Latest Biodata Format Microsoft Word
This is likewise one of the factors by obtaining the soft documents of this Latest Biodata Format Microsoft Word by online. You might not require
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Microsoft Word 2000 - Gary B. Shelly 2000
Part of the highly successful Shelly Cashman Series, this text provides
coverage of basic and advanced Microsoft Word 2000 skills. Each project
is explained using a clear, step-by-step, screen-by-screen approach that
ensures the user stays on track
Microsoft Office Word 2003 - Gary B. Shelly 2003-10-17
For the past three decades, the Shelly Cashman Series has effectively
introduced computers to millions of students - consistently providing the
highest quality, most up-to-date, and innovative materials in computer
education. Enjoy the proven step-by-step style and improved Excel 2003
updates of the Shelly Cashman Series and enhance your Office
application skills today!
Resumes For Dummies - Joyce Lain Kennedy 2011-01-13
Write a winning resume and land that job interview! Is your job search
stalling out after you submit a resume but before you're offered an
interview? With a recession that has caused a 10% unemployment rate
affecting 15.3 million Americans, having a winning resume is vital to
securing an interview-and it demands a fresh look at how you write your
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resumes and market yourself. Whether you're entering the job market for
the first time, looking for a new job after a lay off, or changing careers,
Resumes For Dummies shows you the ropes and rules for a new era in
recruiting and jobsearching. Instructions for writing an inclusive core
resume Tips on targeting a known position, or tailoring a resume to
specific industries Common resume-writing mistakes to avoid Updated
with the latest information on privacy issues in the electronic age,
Resumes For Dummies is your go-to guide for getting your foot in the
door.
Cyberspace Resume Kit - Mary B. Nemnich 1999
Details the process of creating and distributing an online resume, and
provides information on resume banks and newsgroups
Knock 'em Dead Resume Templates - Martin John Yate 2014
On the list of things you want to do in life, writing a resume is right up
there with hitting yourself in the head with a hammer. Yet your resume is
the most financially important document you will ever own. When your
resume works, you work, and when it doesn't, you don't either. It's that
simple. Knock 'em Dead Resume Templates shows you how to write a
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killer resume and includes 105 ready-to-use Microsoft Word resume
templates. You get resume writing advice from a New York Times career
bestseller, plus 105 Microsoft Word resume templates. This is a winning
combination that doesn't exist anywhere else. Knock 'em Dead Resume
Templates is unique. Martin Yate, CPC, knows how to write a resume
that works. He shows you how employers think about, prioritize, and
express their needs for your job. Then he shows you how to leverage
these insights to write a killer resume that will be more discoverable in
resume databases and will then speak clearly to the recruiters and hiring
manages who read it. Martin shows you how to sell your skills with
integrity. You get all the advice on resume writing from the latest Knock
'em Dead Resumes, plus 105 ready-to-use Microsoft Word resume
templates. It's a combination that you can't beat. A killer resume is the
foundation of every successful career, and the tactics in these pages will
guide your success for years to come. Knock 'em Dead Resume
Templates is the definitive resource for creating a resume that gets
results and helps you reach that next step on your professional path. This
winning combination doesn't exist anywhere else. Knock 'em Dead
Resume Template is unique. The future is here what are you going to do?
Open the Door - Linda Martindale
THE MEDICAL SCIENCE LIAISON CAREER GUIDE - Dr. Samuel Jacob
Dyer 2014-01-11
Even for highly qualified candidates, becoming a Medical Science Liaison
is a challenging endeavor. It’s nearly impossible to achieve on your own
without the proper preparation and guidance. The Medical Science
Liaison Career Guide: How to Break into Your First Role will show you,
step by step, how to search for, apply, and interview for your first MSL
role. The book reveals strategies for standing apart from the competition,
what hiring managers look for when considering candidates, and what
gets the right candidates hired. Dr. Samuel Jacob Dyer shares his years
of experience as a hiring manager at some of the world’s top
pharmaceutical companies and as chairman of the board for the MSL
Society. In three easy-to-read sections, he discusses the Medical Science
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Liaison role, presents your MSL job search strategy, and reveals the
inner workings of the MSL hiring process. His proven techniques and
insights will increase your chances of starting your career as a highly
paid Medical Science Liaison.
