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The presentation today is comprised of two parts:	

	


           Enhancing your communication skills	


	
 	
	


	
 	
 	
Job search tips and tactics	


	


	
 	
 	
 	
 	
 	
 	
	




1. Creativity 
2. Curiosity 
3. Open mindedness 
4. Love of learning 
5. Perspective 
6. Bravery 
7. Persistence 
8. Integrity 
9. Vitality 
10. Analytical 
11. Kind 
12. Social intelligence 
 

 
 
 

First:  Build on your strengths 

13. Problem solver 
14. Fair 
15. Leadership 
16. Self Control 
17. Gratitude 
18. Optimistic 
19. Entrepreneurial 
20. Humorous 
21. 
22. 
23. 
 



    2.  Your English skills are critical ���
	




    ���
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3.  How you communicate is critical ���
���

If you want to be heard, you must: ���
	


	
 	
	


Project your voice	


	


Use good breathing techniques	


	


View your whole body as an instrument of sound:	


    - the larynx and pharynx, the mouth, and the nose	


 



Effective communication includes ���
body language���

���
	


	
 	
	
 Up to 93 % of communication is 	

non-verbal.	


	

	

The eyes communicate more than any 
other part of the human anatomy.	


	

	

   
 



An effective speaker looks like this: ���
���
	


 
  Tall, open posture and gestures	

	

  	

	

Head up	

	

  	

	

Eye contact with the room	

	

   
 
 



An ineffective speaker looks like this:	


Gestures small, close to body, or hands in pockets or on face	

	

  Eyes avoiding the audience	

	

  Standing small with stooped posture	

	




 
 
 

 
 4. Develop a resume that can be 

easily adapted for different job 
applications 



 
 
 
 

The academic and industrial CVs 
are often quite different 

Academic 
•  2-4 pages 
•  Very detailed description of education and work experience 
•  May begin with an objective or summary statement 

Industrial 
•  1-2 pages 
•  Presents your capabilities supporting the position, 
   eliminating unrelated data 

•  Must follow the 10 second rule 

•  Begins with an objective or summary statement 
 



 
 
 
 

There are key elements of an industrial CV 

  •  Convince employer that you are worth an interview 

•  Target your qualifications for a specific job 

•  Keep as brief as possible without sacrificing qualifications 

•  Use an easy-to-read format 

•  Do not lie, exaggerate or use words that require a dictionary 

•  Focus on strengths and accomplishments 

•  Keep it to two pages or less and label your second page 



 
 
 
 

The first few lines of your resume are 
particularly important for an industrial CV 

  Objective statement:  “This is what I want” 
•   Brief clear statement that outlines the type of employment you seek   

•   Must be quite specific 

Profile or summary statement:  “This is what I have to offer” 
•  Details 3-5 key strengths, experiences and interests that one has to offer 

•  Can be called Profile, Summary, Strengths, Skills or Highlights 
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Jane Pearlman 
163 Appleton Terrace 

Oklahoma City, OK 73102 
617-555-5183                          

jpearl@juno.com 
  

  	

OBJECTIVE                	

Seeking a position in a university or firm specializing in advanced biochemistry for the development of human immune system 
vaccines	

                                               	

SUMMARY                  
·   Nearly ten years of experience in biochemistry. 
·   Served as a guest lecturer in biochemistry at the University of Oklahoma. 
·   12 published articles in respected biochemistry and medical journals, including the Journal of the American Chemical Society and 
the American Scientific Review                                        
  
EMPLOYMENT   
Jensen Labs, Oklahoma City, OK 
Biochemist, January 1997 to Present	

Concentrated largely on membrane based lateral flow immunochemistry.  Worked with product development from concept through 
product transfer and full scale manufacturing.  Prepared documentation packages.  Gained valuable experience with project 
management, product launch, and gained familiarity with FDA requirements and procedures. 	

                                                                                  	

InTex Pharmaceuticals,  San Diego, CA 
Research Associate, 1996 - 1998	

Served as a research associate in the Enzymology group of the InTex Biochemistry Department.  Held responsibility for enzyme 
characterization, including catalytic and physical properties, inhibitor characterization, compound potency and mechanism, data 
reduction, and protein purification and characterization for enzyme and inhibitor characterization.	

                                	

Biomedical Laboratory Research, San Diego, CA 
Lab Technician Intern, 1991 - 1996	

Responsible for documentation of new lab research.  Served as an assistant for 10 biochemists, performing various research functions.  	

