The Problem with On-Line Job
Applications

Frank Alaniz
Missouri Workforce Regional Liaison
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On-Line Job Applications

Applicant Tracking Systems (ATS)

* Note: This information is provided as a
general reference and does not apply
systemically to all ATS programs or to all

companies as a whole.
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1 Job Search Method




Unbeknownst to many job seekers, a whopping 85% of
resumes are never seen by human eyes

e Why?

— Employers are using applicant tracking software to parse
the information from your resume and map it into a
database called an ATS (applicant tracking system).

— From this information, the system will assign them a score
based on how well they match the job the employer is
trying to fill, and then rank and sort all candidates.
Naturally, the potential employees with the highest scores
move on, while others are left in the dust.
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Avoiding the Resume Black Hole

 What can help avoid the resume black hole?

Keywords

 The reason keywords are so important is because
“keywords are the words typed by employers
and recruiters to find appropriate resumes.”

* Regardless of how well-qualified you are, if your
resume doesn’t contain the words used by the
ATS, the system will not find your resume.

.. & CSLATE
.gov Rl NRTER o



How to find the appropriate keywords for

your resume:

 What words (keywords) are most commonly used
in the titles of the jobs you want?

— Example:
* Administrative Assistant / St Louis (795)
* Admin Assistant / St Louis (5)
* Admin Assist / St Louis (3)

What does this mean?

 This means that, the term “Administrative
Assistant” in the title of your resume would mean
your resume would appear in the search results
most of the time.




Exceptions

 Employer Specific Titles
* Administrative Associate
e Staff Assistant
 Secretary (Federal/State)

What does this mean?

* |fyou have found employers who have their own
versions of a job title, put those terms on the
resumes submitted to them or used in a job board
they use, rather than the more common industry-
standard terms.
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Different Level — Different Title

 Sometime job titles change with a change in
job level.

— Example:
e Senior Administrative Assistant / St Louis (10)
* Executive Assistant / St Louis (210).
What does this mean?

* Double-check to be sure you are using the
appropriate terms for your target employers
and jobs.




Disclaimer #2

Please note, another job board or a different
location could show quite different results than
we found in the “title search string” using
Google
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Wordle.net

™
m Home Create Gallery Credits News Forum FAQ Advanced

Wordle is a toy for generating “word clouds” from text that you provide.

The clouds give greater prominence to words that appear more
frequently in the source text. You can tweak your clouds with different
fonts, layouts, and color schemes. The images you create with Wordle are
yours to use however you like. You can print them out, or save them to
the Wordle gallery to share with your friends.

Create your own.

View some examples created by others...

MRESPEAS
BO0KS
English notebook cover Period G US Constitution Most Common Crossword
by Ace Acedemic! by Meredith by Jonathan Answers
3 years, 8 months ago 3 years, 8 months ago 3 years, 5 months ago by Jonathan

Avimmer A mmmdtlne A~
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Wordle Test

* Favorite Job Portal
— Select 5jobs from different companies
— Highlight and copy the entire job posting
e Ctrl “A” then Ctrl “C”

— Paste the entire posting into Wordle
o Ctrl “V”

* Print each posting
— Change “create” to your design

* Paste your entire resume into Wordle
 Compare all 6 documents for Keywords
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Resume
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Editing

Edit Language Font NERGEN Color

Re-layout with current setkings
Mazirnurn wards,
Prefer alphabetical Crder

& Rounder Edges

Straighter Edges

A Which Whay | e

& Horizontal

Moskly Harizontal

qr— {mj; Half and Half ,ﬁ.

STIOURS ACENCY ON TRANING AND EMITOYWINT

AESSOURECARTTR CINTID




No Guarantees!

 These days, no one can guarantee that every
resume submitted will receive a response.

But, the probability of a response is improved
if the resume is viewed. And, often, the

reason a resume is not viewed is because
technology has gotten in the way,

“Somehow”
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Couple of Questions?

* Have you ever completed a job application
and received “NO” feedback?

* You are asked to upload a resume and you
want to attach a cover letter. Does the
cover letter become the first page of the
resume or the last?

@mo gov



Where do resumes go after | hit send?

* The first step is to make sure that you
understand and follow to the letter the
employer’s resume and application
submission instructions.

* Two Rules when completing an online
application
— #1 Read and follow all directions
— #2 If you have a problem refer to rule #1
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Running the Numbers

A recent survey indicated that 96% of the
fortune 1000 companies are now using an
ATS system

Microsoft receives about 50,000 resumes a
month

Starbucks attracted 7.6 million job applicants
over the last 12 months for the 65,000 job
openings nationwide

Proctor & Gamble Inc. received nearly a
million applicants for their 2,000 positions




Did You Know?

e 2 out of 3 companies do not respond to
unqualified candidates

e At least 85% of resumes are discarded for
using the wrong words

e .001 out of 10 respond to every candidate

 More than 40% of the resumes are rejected
for using the wrong format




Resume Versions

e Presentation Resume

— Resume that you email to employers
— Take to Job Fairs

* ATS Resume

— Formatting is very specific
— Resume submitted with online application

* |nterview Resume

— Comprehensive
— T-Based
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ATS Formatting

e Keywords

— Make sure your application/resume is filled
with “Keywords” that come from the job you
are targeting

