Job Search Websites

Monster (http://www.monster.com)

This is a well known, national job hunting site.  It allows you to search by job title, keyword, and/or location.  The site also allows you to create a profile and post a resume that potential employers can search and view.  Creating a profile helps Monster.com to notify you by email about new jobs that meet your desired criteria.  

Career Builder (http://www.careerbuilder.com)

This is another well known, national job hunting site.  It allows you to search by keyword, location or job category.  You can create a profile that allows searches to be saved and you can also post your resume for potential employers to search and view.  Also provides articles about job searching, resume and cover letter writing, interviewing and general career advice.

USA Jobs (http://www.usajobs.gov)

This is the US Federal Government official website for federal jobs.  You can use this website to search for federal employment opportunities by keyword or location.  Creating an account allows you to build and store resumes, apply for jobs, and automate job searches.

Wyoming at Work (https://www.wyomingatwork.com/)

This site focuses specifically on jobs in the state of Wyoming.  It is maintained by the Wyoming Department of Workforce services.  Several search options are available including searching by employer, by education, and by skills.  In order to apply for any of the job listed on this site, you must create an account. Creating an account also allows you to access services such as resume builder, letter builder and virtual recruiter. 

State of Wyoming (https://statejobs.state.wy.us/index.aspx)

This site is where all employment opportunities with the State of Wyoming are listed.  The site is maintained by State of Wyoming Department of Administration and Information Division of Human Resources.  Search options include agency, class code, recruitment ID, location and keyword.  You must create an account in order to apply for any of the positions listed.  

Laramie County (http://www.laramiecounty.com/_departments/_human_resources/job_openings.asp)

All of the positions available within the Laramie County Government are listed on this site.  Applications are only accepted for open positions and the application for employment (found at the bottom of the page in Microsoft Word and PDF formats) must be completed.  A resume and cover letter is optional.  Applications can be emailed, faxed, mailed or returned in person.  

City of Cheyenne (http://www.cheyennecity.org/jobs.aspx)

All positions available with the City of Cheyenne are posted on this site.  An application is available in PDF format and there is also an option to apply online.  In order to do this, you must create a username and password.
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1st Paragraph (Opening):  State why you are writing this letter.  Explain how you heard about the position.  Tell why you are interested in working for the company.
2nd Paragraph (Main Body):  Present your strongest and most relevant qualifications.  Expand on information presented in your resume.  Use specific examples demonstrating what you can bring to the company. 
3rd Paragraph (Closing):  Keep your tone confident, and make a specific request for an interview.  Thank the potential employer for any consideration given to your application

Sincerely,

(Your Signature)

 MACROBUTTON  DoFieldClick [Your Name]
Enclosure

ACTION VERBS 

These can be used in your cover letter and resume to highlight experience and responsibilities.
Accomplished
Activated
Adapted
Adjusted
Administered
Advertised
Advised
Analyzed
Arranged
Assembled
Assisted
Built
Calculated
Catalogued
Changed
Collaborated
Compiled
Completed
Conducted
Constructed
Consulted
Coordinated
Created
Defined
Designed
Devised
Directed
Drafted
Edited
Educated
Effected
Enlarged
Established
Evaluated
Examined
Expanded
Expedited
Explained
Facilitated
Familiarized
Formulated
Generated
Governed
Guided
Illustrated
Implemented
Improved
Influenced
Initiated
Innovated
Integrated
Interviewed
Invented
Investigated
Maintained
Managed
Manipulated
Mapped
Marketed
Modified
Monitored
Motivated
Negotiated
Observed
Obtained
Organized
Persuaded
Prepared
Presented
Presided
Programmed
Promoted
Proposed
Revised
Specified
Stimulated
Streamlined
Supervised
Synthesized
Taught
Used
Wrote

Cover Letter Tips

1. Be sure to proof-read your cover letter several times before it is submitted.  If possible, have someone else proof-read it as well to ensure there are no spelling and grammatical errors.

2. It is best to address the letter to an actual person.  This may require you to call the company and ask to whom you should address the letter.  

3. Use the same language from the job advertisement in the main body paragraph. 

Resume Tips

1. Remember to proof-read your resume several times before you send it.  If possible, ask someone else to proof-read it as well.

2. Make sure to check for spelling errors

3. Try to avoid complete sentences.  Resumes lend themselves well to short, bulleted statements. 

4. Don’t include any personal information like hobbies or your favorite movie or book.  Only put things on your resume that are relevant to the job you are applying for.

5. Remember to tailor your resume to the specific requirements of the job you are applying for. 

6. Save your resume as something other than “resume”.  Using your name is recommended, for example, “doe_john.doc”

Common Interview Questions

From CareerBuilder.com 
http://www.careerbuilder.com/Article/CB-1115-Getting-Hired-How-to-Answer-10-Tough-Interview-Questions/ 

Tough question No. 1: "Tell me about yourself." 
This is usually the opening question in an interview and it's the perfect moment for you to toot your own horn -- not to tell your life history. Your answers should be a quick rundown of your qualifications and experience. Talk about your education, work history, recent career experience and future goals.
Suggested answer: "I graduated from University X and since then, I have been working in public relations with an agency where I have generated millions of PR hits for my clients. While I've enjoyed working on the agency side, I'm looking to expand my horizons and start doing PR for corporate companies such as this one."
Tough question No. 2: "Why did you leave your last job?" 