Sound & Rhythm. Understanding Spoken English - Nancy Lippmann
2009
The Cover Letter Book - James Innes 2012-12-14
In a competitive job market, first impressions are vital. To get an
interview you’re going to have to stand out and a well-executed cover
letter is vital to ensure that you do not fall at the first hurdle. This book
takes you through all the essential rules and high impact strategies to
ensure your cover letter makes you stand out from the crowd. It takes a
detailed look at the fifteen most common cover letter mistakes to ensure
you do not make the errors that the competition will be, and covers
everysituation from email and fax to speculative letters, careerdevelopment letters and advert-response letters.
Get the Job You Really Want - Erin Devlin 2022-01-01
A practical, comprehensive guide to job search and interview
success.Make your job search, interview experience and career a success
with Get the job you really want. From setting goals to negotiating your
job offer, you can discover all of the inside tips on how to secure that job
or promotion, build your value proposition, online brand and CV.Uncover
hidden interview techniques and ways to stand out to employers. Be
sought after for your skills, experience, personality and the value that
you add to the right environment.With over ten years' experience in
recruitment, careers, and supporting job seekers, Erin Devlin goes
behind the curtain and gives you the insider's guide to job search
success. In a world where we spend more than a third of our waking
week at work, why not make it enjoyable, engaging and fulfilling? Bring
your skills, experience and talents to the fore and help your career take
off.Don't just get a job. Get the job you really want.
The 30-Second Speech Isn't Working. Now What? - Karen Pirtle
2008-11-20
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The 30-Second Speech Isn't Working, Now What? is guide for legal nurse
consultants who want to build a remarkable practice. Based on today's
current marketing strategies, this guide will help beginning, practicing
and struggling LNCs. Written in easy to understand language with stepby-step instructions--even nurses who are less-than-technically-inclined
can implement them. Each chapter introduces a new week-long activity
designed to assist you in finding the ideal client and getting more cases.
This isn't your typical marketing manual. It's not all elevator speeches
and cold calls. It merges old and new school marketing tools and answers
the question, "It's not working, now what?"
Get Your Dream Job - Ebere Ujam-Ojadua 2017-03-01
Going for an interview can be a huge task when you are not prepared.
Knowing what to say to convince your interviewer is very important.
When you prepare adequately, your chances of getting the job above
your peers will be better. This book has been designed to prepare you for
success in your interview.
The Job Closer - Steve Dalton 2021-04-20
The author of The 2-Hour Job Search shows you how to land your dream
job, from writing the perfect resume and cover letter to nailing any
interview and negotiating your offer Steve Dalton’s 2-Hour Job Search
simplified the process of finding work by utilizing technology, and now
The Job Closer helps you seal the deal by applying his time-saving
techniques to the surrounding steps. As a career consultant, Dalton has
found that job seekers routinely overinvest in trivial aspects of the
employment hunt while underestimating the important ones. In this
guide, you’ll learn how to avoid wasted effort and excel in all areas by
using tools such as: • The FIT Model, which helps job seekers nail the
answer to “Tell me about yourself” using principles from the world of
screenwriting • The RAC Model, perfect for writing efficient cover letters
and answering “Why this company or job?” in an interview • The CAR
Matrix, designed to help you craft compelling interview stories and
deploy them in the most powerful way • The Prenegotiation Call, which
takes the awkwardness out of asking for more and turns your negotiator
from an adversary into a partner • And many more . . . The Job Closer
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will leave you with more time for networking, making meaningful
connections, and showcasing your unique talents, so your odds of
success in landing the perfect job improve exponentially
7 Keys to a Winning CV - Mildred Talabi 2011
Whether you are on your first, second or tenth CV, this book provides a
simple step-by-step guide to creating a CV that gets interviews. It helps
you learn: how to grab the employer's attention in just 30 seconds; how
to present your skills and experience for maximum impact; common CV
crimes and mistakes and how you can avoid them; and, more.
Online Job Hunting - Martin John Yate 2001
This complete guide to on-line job hunting covers the whole subject from
electronic job hunting and career management tools to the nitty-gritty of
job banks, CV banks and direct contact. Online Job Hunting offers ideas
on managing your on-line identity and building a career management
database.
