Senior Assignment Considerations and Resume Building


The NATA website, under Employment Opportunities and then under Athletic Training Employment Issues handbook has useful information on job searching and resumes.  The handbook is a compilation of various writings, presentations, and discussions among the members of the NATA  Placement Committee.

Self-Assessment


The first thing to consider in senior assignment preferences and in any kind of job search is a self-assessment which is used to help you analyze your personal values, interests, goals, and skills to help guide your path or life direction.  The main purpose of any self-assessment is to help you understand yourself.  There are self assessment tools at most campus career service centers.  The NATA website has such an assessment where you are asked to list and number your top 5 priorities.  The list includes items such as job security, and preferences for surroundings.  The handbook suggests that you make a list of your interests, because your interests are usually what you like to do in your free time.  These are things you you can use as a method of choosing positions that take little motivation to perform and do not lose their motivation after awhile.  You should assess your skills to add to your self-assessment.  Skills to concentrate on are those things you do well.

Research Options


After the initial step of self-assessment, a common next step is to research and explore career options.  You should make an attempt to explore the “matches” between your identified skills, interests, demands of the career, job settings, and what’s important to you.  Once you determine the matches and start interviewing for particular job settings, you should decide if the job is going to give you the long-term results that you seek.  Your search will most likely include: 1. Where are some of the previous people in this position currently employed? 2. Is the supervisor experienced, sensitive to the needs of students, and able to relate their knowledge and skill to a beginner; are they organized and administratively competent to guide my growth? 3. How much stress is associated with this position and why would this not be a positive growing experience?  4. Is the supervisor enthusiastic, positive, motivated for their position? 5. Is there opportunity to advance my skills and be allowed to exercise some independence?  6.  Will I have mostly direction or is there collaboration to be expected?

Networking

The NATA job referral service is helpful for those searches for employment and graduate assistantship.  However, job forecasters say that 80% of jobs are filled through networking.  Networking starts when you begin your clinical studies, but is especially important as you develop relationships with your third year assigned staff.  Many jobs are not publicized nationally, so it is important to keep close contact with friends and associates in the profession.  Networking is simply stressing that printed sources are not the only means of looking for employment.  Networking is also a continuous process whether you are in school or at work.  There is a difference in how student athletic trainers and a full time athletic trainer establish a network.  While in school, you should concentrate on working hard as an athletic training student to improve your clinical skills and gain the confidence of your supervisor.  Volunteering for many opportunities gives you many more people to serve in your network.  Over the summer, if you can find volunteer or work sites that are in settings and environments that you wish to search for employment later on, you will have an advantage.  Other important concerns in improving your networking abilities are:  1. Making the grade – a high GPA is not the only determinant, but is definitely an asset, because you have little else as experience background that is as consistent and long term as classes and grades, 2. Go the extra mile – this means maximize your relationships with supervisors, give 100% effort in whatever tasks you perform right now, and take advantage of training sessions or advancement opportunities to improve the skills and knowledge related to your position, 3. Expand your horizons – it is important to keep communicating and maintain relationships with our colleagues, supervisors, instructors and talk with other people you come in contact with cordially as well as on topics unrelated to job openings.  It is also important to be involved in a professional organization at the state, district or national level, 4. Professional pointers – expanding your network is an essential part of your future employment or professional/graduate school search process, and 5. Expand your network – people you know and who are on a first name basis in a formalized and maintained relationship can help your job and grad school searches.  Networking takes insight right now and over the long term requires perseverance and diligence to expand the circles of networking.   It takes time for the network of people to find a lead for you so be patient.  

Resumes

The majority of employers make the decision about who to interview based on the resume they receive. The resume should be more than a simple outline of your past; it should be carefully designed to portray your capabilities and potential.  Here are the key points to consider: 

1. Before anything else, write down a complete profile of where you've been, what you've done, your strengths and assets. 

2. Remember to reflect on your self-assessment.  Supervisor’s or Employers won't realize your assets unless you indicate them clearly. 

3. Remember that your resume is a tool to present yourself. 

4. Learn the tricks of word processing software. As you revise and modify the resume, understanding how to format sections of your resume will become important and will save time/frustration. 

