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DISCLAIMER 
The information provided in this toolkit is intended for educational and informational purposes only. While every effort has 
been made to ensure accuracy, the strategies and tips included may not guarantee specific job outcomes. Readers are 
encouraged to tailor the advice to their unique circumstances and seek professional guidance when necessary. The author 
and publisher assume no responsibility or liability for any errors or omissions or for any outcomes related to the use of the 
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INTRODUCTION

Dear Serious Job-Seeker, 

As you navigate your employment journey, remember that persistence, self-reflection, and 
adaptability are your greatest allies. Every step you take—whether it’s refining your resume, 
mastering interviews, or building meaningful connections—brings you closer to the opportunity 
you deserve. The path may not always be smooth, but the challenges you face will help shape 
your success. Stay focused on your goals, keep growing your skills, and never lose sight of your 
unique value. Your dream job is out there, and with determination and preparation, it’s only a 
matter of time before you find it. 

Believe in yourself, trust the process, and keep moving forward. 

Warm Regards, 

 Texas Native Health 
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PRE-JOB HUNTING PREPARATION 
 

 
Employers often do their research on candidates before ever beginning 

the interviewing process. 
 

Here are a few tips to consider before applying for any jobs: 
 

 

Google your name:  

Observe what you can find about yourself. If you find any questionable or negative 
content about yourself – prepare an explanation for this if questioned about it in an 
interview (just in case). Some employers will google search candidates’ names while 
reviewing resumes for potential interviews. 

 

Review your social media profiles:  

Scan through all the public content on all your social media channels and remove 
anything you would not want a potential employer to view. Many employers will review a 
candidate’s social media to get an idea of whether they would like to interview a 
candidate or not. Your resume alone does not represent you 100 %. Ensure that you are 
represented tastefully.  

 

Create a LinkedIn account that showcases your personality, skills, achievements, 
and connections. 

 A brand-new profile is sufficient if you are just starting out, but it is best to build your 
page up over time to create a snapshot of your professional career.  

If your previous jobs are not what you are searching for, leave them off the page and 
shift the focus to what you are looking to attract.  

Highlight the skills you have that align with the job you are seeking. Employers tend to 
judge your abilities based on your employment history. Leaving off the previous jobs that 
you don’t wish to define you can be a gamble, since it may look like you don’t have a lot 
of work experience. Alternatively, employers may focus only on what you are 
highlighting for them and assume you left this information off on accident, have not 
finished creating your full profile, or simply did not want the information filling your 
profile. This could leave them guessing and curious to know more.  
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Create or Update Your Resume 

A resume is a formal document that provides a concise summary of an individual's 
professional background, skills, education, and achievements. It typically includes 
sections such as contact information, a professional summary or objective, work 
experience, education, skills, and sometimes additional sections like certifications, 
volunteer work, or hobbies. A resume is important because it serves as a first 
impression to potential employers, showcasing one's qualifications and suitability for a 
job. It highlights relevant experience and skills, helping employers quickly assess 
whether a candidate meets the requirements for a position. Additionally, a well-crafted 
resume can distinguish an applicant from others in a competitive job market, increasing 
the chances of securing an interview and ultimately, a job offer. In essence, a resume is 
a critical tool for career advancement, enabling individuals to present their professional 
narrative in a clear and compelling manner. 

Professional Summary or Objective: This brief section at the top of the resume 
should clearly state your career goals and what they bring to the role, providing a 
snapshot of your professional identity. Ensure this is professionally worded, brief, and to 
the point. 

Work Experience: Employers look for relevant job experience, paying attention to job 
titles, company names, and the duration of each role. Be sure to list the dates for each 
job. Employers are looking for your potential for longevity at the company. They like to 
see that you are capable of staying at a job for at least one year, but longer is better. If it 
appears as if you have jumped from one job to another in close proximity, be prepared 
to explain your reasoning why. Employers see this as a potential red flag. They also 
focus on the responsibilities and achievements listed under each position to gauge your 
skills and impact in previous roles. 

Skills: A list of relevant skills, both technical and soft, is crucial. Employers want to see 
that candidates possess the necessary abilities to perform the job effectively.  

Education: This section includes degrees earned, institutions attended, and graduation 
dates. For some positions, specific educational qualifications are mandatory.  

Achievements and Accomplishments: Employers appreciate quantifiable 
achievements that demonstrate the candidate's contributions and successes in their 
past roles. Metrics and specific examples can make these stand out. 

Formatting and Clarity: A well-organized, easy-to-read resume with clear headings, 
bullet points, and consistent formatting makes a positive impression and ensures key 
information is quickly accessible. Provide only relevant information. 

