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Locating Leads 
and Applications



Locating Leads

Professional Publications
Inside Higher Ed

The Chronicle of Higher 
Education

Professional Associations
NAPAHE

Association of Community 
College Trustees

Association of Public and Land-
grant Universities

Institutional Websites Personal Network



Applications

• Avoid using "see resume"
• Look for opportunities to include soft/self-

management skills



Cover Letters



Purpose of the Cover 
Letter

• Entice the employer to look at your resume.

• Opportunity for an employer to evaluate your writing 
skills.

• Gives an employer a first impression of you as a 
professional and prospective employee.

• To obtain an interview.

• To expand upon your strongest assets.



Cover Letter
Format & Content

First Paragraph
• State why you are writing.
• The position or type of work for which you are applying.
• How you learned of the opening.

Second Paragraph
• Tell the reader what you can bring to the organization in relation to both 

specific and “soft” skills.

Third Paragraph
• Refer the reader to the enclosed resume.
• Request an interview and that you are available at their convenience.
• Give your phone number and email.
• Close with appreciation for the reader’s time and consideration.



General Tips

• Tailor your cover letter for each 
opportunity.

• Design your letter to be career and 
organization centered, not self-centered.

• When possible address letter to specific 
individual.

• Use “ATTN: Recruiter’s Name” or “RE: 
Position Title” instead of a salutation if 
you don’t know the specific individual.

• Produce error free, clean copy.

• Do not rely on spell check. A word may be 
spelled correctly but be the incorrect 
word.



E-mail Tips

• The e-mail IS your cover letter, do 
not attach a separate cover letter.

• Use the position title in the subject.
• Begin the email with the salutation.
• Follow with the three paragraphs 

from the body of your cover letter.
• Close with your name and contact 

information.
• Use your first and last name when 

naming documents (such as a 
resume) that will be attached.



Resumes



Functions of the 
Resume

• Initiates first contact and provides first impression with a potential 
employer

• Assists in obtaining an interview
• Provides a summary of education, experience, skills, and goals
• Facilitates the interview
• Shares your information with persons assisting you in intern/job search



A Good Resume Should…

Be your 
advertising/promotional 
brochure

Invite the reader with a clear 
layout

Be concise (one page, two 
maximum)

Have consistent format 
throughout

Start phrases with action 
verbs 

Use the vocabulary of the 
industry

Contain only most relevant 
information

Not include potentially 
controversial or negative 
information such as religion, 
age, or politics



Resume Components
• Identifying Information

• Career Objective

• Education

• Relevant Coursework

• Relevant Skills

• Career Related Experience

• (Other) Work Experience

• Foreign Language Skills

• Awards & Honors

• Activities

• Volunteer Activities

• Professional Affiliations

• References



Resume Styles

CHRONOLOGICAL SKILLS COMBINATION CURRICULUM 
VITAE



Interviews



Purpose of the Interview

EXCHANGE OF 
INFORMATION

DECISION MAKING FOR 
YOU AND THE EMPLOYER

DETERMINE “FIT”



Pre-interview Preparation

Increase self-confidence Decrease nerves Explore & Research



Pre-Interview Preparation

Do a mock interview
Practice answering questions 
in front of mirror or with 
video/audio recorder

Know location prior to day of 
interview

Know what to bring to the 
interview

Arrive at least 10 minutes 
early Check attitude



The 30 Minute 
Screening Interview

Typically 5 stages
• Building Rapport
• Organization Information Overview
• Information Exchange:

• Questions about you and your experience
• Your questions
• Closing comments



It's All About Perspective

Interviewer

Get information (about you)

Give information (about 
their organization)

Make a 
judgment

Should they 
“advance” you 
in the process?

Candidate

Get information (about the 
organization)

Give information (about you)

Make a 
judgment

Would you 
accept if 
offered?



Important Nonverbal 
Skills

• Eye Contact

• Posture

• Body Language

• Gestures

• Listening Skills

• Interest Level

• Enthusiasm

• Smile



Important Verbal Skills

• Tone of your voice

• Grammar

• Pauses

• Use of examples to support 
answers

• Concise, yet explanatory



Standard Questions

Strengths and weaknesses Career goals Skills developed in previous 
experiences



Behavior Based Questions
• Based on the idea that what you have done in the past can predict your 

future workplace behavior
• Decision Making & Problem Solving
• Leadership
• Motivation
• Communication
• Interpersonal Skills
• Planning & Organization



After the Interview

Ask about next step in the application 
process

Send thank you note ASAP Assess your process



Salary Negotiation



Labor Market 
Information

• Occupational Data
• Industry
• State



Cost-of-
Living 

Comparison

Cost-of-Living Calculator

Real Estate



Questions
Kim Caponi
Director of Presidential 
Communications and 
Operations

Waubonsee Community 
College
kcaponi@Waubonsee.edu
630.466.5703

mailto:kcaponi@Waubonsee.edu
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