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RESUME BUILDING & CAREER COACH

Use Career Coach to find new careers and create a resume to reach your
goals.


Presenter Notes
Presentation Notes
https://c-synergy.com/career-coaching/

Discover Your Calling with a Career Transition Coach or a Career Coach
C-Synergy specializes in mentoring business professionals to discover their professional purpose, define & articulate skills, move past limiting beliefs, and get crystal clear on next steps. Together, we’ll delve deeply into what drives you, discover your core “why’s” and figure out what it is that will make you the happiest, how to position yourself, and then determine where to find what you want and how to land your ideal position be it a corporate or government role, an entrepreneurial venture, a non-profit or NGO position or even a creative/artisan role. C-Synergy can help you to:
1. Identify and articulate your key skills and Unique Selling Proposition
2. Get crystal clear on your career path options
3. Create a short list of target sectors, organizations, and roles 
4. Make informed decisions that lead to more financial security, fulfillment, and happiness



Do you have a Career Coach Account?
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Welcome to Career Coach

Discover majors and in-demand careers and education based on your interests!

Take Career Assessment Browse Careers Browse Programs
Take a Career Assessment to learn about Browse or search for careers and we will give Browse or search for the available Programs that
yourself and Caresr Coach will give you career you relevant data on wages, employment, and lead to the career you want.
suggestions based on your interests the training you need.

Take the Assessment Search for Careers n Search for Programs n

Or Browse all Careers Or Browse all Programs
&&= Are You a Veteran? a Build Your Résumé
Find civilian careers related to your military occupation. Our easy-to-use résumé builder will help you create a
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Presenter Notes
Presentation Notes
If you have an account, login; if not sign up for a free account now!


If you don’t have an account yet, click on “Sign Up” and then click on “Sign Up” again to create your account profile.



Create Your Profile!

-5 TEXARKANA
.ﬂj COLLEGE Login ~

Assessment Careers Programs Résumé Builder Work Opportunities

Create Profile

Already have an account? Log In

First Name Last Name

Email Password

Current School (optional)

Ll acknowledge that | have read the Privacy Policy

Career Coach, LinkedIn, and the Networking Effect


Presenter Notes
Presentation Notes
Fill in your profile information and click the Save button.

Scroll halfway down the page and click left edit button; then complete “About Me”.
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This Photo by Unknown Author is licensed under CC BY-SA-NC


https://learn.saylor.org/mod/page/view.php?id=27003
https://creativecommons.org/licenses/by-nc-sa/3.0/

Why a Résumé?

A résumé is an important tool for your job
search as it offers a page or two where you
can display your relevant skills and qualities
for a job. Resumes help employers make hiring
decisions and help you get your first interview.
That's why it matters how you structure your
résumé and what information you decide to
include.

https://www.indeed.com/career-
advice/resumes-cover-letters/why-is-a-
résumeé-important
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Presenter Notes
Presentation Notes
https://c-synergy.com/career-coaching/

Discover Your Calling with a Career Transition Coach or a Career Coach
C-Synergy specializes in mentoring business professionals to discover their professional purpose, define & articulate skills, move past limiting beliefs, and get crystal clear on next steps. Together, we’ll delve deeply into what drives you, discover your core “why’s” and figure out what it is that will make you the happiest, how to position yourself, and then determine where to find what you want and how to land your ideal position be it a corporate or government role, an entrepreneurial venture, a non-profit or NGO position or even a creative/artisan role. C-Synergy can help you to:
1. Identify and articulate your key skills and Unique Selling Proposition
2. Get crystal clear on your career path options
3. Create a short list of target sectors, organizations, and roles 
4. Make informed decisions that lead to more financial security, fulfillment, and happiness



ésume Bwldmg Using Career Coach
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Welcome to Career Coach

Discover majors and in-demand careers and education based on your interests!

Take Career Assessment Browse Careers Browse Programs
Take a Career Assessment to learn about Browse or search for careers and we will give Browse or search for the available Programs that
yourself and Caresr Coach will give you career you relevant data on wages, employment, and lead to the career you want.
suggestions based on your interests the training you need.