Write an Irresistible CV: Flash - Julie Gray 2011-05-27
The books in this bite-sized new series contain no complicated
techniques or tricky materials, making them ideal for the busy, the timepressured or the merely curious. Write an Irresistible CV helps you to
write and refine a CV that communicates who you are and shows off your
skills, talents and all you have to offer.
Get That Job With The Right CV: Teach Yourself - Julie Gray 2010-03-26
Get that Job with the Right CV will teach you how to write the best
possible CV to land that perfect job. It covers everything from layout and
format, through to perfecting a jargon-free writing style, avoiding
common pitfalls and tailoring your CV to different jobs. Julie Gray's indepth professional advice and friendly style will guide you through every
step of the CV writing process with humour and practicality and give you
real confidence to effectively showcase your skills to employers. NOT
GOT MUCH TIME? One, five and ten-minute introductions to key
principles to get you started. AUTHOR INSIGHTS Lots of instant help
with common problems and quick tips for success, based on the author's
many years of experience. TEST YOURSELF Tests in the book and online
to keep track of your progress. EXTEND YOUR KNOWLEDGE Extra
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online articles at www.teachyourself.com to give you a richer
understanding of how to get your CV right. FIVE THINGS TO
REMEMBER Quick refreshers to help you remember the key facts. TRY
THIS Innovative exercises illustrate what you've learnt and how to use it.
Preparing the Perfect CV - Rebecca Corfield 2009-11-03
Every job hunter needs an impressive CV that describes their educational
and professional history. A well-prepared and individually tailored CV is
invaluable and can greatly improve your chances of getting the job you
want. Preparing The Perfect CV provides sample CVs for job seekers of
different abilities applying for various types of work. It is therefore useful
for every age and calibre, from school leavers to those wishing to return
to work after a career break. Careers expert Rebecca Corfield analyses
the content and presentation of a well-prepared CV, helping you to
impress the employer and get an interview. Complete with new online CV
templates to get readers started and a comprehensive checklist of dos
and don'ts, Preparing the Perfect CV is an indispensible guide that every
job seeker should have.
Buffett's Tips - John M. Longo 2020-12-22
What if you could learn financial literacy from Warren Buffett himself?
Finance is a language like any other: the more fluently you speak it, the
further—and more comfortably—you travel. And if you want to improve
your financial literacy, what better teacher could you have than Warren
Buffett? Often described as the greatest investor of all time, Warren
Buffett started his investment firm with$100 in the late 1950s and went
on to become the billionaire and sage we know today. Along the way he’s
reaped huge profits for fellow investors in Berkshire Hathaway and
remains one of the most sought-after and closely watched figures in the
business world. So how did he do it? In Buffett’s Tips, award-winning
professor and professional investor John M. Longo demonstrates just how
by translating decades of Buffett’s writings and media appearances into
a 100 straightforward tips and strategies anyone can follow for enhanced
financial literacy and independence, including: Essential concepts like
the time value of money and compound interest Basic financial
instruments, such as savings and checking accounts and certificates of
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deposit Approaches to valuing stock, including discounted cash flow and
relative valuation How to build a portfolio in accordance with Buffett’s
two golden rules Whether you want to grow your personal finances,
develop your business acumen, or improve softer career skills such as
emotional intelligence, there’s no one better to learn from than the most
famous investor in the world—and no better way to do that than having a
copy of Buffett’s Tips close at hand.
Career Crossroads - Adrian Choo 2014-02-15
Are you at the crossroads of your career right now? Should you stay or
leave? And with mounting responsibilities, how can you make a
successful switch? Your career is your greatest asset. An experienced
headhunter in an international firm, Adrian Choo shares the insights
gathered from interviewing successful business leaders across the globe.