5. Keep your resume simple and easy to read. Use standard fonts and letter size at least 10-point pica, and use indentations often and effectively.  Consider using "bullets" when there's a list of items if it clearly illustrates what you want. 

6. Chronological order is the most often used and the most easily followed format. Supervisors or Employers prefer to see your most recent educational and professional or work experience first, then previous experiences.  Clearly indicate starting/ending dates and years, place of employment, title, and duties. 

7. Learn to use action verbs. "Responsible for..." is not a good phrase to use in a resume: 

· Communication: 

· acted, displayed, guided, instructed, mediated, presented, prompted, trained 

· Action 

· conducted, coordinated, distributed, directed, founded, issued, managed, organized, oversaw, provided, recruited, represented, supervised. 

· Planning and development 

· created, designed, developed, improved, invented, initiated, planned, prepared, produced, proposed. 

· Analysis 

· analyzed, calculated, compiled, diagnosed, evaluated, examined, identified, investigated, researched, solved, tested. 

· Management 

· classified, expedited, monitored, processed, recorded, scheduled, updated. 

· Manual 

· assembled, built, constructed, delivered, installed, maintained, operated, restored. 

· General 

· accomplished, achieved, assisted, contributed, expanded, increased, initiated, originated, performed, served, strengthened. 

8. Keep your resume content to essential and important items only.  It is not necessary to limit your resume to one page; most athletic training employers prefer to have more information about you than what a one-page resume can show. 

9. Emphasize the positive, but keep the resume honest.  Not only should it tell what you have done but also tell how you can contribute to the position or organization once you are hired and what you can do in the future. 

10. You may wish to prepare two or three different styles of resumes, depending on the type of job you seek. If you include a "career objective" on your resume, consider tailoring the resume to specific job settings for which you apply and be extremely effective, otherwise, do not use it because it is quite trite to say “that you are searching for a third year assignment that will enhance your skills”. 

11. Other than for the third year assignment, do plan to send a list of references along with your resume, including the names, addresses, phone numbers and e-mail addresses of at least three references (on the same quality paper and font as the resume). You should no use "references available upon request" but it is commonly used only if you want to protect the list of references from falling into the wrong hands. Athletic training employers definitely prefers applicants to include the list of references. 

12. Be sure to have your resume critiqued by supervisors or other knowledgeable people before mailing. 

Cover Letter

A cover letter is a concise letter intended to introduce yourself and entice the supervisor or employer to proceed to your resume.  It should be condensed to one page and no more than 3-4 paragraphs.  It should also highlight two or three primary points from your resume to give the employer an initial positive impression about what you can do.  Avoid a long-winded letter; your purpose is to entice the employer so that s/he sees what is important in the search for candidates, would want to know more about you, read your resume, and give you an interview.   It is also good to research each supervisor or employer and position, and highlight any key points from your resume that would make you a good match for the particular position.   Make sure you send your resume to a specific person, not to "Personnel" or "To Whom It May Concern."   The cover letter should also clearly state why you are interested in the position and it should provide your intention that you will contact the supervisor or employer again in the near future as a follow up.   You should also have someone review your cover letter for grammar, misspellings, typographical errors, content, structure, brevity and conciseness.   If you ever misspell someone’s name or misuse their title, you can count on having a negative first impression.

Interviewing

Preparation for employment or graduate assistantship or professional school  interview involves:

13. Researching the organization or position

· Learn as much as you can about your supervisor and the team you will be working with.  What are the strengths of experiences that you will need to round out your experiences and provide you with the most solid reference you will need for future searches.  When looking for employment, learn as much as you can about the organization, who the influential people are and what they are well known for, the geographic area, population and population density of the area, local economy, what industries are prevalent/prominent, financial outlook of the area, real estate situations and prices, cultural and entertainment opportunities, etc. 

· Weave the information you learned into your job search process. Understanding the organization and area will help articulate your interest in the position. 

14. Choose your interview attire 

· When in doubt, be conservative and formal.  The interviews for the third year position need not be formal, but make sure you present a clean, well groomed appearance. 

