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Lined sheets for writing practice

Writing a resume is a complicated and often frustrating process. Every detail counts, and there's no shortage of conflicting information about what employers actually want to see, such as an objective statement, your college GPA, hard and soft skills, or hobbies. While you probably won't be rejected because you mentioned a love of knitting, it's true that what can make on your resume or break your
candidacy. To help you, this infographic contains everything you need to know about producing an impressive resume. Credit: Anita RahmanNeed still some guidance? Here's a breakdown of some key elements you should (and shouldn't) lock up on your resume, as well as some other dos and don'ts. Job skills you need to listCommunication: write clearly and concisely, speak effectively, listen intently,
express ideas openly, negotiate/resolve differences, train group discussions, provide feedback, persuade others, provide thoughtful solutions, collect appropriate information, speak confidently in publicinter personal skills: work well with others, sensitive, supportive, motivate others, shares credit, advisers, collaboration, delegates effectively, represent others, understand feelings, self-assurances, accept
responsibilityResearch and planning: meet goals, identify resources, collect information, solve problems, define needs, analyze issues, develop strategies, evaluate situational skills: handle details, coordinate tasks, punctual, manage projects effectively, meet deadlines, set goals, keep control of budget, plans and arrange activities Management skills: lead groups, learn/trains/assignments,
counsels/coaches, manage conflict, delegates , enforcing policy, taking chargeA uptake through OfficeTeam, a Robert Half company, says that if you're going to use any of the following terms, you should be sure they say something valuable about your skills or experience. Highly qualified: Job seekers need to describe what they bring to the role. Mark your accomplishments in previous positions,
emphasize specific skills, and note any certifications you've earned. Hard worker: Give details on how you went the extra mile. Have you met difficult deadlines regularly, handled a high volume of projects or tackled tasks outside of your job description? Team player: Working well with others is a must for any role today. You need to provide examples of how you partner with colleagues or individuals in other
departments to achieve a goal. Problem solver: People love others who can help them out of a pickle, but be specific when describing this quality. Emphasize a difficult situation you encountered and how you handled it. Flexible: Hiring managers look for candidates who can adapt quickly to new situations. You describe how you responded to a major change at work or handled the aspects of the work.
People person: Employers want professionals with a strong who can build camaraderie with internal and external contacts. Provides an example of when you've won over a challenging client or coworker. Self-starter: Companies seek individuals with initiative who can contribute immediately. Explain how you took action when you saw a problem that needed correction. Resuming action words to include
strong words to describe your work duties helps a hiring manager quickly see what the focus of your work duties was and what impact you had at your company. You should choose your words carefully and avoid overrating your duties or trying too hard to be creative, as it can turn off the recruiter. Impacted Invented Guided Order Trained See the full list of resume action words. Words to let off your
resumes good rule of thumb are to avoid anything that doesn't serve a purpose, such as cliches, buzzwords or filling phrases. You should also stay away from the put down skills expected workplace norms, such as skill in Microsoft Word.Anne Grinols, assistant dean for faculty development and college initiatives at Baylor University, also said that candidates should avoid listing skills that can backfire or
give employers the wrong impression. Grinols has done extensive research into why multitasking in particular is a poor skill for listing on a resume. Employers are more interested in outcomes than efforts, Grinols said in a statement. Multitasking refers to the latter. Buzzwords and fill phrases like highly qualified, team player and problem solver say nothing valuable about you (unless, as noted above, you set
them up with specific examples) and precious space on your resume. A resume full of cliches, but short on details won't be memorable for hiring executives, said Robert Hosking, senior vice president and managing director of search practices at Lee Hecht Harrison Knightsbridge. Employers want consistent examples of professional achievements as well as descriptions of any communicable skills that can
be applied to the open position. A great way to make yourself memorable for the interviewer is to supplement your skills with descriptions that illustrate those traits. For example, if you want to put strong leadership qualities on your resume, you can write them as Strong leadership qualities — a team of 50+ in a yearlong rebranding project led by deleting tasks, monitoring progress, and guiding team
members through discussion. It empowers your skills by demonstrating why you believe you have that skill and how you used it. See the full list of resume words to avoid. Best Resume fontsYour resumes just seven seconds to make a positive impression on the hiring manager, as font, insignificant as it may seem, actually plays a major role in the of your candidacy. Recruiters spend most of their day
looking for resumes, and using a bad or inappropriate font can they down and send your resume to the bottom of the pile. Be sure to use a font with sufficient white space both on screen and in print, and avoid trying to stand out with anything kitschy like Comic Sans or Papyrus.These are some of the most recommended resume fonts: Arial Calibri Century Old Style Garamond See the full story on CV fonts.
