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9. In what ways does your job
affect the overall success of your
employer? This core focus is what
really matters to any employer. 

10. What's your "elevator speech?"
If you ran into a prospective
employer in an elevator, how
would you describe what you do in
three or four concise sentences,
before the elevator arrives at the
employer's floor? Think about it.
Once you've figured this out, drop
the word "I" from each sentence
and, voila, you have the blurb for
your present position.

What Employers Want...
Continued from page 12 Quick Guide to an E-mailable Resume

As the Internet becomes a factor in the job search process, so does the
use of email resumes. You can keep the process of creating an email
resume uncomplicated by following these steps: 

1. As some computer screens only read 60 columns across, set your page 
width to 60 characters. 

2. If your resume uses bullets, replace them with * or -.

3. Remove all tabs and where space is required, use the spacebar. Use 
spaces to separate jobs and paragraphs.

4. Only use keyboard symbols. Avoid "em" or "en-dashes." Don't use 
smart quotes or mathematical symbols. The rule is, if it isn't on your 
keyboard, don't use it. 

5. Save your file in ASCII format. Most modern day word processing pro
grams provide this feature.

6. Save the email version under a different name so you don't overwrite 
your original resume.

7. To post your resume, simply open the ASCII file, save or copy it, then 
paste into your email. After you have completed the conversion, send 
an email to yourself to see how it looks.

Your email resume is not going to be as attractive as your printed one, 
but it will be highly effective in getting your qualifications into cyber
space quickly, both in email and for posting to resume databases. 