— The more specific your skill set is and the
more closely it’s matched to the online ad, the
greater chance you have of success

— Use their words not yours!
* MS Office Suite vs. Word/Excel/etc.
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Resume | Cover Letter

 Should be in a Word format.
— doc vs. docx is optimal

— PDF is acceptable with reservations

* The only fonts that you should use in your resume
are the “universal fonts”. These are the ones that
open the same on PCs and Macs of all ages. These

are: Times Roman, Arial, Century, MS Sans Serif, Book
Antiqua, Century Gothic, or Calibri
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Resume

e Tailor your resume to the listing; make sure it
includes keywords

* Avoid placing your contact information in the
header of the resume, because filtering
software could ignore headers and footers
and actually delete that info

* Resume Formatting

— Do not have lines that run across the width of the
page

— Do not format using tables

— Do not use borders around your resume

— A one-inch margin top and bottom is best
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Horror Stories

e QOut of every 1,000 applicants who view a job
requisition only 25 will complete the application
correctly and only 3-5 will be called in for an
interview

* Peter Cappelli, from the University of
Pennsylvania, recently noted a case after a
company's resume-screening system concluded
that none of the 29,000 applicants for an
engineering job had the right qualifications.
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Examples

 Example #1:

— Locally conducted an experiment in late 2011
with 50 job seekers.

 Example #2

— Designed an ATS program with only one set of
instructions: “Type in all appropriate
information”
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On-Line Application Tips

* Use Keywords found in the job description
* Use correct formatting

* Craft a short and targeted cover letter

e Save your work frequently

* Print each page prior to moving to next
Page
* Avoid using the “back” button




Additional Tips

* Trigger Points
— Complete each field on the application

— Some required fields may not have an asterisks
e Salary

— Alpha/Numeric or Numeric
* Date of Birth

— Eligibility
e Conviction

— Unigue set of search terms

foos ~ SLAIE..
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Additional Tips

 Don’t hide keywords (white letters)
 Don’t use special characters
* Overly formatted resumes and resumes

embedded wit
be incompatib

e ATS choking —

N pictures, graphics and logos can
e with most ATS software.

Don’t over use the cut and paste

process. (clipboard)
* Blacklisting — Apply for non-qualified jobs too

many times
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Additional Tips

* Don’t over click buttons on slow computer
* Complete blank job application

* Many ATS are timed — Plan to spend at
least one hour per application

* Be ready to complete an online
assessment (45-60 minutes)

e Don’t Assume
* Follow-Up

@mo gov




ATS Search Criteria

e Next Generation Software

— Older ATS software relied on semantic search
technology, that essentially counted keywords.

* Using a targeted keyword multiple times could be
interpreted as a positive result
— Contextualization goes much deeper and
examines factors such as how dated is a given set
of skills and where in the applicants career path
did they acquire experience in a subject

@mo gov



5 Minute Break

Work-Ready Employment Assistance Program
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Creating an ATS “Friendly” Resume

* Divide your resume into clear sections, and
use common headers for each one

— Standard headings include: Contact Information,
Summary, Work Experience, Education, Training,
Certifications and Skills.

e Punctuation

— Poor punctuation and capitalization can confuse

the software about where to end and begin a
field.




ATS Resume

* Don't start your work experience with dates:

— To ensure applicant tracking systems read and import
your work experience properly, always start it with
your employer's name, followed by your title,
followed by the dates you held that title. (Each can
run on its own line).

* Company Name:

— Should be followed by “Inc.,” “Corp.,” “LLC” or
something similar so the system can identify it as a
company. Including “Microsoft” by itself does not tell
the ATS this is a company, so you need to include
“Microsoft Corp.” instead.




ATS Resume

* Do list the name of the position you are applying
for in the Summary of your resume

* Don’t list your experience in bullet point format.
Consider creating a bulleted paragraph

* Don’t add unfamiliar headings like Affiliations,
Publications, Memberships, Volunteer Work as it
may choke the ATS

* Don’t list your credentials (MBA, CPA, etc.) next
to your name. (Separate line)

e Don’t mix different fonts




Qualifications

* Even if you have the perfect qualifications,
skill set and experience, if the ATS cannot
locate this information within the resume, it
will be passed on and most likely never seen

by decision makers
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Contact Information

CONTACT INFORMATION: {****}
Frank Alaniz

Address: 1520 Market Street, St Louis, Missouri
63103

Phone: 314-657-3511

Email: frank.alaniz@ded.mo.gov
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Summary

SUMMARY:

Career professional with an extensive
background working with diverse populations.
Project developer and videographer with the

ability to manage, design and create multiple
projects.




Skills

SKILLS:

Programmer
Developer
Videographer
Project Manger
Facilitator
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Experience

EXPERIENCE:

SLATEMCC

Missouri Workforce Regional Liaison

03/2012 — Present

Project developer, manager and data analyst for SLATE.

Missouri Career Centers
Functional Manager
9/2008 — 03/2012

Administrative and Functional Manager for St Louis
County Missouri Career Centers.
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Education

EDUCATION:
What’s A Matta U.
BS: Engineering Science

01/1864

(No, GPA or Honors unless specifically asked for
in a separate data elements)

STLOURS ACENCY ON TTIATNING AND EATTOYMINT
22 —— —
AESSOURE CARETR CENTID




EXAMIPLE
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Cover Letters

 The resumes with the most keywords, in the
right places within the document and used
most frequently rise to the top.

