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LEGAL NOTICE: 

 

The Publisher has strived to be as accurate and complete as 

possible in the creation of this report, notwithstanding the fact 

that he does not warrant or represent at any time that the 

contents within are accurate due to the rapidly changing nature 

of the Internet. 

 

While all attempts have been made to verify information provided 

in this publication, the Publisher assumes no responsibility for 

errors, omissions, or contrary interpretation of the subject matter 

herein. Any perceived slights of specific persons, peoples, or 

organizations are unintentional. 

 

In practical advice books, like anything else in life, there are no 

guarantees of income made. Readers are cautioned to reply on 

their own judgment about their individual circumstances to act 

accordingly. 

 

This book is not intended for use as a source of legal, business, 

accounting or financial advice. All readers are advised to seek 

services of competent professionals in legal, business, 

accounting, and finance field. 

 

Disclaimer 
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Please note the information contained within this document are 

for educational purposes only.  

 

Every attempt has been made to provide accurate, up to date 

and reliable complete information no warranties of any kind are 

expressed or implied. Readers acknowledge that the author is not 

engaging in rendering legal, financial or professional advice. 

 

By reading any document, the reader agrees that under no 

circumstances is GettingYourJob.com responsible for any losses, 

direct or indirect, that are incurred as a result of use of the 

information contained within this document, including - but not 

limited to errors, omissions, or inaccuracies.  
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Quick Start Job Guide 

 

Anyone that has looked for a job in today’s society will tell you 

that it is not an easy task. For every job opening that is 

available, there are hundreds of applicants trying to get the 

position.  

 

In this ocean of job hunters, it is easy to become overwhelmed 

and discouraged by trying to obtain a job. To be able to make it 

to the top of the applicant pile and get the perfect job, you need 

to know the keys to landing any job.  

 

The keys to are the tools that will set you apart from any other 

person seeking the same jobs that you are. 

 

Most job hunters just apply to a job opening and expect to get 

the job.  

 

In today’s world that is simply not going to happen.  

 

There are many steps that need to be taken by anyone 

interested in landing a job. The steps are simple and when 

applied to every job hunt and application will help you to land the 

perfect job. The steps that you need to take as you try to land 

your next job are the keys to you job hunt success.  
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From the time that you decide that you want to get a new job to 

the moment you accept the job offer, you will be working the 

steps that will make you successful in your endeavour.  

 

It is important to follow these steps for every job search that you 

can embark on. The sections of this book are laid out so that 

they follow the process that you will take to land your next job. 

 

You can also use this book as a reference tool along the way of 

your job search. Refer back to the sections of the book that you 

need to work on as often as you need to.  

 

There is no right or wrong way to use the information contained 

in this book. The only mistake that you can make when job 

hunting is to not use the steps to achieve your success. 

 

The biggest thing that you need to know as you try to land the 

perfect job is that the only thing that can hinder your success is 

you. People who choose to not take the appropriate steps, will 

not see the success that they want. You now have the keys to 

your job-hunting success in your hands.  

 

Now it is up to you to use these steps to help you succeed and 

land the perfect job. 
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Resumes 

 

Types of Resumes 

 

When it comes to applying for jobs, your resume is the first 

chance that you have to make a first impression.  

 

This is the single document that will get your foot into the door 

for you to take the next step.  

 

A great resume will get you to the top of the applicant pile. The 

first step that you need to take is to choose the type of resume 

that you will write for yourself.  

 

All resumes are not the same basic template and you need to be 

aware of this before you write your resume.  

 

There are four types of resumes that you can choose from, 

chronological, functional, combination, and targeted. 
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Functional 

 

If you do not have a lot of work experience, you may want to 

choose a functional resume. This type of resume is a great way 

to focus on the skills that you have that would help to distinguish 

you from the other applicants.  

 

This resume will focus on your skills rather then your work 

experience. You may want to choose the functional resume if you 

are changing careers or you have large gaps in your employment 

history. This is also a good type of resume to use for first time 

job hunters. 

 

Chronological 

 

A chronological resume is the most common type of resume that 

people use. This resume lists your work history first.  

 

The list of your jobs starts at your most recent and working your 

way back through the rest of your jobs. It gives employers a 

glimpse at your work history. This is why this is one of the most 

popular types of resumes with recruiters. The chronological 

resume gives them you work history at a quick glance. 
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Combination 

 

The combination resume is a way to combine the parts of a 

functional resume and a chronological resume. This type of 

resume lists your skills and experiences first.  

 

The next part to this resume is a list of your work history in 

reverse chronological order. This resume helps you to highlight 

skills that you possess that will get you the job that you are 

applying for, while showing your work history as well. 

 

Targeted  

 

The final type of resume is the targeted resume. This resume is 

the most difficult type to use because you need to update it for 

each individual job that you apply for.  

 

In a targeted resume, you showcase the skills that you have that 

are relevant to the position that you are applying for.  

 

For each job that you apply, you will need to change the skills 

that you focus on. 

