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Career Exploration ©BigFuture

Career Exploration
-Explore Careers
-Career Quiz
-Scholarships

= careeronestop
w® your source for career exploration, training & jobs

Sponsored by the U.S, Department of Labor. & proud partner of the americanjobcenter network.

Career Development Resources
-Explore Career Options

-Finding Training and Education
-Job Search Planning

-Find Local Help and Services ] - o
O idealist

Social Impact Opportunities
-Career Advice

CareerExplorer Jobs

-Internships
o . . Graphic Designer
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Career Advancement Platform

Software Engineer
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-Career Test
-Careers
-Degrees

-Networking Community

Business Degree
w oW & W

Tool for Career Exploration and Job Analysis

-Find,_Search, and Explore Occupations

-Jobs

Political Science Degree
L & & &

-Explore Assessments, Education, and Training

-Plan My Career and Resources
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Resume Essentials

How to List Contact Information
in Your Resume

MName
Professional Title
Relevant SoMe

Mia Brown
ustrator

Parsonal Info

Addrens
Broaklyn, MY, 215

Fhona Murmbar
4511251234

Ermail
miabrown@aemall.cam

Linkodin
lirnkwdin.com/in/mio-brown

winliaine
b owneam

sl novoresome.com

Contact Information

How to List Work Experience
on a Resume

Work Experience

Computer Technician dob Tite
Geoks on Site - Company Name
» k Pariod Employaed
= Handled support tickets with Responaibiitios &
software and hardware vandor. Achhvements

w Rosolved techmscal issues and
maintenance of STHs and LkGs
of the Canadion Sky Telavision
SuSIGmBRE,

# Published 70 articles on the
website.

€) specific job title

Alex Applicant

953 haln Strear, ke Yol MY 10001

e Years of

1123 5551234 Objective
alpcanglizanti@email.com experien ce
CAREER OBJECTIVE

Elementaty teacher fooking fo mall [ndependent schacl, where | cun apaty my ve yeurs

of teaching experience, STE

nted Instructian, technal
suppeet student growth and success.

nd ruriculum development sidlls to

o Skills keywords

CORE QUALIHCATIONS

Objective/Summary

HOW TO WRITE ABEOUT SKILLS
ON A RESUME

SKILLS

= Programming: SCOL. MATLAB. Jave, Pythan Graup eklile by cstegory

(Fanagas. scikit-laam)
# Project Management Jirs, Sonfluanca, Sgile, Elmple Hats save apace
Wantan

Skilla must retlect tha
jobs dascription

= Data Yisualization: Talizau, Metabase, Google
Shoots, Solesforca

& Caortifications & Troining: CFA Lovel 1 [2021) Qualifications show

technical ekilla

EDUCATION

RESUME WORDED UNIVERSITY
Bachelor of Enginearing

Univarsity Mama
© Pegree Title
Major i Compuler Seionce Minors in Mathemetics Masjear an Mirer
ara Paychaiogy

Easton M e E— | 2
Expnckan My 5619 Graduation Gais

#GRA 39340 Achigvenanta il relavant

= Ralavant Coarsawork: Data Analyeis, Software
Engineesing, Opershing Systems, Algenthms

®Excharge Program in Lendan, England

Additional
Resume
Sections
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0 Languages

o Volunteer work
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L el O Hobbies and interests
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o Projects and publications

0 Certifications and awards

Additional Sections

(Certifications, Volunteer Work)




Cover Letter Essentials

Header with contact
information

JESSICA DANCER .
Salutation

Dear Mr. Morgan,

As a Content Writer with a passion for travel and literature, | was thrilled to see the
Senior Content Writer position open up at BookFly. My past experience driving
arganic traffic by 23% YoV to the travel website, XTravel, would translate perfectly
into the position’s stated goals frem the job description.

-
| have & passion for content creation and a deep understanding of the content cycle, I ntrOd u ct | 0 n
from ideation to prometion. My years in the digital publishing world have crafted my e
ability to drive killer CTR and resonate with an audience. Mot only did CTR jump by

2% in the menths after | was brought on board, but it had 2 knock-on effect on
social media engagement, which rose by 8% in the same time frame.

| believe good content has its roots in good data. This is why while at Media Company —
| created a content-marketing dashboard te highlight KPls like those mentioned '

abeve. The dashboard allowed us to take advantage of wins more rapidly and avaid
repeating losses.

| thrive in a fast-paced iro it and excel at L from seratch. |

9

spearheaded our SEQ efforts, developing workflows and systems to ramp up content B d h |
preduction from zere, Buo_leiy‘s commitment to core values of “collaboration and 0 a ra ra S
imagination” align with my own preferred approach to tackling projects and

dreaming of big ideas,

| look forward to learning more about how the Senior Content Writer operates within
BoolcFIrmq the current content process. Thank you for taking the time to consider
my application.

Sincerely,

Jessica Dancer

Closing

= ZIPPIA

Signature



Job Search Strategies

craigslist  simpiyhired ebY
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Networking

Benefits of
/ Informational Interviews
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Informational
Interviews

Career Fairs




Job Search/Internships Websites

indeed [

. one search. all jobs,
Indeed LinkedIn
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Glassdoor Jobcube HandShake




Networking
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Join Professional Clubs
and Organizations Attend Industry I.Events
and Career Fairs

An informational
interview is
a conversation.

Spend 16-30 minutes talking o a
Person,

You can learn more about a role, field,
or experience you want to explore.

Informational
Interviews




Informational Interviews

Follow Up

Reach Out To Prepare With A
Professionals Take Notes [Thank-You Note

. ion
In Your Field OiNER I




COL 105: Career Development (1 Credit Course)

e Career Planning: Focus on early planning and goal-

SUCCESS sk setti ng.

mm‘zoJOBS .

0 m= M ANAGEMENT strateay

PRO]ECT =DEVELOPMENT DATA

INNOVATION

IDEA<F|NANCE interviews, and networking.

Self-Assessment: Identifies strengths and career

CAREERS ..

Skill Development: Covers resume writing,

IMEZ * Professional Guidance: Access to career guidance.
°L;AL'TYOZ MOTIVATION
o)  Workplace Readiness: Prepares for internships and
#n0PLAN' ; : :
|—>1|—:>.% RRRRR 5 PROMOTION o
- QOBR&M@ JODS.
L)_QJES CCESSE L
%gngQREGEAT e Resource Accessibility: Includes workshops and
=
<Mx
g}%i'; career resources.
_. e Confidence Building: Boosts self-confidence
m = through activities.

* Long-Term Benefits: Foundation for academic and

career success.






Tanisha Reed

Director of Career Development and
Leadership

Email: Treed@ncwu.edu

Phone: 252-985-5405
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