* Because ATS function by tracking keywords, a
Cover Letter with keywords relevant to the job
posting can help your resume’s ranking, anc

therefore the likelihood of it being reviewed
by a person.
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"Experts" say cover letters are a waste of
time
* Correct up to 50% of employers recently
surveyed don’t read Cover Letters!

 Which employers make up that 50%?

* |f you don’t get by the ATS you won’t have to
worry if your cover letter gets read or not!

@mo gov



Top 5 Reasons You Didn’t Hear Back
(and reasons why)

1. You weren’t qualified for the job you applied for
“EQUALS”

Inability to read/understand job requirements or
poor judgment.

— The solution: Read the job posting very carefully!
Apply when you can make it clear to the employer
that you meet most, if not all, of their requirements

- & SLATE




Top 5 Reasons You Didn’t Hear Back
(and reasons why)

2. You didn’t respond to the job posting
appropriately

“EQUALS”

Inability to read, comprehend, or follow
directions.

— The solution: Read the job posting very carefully!
Refer to “Rule #1”
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Top 5 Reasons You Didn’t Hear Back
(and reasons why)

3. Your resume was poorly done (typos,
misspellings, etc.)

“EQUALS”

Poor attention to detail and/or poor
communications skills.

— The solution: Carefully prepare your resume,
spell-check it, and, if possible, have someone
else read it, too.

- & SLATE




Top 5 Reasons You Didn’t Hear Back
(and reasons why)

4. Your email address is unprofessional
“EQUALS”

Poor judgment.

— The solution: Set up a Gmail, Yahoo, or MSN
email address that is a “serious” version of your

name, with appropriate numbers (no date of
birth, etc.)

- & SLATE




Top 5 Reasons You Didn’t Hear Back
(and reasons why)

5. Your resume didn’t contain the appropriate
keywords for the job

“EQUALS”
Lack of technical savvy.

— The solution: Use the exact terms in your resume
that are used in the job description so the
keywords match. Use their words not yours!

- & SLATE




Networking

* With ever increasing compliance mandates for
employers, most organizations require that all
resumes, no matter how they are obtained, be
processed through the corporate applicant
tracking system.

e Attempting to avoid the ATS (and the employer’s
process) through networking or by simply
sending emails to executives and employees may
ultimately work against you and cause you more

narm than good.

* If an employer has outlined a resume submission
orocess on their website, it’s best to follow it.




Networking

* Suggestion:

— When meeting someone at a company where you
want to work, provide them with the dressed-up
resume and another one that is more ATS friendly.

* You might even say: “Here is a copy of my
resume for you, and in case you want to include
it in your company’s database, here’s another
one that will be better suited for that purpose.”

oo CSLATE”
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Application Process

 Find the Position

— 15s'Hour — Research the company
* Do | want this job?
* Do | want to work for this employer?
* Do | know someone who already works there?

— When you apply for a job you really want, your
enthusiasm will show in the quality of your
application and interview.

- & SLATE




Application Process

* Find the Position
— 2" Hour — Customize Resume/Cover Letter

* Regardless of how well-qualified you are, if your
resume doesn’t contain the words used by the ATS, the

system will not find your resume.

 |[fyou aren’t customizing your resume and application
for each opportunity, the applicant tracking system
(“ATS”) may be blocking it, or it may simply not be
found when a recruiter searches for qualified resumes.
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Application Process

 Find the Position

— 3" Hour — Complete the ATS process

* No borders, headers, PDFs, fancy fonts, graphics, tables,
etc.

» Keywords found in the job posting
* Doc vs. Docx

Formatted correctly
* Appropriate email address

oos - SLALE..
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Application Process

 Find the Position

— 4 Hour — Behavioral Assessment Link

* Pre-hire assessment tests examine your skill level and
whether or not you would fit into the cultural and
ethical environment of the employer.

* It measures your answers against what the employer
has defined as the profile of an ideal employee in that
position.

* The test is psychometric, testing personality and style
as opposed to skills.

- & SLATE




Application Process

 Find the Position

— 5% Hour — Follow-up
* Send personalized email with “presentation” resume

e Use LinkedIn to find hiring managers (another
workshop)

 Use email as cover letter
* Close the deal!

o.... SLATE



Application Process

* Find the Position
— 1stHour — Research the company
— 2" Hour — Customize Resume/Cover Letter
— 3" Hour — Complete the ATS process
— 4% Hour — Behavioral Assessment Link
— 5% Hour — Follow-up

Quality versus Quantity

- & SLATE



Your Résumeé

Last Note

The term “ resumé ” itself is not ATS
friendly. The ATS does not recognize the
accented letters and instead reads it as

“rosum?”




