 SEQ CHAPTER \h \r 1Employment:  Cover Letters, Resumes, and Interviews

UTM Wildlife Biology Tip Sheet

Cover Letters
l. 
The cover letter is just as important as your resume and it should present you very well.

2. 
Its purpose is to insure that your resume will be among those considered for an immediate interview.

3. 
Be sure to include a cover letter with every resume that you send.

4. 
DON'T use a form letter.  Type each one individually.  Tailor your letter for each position showing that you are aware of the needs of that institution, business or school system.

5. 
Use a good quality bond paper.

6. 
Your letter should be addressed (if possible) to the person in charge of hiring for that position.

7. 
Start with a self introduction, which should include the title of the position for which you are applying.

8. 
Refer to portions mentioned in your resume which have relevance to the position requirements.

9. 
Provide some examples of your achievements and show how you produce results.

10. 
Indicate how your qualifications and skills can contribute to the position.

11. 
Close each letter with a statement of action that you will take, for example: you will call in five days to set up an interview.

12. 
Your cover letter should not be too formal, nor should it sound desperate.

13. 
Use your cover letter to mention any necessary information that is not shown in your resume: for example, temporary phone number or where message can be left for you.

14. 
If you are unfamiliar with the organization and/or available positions, you may need to write a letter of inquiry requesting information.

Sample Cover Letter
1 January 2002

221 Poplar Street

Martin, Tennessee38237

John P. Johnson, Director

Western Field Office

Southeastern Division, Wildlife Services

555 Tamarack Drive

Atlanta, Georgia 59101

Dear Mr. Johnson:

First Paragraph.

In your initial paragraph, state the reason for the letter, the specific position or type of work for which you are applying and indicate from which resource (placement center, news media, friend, employment service) you learned of the opening.

Second Paragraph.
Indicate why you are interested in the position, the company, its products or services. If you are a recent graduate, explain how your academic background makes you a qualified candidate for the position. If you had some practical work experience, point out the specific achievements or unique qualifications. Try not to repeat the same information explained on the resume.

Third Paragraph.

Refer the reader to the enclosed resume or application blank which summarizes your qualifications, training, experiences, or whatever media you may be utilizing to present yourself.

Final Paragraph.

In the closing paragraph, indicate your desire for a personal interview and your flexibility as to the time and place. Repeat your phone number in the letter and offer any assistance to help in a speedy response.  Finally, close your letter with a statement or question which will encourage a response. This can be accomplished by asking for more specific information about the position, the company, the geographic area, or by requesting recruitment literature if none is available in your own area.

Sincerely,

(Sign your name in this area)

Thomas L. Smith

JANE SWIFT
18 University Courts, Martin, TN 38238, 901-555-1212


(Date)

John Smith

Chief, Wildlife Division

P.O. Box 1234

Tennessee Wildlife Resources Agency

Ellington Agricultural Center

Nashville, TN 37901

Dear Mr. Smith:


Please accept this letter as application for the Region I Biological Technician position currently available with Tennessee Wildlife Resources Agency, as advertised in The Wildlife Society’s January-February 2002 “Wildlifer” newsletter.  My resume is enclosed for your review and consideration, and I believe you will find me well qualified.


Detailed on my resume you will find a solid background in wildlife field biology, with two summer internship positions in the Southeast.  Through courses and experience, I have developed expertise in animal damage control, urban wildlife management, and public relations.  I am confident that my experience in these areas will prove to be an asset to TWRA.  


Additionally, I am familiar with non-game management, data collection and analysis, and wildlife management planning including cost-share and landowner incentive programs, budgets, and long-term goal-setting.  Through my internships, I have worked extensively with federal and state agencies as well as corporate and non-industrial private landowners.  I am known for my mediation and conflict-resolution skills among diverse groups with contrasting goals.


I would welcome the opportunity to discuss with you how I might make similar contributions to the Region I office of TWRA.  I will contact your office next week to determine whether there is any other information that you might need to help in your decision.  Thank you for considering me for this position.


Sincere regards,


Jane Swift

JS

enclosure

Resumes
The Do's of Resume Writing:

DO REMEMBER that the attached sample resumes are merely examples of several styles. 

