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GET THE JOB | BASIC SKILLS

Perfect Your People Skills
N

etworking is an invaluable professional skill. A recent survey by the Adler Hiring Group reveals
that 85 percent of all jobs are filled through networking in some capacity. It can not only help
your chances of landing a job but can increase your contacts and improve your business.

ALWAYS BE READY
TO NETWORK
This means even if you
already have a job. Meet people
after work or at happy hours.
Many job openings are never
advertised; instead they are
filled through word of mouth
or personal recommendations.
Set goals of how many people you will meet each week or
month. This is a great place to
start. Once you get your networking skills down, don’t get
too caught up in the “numbers” part of building relationships, but rather the engagement aspect of this valuable
skill.
When you meet someone
new, allow yourself to be in the
moment and let go of thoughts
of what the relationship can do
for you. An authentic interaction is much more engaging
and likely to turn into a lasting
connection — and is much
more fun.

PRACTICE YOUR
ELEVATOR PITCH
Being able to sell yourself in
a short window of time is an
invaluable skill. This should
include who you are, what you
do and why it matters. Be sure
to practice your pitch so that it
feels natural and unrushed.
You should come off as
relaxed and confident. You
never know who you might run
into.
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NURTURE CURRENT
RELATIONSHIPS
Don’t let your current connections fall to the wayside as
you strive to meet new people.

Be sure to send an email or
pick up the phone and set up a
time to meet or talk.
Remember that your current
relationships have value and
you want to be sure your name

is always fresh in their minds if
they hear of a new opportunity.

BUILD SOCIAL
CAPITAL AT WORK
Get to know the people you

work with. While you don’t
need to be friends with your
co-workers, it is important to
be friendly.
Kindness has a way of finding its way back to you.

GET THE JOB | INDUSTRY PROFILE

Nursing Careers
A

ccording to the
American Nurses
Association, there are
more than 3.1 million
registered nurses in
the United States.
Our need for more
nurses in only
increasing.
The United States Bureau of
Labor Statistics reports that by
2024, there will be approximately 439,000 new nursing
jobs created. If we factor in the
number of nurses who will be
leaving the field during this
time, nurses can expect there
to be more than 1 million jobs
that will need to be filled.
This makes nursing one of
the fastest-growing sectors of
the healthcare field.
Nursing will always be a necessary role in the health care
system. Nurses not only provide bedside care but enter
leadership roles, advocate for
patients and specialize in specific areas. Get ready to work
hard in this field.
Becoming a nurse requires a
degree, licensing and continuing education to stay up to date
on the latest advancements in
the industry.

LEVELS OF NURSING
There are many levels of
nursing and opportunities for
advancement. Each nursing
path is different and requires a
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similar but different set of
skills. The following are just a
sampling of the duties required
at each nursing level:
Certified nursing assistant
(CNA): Assist in daily nursing
tasks such as cleaning rooms,
answering patient calls, feeding
and bathing.
Licensed practical nurse
(LPN): Provide basic care, such

as dressing wounds and changing bandages, under supervision.
Registered nurse (RN):
Coordinate patient care, assist
with exams and surgeries and
administers medications.
Nurse practitioner (NP):
Coordinate patient care, perform diagnostic testing and
prescribe medications.

A DIVERSE FIELD

are needed, and are compenThe nursing field is expandsated well. Virtual nurses can
ing every day through advance- work from home and provide
ments in technology and an
care through medical websites
increased demand due to an
and over the telephone, while
aging baby boomer population. nurse midwives play a crucial
Specialties are a great way to
role in women’s healthcare.
hone your skill set, and there
Consider where your strengths
are many from which to
lie and what you hope to gain
choose.
from your career; chances are,
Travel nurses go where they
there’s a specialty for that.
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Resume Dos and Don’ts
P

