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Internal Positions at Ohio State
How to Apply:

If you are affected by a Reduction in Force, the university will allow you to apply as an internal candidate for twelve months after your separation date. 

“The Ohio State University Personnel Postings”, is a weekly listing of current open positions on campus and at University Hospitals. 

Copies of the posting may be obtained at the Employment Services office, or viewed on the Internet (http://www.ohr.ohio-state.edu/).
	Internal Application Process

	Where to Apply:
	· For positions with U, H or C, apply at Employment Services (Northwood High Building, see p.13)

· For positions prefaced with I, apply to the College/Department office or to Employment Services

	Positions at Employment Services:
	· Complete the OSU Promotion/Transfer Form

· Provide detailed information on work experience, training, education and skills, including date of employment, employer’s name, address and phone number

	Resumes:
	· Individuals applying for Unclassified positions must submit two copies of their resume with each Promotion/Transfer Request Form

· Individuals applying for Classified Civil Service positions are encouraged, but not required, to submit two copies of their resume with each Promotion/Transfer Request 

	Application Deadlines:
	· Position vacancies are posted for five (5) working days in the University Personnel Postings, unless otherwise stated

· Specific deadlines are listed in the University Personnel Posting and posted on the Web page

	Screening:
	· Applicants must meet or exceed the minimum job requirements to be referred for positions

· Individuals who do not meet minimum requirements are notified

	Testing:
	· Tests may be administered for Unclassified staff applying for Classified Civil Service classifications

	Interviews:
	· Each department schedules interviews and selects the individual


Resume Writing

What is the Purpose of a Resume?
Your resume is the “advertisement” that excites the “buyer” (the hiring manager) to examine and evaluate the “product” (you). It does not matter what position you are applying for, your resume must highlight your skills, accomplishments, and work experience in a way that distinguishes you from the other candidates. A good resume presents a thumbnail sketch of your past experience. A winning resume grabs the reader’s attention and increases your chances of being called for an interview.

· The resume will communicate your experience.
· The resume will communicate your skills.
· The resume will show your education related to a specific position to an employer.
How Long Should a Resume Be?
Your resume should be as long as it needs to be. The simple rule: one page covers the last ten years of experience. A maximum of two pages, occasionally three is permissible in case the employer has specially asked you for a detailed resume, or you apply for a senior position and you have more than 10 years relevant experience.

How to Make a Resume? 

Compile information about yourself. Identify your skills and accomplishments. Choose a resume format. Write the first draft, add style and proofread the final document.
Personal Data for Your Resume 

Before you can write an effective resume you must make a self-assessment. Collect, identify and write down all of your personal data, skills, attributes, and experiences. 

Don't worry about the final format at this stage - your main objective is to identify relevant information and accomplishments.

Note: Once you have determined what to include on your resume, it will be easier to choose a format that best highlights your relevant skills and experiences. Collect data for each applicable headline.
· Name & Address 

· Education 

· Work Experience 

· Interests 

· Activities 

· Awards 

· Miscellaneous 

· References 

Identify Your Skills
Skill is defined as the ability to do something well, especially as a result of experience. Most skills are transferable to other work settings and can be grouped in many ways. One way is to show functional skills or working with people, data or information, and things or objects. Another way is to look at intellectual, attitudinal, creative, leadership and problem-solving skills.

Skills Employers Look For
Technical Skills
Technical skills demonstrate your ability or knowledge base. These "hard skills" tells us what a person can do. For example: computer languages, typing speeds, years of management and tools utilized. Questions that may assist you finding hard skills: 

· What could you have learned by doing this? 

· What skills did you develop? 

Soft Skills
Those are conveyed as a result of your accomplishments. Examples of this type of skill are communication, interpersonal, and motivational skills. Soft skills should be transformed into accomplishment statements. 
The key to marketing your hard and soft skills successfully is developing effective accomplishment statements. Skills assessment and identification is the most time-consuming part of preparing your resume, and, it is the most important. Identifying your skills is essential not only for writing an effective resume, it is also important to help identify these skills before your interviews. 

Questions that may assist you finding soft skills:
· Did you introduce a new system or procedure? 

· How did you save money on behalf of the organization? (How much?)

· Did you increase the production? (How much) Did you develop new techniques for getting the process done faster? 

· Did you improve the quality of a product or service? 

Resume Format
Choose your resume format based on your collected personal data files. You decide which kind of resume style you will use. Read below about the different resume types and choose one that fits best with your needs.

A. Chronological Resume 
The most common resume format is the “chronological resume”. A chronological resume begins with a description of your most recent position followed by all other work experience. The chronological resume puts the focus on your previous work experience and the responsibilities you had while there. Employers, when viewing a chronological resume, look at the dates first. They are looking at how long you have worked at one place and if there are gaps in your employment history. 

