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Disclaimer

All services and content of QuizOver.com are provided under QuizOver.com terms of use on an "as is" basis,
without warranty of any kind, either expressed or implied, including, without limitation, warranties that the provided
services and content are free of defects, merchantable, fit for a particular purpose or non-infringing.

The entire risk as to the quality and performance of the provided services and content is with you.

In no event shall QuizOver.com be liable for any damages whatsoever arising out of or in connection with the use
or performance of the services.

Should any provided services and content prove defective in any respect, you (not the initial developer, author or
any other contributor) assume the cost of any necessary servicing, repair or correction.

This disclaimer of warranty constitutes an essential part of these "terms of use".
No use of any services and content of QuizOver.com is authorized hereunder except under this disclaimer.
The detailed and up to date "terms of use" of QuizOver.com can be found under:

http:/mww.QuizOver.com/public/termsOfUse.xhtml
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eBook Content License

Mary Matera and Professor Abby Sharp. Resume Writing . The Saylor Foundation,
http://www.saylor.org/courses/prdv102/

Creative Commons License

Attribution-NonCommercial-NoDerivs 3.0 Unported (CC BY-NC-ND 3.0)
http://creativecommons.org/licenses/by-nc-nd/3.0/

You are free to:

Share: copy and redistribute the material in any medium or format

The licensor cannot revoke these freedoms as long as you follow the license terms.
Under the following terms:

Attribution: You must give appropriate credit, provide a link to the license, and indicate if changes were made. You
may do so in any reasonable manner, but not in any way that suggests the licensor endorses you or your use.

NonCommercial: You may not use the material for commercial purposes.
NoDerivatives: If you remix, transform, or build upon the material, you may not distribute the modified material.

No additional restrictions: You may not apply legal terms or technological measures that legally restrict others
from doing anything the license permits.
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4. Chapter: Unit 03: Bolstering Your Resume and Cover Letter

1. Unit 03: Bolstering Your Resume and Cover Letter Questions
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4.1.1. What characteristics should an effective resume possess?

Author: Abby Sharp

What characteristics should an effective resume possess?

Please choose only one answer:

e Aresume should be targeted to your goal--to the ideal next step in your career.

e There should be uniformity and consistency in the use of italics, capital letters, bullets, boldface,
and underlining.

e Strengths and weaknesses should be highlighted.

* Both answers A and B

Check the answer of this question online at QuizOver.com:
Question: What characteristics should an effective resume Abby @Saylor Foundat

Flashcards:
http://www.quizover.com/flashcards/what-characteristics-should-an-effective-resume-abby-saylor-foundat?pdf=3044

Interactive Question:
http://www.quizover.com/question/what-characteristics-should-an-effective-resume-abby-saylor-foundat?pdf=3044
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4.1.2. You are applying for a job in the same type of career in which you ...

Author: Abby Sharp

You are applying for a job in the same type of career in which you are currently employed and want to limit your
resume to one page. Which of the following can help to keep your resume concise?

Please choose only one answer:

e If you have looked at your resume carefully and eliminated everything that is non-essential, don't
hesitate to use a second page.

« One page is best if you can tell your story on one page. The larger your accomplishments, the easier
it should be to communicate them in few words.

* You might omit a career objective if all of your experience has been in one area.

* All of these answers

Check the answer of this question online at QuizOver.com:
Question: You are applying for a job in the same type Abby Sharp @Saylor Resume

Flashcards:
http://www.quizover.com/flashcards/you-are-applying-for-a-job-in-the-same-type-abby-sharp-saylor-resume?pdf=3044

Interactive Question:
http://www.quizover.com/question/you-are-applying-for-a-job-in-the-same-type-abby-sharp-saylor-resume?pdf=3044
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4.1.3. You are applying for different types of positions in diverse indust...

Author: Abby Sharp

You are applying for different types of positions in diverse industries. How should you format your resume to
represent your qualifications effectively for these positions?

Please choose only one answer:

* Have several versions of your resume, each with a different objective.

e Include a general cover letter that can be used for any job for which you are applying.
* Include only the work experience that is related to the job for which you are applying.

e Include a standard cover letter that tells the employer that you have many strengths and that you are
a fast learner.

Check the answer of this question online at QuizOver.com:
Question: You are applying for different types of Abby Sharp @ Saylor Foundat

Flashcards:
http://www.quizover.com/flashcards/you-are-applying-for-different-types-of-abby-sharp-saylor-foundat?pdf=3044

Interactive Question:
http://www.quizover.com/question/you-are-applying-for-different-types-of-abby-sharp-saylor-foundat?pdf=3044
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4.1.4. You are currently sending out resumes to several companies for slig...

Author: Abby Sharp

You are currently sending out resumes to several companies for slightly different roles in various career areas and
you want to title your resume. What do the experts recommend to title your resumes?

Please choose only one answer:

* Use a specific title, such as "Mary's Administrative Assistant resume," or "Entry-level resume."

» Title your resumes generally; Use, for example, "2013 Resume" and double check which one it is before
sending it.

e An option is to differentiate your resume titles based on the format of your resume, such as "Word
resume," or "PDF resume."

* Both answers B and C

Check the answer of this question online at QuizOver.com:
Question: You are currently sending out resumes to Abby Sharp @Saylor Foundat

Flashcards:
http://www.quizover.com/flashcards/you-are-currently-sending-out-resumes-to-abby-sharp-saylor-foundat?pdf=3044

Interactive Question:
http://www.quizover.com/question/you-are-currently-sending-out-resumes-to-abby-sharp-saylor-foundat?pdf=3044
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4.1.5. You are planning to write your resume and take pride in your abilit...

Author: Abby Sharp

You are planning to write your resume and take pride in your ability to describe your strengths. What do experts
recommend when writing your resume?

Please choose only one answer:
*  Write a statement of your potential, talents, and current responsibilities.
*  Write a clear, strong statement of your accomplishments.

e If your skill has been used in the past and will continue to be used, use future tense on your resume.
* Both answers A and C

Check the answer of this question online at QuizOver.com:
Question: You are planning to write your resume and take Abby Sharp @Saylor

Flashcards:
http://www.quizover.com/flashcards/you-are-planning-to-write-your-resume-and-take-abby-sharp-saylor?pdf=3044

Interactive Question:
http://www.quizover.com/question/you-are-planning-to-write-your-resume-and-take-abby-sharp-saylor?pdf=3044
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4.1.6. What is a recommended best practice to present your accomplishments...

Author: Abby Sharp

What is a recommended best practice to present your accomplishments on your resume?

Please choose only one answer:
e "If you are not exceptional at doing this job, or are at least potentially exceptional but inexperienced,"
indicate this on your resume.
e There is nothing wrong with indicating you are a top performer, but make sure you can back up what you say.
e Use qualitative terms to describe your accomplishments rather than quantitative terms.
e List all of your accomplishments whether or not they are related to the job for which you are applying.

Check the answer of this question online at QuizOver.com:
Question: What is a recommended best practice to present Abby Sharp @ Saylor

Flashcards:
http://www.quizover.com/flashcards/what-is-a-recommended-best-practice-to-present-abby-sharp-saylor?pdf=3044

Interactive Question:
http://www.quizover.com/question/what-is-a-recommended-best-practice-to-present-abby-sharp-saylor?pdf=3044
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