utting together a
resume is always
a difficult task. Use
the following dos
and don’ts as a guide
to craft a resume that
will grab attention
and get interviews.
DO highlight your most relevant experience. This means
tailoring your resume to each
position you apply for and
highlighting skill sets you
have employed in previous
positions.
DON’T stress out if it feels
you don’t have any direct, relevant experience. Focus on
your skills. Show how they
directly relate to the position
for which you are applying. If
you are fresh out of college,
don’t forget to list relevant
coursework or additional
projects that pertain to the
job.
DO consider strategic
phrasing. Think of keywords
and phrases that application
tracking systems will pick up
on. These systems are often
the gatekeeper between your
resume and a hiring manager.
DO use bullet points and
quantify your achievements.
This is an easy way to illustrate your successes. Be sure
to list any leadership experience.
DO highlight volunteer
work or community service.
Recruiters look for candidates
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who take initiative and propose new ideas. If you’ve
done a significant amount of
service, this shows recruiters
that you are dedicated to your
community and are willing to
take on responsibility even
when you aren’t asked to.
DON’T include random
hobbies. This is your professional resume, not a personal
ad. If it is not related to work

in some fashion or does not
directly demonstrate a professional skill, lose it.
DO tell the truth. Lies
always find a way of coming
out, and then you will be seen
as an untrustworthy candidate.
DON’T “overcrowd” your
resume. Some resume professionals encourage you to
keep your resume to one

page, while others assert that
focusing on listing your
accomplishments is more
important than page length.
Remember there is no hard
and fast rule other than to
make your resume concise
and easy to read. A recent college graduate is not likely to
have a two-page resume, and
a senior executive with more
than 20 years of experience

will not be able to keep their
resume to one page without
severely undercutting their
professional achievements.
DON’T forget to spellcheck. Spelling mistakes are
elementary.
DO have someone you trust
proofread your resume before
you send it out. The more
eyes that see your resume, the
stronger your resume will be.
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Ace Your Interview

ongratulations!
You’ve worked
hard on your resume
and cover letter, and
garnered an interview.
Now it is time to prep.
You need to make a great
first impression, show off
your intellectual assets and
leave a lasting impression
with the company. Preparing
for an interview also is

important because it will help
you relax more during the
actual interview, which will
keep nervous habits at bay.

ANTICIPATE QUESTIONS
At this point, you should
already be very familiar with
the company you are hoping
to join. Begin thinking about
the types of questions you
might be asked. There are
some questions that are standard in most interviews, but
others might be more company-specific.

Consider how you might
answer questions, but be cautious of practicing your
answers too much. This can
lead to answers sounding
scripted. You want to be prepared but engaged. Sounding
as if you are reading scripted
lines does not speak well to
those “great communication
skills” you mentioned in your
cover letter.

PREPARE YOUR
OWN QUESTIONS
Typically near the end of an

interview, recruiters or hiring
managers will ask if you have
any questions for them.
Smart candidates always have
at least one question. You can
always inquire about information that did or did not
come up during the interview.
Preparing a more general
question also is a good idea.
Don’t be afraid to ask a question that gets the interviewer’s
take on things, such as, “What
do you feel is the most crucial
quality for success in this
job?”

SEND A THANK YOU NOTE
Send a note after the interview thanking the hiring team
for their consideration. Make
sure the note is concise — just
a few sentences.
This is your last opportunity
to get your name in front of
the hiring committee and
leave a positive impression.
This not only shows initiative,
but also grace and good manners. This small touch will
make you stand out from other
applicants who might not have
taken the time to do so.
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Expand Your Education
E

ducation is one of the most crucial investments we can make in ourselves. Not
only is education a vital human right but according to the Global Partnership
for Education, education can promote gender equality and world peace.

Education also makes a dramatic difference in our professional success. Take a look at
the following facts and figures
to understand the cost and
investment of education.

HISTORICAL TRENDS
• The United States Census
Bureau first began collecting
data on education in 1940.
• In 1940, one-fourth of the
population aged 25 and older
had earned a high school
diploma. By 1967, this number
jumped to more than 50 percent. By 2015, more than 88
percent of the U.S. population
had earned a high school
diploma.
• The percentage of adults
who hold a bachelor’s degree
or higher also has increased in
this time. In 1940, only 5 percent of the population had
earned a college degree. By
2015, this number increased to
33 percent — more than five
times the number of people in
a 75-year period.