1. 
Do collect the facts about yourself.  Make a list of all the positive facts in the following categories:  Education, employment history, additional skills/experiences.  Other categories may include: relevant coursework, workshops and conferences attended, awards, memberships, publications, etc.  

2. 
Do provide your name in full.  At the top of the page is an excellent position for your name.  Do be certain your current address is complete with your zip code.  Also, do include your current telephone number and area code, as well as your e-mail address if you check it regularly.  Provide both home and school contact information if you may be at either place during the hiring process, but be perfectly clear where you will be when.  

3. 
Do be careful about your goals and/or objectives section. Don’t write about what you hope to get, but rather about what you hope to contribute.  You can include this in a cover letter instead of on the resume if you wish.  

4. 
Do include your educational record, but omit high school attended and the activities.  Include date of graduation in professional schools, civil service schools, military schools or any other educational background.  Do list all college degrees and your major and minor areas of study.

5. 
Do maintain a list of all previous employment; however, you may select your most recent years of employment.  Try to illustrate how your work experience is compatible with the position being sought.  Usually, you should begin with your latest position and work back chronologically.  Include the beginning and ending dates of each position.

6. 
Do include military experience.

7. 
Do list relevant activities or interests which will provide meaningful insights into what type of person you may be.

8. 
Do list professional organizations.  These show involvement.

9. 
Do be positive.  Write with active verbs--compiled, operated, supervised and other verbs that are on the attached list for examples.

10. 
Do have your resume current.  Any applicant who uses an outdated resume is either careless or not a serious applicant.

11. 
Do be sure of an error free resume.  If in doubt about spelling or how a word is to be used, LOOK IT UP!

12. 
Do keep your resume information relevant (don’t “pad” it).

13. 
Do use a good quality bond paper and print it on a laser quality printer.  If you do not have access to a laser printer, have it professionally printed.  DO NOT TURN IN COPIED RESUMES.

What Not to Do on a Resume

1. 
Don't let anything compete with your name.  For quick and easy identification, place only your name, address, and telephone number at the top of the page.  

2. 
Don't list your birth date.  By law it cannot be required.  By common sense, it should be omitted.  You could automatically eliminate yourself from the running by declaring yourself too young or too old.  Don't ruin your chances for an interview by including your age.

3. 
Don't mention your health.  Of course, you are healthy.  An employer assumes that to be true, so do not waste the reader's time or your space.

4. 
Don't be foolishly modest.  Frequently, the only knowledge a prospective employer has of you is what is given on a resume.  Don't play down your accomplishments.

5. 
Don't lead off a job description by accentuating a lesser skill to the detriment of a more important one.  Edited and typed is certainly more powerful than typed and edited.
6. 
Don't list professional achievements under the heading "HOBBIES AND INTERESTS."

7. 
Don't write “references available upon request.”  Include at least 3 references on the resume or on a separate sheet.  Don't use a reference without permission.

8. 
Don't forget to proofread; then proofread again!  Let a person who knows you and your background well also proofread for errors or omissions.  Pay attention to grammar, style, awkward structure, redundancy, organization, physical balance (aesthetic appeal), use of space, etc.  Employers see a lot of similar-looking resumes, all made with “resume-wizards.”  

9. 
Don’t feel compelled to keep it to 1 page.  A traditional business resume is a single page, but in wildlife and natural resources fields, resumes (better described as curriculum vitae) are typically longer.  Two to three pages, including references, is probably fine.

10. 
Don't include in the resume your salaries in past jobs or the salary you want for your prospective job.  This will be discussed in later interviews.

11. 
Don't photocopy your resume.  A poor copy leaves a poor impression.  

12. 
Don't indicate on your resume why you left your last job.

13. 
Don't mention religion or church affiliation, or race.

14. 
Don't use incorrect headings.  Alternative headings might include 'ACTIVITIES'.  "EXTRACURRICULAR ACTIVITIES", or "ORGANIZATIONS."

