NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
EFFECTIVE RESUME WRITING AND INTERVIEWING SKILLS




VENDOR
Lausanne Institute, 109 Knoxlyn Farms Drive, Kennett Square, PA 19348




DATES/LOCATION
30 July – 1 August 2002 at APG, MD




LENGTH
3 Days (24 Hours)




START/END TIMES
0830-1630




COST
$275




REGISTRATION DEADLINE
16 July 2002
Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
Jacklyn Laroche, DSN 458-0220/COMM (410) 306-0220. Send an email message to the Course Manager if you are interested in taking this course: jacklyn.laroche@cpocner.army.mil 




COURSE DESCRIPTION





This “hands on” program will improve your ability to successfully write an effective, attractive resume and have a productive interview—whether you are looking for advancement in your career program, thinking about changing career paths, or simply applying for promotions or temporary internal/external assignments.  Resume writing is critical in controlling the image you present to employers.  Learn to increase your competitiveness by composing a highly-visible resume that adds to your stature and professionalism.  This workshop includes facilitator-led concept briefings, planning discussions, film and video presentations, and small group interviewing exercises and feedback. This workshop will create the image for success.

What you can expect to learn:

· How to get an employer’s attention within a 5-second glance at your resume

· How to use job titles and skill headings that relate to and match the job you want

· How to write performance results rather than activities

· How to describe the contributions you can make to the interviewing organization

· How to use buzz words to reflect work and school experience

· How to make experiences worthy of review and not sell yourself short

· How to choose the appropriate tone and style for your resume

· How to plan and prepare for the most productive interview

· How to establish a positive image at the start of an interview

· How to give specific and relevant information to the interviewer; and 
· How  to gather specific and relevant information from the interviewer





WHO SHOULD ATTEND/PREREQUISITES





This course is for all employees interested in career opportunities in the federal government.  





METHOD OF INSTRUCTION





Lecture and individual video-taped presentations/feedback.





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible, but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. Also, please include your Training Coordinator's name, email address and phone number in block 18 on the DD Form 1556.