Take the Assessment Search for Careers n Search for Programs n

Or Browse all Careers Or Browse all Programs
&&= Are You a Veteran? a Build Your Résumé
Find civilian careers related to your military occupation. Our easy-to-use résumé builder will help you create a
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Presenter Notes
Presentation Notes
Career Coach can help you create a résumé. In the future when it is time to update your résumé there are free online sites that you can use, too!
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Résumé Oplions
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Résumé Submisssons

Start the Resume
Build!

* |f this section is blank or
incomplete; please click the edit
button at the bottom of the
section and fill in the
information.

* Next, scroll down and complete
the Work Experience section of
the résumé builder.

Career Coach, LinkedIn, and the Networking
Effect



Presenter Notes
Presentation Notes

Work Experience, Education History, Skills and Professional Links


My Résume

Toot Your Horn,
No One Else Willl

* It is time to add your work
experience.

e Click in “Select Past Job”

* Type in a current or past job you
have held.

» Select the job title that most

closely resembles the one you
had.

10
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Presenter Notes
Presentation Notes

Now, read the information in the “Preferred Title” section. Change this to match the title of the job you held. Once you have filled that in, you will notice that the sections below have expanded.

Now, fill the Employer, City, State, Start and End Date sections.
If this is your current job, check the “I currently work here” box.
Then look at the “Select Work Tasks” box on the right.
Read the tasks listed and choose the ones that closely resemble the things you did while working this job.

Read the work tasks listed in the box. These are tasks that are normally related to jobs that are the same or similar to the one you have chosen to work on.

Select, by clicking on the crosses next to the statements or the statements themselves. The statement will turn gray in the current box (you can no longer select it) and then appear in the “Saved Tasks” box below.

If you choose the wrong statement, scroll down to the “Saved Tasks” box and click on the ”X” at the end of the statement. This will allow you to remove that task from your saved tasks list.

If you do not see all the tasks that were apart of your job responsibilities, click on the words “show more” at the bottom of the section. More statements will appear. Repeat the previous steps and continue to select tasks until your list is completed or the Career Coach list has stopped adding new ones for you to choose from.


My Résumé

Saved Tasks

Fnter custom task $
Adding a tasks, then press enter? X
| hawve Lo add sboul e lime | geve Geyonce @ bollls of wated] X

Develop plans of materials to communicale organizalional activities thatare X

beneficial lo tha amdaommenl, public safety, or olber imporlent socil issues.

[ ]
Amrange public appearances, lectures, confests, or exhibits for clients ta x
INErEase Procuct or Servics SWarcness or o promote goodwill. .
x

Establish or maintain cooperative relationships with representatives of

communify, consumer, employas, o public interest groups

Write press releases or other madia communications to promote clisnts. %

* If you have several jobs over your
career, only add those that are
most relevant to the position you
are seeking now. Once you have
finished entering all the tasks that
accompany that particular job title;
click either the “+Add Another Past
Job” button on the left or the
“Save and Close” button on the
right.

1
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Presenter Notes
Presentation Notes
After you have seen all the tasks listed in the program; if there is something missing, you can add it in the “Enter custom task…” box at the top of the “Saved Tasks” section. Type in that statement in a similar fashion as the ones displayed and then press enter or click the “+” sign next to the box. The new task will appear in the list below. 

Overall, 5 to 7 of these tasks are a good approximation of what your responsibilities were and look appropriate on a résumé.

Scroll down and add your education.

You can only add one certificate or degree at a time; make sure to click “Save and Close” after each one.




My Résumé

Add Skills

Select your desired job and add 710 10 skils frem the list of sugaestions, or add your own cusiom skils

Saved Skills Salect Your Dasired Job

Wholssale and Retail Buyers, Excapt Farm Products
Enter custom skl
Chansa Skills to Add to Your Résumé
Change Mansgement X
RELEVANT SKILLS

Thought Leadership ¥

Phoiography X Relevant skilis for Wholesale and Retall Buyers, Except Farm Products.