                                                           	

  
Education 
  
University of California, San Diego, CA	

Ph.D., Biochemistry, 1996	

M.A., Chemistry, 1993	

 	

Reed College, Portland, OR	

B.A., Biology, 1990	

                                               	


  
  

http://www.resumetemplates.org/templates/biochemist.asp 



 
 
 
 

An academic CV follows a standard format 

  

Use reverse chronological order 

•  Name at the top with contact information 

•  Summary or objective statement (optional) 

•  Education (including thesis) 

•  Professional Appointments 

•  Awards and Honors 

•  Publications 

•  Patents and other accomplishments 



 
 
 
 

You should avoid doing the following: 

  •   Avoid abbreviations and acronyms 

•   Never use pronouns such as: “I”, “me”, “my”,“our” 

•   Don’t use fancy fonts, binders, layouts 

•   Avoid lists of boring sentences 

•   Don’t add photographs 

•   Don’t add personal, family or health information 



 
 
 
 

5. Be able to write a compelling cover letter 

  •   Needs to be clear and concise (1-2 pages) 

•   Gives a  personal touch to your application 

•   Don't repeat what is already in your resume 

•   Sheds a new perspective or emphasizes what is in 
your resume instead 

•   Draws attention to your strengths  

•   Sparks interest in the reader 



 
 
 
 

For both the CV and cover letter,  
pay attention to details 

  

•   Proof, proof and proof again 

•   Have others proof-read and provide suggestions 

•   Convert final versions to a pdf format 

•   Make certain that it can be scanned legibly 

 



 
 
 
 

6. Help your references with their letters 

  •  Give them an updated resume or CV 

•  Provide a set of bullet points of your strengths 

•  Offer to give them a summary of your 
accomplishments  

•  Provide them with a description of the job,why you 
want it and what makes you qualified for the job  



 
“A mediocre CV (stylistically, not with respect to your 

actual expertise and accomplishments) and a lot of 
networking is guaranteed to get you a job.  

 
A stunning CV and no networking is equivalent to 

playing lotto.”  
                   Kevin Foley, Ph.D 
 
 
 

7. Networking is important as the CV-   
especially for women  



8. Create a positive internet presence for 
yourself and career advancement 
 
 
•  Your online presence will eventually replace a 

resume. 

•  Use your website presence to communicate 
your competence and aspirations. 

•  Use your website for networking with others. 



Additional reasons for a website 
 
 
• Having a website makes you “findable”. 

• Helps you to establish your “personal brand” 

• It shows that you have skills to develop the 
website and confidence to show it publically. 



It can be a very simple form: 
 
 



9.  Prepare for a good interview 

In person 

By phone 

On-line 



Make the most of your interview 

•  Develop strong, clear and concise answers to the 
most common questions 

•  Do your homework about your potential employer 
and be ready to ask questions 

•  Learn to speak in a strong and authoritative tone 

•  Practice eye contact, a firm hand shake, positive 
body language and careful listening 
 
 



Practice common interview questions 
1. So, tell me a little about yourself. 

2. What type of a job are you looking for? 

3. Tell me of a challenge you have overcome that 
    demonstrates your creativity? 

4. What do your consider your strengths?  Weaknesses? 

5. Why do you want to work for this company? 



Practice common interview questions 
6. What motivates you to do a good job? 

7. How do you work under pressure? 

8.  How would previous co-workers describe you?  

9.  Where else have you applied? 

10. Do you have any questions you want to ask me? 



Practice an interview session 

Divide up into groups of 3 
 
Designate an job seeker, an interviewer 
and an observer 
 
Using the job scenario, conduct a 
practice interview 



Preparing for a phone interview 
•  Keep your resume in clear view 

•  Have a short list of your accomplishments 

•  Use a land line 

•  Be ready to jot down any notes, names  



During the phone interview 

 Smile 

•  Speak slowly and enunciate clearly 

•  Use the person’s title 

•  Give short and concise answers  

•  Avoid simple yes and no  

•  Avoid silence - if you need to think, say so  



Preparing for the on-line interview 

•  Use a hard-wired internet connection 

•  Prepare as for an in-person interview 

•  Dress professionally 

•  Choose a professional environment 

•  IT troubleshoot and practice 

•  Arrange the camera for your eye level 



During the on-line interview 

•  Sign on 15 minutes early 

•  Display confidence as much as possible 

•  Speak directly into the webcam 

•  Relax and show your personality 



Follow up after the interview 

•  Thank the interviewer for giving you the opportunity 
to interview 

•  Provide any additional comments about what you 
learned from the interview 

•  Add a sentence or two stating why you are well-
suited for the position    



10. NETWORK 
  
           NETWORK 
 
                   NETWORK 



          Advancing in your career 

• Make the most out of feedback and criticism 

• Get out  and make contacts 

• Its not all in the paycheck 

• The way you look and talk matters 

• Avoid meltdowns 

• Don’t assume the workplace is fair 

• Don’t assume that your good work will be noticed 

• Don’t ask, don’t get 

 
 



Launching your Career: 
               Tips and  Tactics for Success 

• Preparing for the job search 

• Creating a strong resume or CV and website presence 

• Helping your references write a compelling letter 

• Network, network, network 

• Practice interview questions 

•  Follow-up after the interview 

• Develop strong negotiation skills  

• Understand the dynamics of the workplace 

 
 



The COACh website provides a base for networking, 
resources, surveys, news, workshop activities etc. 
 
 

http://coach.uoregon.edu 



COACh International   - iCOACh 

  

HCMC 


