Perfect Your Resume
& Get Noticed!

Sonya Lee - President of Mowie Media, Inc.

Hostess: Kara Sullivan
March 2, 2016
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Sonya Lee, President of Mowie Media

- Launched Mowie Media in 2006

- Works with in IT field with startups, entertainment
studios and corporations

Specializes in Product Development - UX & Creative

Founded non-profit animal rescue group

Works closely with entrepreneurs

Responsible for building teams
- Public speaker (General Assembly, USC) A




¢€It's not
bragging
if youcan

back it up. o,

Muhammad Ali

- Not an autobiography

- Does not guarantee a job offer
- |s a job search tool

- Not to please your parents,
friends

- Not about your personalit )
The purpos OL# apresume |¥ to provide

a summary of your education, skills,
abilities and accomplishments. It is a
quick advertisement of who you are
so hiring managers can get a sense of
whether you'd be a good match for a
position.



Coverletter, who reads them? Everyone!

A cover letter provides
detailed information on
why you are qualified for
the job you are applying
for. It provides
additional information on
your skills and

experience.
1 Lke you. Types of cover letters
- Prospecting
>
Do yov [; Ke me: - Application
= [ - Networking
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What goes in a cover letter?

Details your interest in the company or organization itself
Shows written communication skills, spelling and grammar
Highlights the contribution you can make to the company
Communicates your career plan and vision

2 N =

When writing it, be sure to:

- Be familiar with the company's branding (spelling, taglines,
competitors, market, product)

- Don't regurgitate your resume on your cover letter

- Do get someone to review your document

- Show a different perspective on your strengths &
WEELQIERER

- Don't oversell or undersell yourself
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Job vs. Career.

l
N 74

JOB vs CAREER

A Job is work for pay. Can mean A Career is a lifelong path where your education, goals,
short term success, learn new skills vision, interests intersect. Means long-term success and

and income. continued learning. Deepens values and sense of purpose.




U GsconeworngAcscery
Finding the right career

Research your options, realize your strengths,
acquire new skills and have the courage to be

curious.
- Passion or profits?

- What do you love doing?

- What inspires you?
- What is your purpose?

- Long term goals?

- Where do you want to be in 5-10 years?




U Csconemorng Acscery
My right career: Mowie Media

Web designer in entertainment. Loved solving
problems, skilled in visual creativity, Photoshop &
organizing people, projects and things.

- Love innovation, creativity and helping others

Embrace creativity and problems solving.

Chose a path that combined passion + profits as a
UX expert & product strategist

Make a change in the world and growing
personally

| see myself constantly learning and sharing my
knowledge.

Cisco Confidential



Crafting Your




Talloring your Resumeé

PATRICK HLOOM

Customize the resume for the intended:

- Corporation = T
. Small business e

 Startup
* Internship
Make it relevant by updating:

« Work Experience
« Revamp your supporting bullet points

« Communicate skills that may be needed in that
environment




What employers look for in a resume \

- Who you are (Name, contact info objective experience, accomplishments)
- What you have done (Job history, length, professionalism)

- What you can do (Can you spell? Skills? Associations?)

- Who you want to be (Career choices, commitment to roles)
- Employer will spend an average of 15-20 seconds reviewing it
- Demonstration that you are the best candidate for the position

- Relevant experience and evidence of achievements

- Grammatical or spelling mistakes

Cisco Confidential



_ RENEE C. CALDWELL

6500 Riversipe Drive, Art. 422

R.CaLDoy

Basic styles of a resume

OBJECTIVE

Chronological (Lists most recent position first)

Administrative Assistant

Functional (Focuses on skills & experience, good for EDUCATION
changing careers or filling gaps in employment) A Offce Administration s Tochelogy

Date of Graduation: June 2003

Combination (Lists skills and experience first) SKILLS
Enowledge of 1_"1 ¥ r:.i :

What to list? e

s per minuke
al commumnication skills

Degrees, majors & minors

Academic awards, honors, recognition & education

sk for midsize manufacturing firm.
swering and routing all incoming

Class & team projects
REFERENCES

Certifications, seminars, study-abroad experiences
and special training

Submitted on request




Tips for a resume

- Email Address

- Use a professional email such as Sam.Smith@gmail.com

Not letsgetjiggy@gmail.com, sizzlingsummer@hotmail.com, hotmama555@yahoo.com

- Accomplishments & Career Progression

Identify accomplishments unique to you not just job generic descriptions. Be accurate.