+ Purchasng

Teiget Audisnce X
+ Proculement

Branding X + Supply Chain

Fubkc Affairs X

Strategic Sourcing
Project Management X
Finance

Newslietlers X
Show More

Microsof Offics X

Assoetment Plarming X%

My Résume

Add Skills

Selare year dacina [oh el 4k T 40 11 SIS T e s of suggestions, e add o cen castam sls

Saved Skils Select Your Desrad Job

Wreressk and Retell Suypers, Eacept Fam Frodiss
Enter

h Skills la Ak 1o Your Resume
Cherge Faregananl %
AY ¥OLUR WRRK FXRF
Iheus Leadmhp ¥

Hamaqraphy X Pkl Relatias Sehadilar

larmet fdercn %
2 o @i 5 ek jearazsind ks

Cranving %

+ Fullc Ridzlions
Pauic Allwirs X

+ soow Meem
Pt Managament X

Hewslrtam %
Microeem Ot %

Fesuimieni Parving %

croll and Add!

* Scroll down, complete and add the
skills section.

* The list generated from these
entries are to be relevant to the
job(s) you are seeking.

12
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Presenter Notes
Presentation Notes
This portion of the résumé aims to show the skills you have already gained that are relevant to the new job you are applying for today. 

1.Type a job title into the “Select Your Desired Job” space, then choose the job that is closest to the one you are seeking. A list of relevant skills will populate underneath the “Relevant Skills” banner. Choose any of these skills that you have already developed. They will appear in the “Saved Skills” list.

2. Click on “By Your Work Experience”. Jobs from your earlier résumé entries will show in a list. Select the drop-down menu triangle for any and each of those jobs and choose any of those skills that are relevant the job you are seeking that you would like to add to this separate skills list. They will appear in the “Saved Skills” list.

*Skills will a purple, circle, lightening bolt outline are relevant to the job you are seeking (your desired job.)

You can also add custom skills, skills you do not see elsewhere directly to the Saved Skills list by entering them in the “Enter custom skill…” space at the top of the Saved Skills list and pressing “enter” or the ”+” sign.

This list will not be alphabetized (put in letter order) or by order of importance. It is the order you add the skill in that is shown in the list.

Look over to the right at the Professional Links section.

If you have a good Linked In profile, or a portfolio of a work that is available digitally, this is where you add a link to that.


You can only add one certificate or degree at a time; make sure to click “Save and Close” after each one.




https://standardresume.co/
https://www.kickresume.com/en/
https://novoresume.com/
https://www.hloom.com/
https://flowcv.com/

https://canva.com

Future Updates?

Here is a short list of highly rated
FREE online résumé builders anyone
can use.

If you already have a résumé that
just needs to be refreshed, or you're
looking for something simpler;
search for a template in Microsoft
Word or PowerPoint and fill those in!

13
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https://flowcv.com/

Have You Heard of LinkedIn?

Happy Birthday! LinkedIn turned 20 years old in May of 2023.

LinkedlIn is the worlds largest professional social network. There is no bigger social network
that focuses specifically on the professional market and it’s growing rapidly at a rate of 3 new
members every second.

The mission of LinkedIn is simple: connect the world’s professionals to make them more
productive and successful.

( ; )

Career Coach, LinkedIn, and the Networking Effect

2023


https://www.linkedin.com/pulse/28-linkedin-stats-you-need-know-2023-joe-apfelbaum
https://about.linkedin.com/

LinkedIn Facts and Stats

Linkedin &
Languages

* LinkedlIn is currently
available in 26 languages

* Those languages include
Arabic, French, Indonesian,
Polish, Spanish, Tagalog
and Thai, among others.

LinkedIn &

Members

* LinkedIn has 985 M+
members in 200 countries
and regions.

e 210 M+ members are in the
United States.

* All of Europe has 163 M+
members.

* India has the third largest
group with 113M+
members.

LinkedIn &
Community

* There are 63 M+ companies
listed on LinkedIn.

e 131K schools are listed on
LinkedIn

e Linkedln has a list of 40,000
skills to choose from in
describing yourself and/or
your co-workers’ talents.