Questions

SLATE MCC
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.
americanjobcenter gov
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5 Minute Break

Work-Ready Employment Assistance Program
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Resume Development
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Resume Versions

e Presentation Resume

— Resume that you email to employers
— Take to Job Fairs

e ATS Resume

— Formatting is very specific
— Resume submitted with online application

* |nterview Resume

— Comprehensive
— T-Based

... & SLATE
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The Ladders have found-recruiters spend-an-average« - six.seconds looking

at a resume before deciding ‘Yes' or ‘No’' on candidates
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Six Second Resume
Test

1. Fold your resume in
half ©

2. Place your thumb
about half way
down the page ©

3. Read from the top
down to your
thumb without
unfolding the page

4. Your 6 Second
Review!

cmslack
Mohilo: {128 555-5555
Cunent Addisss Permanent Address
123 Geove Sizest 123 Muple Street
Potsdam, NY 12659 Baffalo, NY 12345
OBJECTIVE

An employment opportunify in a Comprder SCicode relaie@iie

EDUCATION
Clarkson University - Potsdam, NY BS Co
GPA: 3.5~ Dean's List 6 Scmeanens

Newcastie University ~ Newcastle, NSW, Australia
GPA: 90 - High Distinction

RELEVANT EXPERIENCE
Eastrmas Kodak Company - Rochester, NY
Software Development
* Lod tedm from many possions in the Soanpany 4 i 2 and wrplemenbing 2 new bug-macking solution.
o investigated carrent systom (Lodss Notes), <eeated Heciments fof 3 new 100], condwecied meetings and
d oms of possible solut created prop or recommended cousse of action, coafigured and
sdministered the pew system (JIRA) afler decison wall made.
o Created applications for migrating dama begween syst ixbases using C¥, XML, and Excel Maczos.

Scuence, Mathematics; Mizos: Businessy’ Administration
May 2010

Soady Absoad Exchange Program
Cowpleted: July 2009

May 2006 — August 2008

Seftware Quality Assurance
* Tested mew software releases for the Kodak Picture K
* Designed and executed tost procedures, reported indid)
* Organized and lod mectiags of project leaders, devel

May 2007 ~ Augast 2007

s, and worked with databases and Ranoral software,
s and QA tcam oocmbers (07 cach origina! 1est
up setling.

C m NY September 2007 - Present

g Dreamweaver and Photoshop,
b

eb Development

ganized repocts, Tabs and ooomos,

b B Spesking Competition. Gained confidence and Yrarsed

k
< Asgest 2007 - Present

¥ wiiaknosses an organization, develpment and style. Gande

writers in solviag the problems

* Leamed valuable interpersonal communication skills

i wnting and toneg

TEAMWORK
« Sk Clad

* [stramurals - Captain of Baskethall and Softball tea

collaborating with students Groen many fields. Trained

September 2007 « Present
Secpiombes 2006 - Preses
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Reality of Today’s Job Search

* Interviewed over 400 Hiring/HR Managers

— Number One Complaint

 Communication Skills
— Inability to articulate skills
» Resume
» Applicant Tracking Systems
» Interviews (Telephonic | Seated)
» Social Media

... & SLATE



“Searching for the best talent that fits our culture”

Senior Talent Acquisition Manager — St Louis Fortune 500 company

Today’s Talent

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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Top Ten Signs Your Resume Needs Updating

1. Thetitleis ...... Resume
1. Word gives you 255 characters for a document title.
1. Name your document in the following manner

1. Company Name, Position Title, First Initial, Last Name (no
comma’s)

<
File name: Monsanto-Admin Assistant-Falaniz

cave a5 BYPe! | ward Dacument (*.docx)

2. This makes your resume searchable and “Findable”
within a resume database.
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3. First line of the resume must include the
title of the position you’'re applying for

1.

Example: Senior level “Project Manager” name
of the position on the job requisition.

4. Trigger Dates: Use the EPT Formula

1.

@mo gov

Subtract the earliest work history date on your
resume from today's date (years only, not
months). Add that number of years to 20 (used
as a ballpark figure for how old you probably
were when you started working) to get a total of
"x," meaning that you are at least “x” years old.

Going back 15 years on your employment
history indicates that you are at least 35 years
old.




6. Objective Statement

1. You should focus on what you can do for the company,
tune in to their WIIFM and entice them to get you in for
an interview by creating a Summary of Qualifications.

2. The cover letter is an excellent place to tell the world your
reasons for wanting this job.

7. Lack of Social Media Contact Details

1. To indicate how tech savvy you are, you will want to

include your LinkedIn and other professional networking
details

8. Terminology

1. Use their words not yours
2. Example: Microsoft Office Suite vs. Word, Excel, etc.
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9. References available (and happily supplied
on request)

1. No need to write that in your resume, it’s only
wasting space. Surely this is implied when you apply
for a job anyway?

10. Submitting the same resume to each job
posting

1. Your resume is a living document that needs to be
tweaked, fine tuned or calibrated for each job you
apply for!

- & SLATE




Email Address

* Have an email address just for your job search.
— Use FirstName.LastName@XYZ.com

— |If taken add numbers (Zip Code/Area Code)
* (no phone #/birth date/or current year)

— Don’t use AOL (shows your age)
— Consider using virtual email versus paid services

(Phone Co./Cable/etc.)

 Gmail | Yahoo | etc.

* Avoid using email with validation requirements as most
recruiters will not take steps to validate

oo CSLATE”
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30 Second Resume Test

1)Hold the 1% page of your Resume and fold the
Header (name, address, etc.) back so it’s no longer
visible.

2)Fold the employment section of your resume
back so it too is no longer visible.

3)What you have left is your 30 second resume
review.