- Education
» List your current studies, major and minor. List GPA over 3.0

« Copy proofing Check for spelling & grammatical errors

« Formatting Check to make sure that it's easy to read and digest. On work !

« Action Verbs http://career.opcd.wfu.edu/files/2011/05/Action-Verbs-for-Resumes.pdf

© 2015 Cisco and/or its affiliates. All rights reserved
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T|pS er a resume Welcome to the
6-Second Resume

Challenge

- Don't center everything
- Don't use too much white space
- Don't use the same type weight or size

* Include your name & contact six seconds
information keep or trash

- Be concise and clear with your Does that seem possible?
objective & bullet points Let’s test it out!

- Be consistent with punctuation

- Make sure margins are not too small

- Don't use Papyrus or Comic Sans!




A
=~
W |

The Application

~s

—
p—

-—

A
=
"

4




What to do before you apply

- Be pro-active

- Research the company

- Know what they're looking for

- Be prepared to answer relevant industry questions
- Have personal references handy

« Proof of work status

- Understand the job position you're applying for

- Check your personal brand and online presence!




V\WVhat to do after

- Determine best method for follow-up

VA

- Always make time to follow up no matter how busy you are
- Create a job log to keep a record of your job search & follow up Small details

- Continue to follow up regularly, but don't over do it make perfection,
but perfection is

no small detail.

- Be available to answer calls or emails, consider developing a script

- Make notes or create an outline of what you'd like to say (new
accomplishments, training or awards)

Michelangelo

- Know when you're ready to start |
- Be prepared for a short screening phone interview I
- Thank the hiring manager for taking his/her time and ask about next steps.




CONTACTS

Really A !

¥o Whom It May Concers

-Xamples el 0 —— T

Klaudia Petrovna

By the way, 1 «
working, please feel me

QUROL Gire, when will vou pay me, Please PAY me after v

THOMAS A. EDISON,
LIGHTING DESIGNER
1883 4™ STREET #2B
MENLO PARK, NJ 07305
(201) 555-6917

PROFESSIONAL EXPERIENCE:

2002-03 SEASON: RESIDENT LIGHTING DESIGNER,
FLORIDA TEENY TINY THEATER (SARASOTA, FL)

2000-01 AND 2001-02 SEASONS: RESIDENT LIGHTING DESIGNER,
TERMITE STAGE COMPANY (WESTCHESTER COUNTY, NY)

——— = DATE THEATER PRODUCTION DIRECTOR

) 9/01 TERMITE STAGE KILLING TIME 6. MARCONI
. ’ N 11/01 TERMITE STAGE THE COUNTRY GIRL J. GUTENBERG
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° cargocolective.com/blackphant B4 analourenco.zs@gmail.com
W twitter.com/anamlourenco Q (4351) 914 069 069
@ behance.ner/blackphant A& Oporro - Portugal

blackphant.cumblr.com o0 25 July 1901

Earth Condominium ODD Design '

Filming volunteer , Virctual company ,

Oporto - Portugal ' Graz - Austria '

\ 1000 1 . A
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Arts & Graphic Industries  Digital Arts and Multimedia  Information Design
CIC - High school degree ESAD - Bachelor FH-Joanncum - Erasmus
Oporto - Portugal Oporto ~ Portugal Graz - Austria

I'm passionate with Arts &
Design. 'm organized and |
love try new things and
improve my skills. I've no
problems with travelling or
team working,

[luscraror 2000 OGOROTS Premiere L L L L L RN Tablet (L L A A X R J
Photoshop 00000 OOS 3ds Max 000001 Mxintosh 0000000000
Indecsign o000 0G00® Cinema 4d L A J Windows 0000000000
Flash 0000 Aftereffects 900000

Dreamweaver @ @ Soundbooth © 900000
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CURRICULUM VITAE % 4 September 2012
JOHN DOE Don’t date your CV!

