
Welcome To The St. Hubert Job & Networking Ministry 
 

 
 

“A Brief Guide To Networking” 
 

“Virtual” informative meetings and networking opportunities are held on the second and 
fourth Monday of each month, from 7 p.m. to 9 p.m. via Zoom. Newcomers Orientations 
are held at 6 p.m. to 7 p.m. on the second and fourth Monday of each month. 
 
St. Hubert Job & Networking Ministry 
(708) 232-6535 
www.sainthubert.org 
 
We acknowledge and thank The Holy Family Job Support Group for their contributions 
in making this Networking Guide available. 
 

Mission Statement: 
 
Our primary purpose is to prepare you to face the challenges of a new job search and to 
shorten the time of unemployment, underemployment or alternative-employment. We 
are dedicated to providing our members with: 
 

● Christian Fellowship and Support 
● Job Networking Opportunities 
● Career Skills Presentations and Interaction 
● Resume Preparation and Critiquing Assistance 
● Interviewing Skills and Techniques 
● Job Fair Opportunities and Dates 
● Area Employment Opportunities 

 
 
 
 
 
 
 
 

http://www.sainthubert.org/


Job Seekers’ Prayer: 
 

Lord, 
 
I am not certain where my job search will lead me, nor for whom I may toil, nor what I 
may be asked to do. I pray that you will provide me with the guidance to do what is right, 
to find a righteous and worthy opportunity, to earn my pay, and to contribute to my 
fellow workers and to our society. Give me the strength to continue my quest, to provide 
for my family, and to carry your word through my actions and deeds. Provide me with 
the opportunity to help others and to recognize the help I receive. I ask that you help 
those who seek your anointing to become re-employed - and to assist all others in their 
moment of need. And, Lord, bless those less fortunate than I, those who have so little, 
when I have so much. 
 

In Your Name I Pray. 
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 Networking: 
 
Networking is usually the best way to find a job. However, building a network takes time, 
so you want to build your network before you need it. Here’s how to start building your 
job search network today: 
 

● Employed or not, spend at least 30 minutes per day actively reinforcing your 
brand and building your network through the activities list below.  

● To excel at networking, the key question to ask is not “What can you do for me?” 
but, rather, “What can I do for you?” The more you give to your network, the 
more you can get from it. 

● Get an easy-to-remember email address. A good format is 
firstname.lastname@webmail.com, where “webmail” is Gmail, Yahoo Mail, etc. 
Use the address for job search/work purposes only. 

● Choose your personal tagline. Create a 3-4 word phrase that relates to who you 
are professionally and casts you in a positive light. You want people to think of 
that phrase when they hear your name, and everything you do professionally 
should match your tagline. Use it in your email signature and begin by saying it 
when people ask what you do. 

● Prepare an elevator pitch. In 30 seconds, you need to be able to describe who 
you are and which problems your expertise can solve. Practice until it comes 
naturally. Tweak as you go, judging by listener response. 

● Build an impressive online profile. A recommendation-filled LinkedIn profile, with 
the right LinkedIn applications, can show off your accomplishments, successes 
and elevator pitch. LinkedIn will also give you an easy-to-remember URL to put in 
your email signature, on your resume and business cards, encouraging people to 
connect with you. Use your personal tagline and easy-to-remember email 
address. 

● Become a L.I.O.N., a LinkedIn Open Networker. This is a quick way to grow your 
number of LinkedIn connections to the top level of “500+”, but the looseness of 
these connections means you shouldn’t expect much from them. Still, all it takes 
is one good connection for this to be worthwhile. 

● Be active on LinkedIn and LinkedIn Groups related to your profession, 
responding to questions and drawing other LinkedIn users to connect to you. 

● Sign up on Twitter. Take a few moments to create your profile, putting your 
personal tagline in the Bio box and customizing the background image. 

● Create a Facebook page. Use Facebook for more than staying in touch with 
friends and family. Separately from your personal profile, use a Facebook page 
to promote yourself professionally, giving Facebook users a place to follow you 
as an expert in your field 

● Create business cards with your personal tagline and contact information to give 
out to potential business contacts. Try to always leave a note on the back of the 
card before handing over your card; this will make it easier to remember where 
you met your contact. 

