Navigator’s Meeting Outline
Participants: Adriana Ghan, Brandy Ferber-Christiansen, Jennifer Hemker, Shanon Magnusson, Matt Bryant, Patricia Dombrowski, Rachele Bakic

Best Practices for Resumes (tips for reviewing resumes, how to highlight health IT on resumes, how to incorporate hard skills/soft skills)

Materials: Resume Presentation, Resume Builder
· Please answer the following question in the chat window:
· Do you review resumes in your role as a Navigator? If so, what programs are the students enrolled in?
· Nursing
· Radiologic Technology
· Health IT
· Medical Office

Resume Review Tips and Process:
· Incorporate hard/soft skills
· Remember to use key words because employers utilize applicant tracking systems (software that searches for key words and eliminates applicants that do not include those key words in their resume).
· Health IT- include both health background and IT skills

Review each section of a resume (see Resume Presentation ppt):
· Header
· Summary of Qualifications or Job Title (soft skills)
· Education & Related Coursework
· Certifications & Licenses 
· Proficiencies (hard/soft skills)
· Experience
· Internships/Externships/Clinicals
· Other Work Experience
· Volunteer Experience
· Leadership Activities
· Professional Memberships
· Awards 

· Please answer the following question in the chat window:
· What challenges do you face when reviewing resumes?
· Students think there is a "right answer" regarding their resume questions, and are not always willing to embrace the gray area inherent.
· Students have unrelated work experience to the field they are going into. A potential strategy would be to have them include their most recent work experience, even if it isn’t related (can use up to the 2 most recent if the student needs to fill space). Usually, the student should be able to identify some applicable skills even for 2 unrelated fields. Also recommend adding applicable coursework then.
· Foreign students that have degrees from other countries that are not transferrable, should the student include? Have the student list it, but do not highlight it if it isn’t transferrable.
· What advice do you have to share with other navigators?
· One approach I have found to be valuable is to spend some time talking about language, not only for resume/cover letter, but interviewing, professional communications, etc. students without professional experience don't always know the lingo.
· What questions do you have?
· What if a student is trying to get hired out of state? I have heard of out-of-area bias, do you think they have to list address? Have the student explain their situation in the cover letter if they include an out of state address (e.g. include plans to relocate). A student could also get a PO Box or have another address in state they can include.
· What about page numbers on resumes? Page numbers are not usually necessary, especially if only 1-2 pages.
· Are you interested in a working session (led by Matt) to develop a Health IT resume/handout?
· [bookmark: _GoBack]Matt would like feedback on how to integrate Health IT training into their resume (beyond simply listing program/certificate)-this presentation helped quite a bit. 
· Matt would like to develop a handout/sample resume that he can give to students to allow them to prepare before they meet in person. That way, the in-person time is spent in the details. If anyone wants to help, please email Matt at mbryant@btc.ctc.edu. After he has something created, Matt will share out