 

See below for a sample resume. 
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JOHN SMITH 
123 Anywhere St, Dallas, TX 75235 · (555)-826-0123 

myemailaddress@email.com · LinkedIn Profile · 

Dedicated and detail-oriented marketing professional with over five years of experience in digital 
marketing, content creation, and campaign management. Proven track record of increasing online 
presence and engagement through strategic planning and innovative marketing techniques. Seeking to 
leverage skills and experience to contribute to the marketing team at an organization that aligns with 
my career goals. 

EXPERIENCE 
01/07/2021 – PRESENT | DALLAS, TX 
MARKETING MANAGER, IMAGINARY COMPANY 

• Developed and executed comprehensive digital marketing strategies, resulting in a 30% 
increase in website traffic and a 25% increase in social media engagement. 

• Managed a team of five marketing specialists, overseeing content creation, social media 
management, and email marketing campaigns. 

• Conducted market research and analyzed trends to identify new opportunities and 
improve campaign performance. 

• Collaborated with cross-functional teams to ensure cohesive and effective marketing 
initiatives. 

11/30/2019 – 12/14/2020 | DALLAS, TX 
DIGITAL MARKETING SPECIALIST, IMAGINARY COMPANY 

• Created and managed content for the company’s website, blog, and social media 
channels, increasing brand awareness and audience engagement. 

• Implemented SEO best practices, leading to a 20% improvement in organic search 
rankings. 

• Monitored and analyzed campaign performance using Google Analytics and other tools, 
providing actionable insights and recommendations. 

• Assisted in the development and execution of email marketing campaigns, achieving an 
average open rate of 22%. 

 
10/25/2018 – 11/14/2019 | DALLAS, TX 
MARKETING COORDINATOR, IMAGINARY COMPANY 

• Supported the marketing team in the planning and execution of promotional events and 
campaigns. 

• Designed marketing materials, including brochures, flyers, and social media graphics. 
• Conducted competitor analysis to identify market trends and inform strategic planning. 
• Managed the company’s social media accounts, increasing followers by 15% over six 

months. 
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EDUCATION 
MAY 2018 
BACHELOR OF SCIENCE IN MARKETING, IMAGINARY SCHOOL 
It’s okay to brag about your GPA, awards, and honors. Feel free to summarize your coursework 
too. 

MAY 2013 
HIGH SCHOOL DIPLOMA, IMAGINARY SCHOOL 
 
CERTIFICATIONS 

• Google Analytics Certified 
• HubSpot Content Marketing Certified 
• Facebook Blueprint Certified 

 
SKILLS 
Digital Marketing Strategy 
Social Media Management 
Market Research 
Team Leadership 
Adobe Creative Suite 

Content Creation 
Search Engine Optimization (SEO) 
Google Analytics 
Email Marketing 
Attention to Detail 

PROFESSIONAL AFFILIATIONS 
• Member, American Marketing Association (AMA) 
• Member, Digital Marketing Association (DMA) 
 
 
REFERENCES AVAILABLE UPON REQUEST 
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JOB SEARCH 
 

 
Where & How to Look for a Job 

*Disclaimer* 
This is not an exhaustive list. 

 
 

Online Job Boards: Websites like Indeed, LinkedIn, ZipRecruiter, Glassdoor, Monster, 
and CareerBuilder list numerous job openings across various industries. You can use 
filters to narrow down search results based on location, industry, experience level, and 
other criteria. 

Company Websites: Many companies post job openings directly on their websites. Job 
seekers can visit the careers or employment section of companies they are interested in 
to view current job listings. 

Professional Networking Platforms: LinkedIn is a valuable platform for networking 
and job searching. Job seekers can connect with industry professionals, join relevant 
groups, and follow companies to stay updated on job openings. 

Recruitment Agencies: Recruitment agencies and staffing firms help connect job 
seekers with employers. They often have access to a wide range of job opportunities 
and can assist with resume writing, interview preparation, and career guidance. 

Job Fairs and Career Events: Job fairs and career events provide opportunities to 
meet recruiters and learn about job openings directly from employers. These events 
may be held in person or virtually. 

Industry-Specific Websites: Some industries have specialized job boards and 
websites dedicated to job listings within that industry. For example, Dice and Stack 
Overflow are popular platforms for tech-related jobs. 

Professional Associations: Joining professional associations related to your field can 
provide access to job listings, networking events, and career resources. Many 
associations have job boards and online communities for members. 

Social Media: Job seekers can follow companies on social media platforms like Twitter, 
Facebook, and Instagram to stay updated on job openings and company news. Some 
companies also use social media for recruitment purposes. 