● Ask for referrals when handing over business cards. People are more likely to 
respond to this than if you ask about open positions in their company. Give out 
extra business cards if your contacts have any potential referrals. 

mailto:firstname.lastname@webmail.com
https://www.linkedin.com/
https://www.linkedin.com/
https://www.linkedin.com/
https://www.linkedin.com/
https://www.linkedin.com/


● Join real-world business networks and chambers of commerce. You want people 
in your industry to notice you. Find local networks by googling “business network” 
and the name of your city. 

● Join general purpose business social networks. Besides LinkedIn, there are other 
networks, such as Xing and ZoomInfo. Use the one that is most popular in your 
industry. 

● Join industry-specific social networks. In many cases, these are business social 
networks created on the Ning platform. Use Ning’s search to find relevant 
networks or start a Ning network yourself. 

● Start blogging about your profession. As a super virtual resume, blogging is a 
terrific way to not only build your network and show your expertise but also to 
attract job offers. 

● Follow industry blogs with readership of different volumes. Subscribe and 
comment on them so that their bloggers discover and interact with you, 
especially if you have your own blog, too. It’s better to get a lot of attention from 
10 small blogs than no attention from 2 big blogs. 

● Participate in industry discussion forums and mailing lists. Become the expert 
that people want to hear from on the topics in which you specialize. 

● Become a member of professional associations. Every market has a group of 
people who are creating the standards and organizing member professionals. 
Being part of such groups can attract recognition from across the industry. 

● Create an industry newsletter for an industry niche that doesn’t have one. You 
could also become a contributor to an existing newsletter, but only if there’s a 
clear way for your network to profit, such as a website link or by placing its email 
address in the byline. 

● Go to industry conferences, and make time to meet people and exchange 
business cards. 

● You can possibly mitigate or eliminate the cost of a conference by volunteering to 
work at the meeting/conference’s registration desk, gaining visibility to all of its 
attendees. 

● Attend local (speed) networking events. Bring lots of business cards and a 
polished elevator pitch. 

● Organize informal industry events, such as launch parties or anniversaries. If you 
choose the right type of event, and promote it well, the success will carry over to 
your personal network. A repeat of the event might be encouraged. 

● Bring friends along; compare networking notes after the event. 
● Join a job search support club (also known as a job club, job search club or 

group). Network with like-minded people. 
● Volunteer. Meeting new people is one of the most prominent reasons to 

volunteer. If there aren’t many opportunities to volunteer, locally, find them online 
using a website like idealist.org. 

● Join a gym; it’s a great place to network with people across different industries 
and positions. 

● Get a career and/or job search coach. A coach will be able to guide you to other 
ways to build your professional network. See the Holy Family 24/7 job advisors 
listing. 

https://www.google.com/
https://www.linkedin.com/
https://www.xing.com/en
https://www.zoominfo.com/
https://www.ning.com/
https://www.ning.com/
https://www.ning.com/
https://www.idealist.org/en/


 

● Find a mentor or mentoring community. You want people who have 
accomplished goals you would like to achieve and who can help you achieve 
similar success. Take your mentor out to lunch and pick his/her brain. The Holy 
Family 24/7 Advisors are another great resource. 

● Do information interviews. This is a great way to get your foot in the door, and 
has a high probability of leading to a job, even in a different department or 
company. 

● Email friends and family and ask them to put you in contact with anyone who can 
assist with your job search. 

● Talk to people you see regularly, such as neighbors, parents at your child’s or 
children’s school, and taxi drivers. Cast your net as wide as possible. 

● Join an alumni jobs network. Placing alumni in jobs is usually a major goal of 
universities, college alumni networks and military reserves associations. 

● Nudge people in your network from time to time. A simple “any way I can help?” 
is a great way to stay in touch and not be forgotten. 

● Always follow-up. Whether the purpose is to confirm a referral or send over a link 
to an article you discussed, find a good reason to follow up with new contacts 
before they forget about you, usually within 24-48 hours. 

● Use Thank You notes. Always take time to appreciate people in your network. 
 
 
Types of Networking Meetings and Tips: 
 
Networking can be as informal as striking up a conversation with the person next to you 
on a plane, or as formal as attending a business social or association event. Networking 
is also done effectively through social media. 
 
Don’t overlook the power of informal networking. Meeting someone at a family 
gathering, holiday party, or community event can lead to unexpected job opportunities. 
It’s appropriate to mention, in casual conversation, that you are seeking employment. 
You never know who you might meet, which might help you in your job search. 
 
