
“Make your approach stand apart” 

JOB SEEKER TIPS 



Competition being fierce, you need not just Resumes but “Attention Grabbing 
Resumes.” 

First point of  interaction between employer & you. 

Usually, a Hiring Manager spends not more than15 –20 seconds per Resume. 

Depicts your level of  professionalism. 

 

 

 GIVE IMPORTANCE TO RESUME? 



ESSENTIALS OF A RESUME :- 

Clear Objective 

Professional Summary 

Core Competency (area of  
expertise) 

Professional Experience 

Educational Qualification 

Technical Qualification 

Achievements 

Personal Vitae 

References 





Do not use colourful / glossy paper & flashy fonts. 

Do not use photo, until asked for. 

Don not use ‘I’, ‘Me’, ‘He’, ‘She’ etc. 

Avoid spelling mistakes. 

Do not use abbreviations that are difficult to understand. 

 

AVOID MISTAKES 



METHODS TO SEARCH JOBS 

There are various ways to search a required job.  

 

• Portals like Monster, Naukri, Indeed , Asaanjobs, 

Shine, Hiree.com, Myreferee.com etc … You need 

to upload your profile with all the information and 

refresh your application on everyday basis to find 

your profile on the first page when recruiters / 

employer give a search. Always First come first 

serve is followed by all the organizations. So keep 

refreshing your profile till you find the suitable job. 



• Be Active on Social Media like Facebook, Linked in , Twitter, 

Google groups since most of the companies do post their available 

openings to hire directly or by reference.  

• When you are open to job change or searching for a job , inform your 

network , let your friends , recruitments consultants  know about it 

and update your status. 

• When you get a call from placement / Recruitment consulting firms, 

be open and mention clearly as what you are looking / expecting in 

terms of job profile / Salary / Responsibilities so that could help them 

to identify a right job. 

• When you are asked to attend the interview , Do check your calendar 

and then give a confirmed slot where in you can definitely attend the 

interview with out fail. Getting rescheduled , not turning up for the 

interview on the given slot is not a good manners and it leaves a bad 

impression on the employer about your personality which will reduce 

the chances of getting jobs in future.  

 

 



Recruiters feedback on job portals, blogs , social media about 

your candidature matters a lot on your career so be cautious on 

the same.  

 

If you are committed to some opportunity then stick on to it , if 

not companies will black list your profile in their database and 

social networks where the HR Pool can visit and your future 

career will get messed up. Be transparent to any organization on 

your offer acceptance/ declination in the initial stage to avoid 

such mess-ups in future. 

 

Make sure you maintain a proper professional documents. If 

background verification gets failed that would be a very bad 

remark on your personality  and chances of job opportunities will 

reduce to core. 

 



• Once you find the suitable job do remove your profile from 

the job portals , social media etc … deactivate your profile 

otherwise your profile value will automatically go down 

since it is visible on the search all the times and recruiters/ 

Employers will not bother to review. Your future need will 

get affected. 

 

• When you speak to the recruiters be confident while giving 

the information / details and focus on your tone and 

communication. This will matter a lot. Attitude is simple 

thing which makes lot of changes. 

 

• Carry forward the same attitude through out the process. 



• Once you accept the offer , make sure you understand all 

possible terms and conditions about the organization. 

Otherwise changing the job within 3-6months does not 

give good satiability and value add to your profile. 

 

• When ever you choose and accept some offer make sure to 

stick on to the company for at least 1-2yrs timeframe.  

 

• Be careful while giving the references to the  employers 

because the person whom you trust and mention as the 

reference may not give positive feedback about you. 

Normally most of the employers are experiencing the 

same. Be choosy.  

 



Wish you good luck on your future endeavors. 

 

Hope this helps your search. 

 

 


