Excellence in Business Communication, 9e (Thill/Bovee) 

Chapter 15  Building Careers and Writing Résumés

1) Generally speaking, most employers prefer to look for job candidates

A) at college job fairs.

B) within their own organization or through referrals from people they trust.

C) who have posted their résumés online.

D) through an outside consulting firm. 

Answer:  B

Diff: 2
Page Ref: 471

Skill:  Concept

Objective:  1

AACSB:  Communication

2) Regardless of a candidate's work experience, the prime source of jobs in general appears to be

A) personal contacts.

B) online job posting services.

C) college job fairs. 

D) all of the above equally.

Answer:  A

Diff: 2
Page Ref: 471

Skill:  Concept

Objective:  1

AACSB:  Communication

3) Approximately ________ percent of all job openings in the United States are never advertised.

A) 10

B) 30

C) 80 

D) 90

Answer:  C

Diff: 2
Page Ref: 471

Skill:  Concept

Objective:  1

AACSB:  Communication

4) The hidden job market is 

A) a list of jobs published only in specialized journals.

B) made up of jobs available only to applicants of a certain age.

C) made up of all the job openings that are never advertised.

D) none of the above.

Answer:  C

Diff: 2
Page Ref: 471

Skill:  Concept

Objective:  1

AACSB:  Communication

5) Applicant tracking systems help employers by 

A) charting each applicant's progress through the hiring process.

B) mapping out promising career paths for each applicant.

C) sifting through the hundreds or thousands of résumés they receive each year.

D) doing all of the above. 

Answer:  C

Diff: 2
Page Ref: 472

Skill:  Concept

Objective:  1

AACSB:  Technology

6) According to one recent survey of large employers, the number-one source of external hires are

A) job boards such as Monster and CareerBuilder.

B) employment ads in local newspapers. 

C) state Employment Commission offices.

D) companies' own websites.

Answer:  D

Diff: 2
Page Ref: 472

Skill:  Concept

Objective:  1

AACSB:  Communication

7) The first step in the employment process is to 

A) prepare for job interviews.

B) prepare a one-size-fits-all résumé.

C) contact potential references. 

D) find out where the job opportunities are.

Answer:  D

Diff: 1
Page Ref: 472

Skill:  Application

Objective:  1

AACSB:  Technology

8) Networking 

A) is a simple process of contacting influential people and asking them for a job.

B) is no longer very effective, thanks to the Internet.

C) requires making informal connections with mutually beneficial business contacts.

D) None of the above.

Answer:  C

Diff: 1
Page Ref: 473

Skill:  Concept

Objective:  2

AACSB:  Communication

9) The purpose of a résumé is to 

A) induce the reader to hire you.

B) list all your skills and abilities.

C) get you an interview. 

D) take the place of an application letter.

Answer:  C

Diff: 2
Page Ref: 476

Skill:  Concept

Objective:  3

AACSB:  Analytic Skills

10) The best approach to preparing a résumé is to

A) spend a lot of time creating it, and then send the same version to all prospective employers.

B) customize each version you send based on the prospective employer's needs.

C) keep it general, brief, and nonspecific.

D) None of the above.

Answer:  B

Diff: 3
Page Ref: 476

Skill:  Concept

Objective:  3

AACSB:  Communication

11) The primary difference between a résumé and a CV is that the CV is likely to be ________ than the résumé.

A) shorter

B) less formal 

C) more detailed

D) less detailed

Answer:  C

Diff: 2
Page Ref: 476

Skill:  Concept

Objective:  3

AACSB:  Communication

12) The most common way to organize a résumé is 

A) chronologically.

B) functionally. 

C) geographically.

D) alphabetically.

Answer:  A

Diff: 2
Page Ref: 478

Skill:  Concept

Objective:  3

AACSB:  Communication

13) The best organization for the résumé of someone with a strong employment history along a progressive career path would be 

A) chronological.

B) functional.

C) targeted. 

D) portfolio.

Answer:  A

Diff: 2
Page Ref: 478

Skill:  Application

Objective:  3

AACSB:  Analytic Skills

14) When it comes to functional résumés, many employers

A) are suspicious of them. 

B) strongly prefer them to chronological résumés.

C) view them as a sign of strong communication skills.

