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Resume 
and 

Application 
PreparationPreparation

Webinar

May 1, 2013

Session Objections 

Discover what a resume/

application really is

learn tips to create/update your  
resume/ application

Learn how others see your 

resume/ application 
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State of Mind
Breath…

Your Resume & application content is not 
just about your Past jobs  it’s About just about your Past jobs, it s About 

YOU and how you performed and what 
you have ACCOMPLISHED

Think of your Resume as a Marketing piece , a 
tool to Place you in the best possible light

first things first 

A resume/application is a tool to 
showcase …

The “Professional You” both

Real and Virtual 
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Real Estate
Resume & Application 

your career “model home”

Nuts and Bolts

Start with an 
Assessment of where you are today?

Where you want to be? 

Map out how to get there (gap)

Then Get Organized
Gather up everything job related

Accomplishment List

Create a master resume

References

Resume & Application

Is it Current and I don’t mean up-to-date?

Paper, Virtual (Linked In), Biz card-size, QR Codes

Accomplishment ListAccomplishment List

90-second “Elevator Speech” 

Your Competencies 
Toolbox
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Resume/Application Bingo

Get 

Organized

Contact  Info: 
Clear and Easy

to Find

Achievements 
instead of 

“Responsibilities” 

List Highest 
Level Duties First

Clean up your 
VIRTUAL you

Recruiters are 

Email Address

And Voice Mail 

Professional and 

Analyze Job Ads

No Jargon, slang 
or “LAUSD 
speak”

checking Easy to Identify

Create  & 
Maintain a  

Master  Resume

Check Web 
/Online Job 

Boards for Tips 

Tailor your 
Resume to each 

job

Clarity is power

Think Twitter 
(140 )

What you did, 

Where you did it

and Who you did 
it for?

Use the right 
keywords

(Nouns‐Clues ) 

No Exaggerations

There is no place to 
hide in Cyberspace 

Use ACTION verbs

www.quintcareers.com

When in Doubt  “You Tube” 

"Toto, I've got a feeling 
we're not in Kansas 

anymore”
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Meet Jeff Todd

The Secrets of a 
Human Resources Professional 

orWhat a recruiter is really thinking 
when they see your resume/application  
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Looking for Evidence…

That you: 

DID the Job
Work History and Accomplishments

CAN DO the Job
Career Progression/Training/Education

WILL DO the job
Your “pitch” and References

Records Summery

Work Strong: Your Personal Career Fitness System‐ Peter Weddle

Concentrate on three aspects of 

your background:

 Your Skills  Abilities and Competencies; Your Skills, Abilities and Competencies;

 Your experience using these Skills, 
Abilities and competencies;

 Your accomplishment using these skills 
abilities and competencies on-the –job. 

eRecruit and YOUR Application
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LAUSD Application 
System

The LAUSD online application 
system is called eRecruit. 

eRecruit is part of BTS and can be 
access three different ways.

1. The Talent Acquisition Selection Branch 
website:  www.lausdjobs.org

2. By clicking “Apply” on a job bulletin

3. The BTS/SAP portal https//:bts.lausd.net

Application Wizard

By completing all of the steps in the 
Application Wizard you will 

successfully submit an application.

Experience

View/
Print

Questionnaire
Cover
Letter

Submit

Education
Desired

Employment
Attachments

Candidate Profile

Attachments Education

Work
Experience

Release

View &
Print

Desired
Employment

Candidate
Profile



5/1/2013

8

Candidate Profile

• Summary of work experience.

• Lists education and skills.

• Automatically populates into your 
applications.applications.

• Can be updated instantly.

The EXPERIENCE tab consists of 
your work history.  

Include relevant details such as:

– Work location

Work title– Work title

– Duties performed (most important 1st)

– Tools used

– Accomplishments and projects

Experience

After reading the EXPERIENCE tab, 
it should be clear to the reader 

HOW & WHEN 
you meet the 

entrance requirement



5/1/2013

9

Get Started
Near Endless Resources

Online job boards (Monster.com)

College/University 

Alumni/Student Centers

Bookstores and Libraries

Workforce Centers 

“Google” it

Questions

deborah.jansen@lausd.net 

213 241‐5449