This is your chance to talk about your experience and your career goals, not to badmouth a former boss or give a laundry list of reasons for your exit. Instead, focus on what you learned in your previous position and how you are ready to use those skills in a new position. 
Suggested answer: "The company just wasn't a good fit for my creativity, but I learned that organizations have distinct personalities just like people do. Now I know where I'll be a better fit."
Tough question No. 3: "Where do you see yourself in five years?" 
Let the employer know that you're stable and you want to be with this company for the long haul. Keep your aspirations to take over the firm with which you are interviewing, own your own company, retire at 40 or be married with five children to yourself. 
Suggested answer:  "I want to secure a civil engineering position with a national firm that concentrates on retail development. Ideally, I would like to work for a young company, such as this one, so I can get in on the ground floor and take advantage of all the opportunities a growing firm has to offer."
Tough question No. 4: "What are your weaknesses?" 
The key to answering this age-old question is not to respond literally. Your future employer most likely won't care if your weak spot is that you can't cook, nor do they want to hear the generic responses, like you're "too detail oriented" or "work too hard." Respond to this query by identifying areas in your work where you can improve and figure out how they can be assets to a future employer. If you didn't have the opportunity to develop certain skills at your previous job, explain how eager you are to gain that skill in a new position.
Suggested answer: "In my last position, I wasn't able to develop my public-speaking skills. I'd really like to be able to work in a place that will help me get better at giving presentations and talking in front of others."
Tough question No. 5: "Why were you laid off?" 
This question will become more common as the economy continues to slow down. It's a tough question, however, especially because many workers aren't told exactly why they were laid off. The best way to tackle this question is to answer as honestly as possible.
Suggested answer: "As I'm sure you're aware, the economy is tough right now and my company felt the effects of it. I was part of a large staff reduction and that's really all I know. I am confident, however, that it had nothing to do with my job performance, as exemplified by my accomplishments. For example..."
Tough question No. 6: "Tell me about the worst boss you ever had." 

Never, ever talk badly about your past bosses. A potential boss will anticipate that you'll talk about him or her in the same manner somewhere down the line. 
Suggested answer: "While none of my past bosses were awful, there are some who taught me more than others did. I've definitely learned what types of management styles I work with the best." 
Tough question No. 7: How would others describe you? 
You should always be asking for feedback from your colleagues and supervisors in order to gauge your performance; this way, you can honestly answer the question based on their comments. Keep track of the feedback to be able to give to an employer, if asked. Doing so will also help you identify strengths and weaknesses.

Suggested answer: "My former colleagues have said that I'm easy to do business with and that I always hit the ground running with new projects. I have more specific feedback with me, if you'd like to take a look at it."
Tough question No. 8: "What can you offer me that another person can't?" 
This is when you talk about your record of getting things done. Go into specifics from your résumé and portfolio; show an employer your value and how you'd be an asset.
Suggested answer: "I'm the best person for the job. I know there are other candidates who could fill this position, but my passion for excellence sets me apart from the pack. I am committed to always producing the best results. For example..."

Tough question No. 9: "If you could choose any company to work for, where would you go?"  
Never say that you would choose any company other than the one where you are interviewing. Talk about the job and the company for which you are being interviewed.
Suggested answer: "I wouldn't have applied for this position if I didn't sincerely want to work with your organization." Continue with specific examples of why you respect the company with which you are interviewing and why you'll be a good fit.
Tough question No. 10: "Would you be willing to take a salary cut?" 
Salary is a delicate topic. In today's tough economy though, how much a company can afford to pay you might be the deal breaker in whether or not you are offered a position. 
Suggested answer: "I'm making $X now. I understand that the salary range for this position is $XX - $XX. Like most people, I would like to improve on my salary, but I'm more interested in the job itself than the money. I would be open to negotiating a lower starting salary but would hope that we can revisit the subject in a few months after I've proved myself to you."

Interview Tips
1. Practice answering common interview questions. 

2. Always arrive to your interview early.

3. Find out as much as you can about the company you’re interviewing with so you’ll have a good idea of their company values and how they do business.  This also gives you a chance to prepare questions to ask the person interviewing you.

4. Remember that it is better to be over-dressed then under-dressed.  

5. Make sure that your cell phone is turned off or on silent.  If possible, leave your cell phone at home or in your car for the interview.

6. Don’t chew gum.

7. Be confident and sell yourself.

Appearance Tips

1. No matter the type of job you’re interviewing for or the industry in which it is in, you want to project professionalism with the way you are dressed.

2. While individual style is important, for an interview conservative dress is highly recommended.

3. Even if you know that the dress code is casual for the company you are interviewing with, dressing professionally is a sign of respect to the person/people conducting the interview.

4. http://www.ndsu.edu/career/dress_for_success/

5. http://www.career.vt.edu/Interviewing/InterviewAppearance.html#GROOMING
Other Online Resources

Learning Express library – this can be accessed from the Laramie County Library’s website.  It offers practice tests and tutorial courses to help users prepare for school and work. 

Occupational Outlook Handbook (http://www.bls.gov/oco/) – This website has information such as earnings, expected job prospects and working conditions for hundreds of different types of jobs.  There is also a section on job search tips and information on the job market in each state.

Wyoming Workforce Services (http://www.wyomingworkforce.org/) – This agency provides employment services to individuals and resources to businesses.  There are resources and links on this site, as well as office locations throughout the state of Wyoming.
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