Key Resume Words:

A resume should verbally show you are a "doer." In describing activities and offices held or work experience, use words that show some progress or accomplishments while serving in that capacity.  The following lists will help focus on the performance in a positive manner:

Key Words for Resume Preparation

Action Words

activated


eliminated


motivated


responded

accelerated


established


organized


revised

administered


expanded


participated


reviewed

analyzed



expedited


performed


scheduled

approved


founded



planned



set up

coordinated


generated


pinpointed


simplified

conceived


increased


programmed


solved

conducted


influenced


promoted


strategized

completed


implemented


proposed


structured

controlled


interpreted


proved



streamlined

created



improved


provided



succeeded

delegated


launched


recommended


supervised

develop



led



reduced



supported

demonstrated


lectured



reinforced


taught

directed



maintained


reorganized


effected



managed


revamped

Self-Descriptive Words

active



determined


independent


realistic

adaptable


diplomatic


logical



reliable

aggressive


disciplined


loyal



resourceful

alert



discrete



mature



respective

ambitious


economical


methodical


self-reliant

analytical


efficient



objective


sense-of-humor

attentive



energetic


optimistic


sincere

broad-minded


enterprising


perceptive


sophisticated

conscientious


enthusiastic


personable


systematic

consistent


extroverted


pleasant



tactful

constructive


fair



positive



talented

creative



forceful



practical



will travel

dependable


imaginative


productive


will relocate

BEN CARSON VAUGHN
G-11 University Courts

Martin, Tennessee 38237

(731) 587-9062

bencvaug@mars.utm.edu

EDUCATION

The University of Tennessee at Martin

Bachelor of Science Degree in Natural Resources Management




Concentration: Wildlife Biology




Expected Graduation Date: May 2004




Current Grade Point Average: 3.0

WORK EXPERIENCE
Student Supervisor, University Center, University of Tennessee at Martin




Martin, TN, Spring 1999-Spring 2000

Responsible for the preparation of daily events and maintenance for 88,000 square feet building, supervised 9 employees in maintenance operations, trained all new employees, and allocated work assignments.  Performed duties necessary to accommodate 2,400 annual events for over 125,000 people.  Functioned often as the University Center representative when meeting and dealing with the public.



Park Interpretive Intern, Nathan Bedford Forrest State Park




Lexington, TN, Summer 1998

Performed interpretive tours for groups of 3 to 100 park visitors, created interpretive displays, maintained trails, worked in groups and independently on sign and boardwalk construction.  

Volunteer Field Assistant, Reelfoot National Wildlife Refuge, U.S. Fish & Wildlife Service




Samburg, TN, Winter 1997-1998

Observed and counted Canada geese, recorded neck band numbers, entered data into Microsoft Excel spreadsheet, and prepared summary reports for Wildlife Biologists.  




Survey Crewman, Holloway Construction Company




Winchester, TN, Summers 1993-1997




Directed 3-person crew in surveying property boundaries for construction of city park.  

ADDITIONAL 

EXPERIENCE

Assisted U. S. Fish and Wildlife Service with deer and raccoon hunter check stations, 2001




Developed and managed food plots on family farm, 1999-2001




Assisted TN Wildlife Resources Agency with wild turkey capture by rocket net, 1999




Practiced Moist Soil Management on leased hunting property, 1998-2001




Assisted TN Wildlife Resources Agency with deer hunter check stations, 1998-2001




Constructed and managed wood duck nest boxes on TN Valley Authority property , 1998-1999




Prescribed burning experience at Ames Plantation U. T. Experiment Station, 1998




Practiced radio telemetry, triangulation and homing in wildlife techniques course, 1997

MEMBERSHIPS
The Wildlife Society, 1999-present





Southeastern Section, 1999-present





Tennessee Chapter, 1999-present





U. T. Martin Student Chapter, 1999-present






Secretary, 2001






Chair, Hunters for Hungry Committee, 2000-2001






Awards and Archives Committee, 1999




Beta Beta Beta National Biological Honor Society, 2000

SKILLS

Experience driving manual transmission and 4-wheel drive vehicles, boats, and tractors

Skilled with IBM-compatible PC software including word-processors, spreadsheets, graphics programs, and internet and e-mail systems