Don’t include pics!
PERSONAL DETAILS x Font too fancy!! x

Gender: Male

Mobile: 0822519024

BB pin: 65Y48FT9

Email: hotbody@gmail.com x hotbody?
Pets: 3 Dogs x so what?

Medical: Diabetic x No relevance

TERTIARY EDUCATION

2008 to date; Univarsity of Cape Town, Cape Town x Spelling Errors??!!
Degree: Bachalor of Business Science (B. Bus. Sci)
Major: Marketting

WORK EXPERIENCE
I did a large amount of advertising work for company Cupid
between 2007 and 2010. | left there because my boss sucked. x
Reference: Harry Sparrington (Manager)
0846987541 No Bad mouthing allowed!

SKILLS & COMPETENCIES S—
PR R

Can drive fagdistances x Random! ; F Zgl is




Gillian Jones

24 Beech Road, Blaby, Leicester LE8 7GX
Mobile: 0776324716
E-mail: gjones@leics.ac.uk

Career Objective

Forward-thinking and confident media graduate with well-honed communication skills and proven
ability to build relationships, seeking an entry-level position in public relations.

Education

2008 - 2011 2:1 class BA Communications, Media and Society, University of Leicester
Relevant modules include: Advertising, Culture and Communication, Media
Audiences, The Media in Britain, Media, Identity and the Popular, New Media and the
Wired World, Analysing Communication Processes

2004 - 2008 Trinity Upper School, Mottingham

A Levels - English (&), Sociology (A), Psychology (B)
GCSEs - 11 GCSEs, grades A* - C including English and Mathematics

Relevant Work Experience
Summer 2010 Internship, Hopwood PR Agency, Leicester

a Tasked with writing press releases, speaking to journalists on the telephone, organising photo
shoots.

a Managed agency's Facebook and Twitter accounts and posted content on the website blog.

a Supported Agency Deputy Director in a project on behalf of a national client to help produce
publicity materials and initiate a social media campaign.

a Gained insight into what skills are needed to establish a successful PR career by talking to staff.

2009 - 2010 Features Writer, The Ripple, University of Leicester

a Conducted research for articles and wrote pieces to reflect some of the typical issues and concerns
facing students at university.

a Carried out proof-reading and presented ideas to the editorial team for forthcoming editions.

a Required effective time management skills in order to meet tight deadlines.

Other Work Experience

2010 - 2011 Bar Staff, The Watering Hole, Leicester
a Popular drinking venue within central city location, constantly interacting with customers during
peak periods.

a Entrusted with responsibility of cashing up not long after starting employment, making sure that
the tills balanced and takings were correct.
a Demonstrates capability to work in a fast-paced environment faced with competing demands.

2008 - 2010 Sales Adviser, K Shoes, Mottingham

a Worked as part of a team to help achieve set monthly targets which consistently delivered on,
earning our team best sales team in regional area.

a Advised and assisted customers, recommended products and new stock, maintaining a friendly yet
efficient service.

a Took charge of running of shop floor and supervising other junior sales assistants, delegating tasks
when shop manager was redeployed to other stores.

Helen Shaw
43 Black Lane, Brighton,
East Sussex, BN23 4M.J.
Telephone: (07700) 900893
Email: Helen.Shaw@aiimail.com

| PROFILE:

A highly motivated and enthusiastic graduate with a good knowledge of the alterative Indie
and Rock scane, Excellent exposure to the dynamic music industry and the vanous methads
labels use to promote music / bands / artists, including innovative new methods of promotion
that reach a wide audience at minimal cost. Able to use own initiative and work as part of a
team under pressure to meet challenging deadlines / objectives. First-class communication
and ocrganisational skills with the will and determination needed to succeed.

| MAJOR ACHIEVEMENTS:

+ Successfully promoted the Warner Music label and its altenative Indie [ Rock bands
and artists at large and small venues in the South East and at major UK festivals,
which included both V and the Reading Festival, plus the NME Touwr.