- & SLATE




Understanding Job Postings

Most Job Posting contain three sections

d Company Information:

O Overview of the company mission and basic information pertaining
to the company goal in hiring a qualified applicant

J Job Description:

3 Overview of the position and some of the day to day job duties for
the position the company is trying to fill

J Position Requirements:

O Qualifications an individual must possess prior to applying for this
position

- & SLATE




Read the Job Posting from beginning to end

[ Select and highlight the top ten (10) items from the
entire posting that you feel the employer is looking for in a
qualified candidate.

1 These selections from you are subjective and may not
reflect 100% of what the employer is actually looking for.

 Then look at your resume...how many of the top ten
items that you selected for this position are reflected in
your resume and cover letter?

- & SLATE
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Wordle.net

™
m Home Create Gallery Credits News Forum FAQ Advanced

Wordle is a toy for generating “word clouds” from text that you provide.

The clouds give greater prominence to words that appear more
frequently in the source text. You can tweak your clouds with different
fonts, layouts, and color schemes. The images you create with Wordle are
yours to use however you like. You can print them out, or save them to
the Wordle gallery to share with your friends.

Create your own.

View some examples created by others...

MRESPEAS
BO0KS
English notebook cover Period G US Constitution Most Common Crossword
by Ace Acedemic! by Meredith by Jonathan Answers
3 years, 8 months ago 3 years, 8 months ago 3 years, 5 months ago by Jonathan

Avimmer A mmmdtlne A~
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Wordle Test

* Favorite Job Portal
— Select 5 jobs from different companies
— Highlight and copy the entire job posting
e Ctrl “A” then Ctrl “C”

— Paste the entire posting into Wordle
o Ctrl “V”

* Print each posting
— Change “create” to your design

* Paste your entire resume into Wordle
 Compare all 6 documents for Keywords

@mo gov
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Resume
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Editing

Edit Language Font NERGEN Color

Re-layout with current setkings
Mazirnurn wards,
Prefer alphabetical Crder

& Rounder Edges

Straighter Edges

A Which Whay | e

& Horizontal

Moskly Harizontal

qr— {mj; Half and Half ,ﬁ.
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Resume Guide

v'No objective statement

v'Once you graduate move education
to last item on resume

v'Summary of Qualifications
v Accomplishments
v'Skills Section

v'It’s not about what you’ve done in
the past it’s about what you bring to
the table for that employer!

v'Match your resume to the job
posting!

Resume Guide
R —

Name

Address
Telephone Number (List only one ~ do not label (i.e. home, cell)
Email Address
LinkedIn Address

Summary: A4n effective introductory Summary statement at the opening of your resume is
a critical component of effectively branding yourself to a prospective employer. This is the first
part of your resume that a potential employer will read, and the goal is to communicate clearly
what your expertise is and why you are qualified. Often an "Objective” statement tends to
focus more your own interests as the job seeker, while a “Summary” statement communicates
what you can bring to the table in the targeted role for the organization. Why should they hire
you, essentially? This is communicated by highlighting the most relevant strengths, skills & core
competencies that are unique to you as a candidate, versus a trait or skill that’s an industry or
professional standard (i.e. “multi-tasker” or “team-player”). The Summary statement should be
no more than 4 lines and speak only to your professional background, and not address any
outstanding circumstances (employment gaps, change of career, personal experiences, eic.).

Accomplishments: Let’s start by understanding what kinds of accomplishments or
achievements are important to employers and hiring managers. In her book, Resume Magic,
Susan Britton Whitcomb explains that every jobseeker has "buying motivators” - these are the
contributions that you have made in your career that would encourage a hiring company to
"buy" you or in other words hire you. Simply put - every company listens to the same radio
station WIFI - What's In It For Me. Think of areas in which you have helped make your company
successful and create career-defining accomplishments. Don't be fooled - quantifiable
accomplishments are NOT only for sales executives. Your stories can be created around other
accomplishments.

Here are a few other examples of buying motivators:

Made money for the company

Helped the company save money or reduce costs

Implemented processes that save time or increase work productivity
Improved company's competitive advantage in the marketplace

Enhanced corporate image or building company's reputation in its industry

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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Cover Letter Guide Cover Letter Guide

v'Complete name/address including our Strest Addrass
. City, State xxxxx
email Ermail Address
v'Date Date
\/Hiring Manager ~ HR/Personnel (Hit enter 4 times after date and then inchide the following information below )
Manager ~ Internal Point of Contact ~ oy o e

Company Stmeet Address
City, State maoom

\/Comp|ete Company Address Dwear Ms. or Mr. Smith, (Use the name or Director of Human Fesources.)

\/Greetings Imninrerﬁtedinbeingcansideredﬁurlhepmittaf .I]nnj years of
experience in the areas of : interest in
v'Name of Position and Position Number :

Complete Name

e g . . The reason for writing a cover letter is o introduce yourself to a potential employer, and to

v'3 Qualifications per Job Postings hizhlight your best qualities that paint you in a positive lizht as the best candidate for the job.

