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EMPLOYMENT

Need ajob?:

Start looking?
online -

By GINA IMPERATO

LOS ANGELES TIMES

\ / I aybe you're just-out of col-
lege, looking for your first
full-time job. Maybe you're looking

to change carcers after yearsin 4 !
the same job. Maybe you're just - .
curious about what's out there. No'

matter. There's only one place to
start your search — on the Web.
The Internet Business Network,.
aresearch firm based in Mill .
Valley, Calif,, estimates that the

Web is home to 100,000 job-related

sites and 2.5 million résumés.
But who needs statistics?

Consider instead the story of Jeff ..
Laster: Last summer, Laster, nqxl' o

36, was finishing his graduate work
at Virginia Tech. It wastimeto ~

1o the Web. He wrote a résumé

and posted it on his personal home

page. Then he posted it on four of
the most popular job boards. He',
also made a list of companies th
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he was interested in and visiled
their sites.

One of those companics was Tex-
as Instruments, TI's Web site lists
openings at all of its major loca-
tions, It also includes a short diag-
nostic test, called "Fit Check,” lo
help job seekers figure out wheth:
er their “wants and nceds” mesh
with those of TI.

Within a few days, Laster had re-
ceived replies frem a dozen com-
panies. Within® three months, e
had interviewed wilh seven of
those companics and had landed
siXjob offers. Ultimately, he
signed on with Tl

site was important,” Lasler says.
“Il was a good reality check on my
personal conlacts.”

guide offers tlips for creat-

pounding the pavement.” IU's
fime to move your job scarch into
cyberspace.

3

look for a job — and Laster looked !

he information on the TI Web'

seswine wiung ups

Wriling a résum¢ is a lask that
every job sccker loves to hale.
Writing a Web résumé is cven
tougher. tere's how lo creale a
document that will put everyone
on the same Web page.

What's [n your résumé?

1. Think nouns, not verbs. Career .

counselors used to advise job seck-
ers to pepper their résumés with
action verbs that would impress
HR staffers who scan résumés
with their eyeballs. Web résumés
also gel scanned — by digital cye-
balls. Companies then use soltware
that combs through résumés for
words thal signal job liles, techni-
cal skills and levels of education or
experience. And most of those
words are nouns — what products
you developed, which software
programs you can usc.

2. The more buzzwords, the bet-
ter. Career counselors also used lo
advise clients to avoid buzzwords
in their résumés. Today buzzwords
are all the b “Applicanl-
tracking systems” rank résumés
by the number of keywords in
them. 11 2 company is looking for!
an auditor with experience in Lo
tus 1-2:3, Microsoft Kxcel and
Peachtree First Accounting, it can
rank résumés according 10 which

.nes Include all three programs,
“which have two of them and 80 on.

3. Don't forget to describe your
personabily and altitude, Just be-
cause muost résume searches are
computerized  doesn't” mean that
companies don’t search for human
qualities. A tracking lem can
fdentify behavioral traits — de-

- pendability, responsidility, a high
energy level — as casily as il can
I sKills,

5 sonal hume pages should be
all business. Like many job scek-
ers, you may want lo include a link

Writing a résumé is a
task that every job
seeker loves to hate.
Writing a Web
résume is even
tougher. ;

in your Web résumé lo a personal
Web page, where you can post de-
tailed information aboul your ca-
reer. Bul don’t muck up your page
with photos of you, your family or
your pets. .

The résumé's'look

5. It's not a résum¢ — it's a mo-
vie trailer. Electronic résumés do
cventually get read by real human
beings — on a compuler screen.

You have about 20 lines to grab

their attention. So don't waste
precious real eslate on dc{a}ls
such as your address. Lead with
your lechnical skills and personal

~= 6. Break the one-page rule. Lim-

iting your résumé lo what will fit
on a single piece of paper doesn't
mean much in the online world. I(
you can hold your readers’ allen-
tion, they'll keep scrolling. But
don’l overdo il: Al some point,
most exccutives do print out
résumés that they find interesting.
(The new rule of thumb, say the ex-
perts, is lo create an clectronic ré
sum¢é that car.be printed in three
pages.)

7. One size doesn'l (it all. An on-
line job search can require four
different résumés: a word-proces-
sor document, an ASCII text-only
file, a HTML-coded file and a hard
copy. The word-processor docu-
ment can be printed, stored in an
online dalabasc or sent as an c-
mail altachment (but sce point 11).
‘The ASCII file is what you submil
to job-related Web siles. An
HTML-coded résumé can be post-
cd as a Web page or submilted lo
job boards. And you slill nced a
hard copy, printed on high-quality
paper, for companies that use snail
mail.

The new do's and don’ts

You've crealed a résumé with
kiler conient and a cool design.
You've got mulliple clectronic ver-
sions of il. What's left? Doing the
litte things right.

8. Not all text is created cqual.
Scanners work well with these
typefaces: Helvetica, Courier, Fu-
tura, Optima, Palatino, New Cen-
tury Schoolbook and Times. And
they work best with type sizes in
the 10-1o 14-point range.

9. Faxes are fine. If you're asked
to fax your résumé, set the ma-
chine to the “fine™ mode. That re-
sults in a higherquality printout
on the receiving end.

10. Don't send your résumé as an
altachment. Paste it into the body
of an c¢-mail message. Most em-
ployers ignore attachments. They

WOITY aboul viruses, and they don't
wanl 1o waste lume with fies that
their compulers can't translate.

11. Always include a subject Line.
If you're responding o a specific
posting. pul the reference number
in the subject line. If you're sub-
mittng a résumé te a database, in-
clude a description of your skills
In the subject line. .
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12, Ask the wizard. These da
most word-pruc
cuome with good résumé templates
and with “wizards” — step-by-step
guides that walk you through the
templates. If you're looking for a
real wizard, visit the Professional
Associatlion ol
Résumé Writers at hitp://www
-panw.com.
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