Formal networking is a great way to connect with those in your industry or career field. 
Attend business social events, professional association meetings, or alumni events. Be 
prepared to exchange business cards, and jot down notes on the cards about those you 
meet to help you remember important details. If you are uncomfortable approaching 
new people on your own, take a friend or colleague along to the event and introduce 
each other. 
 
 
 
 
 
 
 
 



 

No matter how you choose to connect, there are a few guidelines you should follow for 
effective networking: 
 

● Be respectful and mindful of your contact’s time. Be prepared and concise when 
speaking with them. 

● If possible, research your contacts before meeting with or reaching out to them. 
Use LinkedIn to find out more about them. 

● Follow-up on leads and referrals immediately, and keep your contact informed of 
your progress. 

● Respect your contact’s privacy, and always ask permission to use their name as 
a referral. 

● Send a written note or make a quick phone call, thanking contacts for their time, 
advice, referral, etc. 

● Keep a list handy of your strengths and accomplishments (what you bring to the 
table), so you’re always prepared for a networking encounter. 

● Keep a record of who you’ve been in contact with, as well as the outcome/next 
steps, so you don’t drop the ball on an opportunity. You can use a file system, 
business card organizer, or this worksheet to stay organized. 

● Stay open to serendipity; you never know when a chance meeting will turn into 
an opportunity. 

 
Handbill: 
 
A handbill is a part “resume” and part “what you can do for me” one-page request. Its 
purpose is to help you find targeted contacts through others. Your resume states where 
you have been, but your handbill states where you want to go. A good rule to follow is:  
 
Write your handbill as if you are giving it to someone who is not in your industry. 
This way, you are forced to be specific. 
 
What is included in a handbill? 
 

● What kind of work do you want to do? 
● How are you qualified to do that work? 
● Specific target contact requests 

 
When/why do you use a handbill? 
 

● If you are meeting with someone in the hopes that they can connect you to your 
next job 

● When attending job clubs and other job seeker support groups - bring copies for 
each attendee 

● When you do other networking that is heavily focused on getting more contacts 
 
 
 
 

https://www.linkedin.com/


 Sample Handbill Layout: 
 
(With definitions and sample statements and not all categories must be used) 
 

QUALIFIED CANDIDATE 
Address or just city and state 

123 / 456-7890 
bestprepared@email.net 

 
OBJECTIVE 

 
Your targeted position and professional goal, as it meshes with the business goal of 
your targeted functions and industries, and builds on your past successes. 
 

SUMMARY 
 

● Demonstrated turnaround expertise in consumer packaging and customer 
service environments 

● Restructured customer service department, realigning roles with talent, and 
increasing productivity by 35% 

● Designed brand and marketing campaign, and launched a 30-product snack food 
line in a regional market in 4 months 

● Can include an education/professional certification statement here (for example: 
MBA, CPA, and PE) 

 
TARGET MARKET OR OPPORTUNITIES SOUGHT 

 
● Vice President or Director level position 
● Key Responsibilities: P&L; Supervisory and team development; logistics 
● Collaborative culture that promotes from within; entrepreneurial, with risk-taking 

encouraged 
● A start-up company seeking aggressive results in business development 
● A company of <200, experiencing growth 
● A company seeking an aggressive leader to produce results in a short time frame 
● Transportation, consumer products or manufacturing 
● Will relocate (or will relocate to the Western U.S./Massachusetts/Atlanta area) 

 
TARGET COMPANIES 

 
A. Company D. Company 
B. Company E. Company 
C. Company F. Company 

 
 
 
 
 

mailto:bestprepared@email.net


 

 

 

 
USEFUL CONTACTS 

 
● CEO’s; COO’s 
● Chief Information Officers 
● Senior directors and managers 
● Decision-makers in your profession (for example: particular technical, 

business development roles) 
● Small business owners/networks of business owners 
● Search firms 
● Professional associations 

 
 
Networking Business Cards: 
 
What to Include on Your Business Card 
 
Today’s job seekers have the opportunity to present more than just the basic contact 
information traditionally included with business cards. Of course, your name, job title, 
employer, cell phone number and email address should be included. If you use a 
two-sided card, you will be able to include additional information and avoid cluttering the 
front of the card. 
 