American Red Cross Certification in Lifesaving, First Aid, and CPR




Experienced with topographic maps, compasses, and Global Positioning Systems

REFERENCES

Dr. Eric Pelren




Assistant Professor of Wildlife Biology




Department of Agriculture and Natural Resources




University of Tennessee at Martin




Martin, TN 38238




731-587-7263




epelren@utm.edu



Mr. Joe Self




Wildlife Biologist




Tennessee Wildlife Resources Agency




Ellington Agricultural Center




Nashville, TN 37901




615-555-1212




jself@twra.gov



Ms. Jane Deere




Town Council, City of Winchester




Courthouse




Winchester, TN 37902




615-555-1213




jdeere@winchester.gov
Interviews
Do's for Interviewing:  

1.
Prepare yourself.

2.
Do find out all you can about the company.

3.
Do have facts about yourself stored in your memory.  An extra resume is a good safety measure.

4.
Do know the name of the person you are to see.

5.
Do have a business-like, first-class appearance.  Men should wear a suit or, at least, a coat and tie.  Women should not wear pant suits.

6.
Do be on time.  Rehearse the trip--traffic, traffic lights, road construction or car trouble.

7.
Do display poise and good posture.  Smile and keep hands out of pockets.

8.
Do STAND until invited to sit: sit down with poise.  No slouching or touching anything on the interviewer's desk.

9.
Do listen very carefully.  Use your best English.

10.
Do be ready with answers for "Hard to Answer Questions."

11.
Do look directly at the interviewer.  Have good eye contact.

12. 
Do have a good attitude.  Do not argue with interviewer.

13.
Do be honest and straightforward.

14.
Do practice an interview.

15.
Do be prepared for employment tests--typing, shorthand, math, spelling, filing and any other necessary qualifications.  Keep calm.

16.
Do leave promptly.  Express thanks to the interviewer and to the receptionist who ushered you into the office.

17. 
Do evaluate yourself objectively--after leaving.

18.
Do write a follow-up, thank you letter for the interview IMMEDIATELY.

19.
Do answer questions with more than a yes or no.

20.
Do go by yourself to the interview.

21. 
Do have 2 or 3 questions for the interviewer.  

Don't's for Interviewing:

1. 
Do not be late.

2. 
Do not smoke or chew gum.

3. 
Do not take books or packages with you.

4. 
Do not take one with you.

5. 
Do not "lie" during interview.  Answer questions truthfully.

6. 
Do not offer your hand unless the interviewer takes the initiative.  Let him/her take the lead.

7. 
Do not sit down until you are asked to sit down.

8. 
Do not show outward signs of nervousness--twirling hair, cracking knuckles or biting finger nails.

9. 
Do not argue with an employer's statement.

10. 
Do not fail to use good English.

11. 
Do not mispronounce words.

12. 
Do not use slang--"0.K.," "You know," "Sure thing" and other terms.  

13. 
Do not be a whiner, complainer, or trouble maker.  The employer does not care that you have a sick relative and that you need a job.

14. 
Do not spoil the interview with an awkward or delayed  departure.

15. 
Do not look at or touch anything on the interviewer's desk.

16. 
Do not say, "I'll take anything."

17. 
Do not fail to follow up on the interview, write a thank you  letter immediately and keep in touch with the employer.

18. 
Do not reflect a "what's-in-it-for-me" attitude.  Think "what can I do for the company?"

19. 
Do not become discouraged if you fail to get the job.  Take steps to strengthen your potential -- more training, more experience, more skills, and more education.

20. 
Do not beg for a job or be boastful.  Do not discuss personal problems.

The following are areas which the recruiters stressed as being "knock out" factors in the interview:

1.
DID NOT READ THE COMPANY LITERATURE: or did not indicate that you did read the information to the interviewer. (This information is available in the Office of Cooperative Education, Placement and Student Employment.)

2.
INDECISIVE ABOUT CAREER GOALS: Spend some time thinking about what direction you want to go with your career.  Be able to answer the questions, "What do you expect to be doing 5-10 years from now?"