He distils the essence of his findings into a set of simple Career
Strategies™ that you can follow. Learn how to approach this challenge
and successfully navigate opportunities to achieve career success and
fulfillment. If you are an undergraduate, this is an ideal primer for career
planning. It will help you to achieve success in your future career. If you
are in your early thirties, this will discuss the factors affecting your
marketability and help you to start planning for the future. It also
identifies career speed bumps and potholes to avoid. if you are in your
early forties, this will help you to develop a personalised Career
Strategy™ to stay relevant for the next half of your career. Learn how to
successfully reinvent your career by leveraging on your Career Pivots™
into different industries or functions. If you are in your fifties, this book
provides a framework for you to attach your own career experiences, a
useful tool for mentoring your staff about their own career moves
Big Data Analytics - V. B. Aggarwal 2017-10-03
This volume comprises the select proceedings of the annual convention
of the Computer Society of India. Divided into 10 topical volumes, the
proceedings present papers on state-of-the-art research, surveys, and
succinct reviews. The volumes cover diverse topics ranging from
communications networks to big data analytics, and from system
architecture to cyber security. This volume focuses on Big Data
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Analytics. The contents of this book will be useful to researchers and
students alike.
How to Get Into Medical School in Australia - Timothy Shiraev
2013-04-01
'How to Get into Medical School in Australia' is the definitive guide on
how to succeed in your application to medical school - and how to excel
once there. The book provides comprehensive details of the admissions
processes - both undergraduate and graduate - in an easy-to-digest,
chronological format, to help you manage your application step by step.
This detailed handbook includes an overview of the admissions process
and the career of a doctor, characteristics sought in potential medical
students and how to optimise them, study techniques for high school and
undergraduate students, information on how to prepare for the medical
school entry exams (UMAT and GAMSAT), the pros and cons of
undergraduate and postgraduate medical school, and timelines on when
to begin preparing for each step of the application process. The guide
also features advice on special applications (for mature age, indigenous,
rural and international students), non-traditional routes of entry, how to
optimise your medical school application form (including sample
resumes), and the all-important medical school interview - including how
to prepare, how to dress and how to answer questions successfully on
the day, as well as several pages of practice interview questions. Once
you have succeeded in gaining admission, the book also offers
information on what medical school is like, and advice on how to excel
and enjoy it (including a list of necessary textbooks). Additionally, the
guide includes advice from people who have excelled in various parts of
the process: those who aced their high school leaver's exams, medical
students, and junior and senior doctors. They describe their experiences
and, most importantly, provide tips and guidance on how to succeed in
getting into and studying at medical school. Also included are the
profiles of every medical school in Australia, detailing entry
requirements, contact details, fees, numbers of places for students and
the focus and academic ranking of each individual school.
You're Hired! CV - Corinne Mills 2015-03-16
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The UK's bestselling CV book has just been updated. Containing valuable
CV advice, templates, practical tips, and advice on how to use social
channels in your job search, this edition brings the content fully up to
date with new real-life examples. Authored by Corinne Mills, Managing
Director of the UK's leading career coaching and outplacement company,
Personal Career Management, this book provides valuable insight into
what recruiters and employers are looking for. Corinne has worked for
20 years in the career management field, helping thousands of
individuals with a wide array of career challenges and regularly features
as the career expert for the Guardian, Telegraph, FT, Sky News as well
as the BBC. You're Hired! How to write a brilliant CV is essential reading
for creating the best possible CV for the job you want, whether you're
just starting out or moving your career forward. This book guides you
through the preparation process to identify your most relevant skills and
experiences for the position you are applying for. Filled with real-life
examples and practical advice on how to address tricky career
challenges, and use your CV to stand out from the competition, this is an
indispensable guide for job hunters. The You're Hired! series from
Trotman guides job hunters through the challenging process of finding
and securing their perfect role. Each book is written by an expert in their
field and is filled with tips, advice and useful exercises to help prepare
for every stage of the job search.
The Career Change Resume - Karen Hofferber 2003-03-22
Written by the official resume advisers to Monster.com, this is the
ultimate guide to creating life-changing resumes. The Career-Change
Resume helps aspiring career-changers reinvent themselves by showing
them how to transform their resumes. The book includes step-by-step
instructions demonstrating how to craft resumes that open doors to new
careers; more than 150 sample resumes and cover letters; valuable,
innovative career-change tools and strategies; and solutions to common
problems plaguing career-changers.
