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Rotary
District 6980 
“Career Branding: Resumes, Cover Letters and Posts…”

A Rotary Works Seminar Initiative

VIDEO

https://nku.zoom.us/rec/play/3UDkFHnaTDX0VC-HGEXaBMOHSCuYjvy5pZQh7idoeJX9ZeyY91sQjggI-Vxu5FDNLQPxjwo4J9uSqi-s.8_W-QmqJwHVrFCHq?continueMode=true


Some Background
Three Core Resources…

Rotarian Job Board… openings

Rotarians Seek Jobs… searching

Rotary Works Coaches… seminars & 1 to 1

http://rotarycentralflorida.org/resources/career-center/



Know 
People…

This 
Situation?

Starting Out… will 
be graduating 

within a year and 
want help.

Unemployed…
and are in crisis.

Underemployed…
and feel they are 

wasting time.

Career 
Transitioning…

want to pivot and 
do something 

else.



Some Background

Seminar Series
(LINK TO SERIES SITE)

A. Career Fit Identification: Personality and Work Values… February 2 (RECORDED)
B. Career Opportunity Research: Exploring Options… February 16 (RECORDED)
C. Career Branding: Resumes, Cover Letters and Posts… March 2 (RECORDED)
D. Career Discussions: Interview Success Skills… March 16 (UPCOMING)
E. Career Transitions: Pivoting in A Chaotic World… March 30 (UPCOMING)

Tuesdays: 7:10 pm – (about an hour)

Registration: http://rotarycentralflorida.org/resources/career-center/

Alternative: www.surveymonkey.com/r/ROTARYCAREER1

Zoom Session: https://nku.zoom.us/j/2934595253

https://drive.google.com/drive/folders/1TfhooGAethEl-IYDuLqSfaADTzzV4qvP?usp=sharing
http://rotarycentralflorida.org/resources/career-center/
http://www.surveymonkey.com/r/ROTARYCAREER1
https://nku.zoom.us/j/2934595253


Let’s Define 
Success 
For You…
At The End Of 
The Hour Or So…

Include These?
a. Insight… how gatekeepers operate.
b. Resume Purpose… strategy needed
c. Cover Letter… achieving success
d. The Basics… getting interviews

What Else – Success For You?



Seminar Series #1

QUICK REVIEW

Fit Identification:
Personality and Work 
Values

“SWING THE BAT… DON’T WAIT 
FOR THE PERFECT PITCH”

Geography Fit: Personal Life?

Career Fit:
1) Industry?
2) Company?
3) Role?

Criteria To Consider?
1) Work Values
2) Work Personality
3) Primary Talents

Free Evaluations: LINK
1) Work Values Link
2) Work Personality
3)  Primary Talents

LINK
A. Career Matching

1) Hiring Viewpoint: Strategically, 
Companies Often View Culture 
Fit More Important Than 
Experience.

2) Critical Skills:
• Resilience: “Move On”
• Teamwork: “Collaborative”

3) Be Proactive vs. Reactive
• Your Strengths & 

Weaknesses
• Industry, Company, Role: 

Opportunities & Threats
• Leverage Strengths & 

Opportunities!
• Versus Focus On 

Weaknesses & Threats

4) How We’re Wired - Experiences
• Primary: Avoid Bad
• Secondary: Seek Good

https://www.123test.com/
https://www.onlinepersonalitytests.org/what-are-the-best-jobs-for-disc-personality-types/


Seminar Series #2

QUICK REVIEW

Career Opportunity 
Research: Exploring 
Options

Social Networking: 
• Create Profile On Facebook, 

LinkedIn, Twitter

Personal Networking
• Creating Conversations With People 

You Know, They Know, Etc.
• How Doing? How Help? Exploring 

_____ (career option).  Ask For 
“Informational Discussion”

• Suggestions?

