MY Promotion
· In the last two lessons, we examined the role of promotions and covered specific promotional tools, such as direct marketing, in more detail.
· Now is the time to bring all this knowledge into focus and apply it to the most prominent of all of your promotional tools: your resume and cover letter.
· [bookmark: _GoBack]As with all promotional tools, remember that your resume and cover letter are expressions of yourself. Both what you write and the non-written aspects (e.g., presentation, style, envelope, quality of paper, etc.) convey information about your product.

Five-Step Process to Writing Employment Messages

The first three steps in the preparation of employment messages are:
· Step 1. Planning
· Step 2. Writing
· Step 3. Completing
We have added two steps to this process:
· Step 4. Distribution (as in mailing out your resume)
· Step 5. Follow-Up
Breaking down the entire process into smaller steps helps to minimize mistakes and oversights. Do not rush blindly through these steps; take time to think about each one.

We will now examine each step in more detail.

Step 1: Planning Your Resume and Cover Letter
Above all, your resume is a personal promotion tool. It is designed to stimulate interest in you—in meeting you, learning more about you and getting your foot in the door.

A great resume doesn’t just happen; it takes time to write. The kind of resume that gets read and gets the reader so hooked that he or she cannot pass you up requires careful planning.

Begin your planning by:

(Click on the “+” to view the description, click on the “-” to close the description.)
	[image: ] Analyzing your purpose and audience

	Avoid simply writing and submitting one generic resume to employers. Put yourself in your audience's position and tailor your resume to satisfy their needs.

	[image: ] Gather pertinent information

	Do not overlook anything! Collect every bit of information that you can about past jobs and educational experience, volunteer work, memberships to clubs and associations, and so forth. Even if it may initially seem insignificant, you have probably gained experience that you may not be entirely aware of.

	[image: ]Adapting your resume to your audience

	What qualifications are your employers looking for? Marketing involves understanding your customer and developing strategies that effectively target them. Employers, just like customers, should be able to identify with the product. A good resume-which communicates you as a product-should be customized for various situations and employers.



Step 2: Writing Your Resume and Cover Letter
· Writing is the hardest part of all. Do not underestimate the time that this will take you. Do not wait until the last minute; budget sufficient time to write, reflect on what you have written, and to edit your drafts.
· When writing your resume, be sure to organize it so that it highlights your strengths and downplays your weaknesses. This can be done by selecting the most appropriate format. The "right" choice depends on your background and your goals.

The three most common resume formats are:

Chronological Resume: A historical summary of your education and work experience.
Functional Resume: Focuses attention on your areas of competence.
Combination Resume: Includes features from the chronological and the functional resumes.

The Chronological Resume
The chronological format is designed to demonstrate how you, the product, have progressed over time. It states your employment as well as your educational history in reverse chronological order, from your most recent position backwards. Most employers prefer this format because it is the most commonly used and because key information is easy to locate.

Is the chronological resume for me?

· This format is appropriate for people with a steady work history— with no long gaps of unemployment and who are not stagnating in the same position.
· 
· 
· This format is best used when seeking a position that reflects growth on your part. Your previous experience should be relevant to the position that you are seeking. It may not be the best format for someone who is, for example, changing fields.
The Functional Resume
This format does not focus on any particular sequence, but rather emphasizes transferable skills you have developed throughout your life. It offers a lot of flexibility, allowing you to focus on specific qualifications for the position you are after, while downplaying any weaknesses. The benefit for employers is that they can easily see what you can do for them in terms of competence.
Is the functional resume for me?
· This format is appropriate for people with gaps in their employment history, recent graduates who may have little or no job experience, and people who wish to change careers or industries.
The Combination Resume
The idea behind the combination resume is to include the best features of the chronological and functional formats. It highlights your skills while providing a brief history of your job experience. Notably, this format is used the least because it tends to be longer and potentially repetitious.
Is the combination resume for me?
· This may be appropriate for individuals pursuing higher level positions in their current field or looking to increase responsibility.

MY Skills
Many people are unaware of skills that they may have picked up along the way or feel as though they lack the qualifications needed to apply for a certain position. In order to identify your skills, you need to look for them in the following areas:

(Click on the “+” to view the description, click on the “-” to close the  description.)
	[image: ] Job-related skills

	These pertain to skills required for a specific job. An accountant, for example, needs to know how to prepare financial statements and post journal entries. When asked to list skills, job skills are often the first thing (and sadly, sometimes the only thing) that come to people's minds. If you lack specific job skills, don't give up-employers look for other skills as well.