The Professor Is In - Karen Kelsky 2015-08-04
The definitive career guide for grad students, adjuncts, post-docs and
anyone else eager to get tenure or turn their Ph.D. into their ideal job
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Each year tens of thousands of students will, after years of hard work
and enormous amounts of money, earn their Ph.D. And each year only a
small percentage of them will land a job that justifies and rewards their
investment. For every comfortably tenured professor or well-paid former
academic, there are countless underpaid and overworked adjuncts, and
many more who simply give up in frustration. Those who do make it
share an important asset that separates them from the pack: they have a
plan. They understand exactly what they need to do to set themselves up
for success. They know what really moves the needle in academic job
searches, how to avoid the all-too-common mistakes that sink so many of
their peers, and how to decide when to point their Ph.D. toward other,
non-academic options. Karen Kelsky has made it her mission to help
readers join the select few who get the most out of their Ph.D. As a
former tenured professor and department head who oversaw numerous
academic job searches, she knows from experience exactly what gets an
academic applicant a job. And as the creator of the popular and widely
respected advice site The Professor is In, she has helped countless
Ph.D.’s turn themselves into stronger applicants and land their dream
careers. Now, for the first time ever, Karen has poured all her best
advice into a single handy guide that addresses the most important
issues facing any Ph.D., including: -When, where, and what to publish Writing a foolproof grant application -Cultivating references and crafting
the perfect CV -Acing the job talk and campus interview -Avoiding the
adjunct trap -Making the leap to nonacademic work, when the time is
right The Professor Is In addresses all of these issues, and many more.
Managing Your Professional Identity Online - Kathryn E. Linder
2018-11-30
In higher education, professional online identities have become
increasingly important. A rightly worded tweet can cause an academic
blog post to go viral. A wrongly worded tweet can get a professor fired.
Regular news items in The Chronicle of Higher Education and Inside
Higher Ed provide evidence that reputations are both built and crushed
via online platforms. Ironically, given the importance of digital identities
to job searches, the promotion and distribution of scholarly work,
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pedagogical innovation, and many other components of an academic life,
higher education professionals receive little to no training about how to
best represent themselves in a digital space. Managing Your Professional
Identity Online: A Guide for Higher Education fills this gap by offering
higher education professionals the information and guidance they need
to: - craft strong online biographical statements for a range of platforms;
- prioritize where and how they want to represent themselves online in a
professional capacity; - intentionally and purposefully create an effective
brand for their professional identity online; - develop online profiles that
are consistent, professional, accurate, organized, of good quality, and
representative of their academic lives; - regularly update and maintain an
online presence; - post appropriately in a range of online platforms and
environments; and - successfully promote their professional
accomplishments. Managing Your Professional Identity Online is
practical and action-oriented. In addition to offering a range of case
studies demonstrating concrete examples of effective practices, the book
is built around activities, templates, worksheets, rubrics, and bonus
materials that walk readers through a step-by-step guide of how to
design, build, and maintain professional online identities.
Microsoft Word 2002 - Gary B. Shelly 2001-07
Part of the highly successful Shelly Cashman Series, Microsoft Word
2002 Introductory Concepts and Techniques provides step-by-step
instructions accompanied by full-color screen shots, helping students
learn basic Word skills quickly and easily.
The CV Book 2nd edn - James Innes 2012-12-14
The best and most up-to-date guidance available on writing and
presenting the perfect CV is back in a new edition. This is the most
definitive and well-researched guide to planning, writing and presenting
compelling CVs to maximise your chances of getting an interview. The
guidance in this book has been tried, tested and honed to perfection. The
unique content includes a chapter on avoiding the most common CV
mistakes, which only a few of the very best CVs actually manage to do.
Written by the CEO of the UK’s leading CV consultancy service, James
Innes, the book is supported by exclusive online tools and bonus content
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including sample CV templates to help you target your CV to the specific
industry you’re applying to.