Lots Of Job Sites
• Shot Gun – About 100 To Get 1 

Interview; Send Out 500+
• See List Of Specialty Sites Too

My Favorite Sites:

A. Edgar… link
B. CEO Express… link
C. IBIS WORLD… link
D. BIXSTATS… link
E. CareerOneStop… link 

https://www.sec.gov/edgar/searchedgar/companysearch.html
https://www.ceoexpress.com/
https://www.ibisworld.com/?partnerid=ValuationResources
http://www.bizstats.com/
https://www.careeronestop.org/


Seminar Series #3

“Career Branding: 
Resumes, Cover 
Letters and 
Posts…”

Common Mistake: using traditional 
cover letters and resumes you love 
– and do not work

Process: discuss that career hiring 
process from the company view; 
tailoring your plan to how they hire

Result: more interviews – and more 
job offers.



Purpose?
What Makes A Good One?

COVER LETTER RESUME



Resume Purpose?
What It Is….

1. Not… to “sell” yourself!
2. Not… a “history” of your experience!
3. Not… everything you thought you did that was great!
4. Not… include impressive industry jargon (unless applying in industry).
5. Not… high probability of response; SO WHAT? Shot gun anyway.
6. Not… something most people will read.
7. Not… a “stand-alone” document.



Resume Purpose?
What It Is….

Vehicle – To Get To The Next Step In The Process 
AN INTERVIEW



Perspective:
Who “READS” Your Stuff – First?

Two Types Primary Gatekeeper:
1. HR Department
2. RECRUITER

Who Are They Gatekeeping For?
• Senior Management

What Started The Gatekeeping Process?
1. Senior Management Came To Them
2. They Solicited Needs From Senior Management



Perspective:
How The Gatekeeper Prepares?

QUESTIONS THEY ASK SENIOR MANAGEMENT:

THE QUICK FACTS…?  Easy
1) What Is The Title?
2) Who Does It Report To?
3) What Is The Job Description?
4) Describe The Responsibilities.

DESCRIBE THE PERSON YOU WANT…?  Hard
5) Skills Required?
6) Personality Type?



Perspective:
Life Of The Gatekeeper

1) Insight… know very little about the “technical aspects”
2) Their Workday?... stressed; multi-tasking!
3) Influencing Their Next Steps?

• “BAD FIT” Versus Senior Mgt. Expectations? Career Damaging!
• “GOOD FIT” With Senior Mgt. Expectations? Doing Your Job!

4)    Their Motivation?...
• SPEED… so much to do
• “SAFE CHOICE”… people they screen AND send forward to Sr. Management



Perspective
Gatekeeper Math

Rules Of Thumb…
• SUCCESS: 1 New Employee Joins Company…
• Requires 5 Candidates Interviewed By Senior Management
• Requires 10 Candidates Interviewed By Gatekeeper
• Requires 50 Candidates Pass Gatekeeper “Quick Review”
• Requires 150 Resumes Received

_______________________________________________________________________

IMPLICATION!
OBJECTIVE: GET THROUGH THE FIRST SCREEN – QUICKLY!!!
STRATEGY:  HELP GATEKEPER KNOW – “YOU ARE A SAFE CHOICE”



What’s The “Therefore?”
Objective: Get The Interview With Senior Management
Requirement:  

1. Get Through The Quick Screen
2. Get Through The Gatekeeper Interview Screen
3. Get To The Hiring – Senior Manager

STRATEGY:
1. Synergy… Cover Letter And Resume
2. Screams… You Are Looking For Position – THEY Are Looking To Fill
3. Screams… You Understand The Position – THEY Are Looking To Fill
4. Screams…They Will See YOU ARE A Good - “PERSONALITY FIT”
5. Screams…They Will See YOU ARE A Good - “SKILLS FIT”
6. EZ TO SUMMARIZE… Recommendation For Interview: Fits Job; Fits Personality; Fits Skills.
7. OVERALL…  “TEAM PLAYER”   “PROFESSIONAL”   “GREAT PERSONALITY & SKILL FIT”



A 
TYPICAL 
COVER 
LETTER?

(example 
recommendation 
on Google 
search)

Focus?
Them or You?

Effort To Review?
High Or Low? 

Will Pass “Quick Screen”
Likely NO  Or Likely YES

EZ Summarize – Sr. Mgt.
NO  Or YES

Effort To Identify YOUR “FIT”?
High Or Low?

Effort – Know What YOU Want?
High Or Low

Likely Get An Offer?
NO  Or YES



MBA

EFFECTIVE COVER 
LETTER?

PROACTIVE

Focus?
Them or You?

Effort To Review?
High Or Low? 