	[image: ]Adaptive Skills

	These refer to personal characteristics. Examples include honesty, flexibility and self-motivation. It is not recommended that you compose your resume based solely on these characteristics, but employers do look for them. They may, for example, want to know if your personality matches the organization's culture. Use them sparingly.

	[image: ]Transferable Skills

	These are skills that can be transferred from one job to another. They are important for everybody, especially those who are seeking a new career or position in a new industry. Transferable skills include communication, research and planning, human relations, organization and management.



Composing Your Resume
After you have organized your thoughts and decided on a structure, chronological or otherwise, you then need to sit down and actually compose your resume.

When composing your resume, always keep the employer in mind. For instance, given how many resumes employers receive, your resume probably only has less than 30 seconds to make an impression. That is why it is important to understand how to capture attention quickly.

· Be sure that your resume is written simply and concisely. Opt for short sentences and get right to it; avoid fluff that is ultimately wasting the employer's time.
· Leave out the word "I"- it is implied.
· Although space can be limited, do not use vague or general terms such as "etc." or "same as above".
· Use active statements: it is much more impressive to use lively action verbs that highlight your skills and knowledge. Here are some examples:

[image: ]
Major Sections in a Resume
At the very least, your resume should include:

· your name and address,
· academic credentials,
· employment history.

A good resume could also cover:

· Extra-curricular activities
· Languages spoken and written
· Computer skills
Awards obtained

Academic Credentials

As students, your strongest selling point is your education.
· Discuss it thoroughly.
· Include any classes you have completed that are:
· - relevant to the position, 
· - skills you have developed as a result, 
· - academic honors you may have received, 
· - and so forth.
Note: After working in your field for one year, education becomes less important and work experience should be given more emphasis. 

Include the name of the university, the city, the degree, and the area of concentration.

Employment History
When listing your work experience, call attention to skills and responsibilities that are most likely to satisfy the employer's needs and qualifications for the position. Include:

· Name and location of the employer
· What the organization does
· Your position/title
· How long you worked there
· Your responsibilities
· Your significant achievements or contributions

Extra-curricular Activities

Although your education is your strongest asset, do not neglect the important leverage that extra-curricular activities can offer. Out of two equally well-educated candidates, the one with demonstrated skills and accomplishments from such activities is likely to win over the prospective employer.

Consider including categories such as:
· Internships
· Languages
· Computer Skills
· Licenses
· Certifications
· Affiliations and Associations
· Volunteer work
· Participation in competitive sports, etc.
Express your achievements and involvement in these activities in such a ways as to make the unique skills and abilities that you gained obvious to the reader.
Although you may have gathered enough information to include all of the possible categories on your resume, don’t do it! As a rule of thumb, your resume should not exceed 2 pages, so be sure to selectively include only the information that is most relevant to the position that you are seeking.
MY Cover Letter
· The purpose of your resume is to get employers interested enough to contact you for an interview. The cover letter, or application letter, is intended to get the reader interested enough to read your resume.
· The cover letter tells the employer what you are sending, why you are sending it and how he or she can benefit from reading it.
· Submitting your resume is necessary, but not sufficient. The cover letter serves as another promotional tool that can perform tasks that the resume cannot.
· Cover letters can serve as your competitive advantage: this is your opportunity to differentiate yourself from other candidates. While your resume presents a summary of your work experience and acquired skills, the cover letter permits you to show off some of your personality traits. The cover letter is also a showcase of your writing skills.
· Unlike resumes, cover letters allow for descriptive, persuasive and longer sentences. They provide a customized format for information relating to that specific industry, company and position. This is why a cover letter can effectively stimulate interest in the reader.
Cover Letter Components
Typically, a cover letter contains a heading, three paragraphs, and closing salutations.

The Heading 
At the top left corner, include the following:
· Date of letter
· Contact person’s name
· Title 
· Company Name
· Address
Subject Line: 
Opening Salutation (e.g., Dear Mr. Smith,)

The First Paragraph: Why Them?
· Besides being the introductory section, the first paragraph shows the reader that you have done your homework. Here you should demonstrate knowledge about the organization. You can make references to their products and services, their corporate culture, their reputation or recent accomplishments. Express interest in the organization and explain why you want to work for them. Be sincere.
· State how you learned about the job opening. If you are sending a solicited application letter in response to a job posting, state the position. In the case of an unsolicited letter, you should still be specific by describing the kind of opportunity you are looking for.
The Second Paragraph: Why You?
· State a specific skill or ability that you possess and that is required for the position and then structure the paragraph to prove your point. Do not simply copy this from your resume! This is the time to sell yourself: why should the employer hire you? Differentiate yourself from the competition by emphasizing your unique talents or areas of expertise that are relevant to the position.
· If you are sending a solicited application letter, be sure to make references to any skills or requirements mentioned in the ad.
Your goal is to show the employer why he or she should hire you.
The Third Paragraph: Let’s Get Together
· The closing paragraph is where you take initiative and request an interview. Be sure to maintain a friendly yet professional tone and show your eagerness to work for the organization. Include an action-oriented sentence to solicit a response within a specified period of time.

