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A good job search starts with
writing resumes and references.
Choosing the type of resume to send
and the references to list are crucial to
the application. Other often neglected
items include the cover letter and thank
you letters, which contribute to a
successful job search.

W

hen you are seeking a new
job-whether the first
professional position or mid
career- several factors will determine
your success. Seeking a job is a full
time occupation. Going on vacation,
starting a new hobby, or just plain
procrastinating are not ways to begin a
successful job search. To ease the
amount of time required to start, you
should be working at several items
throughout your professional career.
This section will deal only with the
written aspects of the search process.
Counseling and interviewing are issues
which need extra coverage.
The first item of concern is your
resume; keep it up to date. Even if you
aren't currently seeking new employment, you need to review your resume
at least once a year to add new accomplishments and activities. You might
even want to try to reformat the
information into a curriculum vitae
(CV), especially if your goal is to work
in a larger academic institution. By
updating every year, you can keep your
dates straight in reference to professional memberships, community
services, committees served on and
other accomplishments. You will also
know where to find the resume should
you need it. Since accuracy is a key to
a good resume, an annual review will
help.

If your own writing skills are rusty,
consider submitting your current
resume to a resume writing service
before you are facing a crunch. You
might decide to review the resume for
any items no longer required such as
gender or handicaps. Eliminating age
indicators is often fruitless and only
points out that you think you are older
than you feel you ought to be. However,
if you choose to redraft or recreate your
resume, remember that employers do
look at facts and figures and are
interested in "how a candidate made a
contribution, exhibited entrepreneurial
zeal, or treated the business as if he
owned a piece of it" (Kennedy, 1998).
Tracey Bumpus (2001) has identified ten resume mistakes you should
avoid without even seeking additional
help: sticking to one page rule; using
the passive voice; using first person and
possessive pronouns; mistakes in
spelling, grammar, and other proofreading errors; using a template; omitting
information such as telephone numbers,
e-mail addresses, and education; lack of
focus as to the type of position you are
seeking; irrelevant information; and
listing your job description and not
your accomplishments (http://www.
rezumaze.com/topten.html).

SHOULD YOU DO A RESUME
ORACV?
Most people don't realize that there
are four types of resumes: the chronological, the functional, the curriculum
vitae, and the electronic resume (http://
jobstar.orgltools!resume/res-what.cfm).
Since most academic librarian's
positions seem to fall between the
chronological and the curriculum vitae,
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it would be best to be prepared.
Another reason for writing a CV is that
you want to send the signal that you
expect to be treated as other faculty. If,
however, the institution doesn't expect
or require it, you may wish to ask other
librarians who are working there before
submitting one.
You should also consider putting
your resume or CV into more than one
of the following formats: print, which
could use bulleted lists, scannable
which is sent to employers who scan
resumes, e-mail, formatted especially
for the line limits of the form, and plain
text which you can use to cut and paste
information into online forms, as each
format will reach slightly different
markets (http://www.rileyguide.com/
eresume.html ). Richard Ream (2000)
adds that you need to include your
name and address, phone number, and
e-mail address at the top of each page,
and to give job details only for the last
ten years (par. 17). A resume should be
as brief and concise as possible. If you
plan to use e-mail, send the document
to yourself to see how it looks (par 28).
As Randall Hanson (2002) notes,
CV's have no set formats, but may
include all or any of the following:
personal information, academic
background, professional license/
certifications, academic teaching
experience, technical and specialized
skills, related and other experiences,
professional and academic honors and
awards, professional development;
research and scholarly activities, grants,
service; academic/ research interests,
affiliations or memberships, foreign
language abilities and skills, consulting,
volunteer work, and references (http://
www.quitcareers.com/curriculum_
vitae.html).
To some, creating a web page would
be logical for anyone seeking a position. This author did not find any
reference mandating that a web page
would guarantee a j ob, let alone an
interview. However, people entering
the profession may have had opportunity to develop pages in their library
courses. One source related that he got