Will Pass “Quick Screen”
Likely NO  Or Likely YES

EZ Summarize – Sr. Mgt.
NO  Or YES

Effort To Identify “FIT”?
High Or Low?

Effort – Know What Want?
High Or Low

Likely Get An Offer?
NO  Or YES



MBA

EFFECTIVE COVER 
LETTER?

REPLY
JOB POST

Focus?
Them or You?

Effort To Review?
High Or Low? 

Will Pass “Quick Screen”
Likely NO  Or Likely YES

EZ Summarize – Sr. Mgt.
NO  Or YES

Effort To Identify “FIT”?
High Or Low?

Effort – Know What Want?
High Or Low

Likely Get An Offer?
NO  Or YES



A 
TYPICAL 
RESUME?

“A PERFECT 
RESUME”

According To A Career 
Planning Expert At 
Harvard.

Focus?
Their Needs or You?

Effort To Review?
High Or Low? 

Will Pass “Quick Screen”
Likely NO  Or Likely YES

EZ Summarize – Sr. Mgt.
NO  Or YES

Effort To Identify “FIT”?
High Or Low?

Effort – Know What Want?
High Or Low

Likely Get An Offer?
NO  Or YES



A TYPICAL 
MBA
“BEFORE”
RESUME
Focus?
Their Needs or You?

Effort To Review?
High Or Low? 

Will Pass “Quick Screen”
Likely NO  Or Likely YES

EZ Summarize – Sr. Mgt.
NO  Or YES

Effort To Identify “FIT”?
High Or Low?

Effort – Know What Want?
High Or Low

Likely Get An Offer?
NO  Or YES



“AFTER”
RESUME
(SAME PERSON)

Focus?
Their Needs or You?

Effort To Review?
High Or Low? 

Will Pass “Quick Screen”
Likely NO  Or Likely YES

EZ Summarize – Sr. Mgt.
NO  Or YES

Effort To Identify “FIT”?
High Or Low?

Effort – Know What Want?
High Or Low

Likely Get An Offer?
NO  Or YES

Wrote For A 
Good Student 
Of Mine



Undergrad. 
Student 

EFFECTIVE
RESUME?

Wrote For A Good 
Friend

Who Was A Favorite 
Employee & Teammate

Focus?
Their Needs or You?

Effort To Review?
High Or Low? 

Will Pass “Quick Screen”
Likely NO  Or Likely YES

EZ Summarize – Sr. Mgt.
NO  Or YES

Effort To Identify “FIT”?
High Or Low?

Effort – Know What Want?
High Or Low

Likely Get An Offer?
NO  Or YES



Experienced 
Executive 

EFFECTIVE
RESUME?

Wrote For A Good 
Friend

Who Was A Favorite 
Employee & Teammate

Focus?
Their Needs or You?

Effort To Review?
High Or Low? 

Will Pass “Quick Screen”
Likely NO  Or Likely YES

EZ Summarize – Sr. Mgt.
NO  Or YES

Effort To Identify “FIT”?
High Or Low?

Effort – Know What Want?
High Or Low

Likely Get An Offer?
NO  Or YES



Summary
1) Goal: get to the interview with hiring manager.
2) Strategy: get past the gatekeeper initial screening process.
3) Tactics: demonstrate fit:

A. Position They Need = “That’s What I Want”
B. Position Insight = “Understand What The Job & Responsibilities Are”
C. Position Fit = “I Have Skills and Personality You Want”



Next In The Seminar Series
Hope You Can Make It

When: March 16; 7:10 PM
• Ideally, Us Know You’re Coming: www.surveymonkey.com/r/ROTARYCAREER1
• JOIN THE SESSION:  https://nku.zoom.us/j/2934595253

• dharrisoncmo@gmail.com

#4 (of 5)  “Career Discussions: Interview Success Skills”

http://www.surveymonkey.com/r/ROTARYCAREER1
https://nku.zoom.us/j/2934595253
mailto:dharrisoncmo@gmail.com


Were We Successful For You…
With This Session Today?

Achieved These?
a. Insight… how gatekeepers operate.
b. Resume Purpose… strategy needed
c. Cover Letter… achieving success
d. The Basics… getting interviews

dharrisoncmo@gmail.com