Career Coach, LinkedIn, and the Networking Effect 15



LinkedIn Facts and Stats

LinkedIn & Job LinkedIn &
Seekers Employers
117 job applications are * 45% of hiring manages on
submitted every second on LinkedIn almost exclusively
LinkedIn. used the skills data on
LinkedIn when looking to

» 8 people are hired for a job o
. . fill a job.
every minute on LinkedIn.

 87% of recruiters say * More than 20 M+

LinkedIn is the most
effective platform for
vetting job candidates, (-

listings on the platform.

).

companies actively post job

LinkedIln &
Information

e There are 36,000 active
Newsletters you can
subscribe to on LinkedIn.

* 2.7 M+ companies post on
LinkedIn every week.

Career Coach, LinkedIn, and the Networking Effect 16


https://www.zippia.com/advice/linkedin-statistics/

Career Coach, LinkedlIn, an7
Networking Effect

connect, network, and exchange
information), primarily for careel
and business-related purposes:

17



How to Start with LinkedIn

Sign Up for a free account Setup Your Profile
 Visit the LinkedIn website * Add a professional profile picture. A clear
(www.linkedin.com) and click "Join now." headshot is best.

e Enter your first and last name, email address, * Write a headline that describes your current
and a password. job or career goal.

* Click "Join now" to create your account. * Fill in your location and industry.

Career Coach, LinkedIn, and the Networking Effect

18



How to Start with LinkedIn

Write a Summary About Yourself  Enter Detailed Information

Highlight your ... * Experience: work experience; including job
e Skills titles, company names, dates and a brief

description of your role.

* Experience _ _ .
* Education: Mention certificates, degrees or

* And career aspirations licenses with schools and graduation dates

(You will elaborate on all of these things later.)

Career Coach, LinkedIn, and the Networking Effect 19



Complete Your LinkedIn Profile

Enter Detailed Information, cont. Add Additional Sections

 Skills: List the skills you acquired and used as * If needed and/or is of significance, you can
you progressed from each job; you can list up add additional sections like Volunteer
to 50 skills. Experience and Languages to further enhance
your profile.

* Include industry-specific keywords in your
profile to enhance discoverability * Don’t Worry: LinkedIn will provide tips to help
you complete your profile to 100%. Follow

these recommendations to improve your
visibility.

Career Coach, LinkedIn, and the Networking Effect 20



Next, Make
Connections; Lots
of Them...

Network Actively:

Connect with professionals in your
industry, including colleagues,
classmates, and others you know.
LinkedIn will suggest connections based
on your email contacts.

Join Relevant Groups:

Become a member of LinkedIn groups
related to your field to expand your
network and stay informed.

Career Coach, LinkedIn, and the
Networking Effect

21




BUSINESS' $15 MIN WAGE COAST TO COAST |

f £ @eFOXBUSINESS

This Photo by Unknown Author is licensed under CC BY

Next, Make
Connections; Lots
of Them, cont....

Follow Companies:

Follow companies you're interested in
working for to receive updates on job
postings and company news.

Share Content:

Share relevant articles, insights, and
industry news to showcase your
expertise and engagement.

22
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https://ecampusontario.pressbooks.pub/uvicmicroeconomics/chapter/case-study-automation-in-fast-food/
https://creativecommons.org/licenses/by/3.0/

This Photo by Unknown Author is licensed under CC BY-ND

Connections
&Engagement

Seek Recommendations:
Request recommendations from
former colleagues and supervisors to
build credibility.

Engage and Network:

Regularly interact with your network
by commenting on posts, sending
personalized messages, and
attending virtual events or webinars
to foster connections and job
opportunities.

23
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https://www.flickr.com/photos/ibmevents/22910864761/
https://creativecommons.org/licenses/by-nd/3.0/

SAMPLE FOOTER TEXT

To Use or Not;
Your Personal
Network to

Find a Job.

(Even a small one)

Leveraging youir smalll
personalinetworlcis crucial
as/ it .enablestyou’to
harness trusted
connections and bujld
meaningfulbrelationships,
Increasing yolur chances of
discovering valuable jjob
opportunities in'a
personalized and targeted
manner.

