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“DECIDE WHAT’S NEXT IN YOUR LIFE 

AND STRATEGIZE HOW TO GET IT.” 

~ Kobi Yamada  
Where will you be five years from now?
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Topics

Resume Review

Cover Letter Review

Career Advice

Job Search
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RESUME DRAFT

 Name

 Contact Information 

 Summary of Qualifications/Accomplishments 

Buzz words Ex. Educator, Translator, Communication, Goal Oriented, Team Player, 

Analytical, Collaborative etc.

 Education, International Education Programs, and Certifications  

Name of Univ./Colleges , Major, GPA, Year of Graduation & Honors/Awards 

 Work Experience 

 Technical Skills 

 Leadership, Hobbies, Interests & Organizations (Optional)
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RESUME: REQUIREMENTS & QUALIFICATIONS 5



 Design Accordingly & Customized for job 

 Summary/Highlights/Accomplishments

 Impactful Statement

 Use Action Verbs

 Length 

 1 page = Less than 7yrs of experience

 2 pages = More than 8yrs of experience 

 LinkedIn  or Website/page

 Customize Profile/Website Name

 Shorten web address via  www.bitly.com 
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FUNCTIONAL 

RESUME FORMAT
 Purpose: Insufficient or time laps in 

work history and complete career 
change.

 Use job title headers to describe 
work experience and transferable 
skills

Ex. Education Experience

Ex. Home Health Aide  Experience

Ex. Security Experience

 The list of your employers goes at 
the bottom
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CHRONOLOGICAL 

RESUME FORMAT

 Standard Resume

 Organize work history by date –

listing most recent job first – with 

accomplishment statements, and 

subsequent job next.

Ex. NYPL Feb. 2018-Present

Ex. Jewish Care, Inc.    Jan. 2016 – Dec.2017

Ex. Gap, Inc. Aug. 2013- Nov. 2015
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CUSTOMIZE RESUME 

 Re-Write/Edit Resume for each job description

 Job descriptions help you identify what needs to be highlighted on your resume.

 Match your responsibilities with the job descriptions, and include words from the job 
description.

 Prioritize Relevant Experience

 Organize each job, listing them from most recent information to oldest

 If needed, rearrange order with the most relevant job, description and key accomplishments 
as the top

 Make things stand out by using bold, italics, all caps or small caps, and underlining. 

 Ask for Feedback
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COVER LETTER

Customized your cover letter for each job

► Review job description. 

►Include keywords throughout your 

cover letter that are in the job 

description. 

► Do Research on the company and 

organization.

► PROOFREAD and CHECK FOR SPELLING 

ERRORS.

► ASK FOR FEEDBACK
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https://www.monster.com/career-advice/article/job-description-0617
https://www.monster.com/career-advice/article/how-to-use-keywords-resume-0916


KEY REMINDERS 

 DON’T FORGET….

 Uses strong action verbs and power words

 Managed, Led, Oversaw, Created, and Collaborated…. Etc.

 Check for spelling errors

 Neat, well-organized, and easy to read

 Resume Balance – not too much or too little.

 Checked for proper grammar and punctuation

 Appealing to the eye

 Make sure the resume reflects who you are as a professional

 BE POSITIVE AND ENCOURAGE YOURSELF
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KEY RESUME TIPS 

 Highlight skills, achievements, and what you learned. 

i. DO NOT create a duty list 

ii. Discuss things that are relevant to the job.

 Don’t undersell yourself! 

 Experiences in college are important.

i.e.. part-time jobs, student organizations, leadership experience, relevant class projects, 

volunteer work, training courses and more!

 Format, Format, Format. 

i. Same font type and size, 10-12 point font size and make it easy to read. 

 Except for your name (16-18pt. font), & Margins should be between .5 in—1 in. 
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Career Advice

 Learn From Others

 Informational Interviews

 Job Search & Network

 Apply for jobs within 10 days of the original post

 Use LinkedIn and Professional organizations to meet with professional 
working in area or at a company of interest

 Create new Opportunities

 Utilize your new found skills to become a tutor, freelance translator, NS tour guide 
(museums)

 Volunteer at community centers in a Japanese community
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JOB SEARCH & NETWORKING 

LinkedIn 

 Why use LinkedIn?

 Over 300 million people use LinkedIn and more than 2 million companies representing all 

industries, sizes and geographies

 Network with Employees and Executives from Fortune 500 Companies are members

 Jobs & Internships Opportunities

 Importance of Using LinkedIn:  Digital resume, Networking Opportunities, Find a job, 

Learn about your industry and how to be successful , and Market Yourself in business

DO’s DON’T

• Use a recent photo and look presentable

• Keep profile simple

• Include a reference to career or school

• Include study abroad, and GPA

• Use a party photo or  unprofessional, pic with 

someone else in the picture or with poor lighting

• Copy and paste your  full resume
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RESOURCES

 Identifying Your Purpose: Day of Purpose booklet http://bit.ly/TakeActionBeOnPurpose

 Tailoring Your Resume to job description: https://zety.com/blog/tailor-your-resume

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

 List of Job Descriptions: http://www.jobhero.com/

 List of Skills: http://examples.yourdictionary.com/examples-of-skills.html

 Free Resume Template: https://templates.office.com/en-us/Resumes-and-Cover-Letters

 Resume Template Examples: https://www.livecareer.com/resume-templates/traditional

 Job Search websites: 
www.linkedin.com www.higheredjobs.com
www.idealist.org www.Indeed.com 
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QUESTIONS & FEEDBACK

 QUESTIONS

 PRESENTATIONFEEDBACK  http://bit.ly/NYPLCAREERSERVICESURVEY

ありがとうございました

CONTACT VIA EMAIL: 

louisatatum@nypl.org

718-579-4202
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