Nursing Resume: A Job Guide for Nurses - S.L. Page 2013-11-29
Nursing Resume: A Job Guide for nurses is a complete book package to
help nurses find a job. This book is short and to the point, and the entire
package includes 10 premium resume templates (see inside book for a
preview), 10 premium cover letter templates (they match the resume
templates), a few basic traditional resume templates, and a sample
resignation (or two weeks’ notice) template. All templates are in .docx
format and are best edited in the Microsoft Word software. If you do not
have Microsoft Word, you can usually download a free trial. Google Docs
may also work; however, formatting errors may occur if you use other
programs other than Microsoft Word. These templates must be
downloaded online using information at the end of this book. Why Do You
Need a Custom Resume Template? Your resume is the very first step in
getting a job. When you begin searching for a job, you’ll ultimately be
uploading or submitting resumes to various employers. If you turn in a
poorly constructed resume—it could get tossed in the trash. You want a
resume that will stand out and grab the hiring manager’s attention.
That’s why I contracted a graphic designer to create 10 professionally
designed resumes—all with nursing/healthcare themes. These resumes
include all of the major sections. All you have to do is fill in your own
information. They are completely customizable, and you can edit the text,
add sections, or change them any way you want. You also get the 10
beautifully designed cover letters that match the resumes. You also
receive a resignation template—for occasions when you need to leave
your current job for a better opportunity. One resume template alone
would be worth the price. However, you’re going to receive all 10
professionally designed resume covers, along with cover letters and this
short job guide. About the Book This book was designed to give you the
information you need to strategically find a job. You’ll get information on
compiling your resume, tips on how and where to submit your resume,
tips when sitting for an interview, tips on leaving your old job, and tips
on advancing your career. This is not just a book—this is a job tune-up.
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The guide is short and to the point, and focuses on the information you
need to start finding a job immediately. The author, S.L. Page, shares her
insights into getting a job. She combines her personal experiences along
with the advice of nurse managers she’s spoken with through the years.
What This Book Package Includes: -10 beautifully designed resume
templates -10 matching cover letter templates -A resignation/two weeks’
notice template -The paperback book (to help you find a job). Template
Requirements Templates are in .docx format. It is best to use Microsoft
Word to edit them. Google Docs, a free alternative, may work okay—but
some minor formatting errors may occur. For absolute best results, we
recommend using Microsoft Word to edit the templates. Template
Licensing Terms The templates may be used an unlimited number of
times for your own personal use. You may not resell, redistribute, or give
away for free any of the templates included with this package.
The Ultimate CV Book - Martin John Yate 2003
In this book, Martin Yate who is widely respected as 'the' expert on all
career matters, describes how to create an irresistible CV that will open
the doors to job interviews and offers of employment.
EBOOK: Knockout CV - John Lees 2013-09-16
"John Lees is a purveyor of sound, no nonsense career advice which
delivers results, whatever your age or status." Carol Lewis, Business
Features Editor, The Times It doesn't take months to learn how to write a
CV that works, but it does take a few hours. This book is designed to take
you through that process quickly, taking some short cuts, encouraging
your readers to say one simple word: "yes". Features: Step by step
approach to building a CV from scratch Detailed advice on getting bullet
points and the profile right Example CVs, including entry level and
executive CVs Demystifying of CV formats and styles, including 'hybrid',
competency-based and functional CVs Drawing on over 25 years'
experience of training recruiters, John Lees, author of the bestselling
How To Get A Job You'll Love, is one of the UK's best known career
strategists. In Knockout CV he shows you how to write CVs and cover
letters that convey your strengths quickly and get you into the interview
room. "A comprehensive and practical guide to building arelevant,
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evidence-based CV which will win the recruiter'sattention. Looks afresh
at the role of your CV, the pitfalls to avoid and shares invaluable
recruiter insights." Liz Mason, Associate Director, Alumni Career
Services,London Business School, UK "You write a CV for a purpose: to
get a job. Knockout CV works backwards from the desired result,
analysing each feature of the CV from the perspective of impact on the
decision-maker. No frills, no diversions, simply full of practical help."