T he Chifs@i{!jibrarian, 46( 1) 2003

a job because he demonstrated knowledge of web technology as well as
showing an understanding of archival
skills. (Terrell and Gregory, p. 3).
What this author did discover was not
to add your resume to a personal web
page. As The RileyGuide notes, ''The
main problem with HTML is TMI- Too
much information". Many people make
their resumes part of their personal web
site, loading it where there is all kinds
of information an employer does not
need to know before you are hired,
including your marital status, ethnic
background, religious affiliations,
personal interests, past or present health
problems, and much more. Allowing an
employer to learn so much about you
can lead to potential discrimination
problems that you may never be aware
of for the way you look, your political
or religious beliefs or any number of
reasons. If you decide to add an HTML
resume to your campaign, post it in a
location separate from your personal
web site and do not link between the
two (http://www.rileyguide.com/
eresume.html).
In addition, Richard Ream (2000) in
his article, "Rules for Electronic
Resumes," suggests some common
sense tips for constructing a good
electronic resume. Use standard fonts
and a predictable layout. Use bullets
and black letters on a white background. If you are writing in HTML,
enter keywords for scanning purposes.
Set your page width to read only six
columns and sixty characters. Remove
all tabs and use the space bar where any
spacing is required. Use only keyboard
symbols. Save your e-mail version
under a different name to avoid writing
over your original. He also suggests a
follow-up call to make sure the e-mail
arrived.
Next to the well-written resume,
references are another important key to
your job success. Each time you update
your resume, you can create a suggested list of references, but you should
not use these without a little bit more
homework.
It doesn't matter if the reference you

give is from a previous position as long
as he or she can speak to your current
expertise. However, you should be able
to provide current contact information
for that person. One of the pitfalls with
references is being unable to contact
them. Sometimes job searches may
stretch into summer months when
faculty and administrators are not
keeping regular office hours. Providing
more than the required three or four on
your list may help if someone cannot be
located. You may also need to identify
when these people are available or will
be out of town.
Do not use old letters of recommendation, as employers want to contact
people. It is recommended not to
compile a formal list until you are ready
to send out your resume. Debra
Williams (1999) suggests several
common sense tips such as assuming
your references will be contacted as
some evidently think that no employer
checks references (par. 6). Another
rather obvious bit of advice found in
Williams article and all others was to
obtain permission from each person to
be a reference (par 7). If considerable
time has lapsed between your job
searches, you should not automatically
assume the same references would be
available again.
Preparation of your references is
essential. Rightly or wrongly, some
search committees may interview
references before they interview you.
You need to let your references know
when you are submitting a resume so
that they can be prepared.
Once or twice at least one of the
author's references found some aspect
of the interviews rather puzzling. Even
with preparation some of the questions
were out of the individual's experience
or didn' t seem pertinent to what they
had been told prior to the interview.
"Discuss your job goals, outline the
qualities and skills you're emphasizing
in your job search and give each
[reference] a copy of your resume.
Some employers may ask your references for names of others to contact, so
consider suggesting a mutual contact"
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(Williams, par. 14).
You should be available to your
references as much as you are to the
potential employer. If you are going out
of your office or out of town on an
interview, let the references know,
especially if a different search committee contacts them in the meantime.
Verify all the contact information
for each reference. As noted earlier,
since many job interviews may occur
during summer months when they are
out of the office, you may need
alternative points of contact or even
alternative references.
Another technique to help make
your references work for you is to
"Coach the Employer," as Maryland
Careers (2002) Web site advises.
"Beneath each name and address, place
a sentence indicating what part of your
work the individual is familiar with:
Ms. Blank supervised my work on the
Whozit Project." (http://www.maryland
careers.org/references.html). You can
choose your references according to the
various position notices. For instance,
if the job requires collaboration, choose
a reference who has collaborated with
you on one or more projects (Williams,
par. 12).
Maryland Careers also identifies the
kind of references you should have: at
least one recent immediate supervisor;
at least one well-informed second-level
supervisor; one or two co-workers;
maybe a trusted subordinate (least
effective, usually); one community
leader such as a minister or a local
official (http://www.maryland
careers.org!references. html).
Why so much emphasis on good
references and spending time in
coaching and discussion of your search
with them? Martin Yate (1998) states
that about half of all references are
mediocre or poor (par. 3). Sometimes
the poor reference is not the fault of the
person asked. As noted earlier, each
reference should have an updated copy
of your resume, and should be familiar
with your search. Yate also adds a list
of items employers usually ask of
references. Among these are oral and
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written communication, decision
making, personal integrity, financial
skills, why you are leaving your current
position, and whether or not the
reference could recommend you for the
job (par. 11-12). You should discuss all
of these items with your references.
Finally, if you suspect one or more of
your references, especially a former
boss, is sabotaging your job searchunintentionally or not-you can hire an
employment reference service to check
your references. (http://www.job
reference.com). This service will
discreetly call references to find out if
their comments are inaccurate or
negative.
Almost as important as the resume
and the references is the cover letter,
which is often treated too casually by
the job searcher. It should be one page
only and should include reasons you
may wish to be interviewed for the
position. Also, identify where and when
you saw the position notice. Although
sample cover letters exist in abundance,
adapt don't copy. (The prospective
employer may also have read them.)
Use them as guides to content and the
proper etiquette. You may wish to write
some practice letters or develop a form
for later use.
The style of a cover letter is always
formal and uses the proper addresses.
As with your resume and references,
make sure you have no typos or
grammatical errors. Even if you choose
to use an e-mail format for your cover
letter, the key to both the cover letter
and other business letters-such as
resignation or refusal letters-is to be
concise, and formal. There are plenty of
guides to writing the cover letter. The
New Members Round Table of the
American Library Association has
reprinted a concise summary of do's
and don'ts by McKay and Dunkle
(1993) for cover letters which includes
being respectful, and concise, using
correct forms of address, avoiding
familiarity, inaccuracies, and irrelevant
items such as the name of your spouse,
your current institution's practices. No
matter what, proofread, proofread, and

