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Understanding the job market
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Life of a job – level of competition
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Now plan your self-directed job search



Don't Network
-

Netshare Instead



Your self-directed job search

• Advice

• Guidance

• Information

• Insights

• Connections

Ask for:



Your self-directed job search

• Class materials

• Subject updates

• Nostalgia

• Connections

• Involvement

Give:









































Storytelling

for your

resume





How much time?

3 – 15 seconds

Reject

Read 

in 

detail



P? A? G?

Poor?
Average?
Great?







Capture your stories/accomplishments

C

H

A

I

Challenge

Hurdles

Impact

Action



Why is impact so important?

Past
value

Impact 
Future

potential
value



Action verb

BetterAction verb Result

BES
T

Impact Actionsby

Weak



Suggested additional items and skin care routines to boost sales and
increase customer satisfaction.





Identified key roadblocks and proposed effective solutions for $55 million
project that saved the hospital almost $1 million dollars



Attribute % of respondents

Leadership 80.1%

Ability to work in a team 78.9%

Communication skills (written) 70.2%

Problem-solving skills 70.2%

Communication skills (verbal) 68.9%

Strong work ethic 68.9%

Initiative 65.8%

Analytical/quantitative skills 62.7%

Flexibility/adaptability 60.9%

Technical skills related to the job 59.6%

Interpersonal skills (relates well to others) 58.4%

Computer skills 55.3%

Detail-oriented 52.8%

Organizational ability 48.4%

Friendly/outgoing personality 35.4%

Strategic planning skills 26.7%

Creativity 23.6%

Tactfulness 20.5%

Entrepreneurial skills/risk-taker 18.6%

Attributes employers seek in a candidate

Source: Job Outlook 2016, National Association of Colleges and EmployersPLUS – quick and effective learner



Capture one of your stories - 1

Choose an event or an achievement that gives you pride or pleasure.  

Capture the story using the acronym CHAI.  Write it down.

C Challenge – what challenge or problem did you face?  Was there 

a situation you wanted to improve?  

Hurdles – what hurdles or obstacles did you have to overcome?  

Did you have to persuade or convince someone?  Did you have 

to get funding?

Action - what were the actions you took?  What did you do to 

address/overcome the challenge?

Impact – what was the result you achieved?  How did it affect 

others, how did it change the original problem or situation?  

What value did it generate?

H

A

I













Now let’s look at cover letters







Why?

• Instructions specify one

• Demonstrate writing skills

• Differentiator

• Show focus

• Demonstrate critical thinking

• Courtesy

A few seconds to wow the reader



It Should Be:

• Dynamic

• Unique

• Specific

• Brief

• Attractive

• Well structured

It is for the reader, not the writer



Brief means:

• Never, never more than one page

• Best if well under a page

It is for the reader, not the writer



It should not focus on:

• How you (employer) will benefit me (applicant)

It is not for the writer, it’s for the reader 

It should focus on:

• How you (applicant) will benefit me (employer)



First line:

• Compelling - hook their attention

• Make them want to read more

First paragraph:

• Why them?

• Why you?

• Tell it as a story



First line:

• Don’t state the obvious

First paragraph:

• Don’t bore them

• Don’t tell them you’re a great fit



COVER LETTER
T- letter – a high impact alternative format

The following is intended as a guide .  Your cover letters should be unique , original and tailored for each job.

Your Name
2440 Bancroft Way, #204  Berkeley, CA 94720  510.999.9999  myname@berkeley.edu 

April 1, 2015

Widget Advisors

Reference: Summer Analyst Intern (#a100009)

Dear Recruiting Team:

Every day as I traveled to school I passed a construction site where a fascinating building started to rise 
above the fence.  It was so interesting I searched the Internet to find out the building’s owner.  I 
discovered an equally interesting company – Widget.  I have been following Widget’s story ever since 
and so was delighted and excited to see your posting for a Summer Analyst.

Based on my understanding at this stage I believe the following are important: 

Quantitative skills I discovered I have an aptitude for numerical, analysis, data modeling and 
software tools while  still in high school.  I also discovered a skill at conveying 
complex concepts so that lay people understand.  I have also led team efforts 
to win prizes in national case-based competitions.

Collaboration When I started at Berkeley I join the Widget Appreciation Club when it was 
defining itself.  Everyone had lots of ideas and everyone was championing 
their own.  I listened to all the ideas and then facilitated a group session to 
pull out the best of all the ideas.  The result was everyone felt they had 
contributed to the Club’s new direction and membership rose by over 300% 
over the following semester.

Fast learner While at high school I helped out at a small local business.  They were suffering 
from unreliable computer systems  so, in addition to my regular work, I 
evaluated their needs and replacement options.  I got the owner’s go-ahead 
and learned the new system in a quarter of the time the supplier expected.  I 
was then able to train the staff so the implementation was smooth and 
removed all the previous problems.

I view an internship as a two-way process.  I’m certain I would learn a huge amount from you but I would 
also want to bring value to Widget Advisors and I look forward to discuss with what that value might be.

Sincerely,

Freda Jones

First paragraph 
should be 

compelling and 
answer two 

question: Why 
them?  Why you?

Key words or phrases 
taken from their 

posting.  Use their 
high priority ones.

Called a T-letter 
because the white 
spacelooks like an 

upper-case T.



Your Name
2440 Bancroft Way, #204  Berkeley, CA 94720  510.999.9999  myname@berkeley.edu 

April 1, 2015

Widget Advisors

Reference: Summer Analyst Intern (#a100009)

Dear Recruiting Team:

Every day as I traveled to school I passed a construction site where a fascinating building started to rise 
above the fence.  It was so interesting I searched the Internet to find out the building’s owner.  I 
discovered an equally interesting company – Widget.  I have been following Widget’s story ever since 
and so was delighted and excited to see your posting for a Summer Analyst.

Based on my understanding at this stage I believe the following are important: 

Quantitative skills I discovered I have an aptitude for numerical, analysis, data modeling and 
software tools while  still in high school.  I also discovered a skill at conveying 
complex concepts so that lay people understand.  I have also led team efforts 
to win prizes in national case-based competitions.

Collaboration When I started at Berkeley I join the Widget Appreciation Club when it was 
defining itself.  Everyone had lots of ideas and everyone was championing 
their own.  I listened to all the ideas and then facilitated a group session to 
pull out the best of all the ideas.  The result was everyone felt they had 
contributed to the Club’s new direction and membership rose by over 300% 
over the following semester.

Fast learner While at high school I helped out at a small local business.  They were suffering 
from unreliable computer systems  so, in addition to my regular work, I 
evaluated their needs and replacement options.  I got the owner’s go-ahead 
and learned the new system in a quarter of the time the supplier expected.  I 
was then able to train the staff so the implementation was smooth and 
removed all the previous problems.

I view an internship as a two-way process.  I’m certain I would learn a huge amount from you but I would 
also want to bring value to Widget Advisors and I look forward to discuss with what that value might be.

Sincerely,

Freda Jones







And another piece of good news 
from me! 

I interviewed with both BCG and 
Bain and all the partners 
and principals raved about my 
cover letter format.

They all thought the structure 
was super refreshing and it made 
things a lot easier on their eyes.