. This is where you may explain in more depth certain sspects of your experience or skills that
\/Employment Gap Exp|anatlon more may be difficult to emphasize or commumicate on your resume. A resume follows a specific and
fairly formal format The cover lefter gives you an expanded venue to discuss your credentials in

than 6 months more depth, or address issues of importance. You might also address an employment zap ina
. . . . . cover letter, if it otherwise appears as 3 big red flag on your resume. You do not address this on

v'Highlighted skills tailored to position your resume directly  there’s no room, and it overshadows your skills and accomplishments,

which is what they're scanning the resume for in the first place.

v'Recap 3 qualifications and one
qualification that you feel is your advantage. Tailor wour cover letter to match by highlizhting those activities and experisnces

M\fiost job postings list the skills required of successful applicants. Use this information to your

. . where you gained your most valnable skills.

strongest not required by position

Your final paragraph should include your strong interest in the position, recap the

qualifications you listed above (List a total of 3 qualifications) along with a passion for
(List fourth qualification here). Please contact me af 2000-2000-XXx 3 your

earliest comvenience fo 58t Up A0 interview to leam more about the

position. I look forward to mesting with youw.

Simceraly,
Your signed name (IN BLUE)

Your typed name first and last

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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Questions

SLATE MCC

\‘IleOle ( \RLLR ( L\ TER

We eonnec-t
to careers
n St.L.ouis

A proud partner of the
.
americanjobcenter gov
Faram L Sy Moy

network

L;’.-,;@mo.gov @
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5 Minute Break

Work-Ready Employment Assistance Program

STIOURS ACENCY ON TRANING AND EMITOYWINT
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Labor Market Information

Frank Alaniz
Missouri Regional Workforce Liaison

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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CareerOneStop.org

== Print This Page | Email This Page | EAQs | Rate This Page | aA&I_\_

Reag), Ry visitworker ReEmployment B Iopics Ato Z [ Site Search | D

5 Ban -~ g0

~ob? Or Job Seeker Tools lgc] —wl St - =3 go!

careerones top More Resources: l America's Career Infonet ~ @

PATHWAYS TO CAREER SUCCESS

Explore Careers : Salary + Benefits : Education + Training : Job Search : Resumes + Interviews : People + Places to Help

browse occupations : help a job seeker: salary info : write job descriptions : military transition : disaster recovery services | reqional economic development

CareerOneStop is:

Y¥our pathway to career success. : 0, >N your OneStop
Tools to help job seekers, students, - fOf career information
businesses, and career Qrofessmnals

Sponsored by the U.S. Department of
Labaor

Web site.
WATCH VIDEO

& Explore Careers = Education + Training & Resumes + Interviews
Get a better job... Learn more to earn more._.. Keep Resume advice, samples &
Self-assessments... Browse learning... Find schools... Pay for templates... Cover letters and
occupations and industries... education and training... and thank-you notes... Interviews. .
Employment trends... and more more and more
thinkabout:

Sala + Benefits @ Job Search = People + Places to Help

Wage and salary information.. Plan your search... Browse job Services near you... State web

Benefits... Relocating... and more sites.. After an offer... and more sites... Unemployment
insurance... Salary negotiation...
and more

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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America’s CareerinfoNet

e Home > Career Infollet
Explore Careers America's Career Infohet

America's Job Bank ceased operations on July 1, 2007, Link to state joh hanks, Find It By Topic
private-sector job hanks and portal Web sites at www.Jobbankinfo.orq
Competency
Clearinghouse
Occupation Information Career Tools Wiltary Transition Portal
Build a profile with employment, wages, skills, and more. Find U;" thesel "“:t'_:a”e :ools for Credentials Center
high-growth and high-wage occupations. Car€er, eaucation, and Brrlon ot e
Learn about cutting-edge tools and technology used in specific || PuSiness decisions. - ll :’: —
e ) elocation Center
occupations. Cateer Exploration R
Industry Information % o Skills Center
ducation & Training Fin : :
Create an industry profile with employment and wage trend Emplovability Checkup Business Center
information. Find industries with the largest employment and Employer Locator Training & Education
tose projectedto growthe fas‘.eSt' i : Financial Aid Advisot Testing & Assessl|Find a specific employer or create
Includes employment and wage information at the national, Job Description Writer . ‘ lisks of employers for a job sesrch.
state, metropolitan area and county levels. Licensed Occupations Labor Market nfo
Resume Tutorial Career Tools
State Information Salary Info Newsroom
Scholarship Search Outreach & Teachine
Find state labor market information and resources, including Short-Term Training Finder Material achng
links to education, cultural, and recreation resources, Skills Profiler i i

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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Employer Locator

Employer Locator

Use the Employer Locator to find contact information about a specific employer or list of employers. It will be necessary to contact each
employer to see ifthey have joh openings available. Start your search by selecting a tab option below. Follow the instructions on each
page to getyour results. Ifyou need help select Employer Locator Help below:.
Search By Industry| geject State (Choose One):
'_.9 Search By Occupation sk f
Arizona T
./ Search By Location| |Arkansas
California
Colorado
d“ Search By Keyword Connecticut v
START OYER RELATED RESOURCES AMERICA'S CAREER INFONET EMPLOYER LOCATOR HELP

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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z @mo.gov




Occupation

Employer Locator

Use the Employer Locator to find contact information about a specific employer or list of employers. It will he necessary to contact each
employer to see ifthey have joh openings available. Ifyou need help select Employer Locator Help below:.