Incorporating the address of your LinkedIn Profile provides the opportunity to showcase 
additional accomplishments and recommendations. A link to a business oriented 
personal website can also be used to convey professional information. 
 
For many career fields, a link to a portfolio site can be an effective way to showcase 
designs, writing or other projects, all of which will prove to prospective employers that 
you have the right talent for your target job. 
 
You can also include a QR code that can be scanned by a smartphone, and is linkedin 
to a website URL, so that the viewer can get additional information. 
 
Some job seekers include a tagline on the second side of their card like, “A technology 
consultant with a cutting-edge grasp of networking strategies and a proven record of 
completing projects on time and within budget.” Others will use the back side of the card 
to list three to five key skills or knowledge assets that they offer to employers. 
 
However, it’s important not to clutter your card, and to leave plenty of white space, so 
that it’s easy to read. Think about what information will present your candidacy most 
effectively before you start designing a business card. 
 
Free Business Cards: 
Vistaprint offers 250 free business cards (you pay for shipping) or 250 premium 
business cards, for $10, with free shipping. Carefully explore the shipping options for 
free cards, as shipping can be expensive. 

https://www.linkedin.com/
https://www.qrstuff.com/
https://www.vistaprint.com/


 

 

 
How To Write a 30-Second Elevator Speech: 
 
An elevator speech or pitch is a brief summary used to quickly define a person, service, 
product, etc. Create your 30-second elevator speech by answering the following 
questions. Then, use the answers to write a message that you can share with someone 
in 30 seconds. 
 
Use these tips in person, on the phone, with audio or video, and online. 
 
Question: Answer: 
1. Who are you? _______________________ 
2. What are you looking for in a job? _______________________ 
3. What are your skills? _______________________ 
4. What do you want? _______________________ 
5. What can you offer? _______________________ 
6. Ask for help. _______________________ 
7. Thank them for listening. _______________________ 
 
The following is an example of a 30-second elevator speech used by someone 
looking for a job. 
 
Hello, my name is Dan Lehmann and I am a machine tool operator who is 
presently between jobs. I have 19 years of experience in machine tooling and I 
can read and interpret blueprint. I can set-up, operate, and program CNC 
machines. I can also maintain the machines. I noticed that you work in this 
company and was wondering if you are familiar with the Human Resources 
Manager or the person responsible for hiring, because I would like to get my 
resume to that person. Are you aware of any job openings that would require my 
skills? I appreciate you taking the time to listen to me, and would appreciate any 
assistance that you can give me in my job search. Thank you and have a great 
day! (Add a handshake) 
 
(Added targeted question) 
 
What quality or attribute do I have that would prompt the hiring manager to choose me 
over the competition? If you have trouble answering this question, it becomes the 
perfect question to use in networking with former co-workers and especially former 
supervisors, to solicit their assistance in honing your elevator speech. 
 
 
 
 
 
 
 
 



 

 

 

How To Prepare Your 3-Minute Presentation: 
 
“Walk me through your resume.” 
 
While it may seem like a simple question, the first question you are asked in an 
interview is often the most important. Since candidates often prepare answers to more 
specific questions, the open-ended “walk me through your resume” or “tell me about 
yourself” can cause stammering, surprise, or even stunned silence. The following are 
some tips to make sure you respond successfully to this important question. 
 

● Tell a story and create a narrative for your career, starting from the last job listed 
and work up to your present position. 

● Include a takeaway or valuable lesson from each job - “Although I eventually 
moved on to “X”, this job was valuable because it taught me how to “Y”. 

● How you present your story is just as important as the story itself. Recruiters can 
tell what kind of employee you are by how positively you discuss your boss and 
duties. Keep in mind that one of the key criteria for any job is cultural fit, and 
being negative might give the recruiter a reason to think you won’t be a good fit. 

● When telling your story, keep old experiences concise (unless they are relevant 
to the position) and spend more time emphasizing your most recent jobs. 

● Tailor your narrative to the position for which you are interviewing. Clearly 
illustrate how your experience has directed and prepared you for this position. 

● Keep your walk-through timely. Interviewers may give you a time frame, but, as a 
general rule, aim for a 3-minute overview. 

 
You can interview confidently, and start off on the right foot, by preparing your 3-minute 
pitch. By telling your story with clarity, your interviews will feel more like natural 
conversations than Q&A’s. 
 