3.
WHEN INTERVIEWER COMES OUT AND SAYS YOUR NAME, GET UP AND GO FORWARD TO MEET HIM/HER.  It starts the interview off wrong if the interviewer has to come over and practically lift you from your seat.

4.
APPEARANCE: Men should wear a suit or at least a coat and tie. (Now might be the time to make an investment in an "interview suit" since there will probably be a number of interviews to attend and it will be something to wear on the job.) Women should stay away from pant suits for the interview.  Many interviewers do not object; but, you never know when you are going to get one who does.  Both men and women should be neat in appearance.  Stop in the restroom on your way to the interview and make sure that your hair isn't standing out from your head: that your collar is laying down, and that you haven't forgotten to zip or button something.

Questions Asked by Employers

1 .
What are your long range and short range goals and objectives, when and why did you establish these objectives, and how are you preparing yourself to achieve them?

2.
What specific goals, other than those related to your occupation, have you established for yourself for the next 10 years?

3.
What do you see yourself doing five years from now?

4.
What do you really want to do in life?

5.
What are your long range career objectives?

6.
How do you plan to achieve your career goals?

7.
What are the most important rewards you expect in your business career?

8.
What do you expect to be earning in five years?

9.
Why did you choose the career for which you are preparing?

10.
Which is more important to you, the money or the type of job?

11.
What do you consider to be your greatest strengths and weaknesses?

12.
How would you describe yourself?

13.
How do you think a friend or professor who knows you would describe you?

14.
What motivates you to put forth your greatest efforts?

15.
How has your college experience prepared you for a business career?

16.
Why should I hire you?

17.
What qualifications do you have that make you think that you will be successful in business?

18.
How do you determine or evaluate success?

19.
What do vou think it takes to be successful in a company like ours?

20.
In what ways do you think you can make a contribution to our company?

21.
What qualities should a successful manager possess?

22.
Describe the relationship that should exist between a supervisor and those reporting to him or her.

23.
What two or three accomplishments have given you the most satisfaction?  Why?

24.
Describe your most rewarding college experience.

25. 
If vou were hiring a graduate for this position, what qualities would you look for?

26.
Why did you select your college or university?

27.
What led you to choose your field of major study?

28.
What college subjects did you like best?  Why?

29.
What college subjects did you like least?  Why?

30.
If you could do so. how would you plan your academic study differently?  Why?

31.
What changes would you make in your college or university?  Why?

32.
Do you have plans for continued study?  Any advanced degrees?

33.
Do you think that your grades are a good indicator of your academic achievement?

34.
What have you learned from participation in extra- curricular activities ?

35.
In what kind of a work environment are you most comfortable?

36.
How do you work under pressure?

37.
In what part-time or summer jobs have you been most interested?  Why?

38.
How would you describe the ideal job for you following graduation?

39.
Why did you decide to seek a position with our company?

40.
What do you know about our company?

41. 
What two or three things are most important to you in


your job?

42. 
Are you seeking employment in a company of a

certain size?  Why?

43. 
What criteria are you using to evaluate the company

for which you hope to work?

44.
Do you have a geographical preference?  Whv?

45.
Will you relocate?  Does relocation bother you?

46.
Are you willing to travel?

47.
Are you willing to spend at least six months as trainee?

48. 
Why do you think you might like to live in the community

in which our company is located?

49. 
What major problem have you encountered and how

did you deal with it?

50. 
What have you learned from your mistakes?

Telephone Interviews
Telephone interviews are not uncommon in the wildlife profession.  Often these are a preliminary round of interviews to narrow the field of candidates to a few that will be given “face-to-face” interviews. However, telephone interviews are often the only interview for internships or seasonal technician positions. 

Preparation
Normally, telephone interviews are pre-arranged. Make sure you are present beside the phone at the arranged time. 

Plan ahead, in which room you are going to take the call. 

Make sure you have a good telephone and it is static free. Avoid using a cordless or cell phone. 

Take the call in a quiet area of the house, with no roommates, barking dog, TV's or other distractions.  

Instruct your family members/roommates not to disturb or distract you during the interview. 

Disable "call waiting" if your phone has that service. 

Have your resume, list of references, and other documents you may need, paper and pen, and a glass of water handy. 