Shirley Anderson, HR Director, Talent and Reward, Pilkington Group
Limited "This book is essential reading for anyone considering a career
move or applying for another position. First impressions are so important
and your CV really does have to stand out from all the rest. This is an
excellent, practical guide which I believe will really make the difference
to securing that interview." Christine Gaskell, Chair, Cheshire and
Warrington Local Enterprise Partnership and former HR Director,
Bentley Motors Ltd "John Lees leads you back to the basic document of
so manyjob-hunting campaigns, and yet again opens your eyes to seethe
real underlying principles. His clear and authoritative voice brings life
back into what is often seen as a routine activity - CV writing - yet is so
important in today's hyper-competitive job market. With his clear chapter
objectives, insightful exercises (especially the 'CV data bank'),
professional insights,and a healthy dose of humour, John Lees sets the
standardfor modern CV writing." Matthias Feist, Head of Careers &
Business Relations atRegent's University London, UK and Chair of
PlaceNet: Placements in Industry Network "John has produced an honest
and authentic approach to creating a winning CV which speaks to your
strengths, and will make the difference to getting noticed and in front of
the selection panel. Yes, you can expect to work some, however John's
advice plus your investment in time will produce a great result with the
critical bonus of mental and emotional clarity over your next (right)
career move." Angella Clarke-Jervoise, Big 4 Partner Recruiter
andInternational Career Coach Praise for John Lees' careers books:
"When I read John's writing, two things happen. First, I feel as if he's
standing right there, personally advising me. And second, I always come
away thinking over the issue in a new way. It's a rare, but very useful,
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gift." Sarah Green, Associate Editor, Harvard Business Review "I know
first-hand the joy that being in the right career can bring and I commend
John Lees for his books and seminars which help other people do just
that." Rosemary Conley CBE "John Lees is the Career Professional's
professional; thedoyen of careers experts. His books and advice have
helpedcountless numbers of people to enjoy better, more fulfilling
careers." Dr Harry Freedman, Career and Business Strategist,Hanover
Executive
Introduction to Computers for Healthcare Professionals - Irene Makar
Joos 2010-10-25
Important Notice: The digital edition of this book is missing some of the
images or content found in the physical edition. An introductory
computer literacy text for nurses and other healthcare students,
Introduction to Computers for Healthcare Professionals explains
hardware, popular software programs, operating systems, and computer
assisted communication. The Fifth Edition of this best-selling text has
been revised and now includes content on on online storage,
communication and online learning including info on PDA's, iPhones, IM,
and other media formats, and another chapter on distance learning
including video conferencing and streaming video.
The 7 Second CV - James Reed 2019-01-03
Write a killer CV and land your dream job. It takes an employer just
seven seconds to save or reject a job applicant’s CV. In this book, James
Reed – chairman of REED, Britain’s largest recruitment company – offers
invaluable and specific advice on what employers want to see in the CVs
they receive and how you can stand out from the crowd. Unlike other
career development books, the honest advice presented here has been
compiled from one-to-one interviews, surveys and countrywide
workshops across REED’s network of recruitment consultants. This book
is an accessible and enjoyable read, intensely practical and packed with
pull-out quotes, layout examples and tips. Find out what future
employers are looking for and take the first step to start loving Mondays
again.
Graduate CVs and Covering Letters - Jenny Keaveney 2017-09-16
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Based on feedback from recruiters and written by two experts in the
field, this handy guide is packed with tips on how to craft high quality
CVs and covering letters. It features practical guidance on content and
appearance, and helps readers to communicate their skills and
capabilities effectively to prospective employers. It also includes
annotated examples of creative, academic, video and international CVs,
alongside advice from recruiters and insights from students and
graduates. Exercises and quizzes are embedded into the text, providing
students with additional opportunities to hone their skills. This is an
invaluable resource for students applying for placements, internships,
graduate jobs and postgraduate study, and recent graduates. It will also
be useful to careers advisors and staff involved in running employability,
skills and career planning modules.
Write a Winning CV - Julie-Ann Amos 2003
Competition in the job market is fiercer than ever, and you need an
impressive CV to make sure you'll get the job you want. This book will
help you to highlight your experience, emphasis your strengths and make
the most of your skills. There is also tried and tested advice on targeting
employers and writing a successful covering letter that will get you that
all-important interview.
The Information Professional's Guide to Career Development
Online - Sarah L. Nesbeitt 2002
This book provides practical advice on using the Internet to research
educational and networking opportunities and to keep current through
online conferences and discussion lists. There is also information on
reading and contributing to professional literature, applying for
scholarships and grants, creating an electronic resume, and researching
prospective employers online. Appendices list organizations and
publications with an online presence. Nesbeitt is reference/systems
librarian at Maxwell Library, Bridgewater State College. Gordon is head
of computer services at the Franklin Park Public Library. She is
Webmaster of the library career site Lisjobs.com, and founding editor of
the Info Career Trends electronic newsletter. Annotation copyrighted by
Book News, Inc., Portland, OR.
