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STUDY GUIDE, MIDTERM EXAM
Sources of information:

1.   Chs: 7,8
2.   Lectures: 

· Resume
· Letter of Application/Follow-up letter/Thank-you letter
· Selection Interview 

· Professional Attire
3.   Your insights from service-learning assignment
4.   Your insights from selection interviewing assignment

panel interviewing (see text)



guidelines for resume construction


targeted resume'




interviewing the interviewer
guidelines for the "follow-up" letter


creating a favorable impression 

functional resume' 




use of jargon by applicants
guidelines for the "thank you" letter


ethics of ER in selection interviewing   


response to an unlawful question


qualities of successful applicants
resume types (advantages/disadvantages)

essential characteristics of the cover letter

discussion of salary in selection process 

white space

professional appearance aspects to avoid (men)
place of prose on the resume

chronological resume'




sources of information about a firm

regional, ethnic, or racial bias in selection (see text)
interview schedule
use of personal information on resume

EEOC guidelines for legal questions

values probed in selection interviewing

pet peeves of recruiters (re: resumes)

questioning sequences for the selection interview
language usage in selection interviewing

responsibilities of EE in the selection interview
honesty tests (see text)

reasons for striking out in selection interviews
behaviors of unsuccessful applicants

"birds of a feather" syndrome
(see text)

role of EE in the selection interview   
length/content of selection opening and closing
ratio of ER/EE talk in selection interview
place of persuasion in the selection process

professional appearance aspects to avoid (men)

appearance of the letter/resume
 

relationship between the letter and the resume
professional attire expectations (women)

factors in hiring (see handout)
EEO Laws (see text)




BFOQ (see text)

questioning pitfalls of selection ERs (see text)
critical incident questions (see text)

goal(s) of ER in selection interviewing

place of one's career objective

discuss eight aspects of the selection interview (structure, opening, closing, etc.)
unlawful (illegal) selection questions (see handout, text)

supporting claims you make about yourself in a selection interview