If you get a surprise call (that is, the employer wants to interview you immediately), you have 2 choices: 1) get the name of the person and the agency; then keep the interviewer on hold for thirty seconds by saying something nice. Take a few deep breaths, compose your thought, control your nervousness or excitement and go to a quiet room. Get your resume and continue talking.  For example: "Mr. X, this place is little noisy, if you will hold for 30 seconds I will go to my room where we can talk better."  2) Express your great interest in the interview, and ask the person if you can call him/her back in a moment.  Take their number, thank them and hang up.  Then quickly use the restroom if necessary, get a glass of water and your resume, go to a quiet room, and call back.

Have a friend or family member practice some surprise calls on you.. 

When applying for jobs, be sure your home answering machine has a respectable message in case you're not home when the hiring official tries to call. Anything crude, rude or suggestive sends a negative message to most hiring officials. 

The Interview
Expectation in telephone interviews are not much different from the face to face interview. So, you must remember almost all the tips given for face-to-face interviews.  In the telephone interviews appearance is irrelevant; your biggest asset will be your communication skills.

Refer to the interviewer with his/her family name and Mr. or Ms. until invited to do otherwise. 

You may use "sir" or "ma’am", if you feel comfortable. 

Let the interviewer do the most of the taking. 

Do not interrupt or start your answer before the interviewer finishes the question.

Taking a second to think about your answer to difficult questions is fine, but much longer sounds hesitant.

Talk respectfully and politely. 

Use a deliberate but genuine voice, that is enthusiastic but not too fast or slurred.

If you’re smiling, you’re likely sounding positive; if frowning, you’re probably sounding defensive or negative.  

Answer clearly. Do not answer with yes or no; explain your answer in few sentences. 

Speak directly into the telephone. Keep the mouthpiece about one inch from your mouth. 

Do not eat, chew, smoke or engage in other task. Do not play music or TV. 

"SELL" what you know the interviewer needs. 

Mirror your interviewer's voice: If he/she speaks fast, you speak fast  If he/she speaks slowly, you speak slowly. 

If you don't understand a question, or wonder what they are really looking for, ask for an explanation. 

Don't try to evade a question. If you don't know the answer, tell the interviewer you will find out and call back. 

If things sound good to you, say so, don't play poker. 

The interviewer can't see you, so he/she can't read your body language. 

If the interviewer asks you if you have any questions, you should ask some questions. 


Some good questions are: 

Why is the position open? 

What are you looking for in the "ideal" candidate? 

What would a typical day/work-week be like? 

What are the hours, including overtime/call? 
What is the community like? 


Never Discuss:

Salary or benefit issues (It's too soon for this topic).
Negatives about current or previous employers (you're the one who'll look bad).
Anything which is "self-serving" rather than "service-giving."


Be prepared to answer such questions as:

Why are you considering a new job? 
Why are you considering this location? 
What is your energy level like? 
What is your previous experience in this area? 
Why are you interested in this position? 
What are your professional plans for the next 3 - 5- 10 years? 
What is important to you about your next job? 

Wrap-up
Ask the interviewer at the end of the conversation where you stand and what the next step is 


(i.e. arranging a site interview, etc.) 

Do not initiate a conversation regarding compensation! That is only appropriate at the end of a face-to-face meeting when the employer knows you and you know everything about the job and the agency. If he/she brings it up, feel free to discuss it, but keep it in general terms. Let the interviewer know you would be more willing to discuss compensation in person, after viewing the site and learning more about the job opportunity. If the interviewer offers you the position without a face-to-face interview, then it is appropriate to discuss specifics of compensation.

After the interview, write down all questions, and your experience for future reference. 

If you like what you heard Say So! Ask for a site visit. Have your calendar ready! After setting a date and time, be sure to follow up with a professional letter confirming the personal interview and restating your interest in the job. 

If you're not interested, ask for some time to consider. A rush to judgment may rule out a job which could have been a great one for you. Make note of your concerns, wait 24 hours, and if the fit is truly not there, politely decline the job you discussed in a professional letter to the hiring official, while keeping the door open for a future job which might better suit you.  