Chronological resumes work best: 
· If you have a good work history.
· If you have no time-gaps in the past.
· If you have not had numerous job changes.
· If you are looking for another job in the same field.
B. Functional Resume 
The functional resume puts the focus on the professional skills and experience that you gained from your employment, your formal education, training, and the transferable skills/functions you have previously acquired. Primarily, this is the "how" type. Many are only one page in length. However, if the information is relevant, one-and-a-half to two pages is acceptable. Only print or copy on one side of a page. 

Functional resumes work best: 
· If you focus on skills rather than lengths of employment. 

· If you are reentering the job market after absence. 

· If you are looking for a job in a very different field or industry. 

· If you think your age is a barrier (too young, too old) 

· If you have had several unrelated occupations. 

· If you are a mature individual with numerous areas of expertise. 

· If you are a dislocated worker who is retraining and/or has retrained and wants to use newly acquired education to make a career change. 

· If you have skills and abilities other than those you are currently using and you desire to make a change. 

Your First Draft
You will probably need several attempts at getting your resume right.

Work through the following stages:
· Study the advertisement and or job description.
· List the qualifications, skills and qualities being sought.
· Identify which of these are essential or desirable according to the offered job.
Make It Look Good
Write it on a computer and print it with a good printer by using a high quality paper with a minimum of 20 lb. weight. Use the same paper for your cover letter to show your professionalism.

Keep It Free of Errors

Ask your family or friends to check and proofread your resume for any grammar and spelling errors. Check everything, as many times as possible to make sure that it is perfect. Nothing will deter your chances for success faster than a resume full of grammatical mistakes and misspelled words.

Many services are available to help you write, edit or fine-tune your resume. The Learning Resource Center (LCR) provides great tools for resume writing and career development. The hours of operation are M, Tu, Th, F 8 am - 5 pm, Wednesday Noon - 6 pm (2231 Northwood/High Building, 292-9380– no appointment necessary. 

Resources
The resources available in the LCR can be checked out for up to two weeks. 

For other resume writing resources, simply check the classified ads of national publications, regional journals, telephone directories and electronic directories for a service that meets your needs. Look for those that have been certified by the Professional Association of Resume Writers or the National Resume Writers Association. In addition, visit your local public library’s Career Section.
Cover Letter
The cover letter will introduce you to the reader. Sending your resume without a cover letter is like starting an interview without a handshake. Good cover letters catch the reader’s interest and create an impression of competence. Cover letters are an opportunity to convey your focus and energy. The cover letter should summarize who you are and what you want.

Salutation
Try to address your letter to a specific person rather than to an office.

Opening
The first few sentences of your cover letter should tell the reader which job you are applying for and the connection you have to the company. If someone who knows the employer referred you, give the name of that person. If you are responding to an advertisement, refer to the source and date of publication.

Body
The next portion of your cover letter is a brief explanation of your qualifications. Don’t repeat your resume; summarize your most relevant qualifications suited for the job.

Closing Paragraph
State your interest in meeting with the employer for an interview. Make it easy for the person to contact you list one or two phone numbers where they can reach you or leave a message number.

Interviews
Sometimes your first contact with either the Ohio State department human resource contact or an outside company will be over the phone, a telephone interview. He or she will not hire you over the phone, but they may decide not to hire you – so be prepared! Make sure you are on time – if the interviewer says he or she is going to call between 10am and noon on Saturday, be there ready to take the call. 

What should you do to prepare for the phone interview?
· Take steps to get background noise to a minimum – background noise can be very distracting and can imply disorganization.
· Research the company and or department – Ohio State department information can be found on the web site (www.ohio-state.edu) while external corporate information is available from your public library, the company web site or by calling the company’s public relations department.
· Keep a copy of your resume in your hand.
· Have a pencil and paper ready to take notes on what they are looking for and any questions you might have.
· Prepare questions ahead of time.
· Be prepared to give them a choice of three times you are available for a face-to-face interview.
At least one face-to-face interview will be called for and perhaps more than one will be required. Not all interviews are conducted one-on-one. Some department/companies will ask you to meet with a series of individuals, or they may ask you to meet with all of those individuals assembled in one room. Adequate preparation is a great antidote to any nervousness this might cause. 

What to Bring to the Interview?

There are some essential things you will want to take along with you when you go for a job interview. For example, it's just common sense to take a pen and paper with you in case you have to write something down. 

Carry with you a small folder that contains:

· Copies of your resume, to give to the interviewer at the start of the interview and for your own reference during the interview

· Copies of letters of recommendation, and a typed reference sheet to be given to the interviewer (if applicable) 

· Other material relevant to the interview

· Pen and paper, to write down information

Preparation
1. Prepare a list of job related questions. The interviewer does not need to get the impression that all you are looking for is the money and/or benefits. Do not mention money or benefits at this stage of the interview process. Remember that you are trying to show the interviewer(s) what you can do for them, not question them to see if they have what you want.

2. The interviewer wants to know that you view this chance to become part of their department or organization as a great opportunity, and that you know and care about the organization’s needs. Consult their web site; pick up annual reports, magazine articles and professional journals to give you insight into the business. By knowing the employer, you will be able to ask intelligent questions about the company and the position.