RISING COSTS
• Forty-four million
Americans owe a combined
$1.4 trillion in student loan
debt. This is approximately
$620 billion more than the
total national credit card debt,
according to Student Loan
Hero.
• More students are having
to take on debt than ever
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before to pay for their education. In fact, in 2012, 71 percent of students graduating
from four-year universities had
student loans.
• According to The College
Board, the 10-year historical
yearly rate of tuition increase is

approximately 5 percent. This
figure is substantially higher
than both the general rate of
inflation and the average
increase in personal income.

EDUCATION MATTERS
• Your education still plays

a central role in finding and
landing a job. According to
research conducted by the
Brookings Institution — a
non-profit public policy organization — a person with only
a high school diploma is twice
as likely to make less than

$40,000 per year than someone with a college degree.
• Conversely, a person with
a college degree is almost
nine times as likely to make
more than $100,000 than
someone with a high school
diploma.
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Continue to Learn

our education does not begin or end with a college degree. It is important to continue to develop your skills
and learn new ones. Some fields require continuing education for practitioners on a yearly basis. Even if your
industry has no such requirement, it’s always a good idea to expand your skill set and stay informed of trends.
NEVER STOP LEARNING
Not only does learning
something new help stimulate
the brain and improve focus,
but it does wonders for self-esteem. Give yourself a confidence boost and beef up your
skill set at the same time.
This could be as simple as
performing practice interviews
with a trusted colleague.
Interviews can be stressful
requirements of landing any
job, but the more you practice
talking with someone about
yourself the better you become.

CHECK OUT SKILLSHARE
Skillshare is an online learning community where you can
take — or teach — a class on
just about anything. The premise behind the platform was to
“close the professional skills
gap” and offer high-quality
learning in concentrated classes outside the university structure.
They have classes in design,
business, technology, photography and so much more. This
is a great place to learn a new
skill or hone a forgotten one.
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EXPAND YOUR
PROFESSIONAL NETWORK
Learning a new skill is also a
great way to expand your professional network. Most skills
will require you to be social in
some capacity and meet new
people.

Take this opportunity to
build new relationships. You
never know when small talk
will lead to your next potential
boss or business partner.

ATTEND INDUSTRY
CONFERENCES
Industry conferences bring
you together with people in
your field, which makes them a

great place not only to network
but also to learn about new
advancements, technologies or
approaches taking hold in your
industry.

While making connections is
an essential component of
attending conferences, don’t
forget to listen to the people
you’re talking to.

GET THE JOB | ENLISTING A PRO

Consider a Life Coach
A

s in sports, a life coach can help you focus on your
goals and provide support when and where you
need it most — and accelerate your career success.

Here are three life situations that should have you
thinking about hiring a life
coach:
You feel stuck. A life coach
is a person who will help you
figure out what you can’t see
of yourself. You can also count
on a life coach to be completely honest with you. This
can help you understand
what your priorities are (or
what they should be) and
motivate you to leave your
own mark on things.
You feel scared. A life coach
can offer you peace of mind.
Especially for those of us who
tend to feel anxious a lot of
the time, a life coach can help
us understand and overcome
obstacles. They can help you
create a step-by-step plan of
attack on how to move forward with your career and
reach your goals.
You feel comfortable. If
you begin to feel like you are
getting too comfortable professionally, a life coach can
help you focus your efforts
and push you to develop and
deepen your skill set. After
working with a coach for a
while, you will learn to adopt
these leadership skills, which
can help you become a mentor to others.
Professional mentors also
act as a type of life coach, as
ture and support. A good
they provide many of the
mentor will recognize your
same characteristics, strucweak spots along with your
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strengths, and introduce you
to new people and new
opportunities.

If hiring a life coach is not
something you wish to pursue, you should find a men-

tor. We all need someone we
can trust to give us a fresh
perspective.