 

Sample Resumes Most Common Types 
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Chronological Resume Example 

Paul Smith 

123 Main Street 

Any Town, SA  12345 

555.555.5555 (home)      

566.486.2222 (cell) 

psmith@email.com 

Experience 

Manager, House of Wigs 

April 2001 - February 2005 

• Opened new location 

• Placed orders to restock merchandise  

• Managed payroll, scheduling, reports, email, inventory, 

and maintained clientele book and records 

• Integrated new register functions 
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          • Hired and Trained Staff 

Sales Associate, Wigs R Us 

July 1999 - April 2001 

• Merchandised wigs 

• Set-up displays  

• Worked with clients to get repeat business  

• Scheduled private shopping appointments with high-end 

customers 

Sales, The Pantry House 

February  1997 - July 1999 

• Provide customer service in fast-paced atmosphere 

• Maintain and restock inventory 

Education 

State College, Any Town, State 

Computer Skills          
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• Proficient with Microsoft Word, Excel, and PowerPoint, and 

Internet  

 

http://bit.ly/1kVuYVL
http://bit.ly/1kVuYVL


Want to Know How YOU Can Make Unlimited 
Passive Income? Click Here to Find Out Now! 

 

 

 

 - 12 - 

 

 

Functional Resume Example 

 

John A. Allan 

123 Simon Street, Any City, Pa 11111 

Phone: 555-555-5555 

Email: jallan@email.net 

OBJECTIVE 

 

To obtain a position where I can utilize my skills with 

management skills, organizational, and sales skills. 

 

Summary of Qualifications 

 

Results oriented, hands on manager with a high level of results 

oriented work done in the retail fashion industry with experience 

in handling high volume stores. 

 

Major strengths include great time management, ability to lead 

by example, problem solving skills, and a desire to succeed. 

 

Personal Accomplishments 
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Expert in human resources and recruiting. Hired and trained staff 

for 7 new locations. 

 

Education 

 

Bachelor’s in Fabric, State University, Any Town, State 

 

References 

 

No matter what job that you are applying for the prospective 

employer will want to see professional references.  

 

The norm is to have at least 3 references available to give when 

you apply for a job. The references need to be of a profession not 

personal nature.  

 

This means that your references should be people that you have 

worked with and not family and friends. In today’s work field, it 

is often hard to get professional references.  

 

Many jobs tell employees that they may not give references to 

people that have worked for them. There are ways to get 

references. 
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There are coworkers and supervisors that you are working with 

that will ignore the rules and give you a reference. You need to 

be discreet when you ask them to do this for you.  

 

Make sure that you are willing to do the same for them if they 

should need references at some point. It never hurts to ask 

someone to see if they would be willing to be one of your 

references. 

 

You can ask people that you have volunteered with to be your 

reference. These people have seen your work ethic and can talk 

about your time management and dedication to what you are 

doing.  

 

These are great attributes for a reference to be able to speak to. 

 

If you do not have a previous job to go back to for references, 

you can always use people in your schooling. You can ask 

teachers and counsellors in your school to be a reference for you.  

 

The most important thing to remember when making a list of 

references is to ask the person that you want to use first. You 

need to ask people before you list them as a reference for your 

new job.  
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This way they will be expecting to hear from jobs that you are 

applying to. When you finally get the perfect job, make sure that 

you send thank you notes to all of your references to thank them 

for the help that they gave you. 

 

Printing and Presentation 

 

Now that you have your resume and references written, you are 

not done. You still need to print them out and have them ready 

to give to the jobs that you are applying for.  

 

There are a few options that you can use to have your resume 

look professional.  

 

You can take your resume and references to an office store and 

have them printed out from a flash drive. The printers that office 

stores use are a high quality and will make your resume look 

great as it is printed.  

 

The workers at the store can show you the correct paper for 

them to print out your resume on. This takes a lot of guess work 

out of printing out your resume, but it will cost you extra money.  
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You can print your resume at home. Make sure that your 

printer’s ink is full so that you have a clean and crisp print of the 

document.  

 

You will need to purchase a high quality paper that is of a heavier 

weight then common copy paper. You can find this paper for sell 

any place that sells office supplies. It is usually labeled as 

resume paper. It is best to use a white or cream colored paper. 

 

Print out many copies of your resume and references. You will 

always want to have at least 4 copies of both in your brief case 

as you go out to talk to prospective employers. It is better to 

have more copies of your resume on you then you will need then 

to run out. 

 

There are also several reputable online services that will help you 

create and publish the most professional resume template 

possible. 

 

Here are a few of my personal favorites: 

 

http://resumizer.com/ 

http://www.niceresume.com 

http://www.pongoresume.com 

http://skillcraze.com/ 

http://bit.ly/1kVuYVL
http://bit.ly/1kVuYVL
http://resumizer.com/
http://www.niceresume.com/
http://www.pongoresume.com/
http://skillcraze.com/


Want to Know How YOU Can Make Unlimited 
Passive Income? Click Here to Find Out Now! 

 

 

 

 - 17 - 

 

 

Extra Tips: 

Use a laser printer. 

 

Use high-quality stationery. 

 

Print your resume on cream or ivory-colored paper, of at least 24 

pounds in weight. 

 

Avoid heavy paper, which can crease and damage the print. 
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