Join the Holy Family Job Support Groups.io Job Board: 
 
Thank you for attending the Holy Family Job Support Meeting on Saturday. You are 
invited to join our Ministry Job Board, where you can receive job and event postings to 
help you with your job search. 
 
You can apply to join the Holy Family Job Support Groups.io Job Board by going 
directly to its homepage, https://groups.io/g/hfjobsupport, and clicking on the “Apply For 
Membership In This Group”. You can also send an email to the auto subscribe link, 
hfjobsupport+subscribe@groups.io. 
 
It is recommended that you select the “Daily Digest” email setting preference, so that 
you can receive one email for every 12 jobs posted, rather than an email for each job 
listing. 
 
 
 
 

https://groups.io/g/hfjobsupport
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Join Our Partner - the St. Hubert Job & Networking Ministry: 
 
The St. Hubert Job & Networking Ministry is a partner with the Holy Family Job Support, 
and we would like to invite you to join the St. Hubert Job & Networking Ministry. 
 
The Saint Hubert Job & Networking Ministry Meetings are held on the 2nd and 4th 
Mondays of each month, from 7 p.m. to 9 p.m., via Zoom. Please send an email to 
sainthubertjobministry@gmail.com with the name of the presentation(s) you would like 
to attend, and you will receive an invitation to the respective Zoom meetings. Additional 
meetings and events are held monthly, at more than 30 other Northwest Suburban 
Parishes. 
 
FOR THE NEWCOMER: Join us on Zoom, at 6 p.m., before the regular meeting, on 
either the 2nd or 4th Monday of the month. Please send an email to 
sainthubertjobministry@gmail.com with the name of the meeting(s) you would like to 
attend, and you will receive an invitation to the respective Zoom meeting(s). This 1-hour 
program will address how to use networking meetings most effectively, and how to 
develop the tools you’ll need, such as an elevator speech, handbill and contacts. 
 
To join the St. Hubert Job & Networking Ministry Groups.io Job and Information 
Board, go to its homepage, https://groups.io/g/sthubertjobministry, and click on the 
“Apply For Membership In This Group”. You can also send an email to the auto 
subscribe link, StHubertJobMinistry+subscribe@groups.io. 
 
It is recommended that you select the “Daily Digest” email setting preference, so that 
you can receive one email for every 12 jobs posted, rather than an email for each job 
listing. 
 
Job Support Group: 
 
A Job Support Group is a team of people seeking employment, dedicated to each 
other’s success, through committed and focused objectives and actions, presented and 
measured at each meeting, for each team member. 
 
Goal of a Job Support Group: To help job seekers stay motivated and on track 
 
Benefit of a Job Support Group: To encourage and support each other to stay 
motivated and on task in what might otherwise become a very unstructured time. As a 
member, you put trust into your fellow members to account, each week, for your job 
search activities from the previous week. In addition, each week, you set job search 
activity goals and objectives for the succeeding week. 
 
The optimum size of a Job Support Group is 6 to 8 members. Beyond this number, the 
group cannot become close enough to coalesce as a dynamic team. Each team has a 
facilitator, who keeps the team on track during a meeting. Meetings are usually held 
weekly, and each member is expected to attend each meeting, to report back on 

mailto:sainthubertjobministry@gmail.com
mailto:sainthubertjobministry@gmail.com
https://groups.io/g/sthubertjobministry
https://groups.io/g/sthubertjobministry
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progress, and to present their weekly goals, request assistance and be accepting of 
suggestions (as well as offer ideas). 
 
Job Support Groups work when each member is committed to their own success, as 
well as that of the other members. 
 
To Join: 
 
Email the St. Hubert Job & Networking Ministry at 
sainthubertjobministry@gmail.com 
 
Please include the following information in your email: 
 

● Name 
● City/Town 
● Occupation 
● Email Address 

 
Job Clubs & Networking Meetings - Northwest Suburbs 
 
The purpose of Job Clubs and Networking meetings is to help you be successful in your 
job search for a new job position. Attending these groups supports your efforts by 
offering informative speakers and concrete information to enable you to identify and 
secure the right position in the shortest time possible. If one group does not fit you, try 
another. 
 