Government Job Portals: Government agencies and public sector organizations often 
post job openings on official government websites, such as IHS.GOV & USAJOBS in 
the United States. 
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Referrals and Networking: Networking with colleagues, friends, and acquaintances 
can lead to job referrals and hidden job opportunities. Job seekers should leverage their 
professional network by attending industry events, reaching out to connections, and 
asking for referrals. 
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APPLYING 
 

 
After you have found a job or jobs you are interested in, it’s time to 

pursue. 
 

 

Do a final review of your resume before submitting: 

 

Tailor 

Customize the resume for each job application, highlighting the most relevant 
experience, skills, and achievements that align with the job description. Do not use the 
same resume for every job. To do this, you will need to read the job description 
thoroughly and understand the duties, expectations, desired skills, and requirements, 
then modify your resume to align accordingly. Do not place anything on your resume 
that is not true. Employers seek honest, trustworthy individuals who understand and 
have the ability to perform the job they are applying for. Being deceptive on a resume 
could lead to future problems and/or consequences. 

 

Proof-Read 

Ensure the resume is free from typos, grammatical errors, and inconsistencies. A 
polished, error-free resume reflects attention to detail and professionalism. These are 
traits most employers are looking for. 

 

Use Keywords  

Incorporate keywords from the job listing into the resume. Many employers use 
applicant tracking systems (ATS) to filter resumes, so using the right keywords can help 
pass this initial screening. 
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APPLYING 
 

 
Stand out from the other candidates with a cover letter. 

 
 

Most Candidates skip this step.  

Because it is often skipped, employers are more likely to read them when they are 
included with the resume and application. Submitting a cover letter shows that you are 
putting in more effort than the candidates who did not write one. 

 

• Tailor each cover letter to the specific job and company. Mention the position 
you're applying for and explain why you're a great fit based on the job 
description. Avoid using the same cover letter for multiple jobs. 

• Whenever possible, address your cover letter to the hiring manager by name. 
This shows that you've done your research and adds a personal touch. 

• Grab the reader's attention from the beginning. Start with a compelling statement 
about why you're excited about the role or how your background aligns with the 
company's mission. 

• Focus on your most relevant experience and skills. Explain how your background 
prepares you for the specific responsibilities of the job. 

• Convey your enthusiasm for the role and the company. Explain why you're 
interested in this particular position and how it fits with your career goals. 

• Provide concrete examples of your achievements and experiences. Use metrics 
when possible to quantify your accomplishments and demonstrate your impact. 

• A cover letter should be concise, ideally one page. Be clear and to the point, 
avoiding unnecessary information. 

• Maintain a professional tone throughout the letter. Use clear, straightforward 
language and avoid jargon unless it’s industry-specific and relevant. 

• Demonstrate that you've researched the company. Mention any recent news, 
projects, or values that resonate with you and how you can contribute to their 
success. 

• End with a strong closing statement. Express your eagerness to discuss your 
application further and mention that you look forward to the opportunity for an 
interview. 

• Carefully proofread your cover letter to eliminate any typos, grammatical errors, 
or formatting issues. A polished, error-free letter reflects your attention to detail 
and professionalism. 
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Here is the structure you should use for a cover letter: 

Header: 

• Your contact information 

• Date 

• Employer’s contact information 

Opening Paragraph: 

• Address the hiring manager 

• Mention the position and how you found it 

• Briefly introduce yourself 

Middle Paragraphs: 

• Discuss your relevant experience and skills 

• Provide specific examples and accomplishments 

• Explain how your background makes you a good fit for the role 

Closing Paragraph: 

• Express enthusiasm for the role 

• Mention your desire for an interview 

• Thank the reader for their time and consideration 

Signature: 

• Sincerely, 

• Your name 

 

 

See Below for a Sample Cover Letter 

 
 
 
 
 
[Your Name] 
[Your Address] 
[City, State, Zip Code] 
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[Your Email Address] 
[Your Phone Number] 
[Date]  

[Employer’s Name] 
[Company’s Name] 
[Company’s Address] 
[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am wri�ng to express my interest in the [Job Title] posi�on at [Company’s Name], as adver�sed on 
[where you found the job pos�ng]. With my background in [Your Field/Industry] and my passion for 
[relevant aspect of the job or industry], I am excited about the opportunity to contribute to your team 
and support [Company’s Name] in achieving its goals. 

In my previous role at [Your Current/Most Recent Employer], I developed a strong founda�on in 
[relevant skills or experiences]. For example, I [briefly describe a key achievement or responsibility that 
relates to the job you are applying for]. This experience has equipped me with [men�on specific skills], 
which I believe would be valuable in the [Job Title] role at [Company’s Name]. 

