
Job Prep Tips from an HR representative:

● When applying through a job board, upload your own resume with your application – do

not rely on the automatically created resume generator of Indeed. It’s much more

professional and keeps you from missing typos or getting a weird, unexpected format.

● Reread the job description before your interview and have at least a basic understanding

of what the company or organization does.

● Use proper video etiquette if it is a Zoom interview. It may be virtual, but you are still

making a first impression. Dress professionally and be attentive. Also do not read

premade answers to questions from your screen – the interviewer can tell!

● ALWAYS ask questions at the end of your interview! It’s a red flag if you have none.

● Learn how to pitch yourself. Everyone will ask you to “Share a little about yourself.”

Being prepared to share your professional highlights concisely can change this from an

annoying question (because what do they really MEAN?) to an exciting one.

● While the organization is interviewing you as a candidate, you are also trying to

determine if this is the best place for you to spend every day – form questions with that

in mind. Ask what you actually want to know, to find out if you’d like to work here.

● A follow-up email is very appreciated. It doesn’t have to be long. Something short and

kind goes a long way. Even if the position may be filled before you move forward in the

application process, you could be at the top of the list the next time!

● A well-written, personalized cover letter shows you are invested  in the job, even

(ESPECIALLY) if one is not required. Conversely, one with typos and grammatical errors,

one for the wrong company, or a generic, vague letter can have your application thrown

out. This is also where you get to explain yourself and what you bring to the job,

especially if you are applying in a field where you do not already have experience.

● Consider your extracurriculars. Employers notice if an applicant has done

service-minded work or volunteer projects. Organizations like Teach for America, Big

Brothers Big Sisters, and local work in your community will help you stand out.

● Use Linkedin! Even if you don’t feel like you have a lot of experience, start building that

presence and use it to apply for jobs.