D) don't know what they are.

Answer:  A

Diff: 2
Page Ref: 480

Skill:  Concept

Objective:  3

AACSB:  Communication

15) If you are planning a career change and want to prepare a résumé emphasizing skills that qualify you for a job in your new field, the best organizational plan for your résumé would be 

A) chronological.

B) functional.

C) targeted. 

D) indirect.

Answer:  B

Diff: 2
Page Ref: 480

Skill:  Application

Objective:  3

AACSB:  Analytic Skills

16) A type of résumé that emphasizes a candidate's skills and accomplishments while also including a complete job history is termed 

A) a chronological résumé.

B) a functional résumé. 

C) a combination résumé.

D) an indirect résumé.

Answer:  C

Diff: 2
Page Ref: 480

Skill:  Concept

Objective:  3

AACSB:  Communication

17) Which of the following would be the most desirable wording to use on a résumé? 

A) "I was in charge of a staff of six employees." 

B) "I supervised six employees."

C) "Was in charge of entire departmental staff."

D) "Supervised staff of six employees."

Answer:  D

Diff: 2
Page Ref: 482

Skill:  Application

Objective:  3

AACSB:  Analytic Skills

18) If you are still a student and have little work experience, your résumé should emphasize 

A) summer jobs you have held.

B) your educational background. 

C) your hobbies and interests.

D) volunteer work you've done and service organizations in which you've been active.

Answer:  B

Diff: 2
Page Ref: 484

Skill:  Application

Objective:  3

AACSB:  Analytic Skills

19) When you describe your work experience on your résumé, you should 

A) start with your most recent job and work back chronologically.

B) describe one or two jobs in detail so that employers get an idea of your work ethic.

C) list only full-time positions.

D) try to come up with fancier titles for the jobs you've held. 

Answer:  A

Diff: 2
Page Ref: 484

Skill:  Concept

Objective:  4

AACSB:  Communication

20) Military service relevant to the position you're seeking should be listed in the ________ section of your résumé.

A) Education

B) Work Experience 

C) Education or Work Experience

D) none of the above

Answer:  C

Diff: 2
Page Ref: 484

Skill:  Application

Objective:  4

AACSB:  Communication

21) When listing activities and achievements, you should generally avoid mentioning 

A) participation in athletics. 

B) involvement in fund-raising or community service activities.

C) membership in political or religious organizations.

D) speaking, writing, or tutoring experience.

Answer:  C

Diff: 2
Page Ref: 485

Skill:  Application

Objective:  4

AACSB:  Communication

22) In describing activities and achievements on your résumé, you should

A) use mild exaggerationseveryone else does, so you'll be at an unfair disadvantage if you don't.

B) include only those that make you a more attractive job candidate. 

C) use significant amounts of jargon and technical terms.

D) leave out any awards you've won unless they are specifically relevant to your current career objective.

Answer:  B

Diff: 2
Page Ref: 485

Skill:  Concept

Objective:  4

AACSB:  Communication

23) Do not include on your résumé items that could encourage discrimination, such as 

A) home address.

B) hobbies.

C) marital status. 

D) military service.

Answer:  C

Diff: 1
Page Ref: 485

Skill:  Application

Objective:  4

AACSB:  Analytic Skills

24) Putting "References available upon request" at the end of your résumé is  

A) unnecessary, since the availability of references is usually assumed.

B) vital to impressing potential employers.

C) a good idea if you have more than one year of full-time work experience.

D) required in the United States, but not in many other countries.

Answer:  A

Diff: 2
Page Ref: 485

Skill:  Concept

Objective:  4

AACSB:  Communication

25) Which of the following is not a common problem that employers see in résumés? 

A) They are too long.

B) They are difficult to read. 

C) They are filled with misspellings and grammatical errors.

D) They are too straightforward.

Answer:  D

Diff: 1
Page Ref: 486

Skill:  Concept

Objective:  1

AACSB:  Analytic Skills

26) To achieve the best physical appearance for your résumé, you should

A) have it prepared by a professional résumé service.

B) leave plenty of white space. 

C) use colored paper.

D) use a variety of typefaces in various colors.