24



Trust and Credibility: A small
personal network often consists of
= trusted contacts who can vouch for
your skills and character, enhancing
your credibility in the job market.

L UC V UVEel WUc V. OCU O
building strong, meaningful

connections within your small
network, ensuring that each
relationship can potentially lead to
job opportunities.

This Photo by Unknown Author is licensed under CC BY-SA-NC


https://open.lib.umn.edu/principlesmanagement/chapter/9-1-social-networks/
https://creativecommons.org/licenses/by-nc-sa/3.0/

: . s ——— — — —-

—

Hidden Opportunities: Your small
network may have access to
unadvertised job openings or be .
aware of companies looking for
candidates, giving you a unique
advantage.

N

owing Over Mme: Continue to

nurture and grow your small network

by attending industry events, joining
relevant groups, and engaging in

professional development to steadily
increase your job prospects.

This Photo by Unknown Author is licensed under CC BY-SA-NC

—


https://open.lib.umn.edu/principlesmanagement/chapter/9-1-social-networks/
https://creativecommons.org/licenses/by-nc-sa/3.0/
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Linked [T}

) .
87% 336,000 jobs 5 Months
Th ber of jobs added to th f i ' iob i
More than 87% of recruiters use LinkedIn pasrgﬁr:m%rlooyr{qoer?tior(EJ.S.,OA. ir:asneopr;ear;rger Average timetto NN EIIIERES
to search for candidates to fill company 2023.

job openings..

75% 85% $124.00/per wk. (2022)

In general, 75% of online applications The percentage of jobs filled through A person with an Associate’s degree can
rejected due to formatting issues; 50% of networking. earn up to $124.00 per week more than
online applications don’t meet the stated those with only a high school diploma.
criteria.

Career Coach, LinkedIn, and the Networking Effect 27


Presenter Notes
Presentation Notes
Here are some statistics related to using resumes when looking for a job between the years 2019-2021:

1. Applicant Tracking Systems (ATS): Many employers utilize ATS software to manage and filter resumes. According to a survey by Capterra, around 75% of resumes are never seen by human eyes due to being rejected by ATS.

2. Customization Matters: Tailoring your resume to match the job requirements is crucial. Research conducted by CareerBuilder revealed that 61% of hiring managers prefer to see resumes customized for the specific job opening.

3. Resume Length: The ideal resume length varies depending on the industry and level of experience. However, a survey by ResumeGo found that resumes with two pages in length received 50% more interviews compared to one-page resumes.

4. Resume Format: The reverse-chronological format is the most commonly used and preferred by employers. According to a survey by Jobscan, 94% of recruiters prefer this format over other types like functional or combination formats.

5. Resume Keywords: Including relevant keywords in your resume can significantly impact its visibility. An analysis by TopResume found that the most common keywords used in job postings between 2019-2021 included "management," "project," "experience," "development," and "skills."

6. Online Professional Profiles: Alongside traditional resumes, employers often review candidates' online professional profiles. According to a survey by CareerBuilder, 70% of employers use social media to screen candidates during the hiring process.

7. Job Board Applications: Job boards remain a popular method for submitting resumes. A survey by Statista reported that in 2020, 47% of job seekers used online job boards to find employment opportunities.

8. Remote Work Skills: The COVID-19 pandemic led to a significant increase in remote work opportunities. According to LinkedIn, mentions of remote work skills on resumes increased by 457% between March 2019 and March 2021.

Please note that these statistics are based on general trends and may vary depending on the specific industry, location, and individual circumstances.

https://www.pngall.com/calendar-png/
https://creativecommons.org/licenses/by-nc/3.0/
https://businessandcafe.blog.hu/2016/05/13/a_kapcsolatepites_jovoje_az_uzletkotes_uj_vilaga_szervezett_networking
https://creativecommons.org/licenses/by-nc-nd/3.0/
https://creativecommons.org/licenses/by-nc-nd/3.0/
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THANK YOU! -%

.
Josette Rice, Student Success Coach ‘iﬁf}

Scan the QR code to make an appointment
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