Closing Salutation
Include a closing salutation (e.g., “Yours truly,”), your name, your signature and the word “enclosure” which refers to any attachments (such as your resume).
MY Cover Letter Tips
· As with your resume, the cover letter must be written with a focus on the receiver. It must be tailored to the specific job that you are applying for.
· Avoid opening salutations such as “To whom it may concern” and “Dear Sir/Madam.” Always try to include the employer’s name, title and department. 
· Make sure your spelling, grammar and sentence structure are absolutely perfect. 
· When responding to a job posting, if you lack any of the specified requirements, don’t be discouraged. Try emphasizing transferable skills, for instance. 
· Refer back to Lesson 9 and the tips for writing effective direct marketing messages.
Getting Blocked?
Have you already tried to write a cover letter? It can be a difficult process. You agonize over each word, you doubt yourself, you second-guess everything you put down. Here’s a little exercise to help you get going. Imagine that you had to write a letter of recommendation… for yourself! Go ahead, try it. This exercise should help you to write about yourself. After you have tried it, try writing your cover letter.

Step 3: Completing Your Resume and Cover Letter
· As eager as you might be to send out your resume and cover letter, you need to take the time to revise both documents. Make sure to proof-read them and inspect the final copy for printing glitches, ink blotches, etc. There is nothing more upsetting than mailing out your resume only to notice a typo or a printing glitch
· Ask a friend or family member with good grammar and knowledge of your langugage to proof-read the documents for you. It is always a good idea to have an extra pair of eyes to look over your promotional material.
· When you proof-read your documents, read them in the normal manner once (from beginning to end), then read each document in the opposite direction (from end to beginning). If you follow these instructions, you are more likely to catch mistakes or details that were overlooked during your first proof-reading. This is because when we read in the normal manner, our minds often play tricks on us and complete sentences for us or see what we expect to see in lieu of what actually lies before us on the page.
Step 4: Distributing Your Resume and Cover Letter
Now that you have carefully planed, composed and revised your promotional material, you need to send it out.


Recall our coverage of networking and direct marketing. All of those e-mails, addresses and contacts that you have been collecting are going to be useful now. Here are a few tips to keep in mind when producing and mailing your material.


Production:
· Use a laser printer to print your resume and cover letter.
· Use top quality bond paper.
· Use white or egg white (light cream colored) paper.

Mailing:
· Don’t fold your resume and cover letter. 
· Place cover letter on top of resume. Invest in a nice paper clip (the plain metal one can leave a mark) to hold your cover letter and resume together.
· Place both in a high-quality business-size envelope (8.5 in x 11 in). 
· Make sure that you use the correct postage. 
· Name, title and address (including company name, department name, street address, office or suite number, city, province/state, postal/zip code) should be identical to the information on the cover letter. 
· Personalize envelope in a way that invites the reader to open it and to place its content on top of his or her ‘to read’ pile. 
· If you really want to stand out, send it by courier, or drop it off yourself. If you have been referred by someone in the organization, have them deliver your application.
Step 5: Follow-Up
Following up on your mailing is an important step for many reasons:
· First, if the employer’s mind is not made up, a well-executed follow-up can turn the decision in your favor.
· Secondly, even if you have already landed a job, following up on your other leads and mailings is simply good form and can be considered another aspect of networking: you never know when you might cross paths with these people.
· Follow-up may be done by phone or by e-mail. If you do it by phone, here’s a tip: people are usually more receptive on Fridays (either morning or early afternoon), as they are typically in a better mood.
· A follow-up call is just like any other sales call: you need to be prepared. Make sure to have all documents and information with you and rehearse your call beforehand if you are nervous. Organize yourself and keep a log of the companies/clients that you have called back and when. This will ensure that you do not double-call or forget someone.
· If you cannot get the person to commit or give you a firm answer, ask him/her when you can call back, when you can expect that a decision will be made, etc.
If you no longer want/need the position, make sure to call or e-mail the person just to let him or her know of the development in your career. You can end the e-mail or voicemail with a simple phrase like "I do hope that we have a chance to meet (again) and perhaps work together in the future. Thank you for giving me the chance to speak with you." This leaves a good impression that may be useful to you in the future.
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