Answer:  B

Diff: 2
Page Ref: 486

Skill:  Application

Objective:  5

AACSB:  Communication

27) Using a boastful tone in your résumé

A) is the only way to avoid sounding unsure of your qualifications.

B) helps you stand out among other applicants.

C) causes prospective employers to question your self-evaluation.

D) is expected in today's tight job market. 

Answer:  C

Diff: 2
Page Ref: 486

Skill:  Concept

Objective:  4

AACSB:  Ethical Reasoning

28) The most common problem with résumé design is

A) using excessive and distracting design elements.

B) settling for an old-fashioned look.

C) using the wrong type of paper. 

D) failing to include at least one graphic.

Answer:  A

Diff: 3
Page Ref: 486

Skill:  Concept

Objective:  5

AACSB:  Communication

29) "OCR" stands for

A) online character reference.

B) optical character recognition. 

C) occupation criteria record.

D) online chronological résumé.

Answer:  B

Diff: 2
Page Ref: 488

Skill:  Concept

Objective:  6

AACSB:  Technology

30) To prepare your résumé for the scanning process, you need to 

A) rewrite the whole thing.

B) format it to be OCR-friendly.

C) use a special software program.

D) do all of the above.

Answer:  B

Diff: 2
Page Ref: 488

Skill:  Application

Objective:  6

AACSB:  Technology

31) A scannable résumé differs from a standard print résumé in that  

A) it includes a list of keywords.

B) the Work Experience section always gets listed first.

C) you leave out the Education section.

D) it involves all of the above.

Answer:  A

Diff: 2
Page Ref: 488

Skill:  Application

Objective:  6

AACSB:  Technology

32) The most common file format for uploading résumés directly to websites such as Monster.com is 

A) WordPerfect. 

B) PDF.

C) Microsoft Word.

D) Microsoft Publisher.

Answer:  C

Diff: 1
Page Ref: 490

Skill:  Application

Objective:  6

AACSB:  Technology

33) When mailing a résumé, it is best to  

A) have it delivered via Priority Mail in a cardboard mailer.

B) use a standard white #10 envelope.

C) pay to have it delivered the next day.

D) use a large kraft envelope.

Answer:  A

Diff: 2
Page Ref: 491

Skill:  Application

Objective:  5

AACSB:  Communication

34) When e-mailing your résumé to a prospective employer, you should 

A) always send it as a Microsoft Word attachment.

B) make it less formal than you would for other formats.

C) insert it as plain text into the body of the message unless you are specifically asked to send it as an attachment.

D) use lots of colors to make your résumé stand out.

Answer:  C

Diff: 2
Page Ref: 491

Skill:  Application

Objective:  5

AACSB:  Technology

35) When posting your résumé on websites such as Monster.com, you should 

A) avoid including your Social Security number, student ID number, or driver's license number.

B) make your résumé longer than you would for other formats.

C) use a personal, "chummy" tone.

D) do all of the above. 

Answer:  A

Diff: 2
Page Ref: 491

Skill:  Application

Objective:  5

AACSB:  Technology

36) The hidden job market describes the many job openings that are never advertised by employers.  

Answer:  TRUE

Diff: 1
Page Ref: 471

Skill:  Concept

Objective:  1

AACSB:  Communication

37) In today's marketplace, college job fairs appear to be the prime source of jobsregardless of an applicant's experience.  

Answer:  FALSE

Diff: 2
Page Ref: 472

Skill:  Concept

Objective:  1

AACSB:  Communication

38) For most large companies, job boards such as Monster and CareerBuilder are the number-one source of external hires.  

Answer:  FALSE

Diff: 1
Page Ref: 472

Skill:  Application

Objective:  1

AACSB:  Technology

39) Employers generally prefer to look outside the organization to fill openings rather than hire from within. 

Answer:  FALSE

Diff: 2
Page Ref: 472

Skill:  Concept

Objective:  1

AACSB:  Communication

40) As part of your job search, it's a good idea to stay abreast of business and financial news.  

Answer:  TRUE

Diff: 2
Page Ref: 472

Skill:  Concept

Objective:  1

AACSB:  Communication

41) Although they have impacted every other area of business, social networking technologies are not commonly used in the job search.  