15. Know your resume 

· You would do well to memorize every detail of your resume before the interview. 

16. Practice, practice, practice the interview process

· Practice in front of the mirror, with friends or family, with a supervisor...NEVER practice on a real employer. 

· Give plenty of thought to how you would answer typical questions. Be as complete as possible but keep in mind that you should articulate the concepts rather than the verbatim message.  Memorizing and reciting your answers will project a less-than-fully-honest image about you. 

· Write down the questions you may be asked. Jot down notes on how you would answer them. Think about how your interview should flow; your answers have bearing on how the interview proceeds and how well you can communicate. 

17. Arrange travel and accommodations 

· You need to be well rested and relaxed when you shake hands with your future employer or supervisor. When interviewing for a GA position or for employment, make sure you have detailed directions available, and rehearse the route if possible so that you will be assured that you will arrive a few minutes early and be able to enter the office in a relaxed state. 

· Be sure to carry the phone number, the name of the employer, and a calling card while in transit; if, for some unforeseen circumstances, you cannot arrive in time, you can tell the employer and avoid misunderstandings. 

18. Visualize 

· Perceptions can turn into reality. How you appear during an interview can be the "reality" to the supervisor or employer. How you see yourself can influence your presentation.  Over and over, visualize yourself relaxed and enjoying a conversation with the interviewer.  Rehearse the interview in your mind and picture yourself full of energy, confidence, and professionalism. 

Some important steps to take for the actual interview include: 

1. Things to do minutes before the interview: 

· Take an extra resume, a note pad and a pen. 

· Arrive early and settle down. 

· Check your appearance one last time (in rest room). 

· Take a sip of water to avoid "cotton mouth" during interview. 

· Greet the receptionist or administrative assistant in a clear voice. 

2. Typical interview sequence 

1. Enter the room, handshake, WAIT to be offered a seat, let the interviewer start the session 

2. Introductory period when you'll be introduced and introducing yourself 

3. Background review, education, professional interests, strengths/weaknesses, etc. 

4. Employer's or supervisor’s explanations about the position 

5. Question-answer session 

6. Explanations of compensation package, if a position 

7. Opportunity for your closing comments 

8. Wrap-up, procedures after interview, future contacts, etc. 

9. Handshake, exit 

3. First impressions are important 

· The first five minutes are crucial. Establish the tempo by: 

1. establishing positive eye contact. 

2. using hand gestures. 

3. raising the pitch of your voice slightly to maintain positiveness. 

4. slow down your speech especially if you have tendency to rush; the standard pace to follow is that of TV network news anchors. 

5. speak clearly. 

6. keep the supervisor’s or employer's attention. 

· "Of all things you wear, your expression is the most important." 

· Exude confidence and believe in yourself. 

· Maintain eye contact, energy, and enthusiasm. 

4. About the handshake 

· Initiate it. 

· Firm and strong handshake is preferred for both men and women. 

· Remember to make eye contact. 

· Smile. 

5. Also remember: 

· Relax but remember to maintain a professional manner. 

· Listen to each question until the end and digest it before answering. 

· Accentuate the positive. 

· Be humble but assertive. 

· Give clear and concise answers. 

· Ummm...," "you know...," "like...," and "okay...," don't belong in your speech during the interview. 

· Be honest but deliberate and careful in talking about yourself which can be construed as "negative impressions." 

6. Listen carefully and ask questions 

· When you listen to the supervisor’s or employer's question carefully, the question almost always leaves hints on what the supervisor or employer is seeking. The hints may be "between the lines" or in particular phrases in the question.  Raise your level of concentration and listen hard. 

· In an interview, your job is to convince the supervisor or employer that you are the candidate that can fulfill a specific job description for which the supervisor or employer is searching. 

· Ask questions when appropriate. You can show the level of interest in the position.  Also, be prepared to ask questions about the position and questions that are insightful and not superficial questions.

7. Presentation is as important

· Remember to look your best and remain looking your best. Keep showing the positive side of you. Be yourself but be your best. 

· During the interview, everyone is trying to pick up as many clues as possible (and that's not just verbal information).  Give them your best side.