I am par�cularly impressed by [men�on something specific about the company, such as its mission, 
values, recent projects, or reputa�on]. I am eager to bring my exper�se in [relevant skills or industry 
knowledge] to your team and help [Company’s Name] con�nue to [men�on a specific goal or mission of 
the company]. 

One of my key strengths is [men�on a key strength relevant to the job]. I have successfully [describe a 
specific accomplishment that demonstrates this strength]. I am confident that my ability to [men�on 
another relevant skill or quality] will allow me to make a meaningful contribu�on to [Company’s Name]. 

Thank you for considering my applica�on. I am very enthusias�c about the opportunity to discuss how 
my background, skills, and interests align with the needs of your team. I look forward to the possibility of 
contribu�ng to [Company’s Name] and am available for an interview at your earliest convenience. Please 
feel free to contact me at [your phone number] or [your email address]. 

Sincerely, 

[Your Name] 
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PRE-INTERVIEW PREPARATION 
 

 
Preparation is the most important part. 

 
 

Logistics 

Confirm whether the interview will be in-person, virtual, or over the phone and prepare 
accordingly. If the interview is in-person, plan your route, check traffic, and aim to arrive 
at least 10-15 minutes early. For virtual interviews, ensure your internet connection, 
webcam, and microphone are working properly. Find a quiet, well-lit space for the 
interview. If your camera is not in working order, please find an alternative. Employers 
want to be able to see the person they are interviewing.  

 

Research the company 

• Familiarize yourself with the company's mission, values, and culture to show 
alignment during the interview. 

• Be aware of what the company offers, their main products or services, and any 
recent news or developments. 

• Explore the company’s website, blog, and social media channels for insights into 
their activities and focus areas. 

• If an employer sees that you have done your research, you will stand out among 
other candidates as someone who is well-prepared.  

 

Understand the Job Description 

• Carefully review the job description to understand the skills, qualifications, and 
responsibilities required for the role. 

• Identify how your skills and experiences align with the job requirements and 
prepare examples to demonstrate this alignment. 

 

Practice Common Interview Questions 

• Perform a Google search for “(the job title) interview questions”: Study the 
questions given as examples. Visit as many different pages of sample questions 
as you can and prepare an answer to them that you can easily remember. You 
can never be too sure which questions they will ask during your interview, but 
you will be as prepared as you can be.  



  

Page 15 of 20 
 

• Use the STAR Method: Employers often ask you to give an example of certain 
situations you may have encountered in previous jobs. If you have not 
experienced the situation they are referring to, explain that you have not 
encountered this situation but offer what you would potentially do in that situation. 
Structure your answers to behavioral questions using the STAR method 
(Situation, Task, Action, Result) to provide clear and concise examples.  

 

Know Your Resume 

• Be prepared to discuss your past experiences, skills, and accomplishments listed 
on your resume in detail. 

• Identify key achievements and be ready to discuss how they are relevant to the 
position you are applying for. 

• Be prepared to tell why you left your last job or why you would like to leave your 
current job. It is never a good idea to speak negatively about any former 
employers.  

• Be prepared to explain any gaps in employment (if applicable). 
 

Prepare your Own Questions to Ask the Interviewer 

Develop a short list of thoughtful questions to ask the interviewer about the company, 
team, and role to demonstrate your interest and engagement.  

Here are a few sample questions that are relevant to any job: 

1. If there are any aspects of the job you don’t understand or are confused about, 
ask about this first. 

2. Can you tell me what the workday looks like for this position? 

3. What are you looking for in the ideal candidate personality-wise? 

4. Can you tell me about the team that the person in this position would be working 
closely with? 

5. How soon will you be making a decision on this position? 

You can and should develop specific questions relevant to the job you are applying for.  

 

TIP: You don’t want to sound rehearsed. You want to look prepared. Let your questions 
flow as naturally possible, but it’s okay to read the ones you already wrote down directly 
from your notebook.  
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INTERVIEW DAY 
 

 
It’s T I M E ! 

Here are the best tips for nailing your interview. 
 

 

Before Interview: 

• Wake up and leave in time to account for traffic.  

• Ensure your hair, teeth, and body are clean. 

• Dress business casual or better. Wear dress shoes. No holes or ill-fitting attire. 
No T-Shirts. No tennis shoes. 

• Iron your clothing.  

• Bring your notepad and something to write with. 

• Bring 2 copies of your resume, if possible.  

• Bring a bottle of water – you may be speaking a lot during your interview.  

 

At Interview: 

• Arrive 10-15 minutes before the interview starts. 