Publicised new bands / artists and headline acts, including The Streets, The Killers,
Futureheads, Bloc Party and the Ordinary Boys.

Eamned promotion to Brighton Rep for Warmer Music and Wild UK, managed tour
cover, identified suitable venues for album launches based on the target audience,
and distnbuted new releases o local bars / shops / cafes and obtained feedback.

Reviewed gigs, albums and singles for the University of Sussex student newspaper
and produced articles for Joyzine an online music website, which included both
reviews and interviews.

Shadowed a Warner Music Street Team Co-ordinator at the London HO:, and was
responsible for recruiting members of the street teams to cover bands touring in the
UK and produced detailed instructions on how to provide tour cover.

| EDUCATION / QUALIFICATIONS:

BA (Hons) 2:1 in Geography, University of Sussex, Brighton, Oct 2006 - June 2009

+ Studied a broad range of courses in the School of Social Sciences and Cultural
Studies, alongside the major Human Geography courses. Developed an ability to
undertake seff-managed studies, planning and organising time effectively to meet
deadlines. Learnt to promote own point of view in a range of different environments.

4 A-Levels, 5t Vincent College, Gosport, Hants (all taken June 2005)

+ General Studies [A] + Environmental Science [E]
+ Geography [B] + Biclogy [B]

9 GCSEs, Brookfield School, Southampton, Hants (all taken June 2003)

English Language  [A°] + Physical Education [
Double Science [A, A] Geography [A]
German [A] Maths [E]
English Literature  [B] Resistant Materials Technology  [C]

& 15683 = 2010 BradieyCVs co.uk = professional CV / resume service, plus FREE advice on CVs / resumes




LEO ROCKWALD

1 Main Street, New Cityland, CA 91010 | | C: (555) 322-7337 | example-email@excmple.com

SUMMARY

Goal-oriented Nutritionist and wellness professional focused on conducting detailed nutrition consultations
and creating personalized medal plans to meet the needs of each client. High-achieving professional with
advanced knowledge of human anatomy and physiology.

EXPERIENCE GOOGLE | YouTube Usar Etpnrmncn Daesign Intern

HIGHLIGHTS

One-on-one consultations
Recipe development
Total wellness focus
Exercise

Screenings

Healthy cuisine expert
Advocate for organic foods
Gluten and dairy free diets
Vegetarian health expert
Meal planning

CARNEGIE MELLON HCIHI

Interaciion Desigrner
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EXPERIENCE
09/2008 to Current Nutritionist
Cunyon Villa Spa - Phoenix, CA
Instruct clients in proper meal preparations and diet therapies.
e Educate clients about the long term health benefits of balanced diets and
exercise programs.
e Create new recipes based on local, organic, and sustainable food sources.
e Promote low fat and low sodium diets to support client health.
* Design marketing materials fo solicit new business.
.
.

53 LANE

Work one-on-one with clients and in groups on nutrition improvements.
Establish and maintain thorough nutritional records and information.

03/2005 1o 08/2008  Nutritionist
Red Desert Retreat - Phoenix, AZ
* Analyzed clients' eating habits and outlined areas for improvement.
* Developed goal plans with ideal life changes to support wellness.
« Built meal plans and gave specific recipe and shopping advice.
e Continually met with clients to assess progress and adjust plans.
e Held nutrition workshops to support client progress and infroduce new

TANK DESIGN
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CARMNEGIE MELLON UNIVERSITY
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Links:

6 second resume challenge https://resumegenius.com/6-second-resume-challenge

Action Verbs http://career.opcd.wfu.edu/files/2011/05/Action-\erbs-for-Resumes.pdf

LinkedIn http://www.linkedin.com

Resume Basics https://www.netacadadvantage.com/resume-basics « \
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- Go to netacad.com | x g i e

- Click Learn with Us Lyl Y ' e i 4
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tomorrow.
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