Answer:  FALSE

Diff: 1
Page Ref: 472

Skill:  Concept

Objective:  1

AACSB:  Technology

42) Networking requires nothing more than simply putting yourself in contact with powerful people and asking them for a job. 

Answer:  FALSE

Diff: 2
Page Ref: 474

Skill:  Application

Objective:  2

AACSB:  Communication

43) A résumé is a persuasive message designed to help get you an interview.  

Answer:  TRUE

Diff: 1
Page Ref: 476

Skill:  Concept

Objective:  3

AACSB:  Communication

44) The main purpose of a résumé is to list all your skills and abilities.  

Answer:  FALSE

Diff: 2
Page Ref: 476

Skill:  Concept

Objective:  3

AACSB:  Analytic Skills

45) A good résumé can be customized for different situations and different employers. 

Answer:  TRUE

Diff: 2
Page Ref: 476

Skill:  Concept

Objective:  3

AACSB:  Communication

46) All résumés should be organized chronologically.  

Answer:  FALSE

Diff: 2
Page Ref: 477

Skill:  Concept

Objective:  3

AACSB:  Analytic Skills

47) Since most employers now prefer functional résumés, you should avoid organizing yours in the chronological format. 

Answer:  FALSE

Diff: 2
Page Ref: 480

Skill:  Application

Objective:  3

AACSB:  Communication

48) A functional résumé is organized around a list of accomplishments and focuses on the person's areas of competence.  

Answer:  TRUE

Diff: 2
Page Ref: 480

Skill:  Application

Objective:  3

AACSB:  Analytic Skills

49) Unlike chronological and functional résumés, a combination résumé combines descriptions of your education and employment background.  

Answer:  FALSE

Diff: 2
Page Ref: 480

Skill:  Concept

Objective:  3

AACSB:  Communication

50) When giving your background and qualifications on a résumé, you always use complete sentences.  

Answer:  FALSE

Diff: 2
Page Ref: 482

Skill:  Application

Objective:  4

AACSB:  Communication

51) If you have a personal webpage or e-portfolio, you should list it on your résumé under "Contact Information."  

Answer:  TRUE

Diff: 2
Page Ref: 483

Skill:  Concept

Objective:  4

AACSB:  Communication

52) Experts agree that every résumé should include a statement of the applicant's career objective.  

Answer:  FALSE

Diff: 2
Page Ref: 483

Skill:  Concept

Objective:  4

AACSB:  Communication

53) Including a career objective is a good option for applicants who have little or no work experience in their target profession. 

Answer:  TRUE

Diff: 2
Page Ref: 483

Skill:  Concept

Objective:  4

AACSB:  Analytic Skills

54) One example of an effective career objective is "A fulfilling position that provides ample opportunity for career growth and personal satisfaction." 

Answer:  FALSE

Diff: 3
Page Ref: 483

Skill:  Application

Objective:  4

AACSB:  Analytic Skills

55) The Education section of your résumé includes any relevant seminars or workshops you have attended.  

Answer:  TRUE

Diff: 2
Page Ref: 484

Skill:  Application

Objective:  4

AACSB:  Communication

56) You should always include your college GPA on your résumé.  

Answer:  FALSE

Diff: 1
Page Ref: 484

Skill:  Application

Objective:  4

AACSB:  Communication

57) If you're still in school, you should present your educational background in depth since that is probably your strongest selling point.  

Answer:  TRUE

Diff: 1
Page Ref: 484

Skill:  Application

Objective:  4

AACSB:  Communication

58) Your résumé should list past jobs in chronological order, with the first job first and the current job last.  

Answer:  FALSE

Diff: 1
Page Ref: 484

Skill:  Concept

Objective:  4

AACSB:  Communication

59) In the Work Experience section of your résumé, you should leave out any jobs that do not relate directly to your career objective.  

Answer:  FALSE

Diff: 2
Page Ref: 484

Skill:  Concept

Objective:  3

AACSB:  Communication

60) When listing work experience on a résumé, you should emphasize significant achievements in each job.  

Answer:  TRUE

Diff: 2
Page Ref: 484

Skill:  Concept

Objective:  4

AACSB:  Communication

61) It would be inappropriate to mention volunteer work (such as participation in local charity events) on a résumé.  

