
Screening Resumes & Applications 
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Areas of Focus 
 Value of Screening Applicants 
 How to Screen Applicants 
 Considerations When Screening 
 Practice Opportunity 

7/25/2013 Slide 2 



118 
9.5 



7/25/2013 Slide 4 

Who Makes the Cut? 
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1.Know the Position Requirements 
2. Create an Evaluation Grid 
3. Organize Resumes 



Know What to Look For 

Job Duties 
Qualifications 

Education 
Experience 

Knowledge, Skills 
& Abilities 



Screening Activity: 
Highlight Key Factors in Job Description 
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Screening Activity: 
Creating an Evaluation Grid 
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Put Lots of Weight on Cover Letters 

Shows personality 

Quickly summarizes 

First impressions 

No letter = no interview? 



Grading Resumes 

Readability 

Match the 
position 

Job 
characteristics 



Red Flags 

What 
Red Flags 

May Be 
Found?  
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Accelerate’s “Recognizing Red Flags” Summary 

 Unexplained Career 
Gaps 

 Job Hopping 
 Vague Statements 
 Static Careers 
 Sloppiness 
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Clarify – Define - Tighten 



Internet Search? 

Good source of 
information 

Use it as a tool 

Not a deciding 
factor 



Screening Activity 
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Initial Phone Interview 

First impression 

Prepare questions 

Communication skills 

Quick and easy 



What Phone Screen Questions Would You Ask a 
Potential Program Specialist? 
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Phone Interviews – Possible Questions 
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 Job History 
 Salary 
 Travel & Relocation 
 Goals 
 Strengths & Weaknesses 
 Start Date 
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