These meetings are usually business casual dress. Bring 20 resumes with you to hand 
out, printed on copy paper and on both sides. You normally sit at tables and move from 
table to table, giving everyone an opportunity to have face-to-face conversations, 
resulting in contacts and job leads. You give your 2-minute Elevator Speech, and 
describe what you are looking for. Most clubs have email lists about additional 
information and Job Boards - you are encouraged to sign up for these resources. Many 
companies and some recruiters list their job openings with these groups. We suggest 
you contact the group to verify dates and meeting times. Also, check 
www.worknetncc.com for additional job seeker assistance resources. 
 
St. Hubert Job & Networking Ministry Group: 
 
Meetings are on the 2nd and 4th Monday of each month, from 7 p.m. to 9 p.m. Contact 
the St. Hubert Job & Networking Ministry at (708) 232-6535, check the website, 
www.sainthubert.org, or email the St. Hubert Job & Networking Ministry at 
sainthubertjobministry@gmail.com. No Fee. This group also has seminars on 
weekends - check the website for the time(s) and place(s). Be sure to sign up for the 
email Job Board when you sign in at St. Hubert’s, or auto-subscribe at 
StHubertJobMinistry+subscribe@groups.io. On the 2nd and 4th Monday of each month, 
at 6 p.m., there is a Newcomers “How To Network” Workshop for the First Timer. 
 

mailto:sainthubertjobministry@gmail.com
http://www.worknetncc.com/
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http://www.sainthubert.org/
mailto:sainthubertjobministry@gmail.com
http://groups.io/g/sthubertjobministry
mailto:StHubertJobMinistry+subscribe@groups.io


 
- Career Resource Center 
 
- FENG Financial Executive Networking Group: 
 
Website: www.thefeng.org 
 
- Gray Hair Management: 
 
For Management and Senior positions over $75,000. 
 
Website: www.grayhairmanagement.com 
 
- Holy Family Job Support Group: 
 
Networking meeting every Saturday at 7:30 a.m. 
 
To join the Holy Family Groups.io Job Board, send an email to 
hfjobsupport+subscribe@groups.io. 
 
MFG (Manufacturing Pros Networking Group): 
 
The group is comprised of manufacturing, management, QA, human resources (HR), 
Material Control, Procurement, Supply Chain, Distribution, Warehousing, Design, 
Industrial & Manufacturing, Production Planning, and Facilities & Maintenance. 
 
To join the Manufacturing Pros Networking Group Groups.io Board, send an email to 
MfgPros+subscribe@groups.io 
 
The Pay-It-FORWARD Networking Group: 
 
Website: www.pifnetworkinggroup.ning.com 
 
Helpful Job Websites: 
 
www.jobsearchchicago.com - Basic Job Hunting 101 Guide 
 
JobSearchChicago.com is a website that is a guide for using the Internet in your job 
search to land a better job, more quickly, in the Chicago area. The website was created 
by one of the Holy Family Job Support 24/7 Advisors. 
 
The website chronicles the activities of candidates who have successfully landed a job 
in the past. 
 
 
 
 

http://www.thefeng.org/
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Additional Helpful Job Websites: 
 
1. www.monster.com 28. www.net-temps.com 
2. www.jobsonline.com 29. www.overseasjobs.com 
3. www.jobserve.com 30. www.navy.com/careers 
4. www.nationjob.com 31. www.Employment911.com 
5. www.jobs.com 32. www.totaljobs.com 
6. www.computerjobs.com 33. www.agri-labourpool.com 
7. www.coolworks.com 34. www.hcareers.com 
8. www.job.com 35. www.careersite.com 
9. www.career.com 36. www.accounting.com 
10. www.vault.com 37. www.snagajob.com 
11. www.newscientistjobs.com 38. www.careers.org 
12. www.myjobsearch.com 39. www.autohiresoftware.com 
13. www.guru.com 40. www.jobboom.com 
14. www.engineeringjobs.com 41. www.manpower.com 
15. www.tjobs.com 42. www.computerwork.com 
16. www.construction.com/careercenter 43. www.jobbankusa.com 
17. www.netjobs.com 44. www.americanjobs.com 
18. www.jobsite.co.uk 45. www.50statejobs.com 
19. www.airsdirectory.com 46. www.careercast.com 
20. www.hp.com 47. www.engineeringjobs.net 
21. www.dice.com 48. www.engineerjobs.com 
22. www.ajb.dni.us 49. www.recruitersonline.com 
23. www.careerbuilder.com 50. www.collegerecruiter.com 
24. www.summerjobs.com 51. www.indeed.com 
25. www.headhunter.com 52. www.simplyhired.com 
26. www.careerpath.com 53. www.linkedin.com/in/brucebixler49 
27. www.collegegrad.com 54. http://www.youtube.com/user/BruceBix49?feature=mhee 
 
Resumes: 
 
There are several types of resumes; the chronological resume, the functional resume, 
the targeted resume and Accomplishments Resume. Each of these types also has 
variations. 
 