Answer:  FALSE

Diff: 2
Page Ref: 485

Skill:  Application

Objective:  4

AACSB:  Analytic Skills

62) Not all résumés need to be limited to one page in length. 

Answer:  TRUE

Diff: 2
Page Ref: 486

Skill:  Concept

Objective:  4

AACSB:  Communication

63) Prospective employers generally respond favorably to résumés that are boastful. 

Answer:  FALSE

Diff: 1
Page Ref: 486

Skill:  Concept

Objective:  4

AACSB:  Communication

64) To fit everything on one page, it's okay to sacrifice white space on your résumé. 

Answer:  FALSE

Diff: 2
Page Ref: 487

Skill:  Concept

Objective:  5

AACSB:  Communication

65) With today's technology, preparing a paper résumé is a waste of time.  

Answer:  FALSE

Diff: 2
Page Ref: 488

Skill:  Concept

Objective:  5

AACSB:  Communication

66) Virtually any font is appropriate for a scannable résumé. 

Answer:  FALSE

Diff: 2
Page Ref: 488

Skill:  Concept

Objective:  6

AACSB:  Communication

67) Some examples of effective keywords to include in your electronic résumé would be "works hard," "knows foreign languages," and "gets along well with others."  

Answer:  FALSE

Diff: 3
Page Ref: 488

Skill:  Application

Objective:  1

AACSB:  Analytic Skills

68) Employers are generally understanding if a candidate has only one or two typos on his or her résumé, although having more than that can decrease one's chances of getting an interview.  

Answer:  FALSE

Diff: 2
Page Ref: 490

Skill:  Concept

Objective:  3

AACSB:  Communication

69) When sending résumés by e-mail, it is helpful to include the reference number or job ad number in the subject line. 

Answer:  TRUE

Diff: 2
Page Ref: 491

Skill:  Concept

Objective:  5

AACSB:  Technology

70) When posting your résumé to a website, you should always provide your home address.  

Answer:  FALSE

Diff: 2
Page Ref: 491

Skill:  Application

Objective:  5

AACSB:  Technology

71) ________ is the process of making informal connections with a broad sphere of mutually beneficial business contacts.

Answer:  Networking 

Diff: 2
Page Ref: 473

Skill:  Concept

Objective:  2

AACSB:  Communication

72) A(n) ________ is a persuasive message designed to get you an interview.

Answer:  résumé 

Diff: 1
Page Ref: 476

Skill:  Concept

Objective:  3

AACSB:  Communication

73) The most common way to organize a résumé is ________. 

Answer:  chronologically 

Diff: 2
Page Ref: 478

Skill:  Concept

Objective:  3

AACSB:  Communication

74) A(n) ________ résumé is organized around a list of skills and accomplishments.

Answer:  functional 

Diff: 2
Page Ref: 480

Skill:  Concept

Objective:  3

AACSB:  Communication

75) A(n) ________ résumé includes the best features of the chronological and functional approaches. 

Answer:  combination

Diff: 2
Page Ref: 480

Skill:  Concept

Objective:  3

AACSB:  Communication

76) The best résumés are written using short, crisp phrases starting with strong ________ verbs. 

Answer:  action 

Diff: 2
Page Ref: 482

Skill:  Concept

Objective:  3

AACSB:  Communication

77) The ________ section of a résumé states what you wish to accomplish in your work, although experts disagree about its effectiveness.

Answer:  Career Objective 

Diff: 2
Page Ref: 483

Skill:  Concept

Objective:  4

AACSB:  Communication

78) One alternative to putting a career objective on your résumé is to include a Summary of ________.

Answer:  Qualifications 

Diff: 2
Page Ref: 483

Skill:  Concept

Objective:  4

AACSB:  Communication

79) In the ________ section of your résumé you list schools you've attended and degrees you've received.

Answer:  Education

Diff: 1
Page Ref: 484

Skill:  Concept

Objective:  4

AACSB:  Communication

80) In the ________ section of your résumé you list jobs you've had and responsibilities you've held on those jobs.  

Answer:  Work Experience

Diff: 2
Page Ref: 484

Skill:  Concept

Objective:  4

AACSB:  Communication

81) Volunteer work that demonstrates your abilities should be listed in the ________ and ________ sections of your résumé. 