ﬁ) Search By Industry| gaject Occupation Group (Choose One):

' X Healthcare Supponrt A
'y Search By Occupation  |)ciaiation Maintenance, and Repair =
Legal
w Search By Location Llfe, Physical, and Social Science
Management
Office and Administrative Support T
o™ Search By Keyword| |Personal Care and Senice 3
START OYER RELATED RESOURCES AMERICA'S CAREER INFONET EMPLOYER LOCATOR HELP

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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Selection Occupation

Employer Locator

Use the Employer Locator to find contact information ahout a specific employer or list of employers. It will he necessary to contact each
employer to see ifthey have job openings available. Ifyou need help select Employer Locator Help below:.

& Search By Industry| geject Occupation (Choose One):

7 ; ; Legislators
" Search By Occupation || g4ging Managers

Managers, All Other

: . Marketing Managers
w aeArch By LRcaHgn Medical and Health Services Managers
MNatural Sciences Managers 5
d‘\ Search By Keyword| |Postmasters and Mail Superintendents

L an b Tl L T mh b man ol O manmsmmassnides O nim Al M n m msm s

4 Previous Next >

2

v

START OYER RELATED RESOURCES AMERICA'S CAREER INFONET EMPLOYER LOCATOR HELP

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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Select Industry

Employer Locator

Use the Employer Locator to find contact information about a specific employer or list of employers. It will he necessary to contact each
employer to see if they have job openings availahle. Ifyou need help select Employer Locator Help below.

i 6} Search By Industry

',.,, Search By Occupation

</ sSearch By Location

d‘\ Search By Keyword

Select an Industry Group (Choose One):

: yitals, public and private
Dffices of physicians

Mursing care facilities
Self-employed workers; all johs
Home health care services =
Local government, excluding education and hospitals

Community care facilities for the elderly v

START OYER RELATED RESOURCES AMERICA'S CAREER INFONET EMPLOYER LOCATOR HELP

@mogov
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Select Location

Employer Locator

Use the Employer Locator to find contact information about a specific employer or list of employers. It will he necessary to contact each
employer to see ifthey have job openings available. If you need help select Employer Locator Help helow.

&) Search By Industry| geject Region (Choose One):

R

',Search By Occupation | Kansas City, MO-KS MSA
MNorth Missouri BOS

Southeast Missouri BOS
)/ Search By Location|  Souttwest Missouri BOS
Springfield, MO MSA

St. Joseph, MO-KS MSA

d‘ Search By Keyword

£

STLOUIS NCENCY ON TILATINING AND EMITOYMINT
: > @mogov AESSOUIE CARTTR CINTIR




Select Cities

Employer Locator

Use the Employer Locator to find contact information about a specific employer or list of employers. it will he necessary to contact each
employer to see ifthey have joh openings available. If you need help select Employer Locator Help helow.

ﬁ) Search By Industry| geject Cities (Choose up tofive by holding the Control key(Windows) or Command key(Mac) while
clicking your selections):

’3Search By Occupation

Saint Louis {73)

Saint Charles (7}

v Search By Location| | Florissant (5)
Bridgeton (3)

: Chesterfield (3)
g“ Search By Keyword Amold (1) (

(I

Ballwin (1) v

START OYER RELATED RESOURCES AMERICA'S CAREER INFONET EMPLOYER LOCATOR HELP

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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Results by City

Employer Locator

Use the Employer Locator to find contact information about a specific employer or list of emplovers. it will be necessary to contact each
employer to see ifthey have job openings available. Ifyou need help select Employer Locator Help below.

‘ o} Search By Industry

'_!. Search By Occupation

w Search By Location

d‘* Search By Keyword

Printer-Friendly Yersion

Below is a list of emplovers that match vour criteria. Select an employver name for detailed
information.

Your Search Criteria :

State - Missouri Change State

Region - St. Louis, MO-IL MSA Change Redion

City{ies) - Saint Louis Change City{ies)

Occupation - Medical and Health Services Managers Change Occupation
Industry Group - Hospitals, public and private

HEl Narrow Your Search By Firm Size

Displaying Employers 1-25 of 73 Jump to | Page No. 1~ ]@
[Emplovor Name - [Addrese o
ADAPTIVE CHILD Lackland Industrial Dr Saint Louis, MO

ALLIANCE ON MENTAL ILLNESS S Brentwood Blvd # 511 Saint Louis, MO
EE‘)RS':ES-JEWISH WEST COLINTY Olive Blvd Saint Louis, MO

BJC BEHAVIORAL HEALTH Saint Louis, MO

BJC BEHAYIORAL HEALTH SVWC Olive St# 500 Saint Louis, MO

BJC BEHAVIORAL HEALTH SYC S Kirkwood Rd Saint Louis, MO

BJC HEALTHCARE Forest Park Ave # 500 Saint Louis, MO

STIOURS ACENCY ON TRANING AND EMITOYWINT
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Company Information

Employer Locator

Use the Employer Locator to find contact information about a specific employer or list of employers. It will be hecessary to contact each
employer to see ifthey have job openings available. If you need help select Employer Locator Help helow.