Useful resume tips There are many ways to help your resume stand out that won't annoy a hiring manager. The key is to keep the focus on your experience and accomplishments, not go overboard with trying to be different, and put half your effort to make sure your resume is absolutely free of grammatical, formatting and game errors. Nothing can derail your candidacy faster than a difficult read-to-read
and poorly formatted resume. Keep these tips in mind too: Write a career snapshot summary. Look at your keywords. Go beyond your job tasks. See more useful resume tips. Resume bugs to preventResume from changing best practices and norms quickly, so it's a good idea to do your research before update your resume. For example, the goals section is now considered redundant and outdated, so you
shouldn't include one. Make sure your resume is free of spelling and grammar errors, and that it matches your cover letter in terms of formatting. It can be useful to send your resume around to friends or family to get fresh eyes on it. These are some basic flaws to look out for: Including an objective Listing obvious duties Providing Forged Contact Information Using Poor Formatting See the Full Story on
Resume Errors. Additional reporting by Sammi Caramela. Keep up with the latest daily buzz with the BuzzFeed Daily newsletter! One of the best ways to score high grades is to create your own exercise tests. It's a little extra work while studying, but if that investment results in higher grades, it's definitely worth it. In their book, The Adult Student's Guide to Survival &amp; Success, Al Siebert and Mary Karr
advise: Imagine being the instructor and have to write some questions that will test the class on the material covered. When you do this for each course, you'll be surprised at how close your test will match the one your instructor creates. While taking notes in class, write a Q in the margin next to material that will make a good test question. If you take notes on a laptop, assign a highlight color to the text, or
tag it in a different way that's meaningful to you. You can find practice tests online, but these will be tests for special subjects or exams, such as the ACT or GED. This won't help you with your specific test, but it can give you a good idea of how test questions are stated. Remember that your teacher wants you to succeed. The best way to figure out what kind of test he or she gives is to ask. Explain him or
her that you want to write your own exercise tests, and ask if they will tell you which format will take the questions so that you can most of study time. Siebert and Karr suggest that while reading your textbooks and lecture notes, questions conteshit what occurs to you. You will create your own exercise test while studying. When you're ready, take the test without checking your notes or books. Make the
practice as real as possible, including giving partial answers when you're not sure and limiting the time allowed. In their book, Siebert and Karr make some practice testing suggestions: Ask at the beginning of the course when tests will be given and in what format writing your exercise tests in the format your teacher will use (essay, multiple choice, etc.) Ask the librarian if there is a collection of old exams
that you can studyFind out if there is a student manual that accompanies your textbookAsk former students on the kind of tests your teacher gives your teacher for suggestions for test preparation a friend, family member or fellow student to quiz you familiar with the different types of test question formats : Multiple choice: You are given three or more choices and must choose the correct answer. Sometimes
all of the above is a choice. True or False: This is usually used when you are required to memorize facts. They are often troublesome. Read it carefully. Fill-in-the-Empty: This is similar to several choices, except you need to know the answer without being given choices. Essay or Open: These questions test your understanding of a topic. You'll get a question you need to answer length, give specific
examples, or you can be given a statement to agree or disagree. This may sound challenging to you, but if you know your stuff, this type of test question also allows you to shine. Be ready and make the most of the opportunity. Siebert, Al, Ph.D. The Adult Student's Guide to Survival and Success. Mary Karr MS, 6th Edition, Practical Psychology Press, July 1, 2008. 2008.
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