Answer:  Activities; Achievements

Diff: 2
Page Ref: 485

Skill:  Application

Objective:  4

AACSB:  Communication

82) Résumés prepared for an electronic database should include a(n) ________ summary that lists all the terms that could help match your résumé to the right openings. 

Answer:  keyword

Diff: 2
Page Ref: 488

Skill:  Application

Objective:  6

AACSB:  Technology

83) A printed, unformatted version of your résumé makes it easy for employers to ________ it into a database. 

Answer:  scan

Diff: 2
Page Ref: 488

Skill:  Concept

Objective:  6

AACSB:  Technology

84) Employers often use ________ software (which recognizes stored profiles of characters) to scan traditional résumés into their databases. 

Answer:  OCR

Diff: 3
Page Ref: 488

Skill:  Application

Objective:  6

AACSB:  Technology

85) When e-mailing a copy of your résumé, it is generally best to include it within the ________ of the message. 

Answer:  body

Diff: 2
Page Ref: 491

Skill:  Concept

Objective:  5

AACSB:  Technology

86) Define the hidden job market and explain what it suggests about most employers' approach to finding candidates for job openings.

Answer:  The hidden job market refers to the many job openings (about 80 percent) that employers never advertise. This phenomenon suggests that employers usually prefer to look for candidates within their own organization or through referrals from people they know and trust. 

Diff: 3
Page Ref: 471

Skill:  Concept

Objective:  1

AACSB:  Communication

87) Briefly explain what information you should seek out at the very beginning of your career search.

Answer:  You should begin by finding out where the job opportunities are, which industries are strong, which parts of the country are growing, and which specific job categories offer the best prospects for the future. 

Diff: 2
Page Ref: 472

Skill:  Concept

Objective:  1

AACSB:  Communication

88) Briefly describe four steps you can take to prepare for and successfully complete your search for employment.

Answer:  (1) Stay abreast of business and financial news. (2) Research specific companies. (3) Network. (4) Seek career counseling. 

Diff: 3
Page Ref: 472-475

Skill:  Concept

Objective:  2

AACSB:  Communication

89) Name at least three qualities you need to convey on any résumé.

Answer:  On any résumé, you need to show that you (1) think in terms of results, (2) know how to get things done, (3) are well rounded, (4) show signs of career progress, (5) have personal standards of excellence, (6) are flexible and willing to try new things, and (7) communicate effectively. 

Diff: 2
Page Ref: 477

Skill:  Concept

Objective:  4

AACSB:  Communication

90) Your work history includes a lengthy gap in employment. List two strategies for handling this challenge when writing a résumé.

Answer:  (1) Mention relevant experience and education you gained during employment gaps, such as volunteer or community work. (2) If gaps are due to personal problems, offer honest but general explanations about your absences.  

Diff: 2
Page Ref: 477

Skill:  Application

Objective:  4

AACSB:  Analytic Skills

91) Rewrite the following to make it a more active statement: "I was in charge of customer complaints and all ordering problems." 

Answer:  Handled all customer complaints and resolved all product order discrepancies.

Diff: 3
Page Ref: 482

Skill:  Application

Objective:  4

AACSB:  Analytic Skills

92) In addition to your name, what should be included in the Contact Information section of your résumé?

Answer:  (1) Physical address, (2) e-mail address, (3) phone number(s), and (4) the URL of your personal webpage if you have one

Diff: 2
Page Ref: 483

Skill:  Concept

Objective:  4

AACSB:  Communication

93) What potential risk should you consider before including a career objective on your résumé?

Answer:  Some experts maintain that such a statement labels you as being interested in only one thing and thus limits your possibilities as a candidate, especially if you want to be considered for a variety of openings. 

Diff: 3
Page Ref: 483

Skill:  Application

Objective:  4

AACSB:  Communication

94) Name at least five types of information that should not be included on résumés when applying to U.S. companies. 

Answer:  Résumés should never include information about (1) marital or family status, (2) age, (3) race, (4) religion, (5) national origin, or (6) physical or mental disabilities.

Diff: 2
Page Ref: 485

Skill:  Concept

Objective:  4

AACSB:  Ethical Reasoning

95) List at least five of the ten most common problems with résumés.