Which type of resume you create depends on how much experience you have in the 
industry and in what occupation you want to work in. 
 
Chronological Resumes: A chronological resume typically lists each job you have 
held, in order, beginning with the most recent. This type works well for the person with 
several years of relevant experience, especially when the job titles you’ve held show an 
ever increasing amount of responsibility. The modified chronological resume allows for 
changing the order in which jobs are presented, to highlight those that are most relevant 
to the position being sought. 
 

http://www.monster.com/
http://www.net-temps.com/
http://www.jobsonline.com/
http://www.overseasjobs.com/
http://www.jobserve.com/
http://www.navy.com/careers
http://www.nationjob.com/
http://www.employment911.com/
http://www.jobs.com/
http://www.totaljobs.com/
http://www.computerjobs.com/
http://www.agri-labourpool.com/
http://www.coolworks.com/
http://www.hcareers.com/
http://www.job.com/
http://www.careersite.com/
http://www.career.com/
http://www.accounting.com/
http://www.vault.com/
http://www.gotajob.com/
http://www.newscientistjobs.com/
http://www.careers.org/
http://www.myjobsearch.com/
http://www.autohiresoftware.com/
http://www.guru.com/
http://www.jobboom.com/
http://www.engineeringjobs.com/
http://www.manpower.com/
http://www.tjobs.com/
http://www.computerwork.com/
http://www.construction.com/careercenter
http://www.jobbankusa.com/
http://www.netjobs.com/
http://www.americanjobs.com/
http://www.jobsite.co.uk/
http://www.50statejobs.com/
http://www.airsdirectory.com/
http://www.careercast.com/
http://www.hp.com/
http://www.interec.net/
http://www.dice.com/
http://www.engineerjobs.com/
http://www.ajb.dni.us/
http://www.recruitersonline.com/
http://www.careerbuilder.com/
http://www.collegerecruiter.com/
http://www.summerjobs.com/
http://www.indeed.com/
http://www.headhunter.com/
http://www.simplyhired.com/
http://www.careerpath.com/
http://www.linkedin.com/in/brucebixler49
http://www.collegegrad.com/
http://www.youtube.com/user/BruceBix49?feature=mhee


 

 

 

 

Functional Resumes: Functional resumes are good for people with too little or too 
much experience. If you do not have years of experience in the hospitality industry, but 
you have abilities and skills you have learned, as a student, volunteer, or through a 
hobby or sport, the functional resume lets you highlight these strengths and downplay 
your lack of industry experience. If covering your years of experience in a chronological 
resume would require more than two pages, or if the description of your responsibility, in 
several jobs, would be repeating the same information, a functional resume gives you 
more latitude in how to organize information. 
 
Combination Resumes: Professional resume writers and career counselors often 
recommend combining the best qualities of the chronological and functional resume. 
Your work history is presented in chronological order, but it may come after a review of 
your functional skills and your achievements. Another combination variation lists your 
jobs in chronological order, but in place of a description of responsibilities and duties, 
you list achievements and demonstrated skills used or learned. 
 
Targeted Resumes: A targeted resume may be any of the three types listed above, but 
it is written for a specific company or a specific position. You use a targeted resume 
when you know about a particular job opening, either through someone in your network, 
or through a formal posting of the position in a classified ad or on a job board. 
 
A targeted resume can also be used when you are contacting a specific company, for 
which you would like to work, and where you know jobs for your occupation exist, but 
you are not responding to a specific announcement of an opening. If you have skills for 
more than one occupation, you need to create separate, targeted resumes for each 
occupation. 
 
Accomplishment Resumes: An accomplishments resume is one of the best ways to 
stand out from the rest of the applicants. Your goal in writing your resume 
accomplishments is to quickly convey your most significant, relevant and  
marketable achievements, skills and qualities in a manner that easily 
differentiates you from the hundreds of other candidates. Action words used, in 
combination with quantifiable results, is the best way to achieve this objective. 