‘o} Search By Industry

'4 Search By Occupation

W Search By Location

‘f‘* Search By Keyword

Printer-Friendly Yersion

Company information for the selected employer:

@ Company Name: BARMNES-JEWISH WEST COUNTY HOSP
@ Key Contact: hike Miller, Human Resources Executive
@ Street Address: Barnes-Jewish West County Hosp
12634 Olive Blvd
Saint Louis, MO 63141-6354
SERVICELOCATOR 3=
@ Phone Number: (314) 996-8000
@ Business Description: Hospitals
@ Primary Industry: General Medical and Surgical Hospitals
@ Size of Employer: 500 - 999

L

Back to Results °

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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Linked [T}

LinkedIn Advanced Search

Frank Alaniz
Missouri Workforce Regional Liaison

STIOURS ACENCY ON TRANING AND EMITOYWINT
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LinkedIn Boolean Search

|
|
|
|
;
5
|




Advanced Search

Build in Notepad only

STLOURS AVCENCY ON TRANING AND EAMITOYWMINT
@mo.gov SL/\TE )



Search

Save search « L}

SEARCH 806,500 results

Sdvanced: € 1st Connections 2nd Connections x Group Members x

l People Reset Close
iah Advanced People Search
Keywords /" Relationship N\
1st Connections [0 Amjerica’s Heroes At'Work 2
2nd Connections [ e8ll (Businesspersons Between Jobs) -
First Name Group Members [ Cajeer Sewices Professionals
[] 3rd + Everyone Else [ cojumbia Diversity Initiative
\ J [] Cojrections and Former Offender v
Last Name Location =
;_' Years of Experience
Current Company
Title . Fuhction
Industry
L. Seniority Level
Company Past Company =
. Interested In
School
School ’__ Company Size
Profile Language =
. Foltune
Location
|anated in or near: v 7 witen Joined
Country
|United States v
Postal Code

Lookup

STLOURS ACENCY ON TRANDG AND EMITOYWMINT
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Using Boolean Logic Search Strings

* With over 15 billion web pages and over
40,000 job boards and resume databases, how
does a recruiter sift through the data to
discover the candidates who truly shine?

 The answer lies in effective search methods.
One of the most popular methods is the use
of Boolean logic in the search criteria.

& “YATE




Human Resources

* (Recruiter OR Recruiting OR Sourcing OR HR
OR"Falent Acquisition™OR "Human
Resources" OR SPHR OR PHR OR "HR
Generalist” OR "Talent Acquisition Manager"
OR Recruiting OR "Senior Talent Acquisition
Manager" OR "Senior HR Manager" OR
"Senior Human Resources Manager")




Advance Search

I People Reset  Close
Tote Advanced People Search
Keywords Relationship L Grodps
{Recruiter O Recruiting OF 1st Connections ] America's Heroes AtWork 5
2nd Connections [] BBJ (Businesspersons Between Jobs)
First HName Group Members [] Career Services Professionals
3rd + BEveryone Else [ Colurnhia Diversity Initiative
[ cCorrections and Former Offender s
Last Name Location
[# Greater St Louis Area Ll ears of Experience
Title A 1. Function
Current Comparny 1 Seniarity Level
Company
Industry L Interested In
School Past Company . Company Size
School (1 Fortune
Location
|anated in ar heat: V| Frofile Language . WWhen Joined
Country
|United States Vl
Postal Code
Lookup
STLOURS AGENCY ON TR ATNING ANDY EATLOYMINT
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Results

SEARCH 34,972 results for (Recruiter OR Recruiting OR Sourcing OR HR OR "Talent Acquisition” OR "Human
Resources"” OR SPHR OR PHR OR "HR Generalist” OR "Talent Acquisition Manager™ OR Recruiting
Advanced OR "Senior Talent Acquisition Manager” OR " Senior HR Manager" OR " Senior Human Resources

Manager")

All

. People 1st Connections ®*  2nd Connections ®  Group Members x
More... ird + Everyone Else ®*  Greater St. Louis Area *  Reset

SEARCH

Advanced ¥

All

I Feople
Jobs
Companies
Groups

Inbox

Fewer
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inal Filter

Helationship -
A0

1=t Connections =0
2nd Connections (15317
SGrodp Members =E=an
Zrd + Everyvone Else ES0S]
Location -
Al

LInited Siates (ESO126]
India (1 7AE2ED
United KKingdorm [SS0510
Canada 12520

Sreater MHew York &L (FFezz)
~| Greater St Lodis Area  k=s59)

+ Addd
Current Company -
Al
Monsanto L=t ]
Express Scripts kS0
Edwward Jones =400
restled Purinna Mot A =]
AP (=257
+  Sodd
Industmy -
Al
~ Hurman Resources=s [ betat= ]
Information Technaol. .. @209
Staffing and Recruiting (1Sz2<)
Hospital & Health ... (1782)
Financial Services C1=¥=257
+ Add
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LinkedIn Help

Llnked m Tip Sheet — Boolean Search Tips

Corporate Solutions

Boolean searches rely on specific modifiers to help you find results more closely related to the types of profiles you
need to find. You can build search strings in the Keywords, Title, Name and Company fields. The modifiers you can
include in Recruiter are quotes, parenthesis, AND, OR and NOT.

Advanced Search }
Show more advanced ssarch helds
Keywords:
First Name: Jab Title:
R
Last Hame:
School: Company: (
Location:  Agawhere ~ | (
¥ ™ \ J’\N _— ',

STLOURS ACENCY ON TRANDG AND EMITOYWMINT

AESSOURE C AR CINTIL




Questions

SLATE MCC
MISSOURI CAREER CENTER
DOWNTOWN « CENTHAL WEST EXD

We connect
to careers

1n St. LOUIS

/‘ t @
aaaaaaaaaa bcenter ¢ b y
network ]
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