Answer:  (1) Too long or two wordy. (2) Too short or sketchy. (3) Difficult to read. (4) Poorly written. (5) Display weak understanding of the business world or of a particular industry. (6) Poor-quality printing or cheap paper. (7) Full of and spelling and grammar errors. (8) Boastful. (9) Gimmicky design.

Diff: 3
Page Ref: 486

Skill:  Concept

Objective:  4

AACSB:  Communication

96) Describe how today's employers generally approach the employment process.

Answer:  Generally, employers tend to look for candidates within their own organizations or through referrals from people they know and trust. They often do not even advertise job openings. Overall, personal contacts appear to be the prime source of jobs, regardless of whether a candidate has just graduated from college or has been out of school for several years. Many employers interview college students through campus placement offices and regularly accept unsolicited résumés to keep on file or in a database. A number of companies also use some form of automationsuch as an applicant tracking systemto help them sift through the many résumés they receive. 

Diff: 3
Page Ref: 471-472

Skill:  Concept

Objective:  1

AACSB:  Communication

97) Explain the importance of networking as part of your career search, and describe how to go about finding helpful networks.

Answer:  Networking is the process of making informal connections with a broad sphere of mutually beneficial business contacts. Research suggests that it is currently the most common way that employees find jobs. Helpful networks are available in-person and online. You can find them by reading news sites, blogs, and other online sources (such as Twitter), by participating in student business organizations, and by visiting trade shows that cater to the industry you're interested in. Volunteering in social, civic, and religious organizations can also help you create a network for yourself. 

Diff: 3
Page Ref: 473-474

Skill:  Concept

Objective:  2

AACSB:  Communication

98) List and describe the three methods for organizing a résumé along with the advantages and disadvantages of each one.

Answer:  (1) Chronologicallists your employment history starting with the most recent job first. Advantages: Employers are familiar with it, it highlights growth and career progression, and it emphasizes continuity and stability. Disadvantages: It draws attention to gaps in your employment history. (2) Functionallists your skills and accomplishments. Advantages: Employers can quickly see what you can do, and you can emphasize earlier job experience and de-emphasize any lack of career progress or lengthy unemployment. Disadvantages: Employers tend to assume that you are trying to hide something; it is harder for employers to quickly determine your employment history. (3) Combinationincludes features of both chronological and functional approaches. Advantages: You can highlight both your skills and your employment history. Disadvantages: Employers are somewhat unfamiliar with it, and it can be repetitious and longer than other formats. 

Diff: 3
Page Ref: 477-480

Skill:  Concept

Objective:  3

AACSB:  Analytic Skills

99) Describe the main sections or elements that are included on most résumés.

Answer: 
 (1) Name and Contact Informationcontains any information necessary to contact you including phone numbers, e-mail addresses, etc. 
(2) Career Objective or Summary of Qualificationsthis section is optional. Including it allows you to clearly state your desired goal and to categorize yourself.
 (3) Educationgives your educational background, degrees earned, where you attended school, the dates attended, and the skills and abilities that you've developed in your course work. 
(4) Work Experience, Skills, and Accomplishmentslists your jobs in chronological order with the current one first. In this section you should provide the name and location of the employer as well as your title and describe your skills and accomplishments and quantify them whenever possible.
 (5) Activities and Achievementslists volunteer activities that demonstrate your leadership, organization, teamwork, etc. In this section you should explain how the skills learned there are related to the job you're applying for. Note any awards you've received.
 (6) Personal Datalike Career Objective, this section is optional. Include information about your interests and hobbies only if they enhance the employer's understanding of why you would be the best candidate for the job. 
Diff: 3
Page Ref: 483-485

Skill:  Concept

Objective:  4

AACSB:  Communication

100) Explain how to select keywords to include on a scannable résumé.

Answer:  Include a keyword summary consisting of words and phrases that define your skills, experiences, education, and professional affiliations. Use mostly nouns, as verbs tend to be generic rather than specific to a particular position or skill. Underline all the skills listed in ads for the types of jobs you're interested in. Use those words that match your skills and qualifications. Use words that potential employers will understand, and use abbreviations sparingly. 

Diff: 3
Page Ref: 489-490

Skill:  Concept

Objective:  6

AACSB:  Technology
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