3. Do not be modest or shy. Tell them your strengths. If they are moving toward a CQI (Continuous Quality Improvement) environment and you have related experience in team building, tell them where and when you did this – and what results you obtained. Emphasize those areas in your experience that will solve the customer’s problems and meet their needs.

4. Resummarize the job description. Get them to expand on the job description and explain how your skills relate to their qualification.

5. Close the interview. “I am very interested in this position. When can I expect to hear back from you?” Express your sincere interest in the department/company and the position. Always send a follow-up/thank you letter immediately after your interview.

Most departments/companies are looking for candidates who can demonstrate the following qualities:

· Leadership abilities – you can take charge in a situation

· Technical Skills – you can do the work involved in the job

· Teamwork – able to work in a group effort

· Flexibility – willing to be flexible and juggle priorities to get the job done

· Motivation – determined to work hard and succeed

· Communication – effective and clear communicator and able to get your point across

· Intellectual competence – general problem solving skills

Vital Questions to Ask in an Interview
Applicants should be prepared to ask relevant questions at the end of each interview. Prepared applicants are able to walk away from an interview feeling that they know everything there is to know about the particular job, department and organization. The information received in an interview will assist you in making an intelligent career choice.

· What are the department’s/company’s strengths and weaknesses compared to its competition?

· How important does upper management (your supervisor) consider the functions of this department? (You need to know if the department is low on the totem pole for budget expenditures and growth.)

· Are there any weaknesses in the department that you are working on improving? (Try to determine the environment of the job.)

· What is the organization’s plan (mission) for the next five years and how does this department fit in?

· Could you explain the organizational structure to me? (What is the reporting structure in this department? What are the acceptable channels of communication? Ask for an organizational chart.)

· How will my performance be measured? By whom? (How will I be evaluated?)

· What are the day-to-day responsibilities in this job? (You don’t want any surprises.)

· Could you describe your management style and they type of employee who works well with you?

· What are some of the skills and abilities you see as necessary for someone to succeed in this job? (You are trying to find out what qualities and talents your boss values versus what the job description requires.)

· What is the company’s policy on providing seminars and workshops so employees can keep up with or acquire new skills?

· Are there any restraints or cutbacks planned that would decrease the budget?

· What particular computer equipment and software do you use?

· What is your training / orientation process like? (How will I be acclimated to my new role?)

Internet Sites for Job Seekers
The Internet can be a great tool/resource for you during your job search. Not only are companies posting positions on the Internet, but there are also Internet sites out there to help you write your cover letter and resume and prepare for an interview. 

Below we have listed a handful of Internet job sites. These are just a few of the more common job sites.
	Internet Sites
	Address

	All Job Search
	www.alljobsearch.com

	Career Builder Network
	www.careerbuilder.com

	Career City
	www.careercity.com

	Career Magazine
	www.careermag.com

	Career Site
	www.careersite.com

	Computer Jobs.com
	www.computerjob.com

	Employment 911
	www.employment911.com

	Government Jobs
	http://www.governmentjobs.com/

	Find a Job
	http://findjobs.careers.flipdog.com

	Higher Edjobs.com
	www.higheredjobs.com

	Hot Jobs
	www.hotjobs.com

	Job Boards
	www.jobboards.com

	Job Front.com
	www.jobfront.com

	Job Next
	www.jobnext.com

	Job Options
	www.joboptions.com

	Job Que
	http://jobque.com/

	Monster.com
	www.monster.com

	National Diversity Recruitment Services 
	www.hirediversity.com

	University Job Bank
	www.ujobbank.com

	Worktree.com
	www.worktree.com

	Yahoo Recruiter
	www.webhire.com

	Your Career Links
	www.yourcareerlinks.com


University Resources
	Benefits Administration 


	Archer House, 

2130 Neil Avenue

292-1050

	· Claims Assistance
	· Retirement information

	· Continuing benefits coverage
	· Unemployment process


	Consulting Services 


	Archer House

2130 Neil Avenue

292-2800

	· Assistance in understanding reduction in force or layoff policies and procedures

	· Explains processes of appeal and displacement, if applicable


	Employment Services 
	Northwood/High Building

2231 N. High Street

292-9380

	· Information and assistance regarding employment policies, procedures and campus employment opportunities

	University Personnel Posting 
	Northwood/High Building

2231 N. High Street

www.ohr.ohio-state.edu

	· Listing of new and vacant positions that are available at the university 

	· Updated weekly


	Organization and Human Resource Development
	150 Pressey Hall

1080 Carmack Rd.

292-4500

	· Assistance in development of change management processes

	· Assessing team development needs and assistance to increase team effectiveness


	University Faculty / Staff Assistance Program
	Battelle Building 

1375 Perry Street

292-4472

	· Short-term counseling and assessment for employees dealing with emotional stresses resulting from a change in job status

	· Confidential counseling and referral services


� Adapted from Office of Human Resources Employment Services – Reduction in Workforce Employee Guide and 15min-resume.com