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The New Rules of Work - Alexandra Cavoulacos 2017
"In this definitive guide to the ever-changing modern workplace, Kathryn
Minshew and Alexandra Cavoulacos, the co-founders of popular career
website TheMuse.com, show how to play the game by the New Rules.
The Muse is known for sharp, relevant, and get-to-the-point advice on
how to figure out exactly what your values and your skills are and how
they best play out in the marketplace. Now Kathryn and Alex have
gathered all of that advice and more in The New Rules of Work. Through
quick exercises and structured tips, the authors will guide you as you
sort through your countless options; communicate who you are and why
you are valuable; and stand out from the crowd. The New Rules of Work
shows how to choose a perfect career path, land the best job, and wake
up feeling excited to go to work every day-- whether you are starting out
in your career, looking to move ahead, navigating a mid-career shift, or
anywhere in between"-Success in Practical/Vocational Nursing - E-Book - Patricia Knecht
2020-08-01
Get the proven guidance you need to succeed in both nursing school and
professional LPN/LVN practice with Success in Practical/Vocational
Nursing, From Student to Leader, 9th Edition. Focusing on must-have
leadership and problem-solving skills, this unique, market-leading text
covers the soft skills that are essential for success in nursing school, in
the job market, and in professional practice. Topics build on each other
in a logical manner, beginning with tools you’ll need for success in class,
continuing to the skills needed in LPN/LVN practice, and culminating in
the higher-level roles and responsibilities of the LPN/LVN as a leader.
The newest feature box on empowerment introduces you to the concepts
of self-reflection, self-growth, and power to enhance your student
experience and accomplish positive outcomes in nursing school and in
practice. Additionally, like in previous editions, Critical Thinking and Try
This! boxes are incorporated throughout this ninth edition to challenge
you in thinking outside of the box to solve personal, academic, and
professional situations. There are also practice review questions at the
end of each chapter help you prepare for the NCLEX-PN® examination
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and chapters on Workforce Trends and Nurse State Practice Acts to help
you easily move from the academic to the practice setting. With all its
proven guidance and insight, this text is must-have for any LPN/LVN
student wanting to find success in today’s demanding healthcare
environment.
How to Write & Design a Professional Résumé to Get the Job - Dale
Mayer 2008
In these tough economic times companies are downsizing, outsourcing,
and merging, and job seekers are facing more competition than ever. You
need a great resume to stand out from the crowd. Your resume is a
platform to detail your achievements and experience. A resume is a
document, designed to an employer on why they should contact and
ultimately hire you. You will learn the basic components that must be in
your resume, resume formats, key action words, common resume myths,
what fonts to use, how to stress accomplishments, what information you
should never put on resume, how to write your resume from the
employer's perspective, how to write the resume to fit the job, what
words to use and what words never to use, techniques to get the
interview, the secrets of a great cover letter, how to best describe your
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experience, how to detail employment gaps, and how to develop a
professional resume. You also will learn about paper selection, electronic
resumes, white space, margins, graphics, and computer software to help
layout your resume. If you use all this information, you will give yourself
that edge over the competition that you deserve. The companion CDROM is included with the print version of this book; however is not
available for download with the electronic version. It may be obtained
separately by contacting Atlantic Publishing Group at sales@atlanticpub.com Atlantic Publishing is a small, independent publishing company
based in Ocala, Florida. Founded over twenty years ago in the company
presidentâe(tm)s garage, Atlantic Publishing has grown to become a
renowned resource for non-fiction books. Today, over 450 titles are in
print covering subjects such as small business, healthy living,
management, finance, careers, and real estate. Atlantic Publishing prides
itself on producing award winning, high-quality manuals that give
readers up-to-date, pertinent information, real-world examples, and case
studies with expert advice. Every book has resources, contact
information, and web sites of the products or companies discussed.
Creating your CV as a self marketing tool -
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