• Greet everyone in the room with a handshake and a warm smile.  

• Introduce yourself. 

• Whether introverted or extroverted, you should appear and carry yourself in an 
inviting way. Appear interested and excited to be there. Remain positive and 
confident throughout your time there. 

• Maintain Eye Contact 

• Sit up straight, no slouching. No elbows on the table (if sitting at a table).  

 

Communicate Clearly and Confidently 

• Articulate Your Answers. Speak clearly and at a moderate pace. Avoid using filler 
words like "um" and "uh." 
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• Be Confident. Show confidence in your skills and experiences without coming 
across as arrogant. 

• Listen Carefully. Pay close attention to the questions asked, and don’t hesitate to 
ask for clarification if needed. 

• Elongate. Do not give short yes or no answers. You want to try to make the 
interview flow more like a conversation rather than an interview. You should 
elaborate on your answer, but at the same time, you shouldn’t spend too much 
time answering one question.  

Showcase Your Skills & Experience 

• Use the STAR Method. Answer behavioral questions using the Situation, Task, 
Action, Result (STAR) method to provide clear and structured responses. 

• Highlight Relevant Experience. Relate your past experiences and 
accomplishments to the job you’re applying for. 

• Provide Examples. Give specific examples to demonstrate your skills and 
achievements. 

Demonstrate Problem-Solving Skills 

• Explain Your Thought Process. When asked about problem-solving, walk the 
interviewer through your approach and reasoning. 

• Show Creativity and Initiative. Highlight instances where you took initiative or 
came up with creative solutions. 

Display Enthusiasm and Interest 

• Express genuine enthusiasm for the role and the company. 
• Prepare thoughtful questions about the role, team, company culture, and growth 

opportunities. 
• Mention what you admire about the company and how your values align with 

theirs. 
Handle Difficult Questions Gracefully 

• Stay Calm. If faced with a challenging question, take a moment to think before 
responding. 

• Be Honest. If you don’t know the answer, it’s okay to admit it. You can also 
mention how you would go about finding the answer. 

• Turn Negatives into Positives. When discussing weaknesses or past mistakes, 
focus on what you learned and how you’ve improved. 

 

Discuss Your Long-Term Goals 

• Align Your Goals with the Company. Explain how your career aspirations align 
with the company’s objectives and how you see yourself growing with the 
organization. 
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Stay Authentic 

• Be Yourself. Authenticity helps build rapport and makes a lasting impression. 
• Show Personality. Let your personality shine through while remaining 

professional. 
 

[Ask Your Pre-Prepared Questions] 

 

Conclude Positively 

• Let everyone know it was a pleasure to meet them or thank them for their time.  
• Send a thank-you email within 24 hours, reiterating your interest in the role and 

highlighting key points from the interview. 
 

G O O D  L U C K  !  !  ! 
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IF YOU DIDN’T LAND THE JOB (YET!) 

 

We know it can be disheartening not to be selected after an interview, but remember, rejection is 
simply redirection. This experience doesn’t define your value or potential; it’s just a step on your 
journey to something better. Each interview is a learning opportunity, so reflect on what went 
well and where you can grow. Stay connected with the company, keep applying, and celebrate 
your progress. Most importantly, take care of yourself during this process. Stay resilient, because 
great things take time, and your next opportunity is waiting just around the corner. 
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WHEN YOU DO LAND THE JOB! 
 

 
Preparation & Strategy Never Actually Stop. 

Here are our tips for success, in no particular order. 
 

 

1. Become an asset. 

2. Never stop learning. 

3. Ask Questions! 

4. Be an absolute expert at your job. There are always better ways to do something, and 
the world (along with technology) is constantly evolving.  

5. Take the initiative to learn things on your own first, yet always be honest when you don’t 
understand something!  

6. It is better to let someone know when you don’t know how to do something rather than 
pretending you do. It’s okay to ask for help! In fact, asking for help shows that you want 
to make sure something is done the correct way. 

7. Get along well with your coworkers, but be sure to separate work from your social life.  

8. Rumors and gossip shed a truly negative light on the people who spread them.  

9. Have good hygiene… ALL THE TIME.  

10. Find common interests among yourself and those you work closely with [BUT] don’t 
spend too much time chatting at work.  

11. Pay attention to social cues. If you are chatting with someone while they are trying to 
work, be sure you can take a hint if they look uninterested in the conversation or appear 
busy.  

12. Get along well with your coworkers but be sure to separate work from your social life.  
13. Care about your performance.  

14. Get your work done on time and blow everyone away with the quality of your work! 

15. Come off as humble, not arrogant. 
16. Take every opportunity that aligns with your career vision. 
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