve win-win situation.

Before you negotiate, you need
to:

Research salary norms, as well as
benefits and other perks, for the
Industry, the region, and this
organization.

Evaluate the offer by taking into

account the entire compensation L
eackage, not just the salary. y

N

<y il

5l (I (sl ol g
D18 ol 3l ) Jea il e
Caaaatl Sl g caddliall D e
Ol = pe (08 ga

eile (a gl J8

SUXS ¢ el g M) ﬁt; & Gl
cs AN 5aaY s Ul all
Aaduiall o3 g Aiaidll 5 e liall
da ja Ble) o ga o gall ands
515 G s JalSIL iy il
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o gl sdcalodd) dla sal)

(How to Negotiate?

Help them understand why you
deserve what you’re requesting.
It’s not enough for them to like
you. They also have to believe
you’re worth the offer you want.
Never let your proposal speak for
Itself—always tell the story that
goes with It.

Make it clear they can get you.
If you intend to negotiate for a

better package, make it clear that
you’re serious about working for

t\his employer.

4 Ll \
€ ia guiii i

Agllas Lo

O g o sy o G Y

D al) it il Waal | 5in
uMdmﬁ&mY_am..jéﬂ\
) Aadll il al - 1A 4ds e
" Aaliai

Joaall O grabiivy agd) agd g
Slle

il agl a8 Juadl jmye o
L._\A\..sa KY L;JS d.ud\ u\.ﬁu J\;

o Ak e Jsasl
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o gl sdcalodd) dla sal)

(How to Negotiate?

Understand the person across the
table.

Companies don’t negotiate; people do.
And before you can influence the person
sitting opposite you, you have to
understand her.

Understand their constraints.

They may like you. They may think you
deserve everything you want. But they
still may not give it to you. Why?
Because they may have certain ironclad
constraints, such as salary caps, that no
amount of negotiation can loosen. Your
job is to figure out where they’re flexible
and where they’re not.

\_

o L JS ganied ol adiay M cliay 2

N
Coa g\ (i
Cfb Saa (e L..gﬁ‘ g7-E A e.@_zﬂ
A gty

sy Jy ¢S HAl) m olaii Y
Sle 5l e oK f b palasy)

e g iy ) 3580 gl

gty Tl oy 53 Le JS elaiay ¥ 38 S
393 Jie Aipne da Jlua 1358 () g yiy 8
e 0B Y R Y A5 el gl

& inga adliiy Ledddy ol (i gl

A g palls Lead () gy Al YLl 48 jas
A s el L 0 smiay Y 30 Y laall
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Stage Six: negotiation

o gl sdcalodd) dla sal)

(How to Negotiate?

Understand the person across the Be
prepared for tough questions.

Many job candidates have been hit with
difficult questions they were hoping not
to face:

Do you have any other offers? If we
make you an offer tomorrow, will you
say yes? Are we your top choice? If
you’re unprepared, you might say
something inelegantly evasive or, worse,
untrue. My advice is to never lie in a
negotiation.

BT ‘-5.-.‘5\
Alin] ot ol pedfidl) pe daell 4al g 28
e s s W1 0 skl | 58 dmia
Sl Liaad 1) ?Lg)';iu'aj)c Lﬁ\cﬂ.}ﬂd&»
S i b S8 sins Jgb o3 i e
Ui J 85 a8 ¢)anine 0S5 a1 13) €0 5Y)
3 el e ol gl e IS ) e
I QXY A Jispal a2
LClia glall
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Stage Six: negotiation o gl sdcalodd) dla sal)
fHow to Negotiate? ¢ o gLits g_a,‘s\
Pick the most important issues to Lele (o gliitl daal JASY) LAY 4
Negotiate. oy i Al claY) OS ddalw KM Y
Don’t simply mention all the things you Aol deaa ) G Cal il dy oo iz e
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(How to Negotiate?

Consider the whole deal.

Sadly, to many people, “negotiating a job
offer” and “negotiating a salary” are
synonymous. But much of your
satisfaction from the job will come from
other factors you can negotiate—perhaps
even more easily than salary. Focus on
the value of the entire deal:
responsibilities, location, travel,
flexibility in work hours, opportunities
for growth and promotion, perks, support
for continued education, and so forth.

BT de?
Loty Bl i
"dae ase e il ) Causall (e
Anailly il yie "l e (a glall”
Ga ESH GS1 paladY) e el
A dalse (n Sl dida gl (e dla
DS A pga ey - Lple i gl iy
elash dsball dad e S il
2 sl 5 otudl g 4 gall 5 il 5 sl
A8 il gaill (a sy Jand) el
S Loy el asleill e all 5 il 3LieY
Sl




MIDOCEAN

Thank You