proofread! (http://www.ala.org/nmrtl
footnotes!applicants.html ).
Finally take time to review the other
correspondence you will need. Do send
thank you letters. Many people besides
you have worked hard to bring about
the interview, and their labors deserve
recognition and appreciation. Sometimes an e-mail response may be all that
is necessary, but hand-written notes are
a good personal touch. Try to thank
everyone, not just the person in charge
of the search committee. And if you
accept a position, inform the other
positions to which you have submitted
resumes but with whom you have not
yet interviewed . Again, you can
consult the business etiquette books for
the proper kinds of letters you need.
One area that is not part of the
writing but deserves mention here at the
end of this section is the budget. There
are plenty of costs related to the j ob
campaign, not to mention the hours you
give up in other pursuits. You need to
be prepared to deal with these costs and
budget accordingly. You will need
transcripts, extra postage (because you
may send up to 5 or more pages
through the mail). And even if you email, you should send a print copy, in
case the e-mail is lost or doesn't
transfer correctly, even if you have
checked before. You will need to add
photocopy charges, telephone charges,
travel expenses, clothes, and extra costs
to attend conferences. One academic
job searcher-not a librarian-said her
job searches over a four-year period totaled
around $4,906.00 The average cost per job
was $31.00. (http://chronicle.com/jobs/
2002/01/2002012 301 c.htm)
Unless you have written a good resume,
have excellent references, and are prepared
to write good cover letters, you will lessen
your opportunities to land the job of your
dreams and you will not obtain many
interviews -a good topic for another ACL
workshop or paper.
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LIBRARIANS' CHRISTIAN FELLOWSHIP (UK)
REFLECTION AND WORSHIP FOR
INTERNATIONAL LIBRARIANS
Members of the Librarians' Christian Fellowship (UK) and the Fellowship of Christian Librarians and
Information Specialists (USA) arranged
a Service of Thanksgiving to coincide
with the 68th General Council and
Conference of the International Federation of Library Associations.
The IFLA Conference attracted
thousands of librarians to the Scottish
Exhibition and Conference Centre, Glasgow,
Scotland, between Sunday 18 August Saturday 24 August 2002. The guest
preacher at the service was the Rev. Douglas
Campbell, Executive Director ofthe Scottish
Bible Society. Mr. Campbell's address was
titled, "The Book ofLife: What Every
Library Needs!", based on 2 Kings 22: 8The Chqs@IJ1ibrarian, 46( 1) 2003

11, focusing on how the Bible has influenced western culture historically and what
place it has today.
Other participants in the service
included Gordon Harris, the new President
of the Librarians' Christian Fellowship, and
Professor Donald G Davis, Jr., of the
Graduate School of Library and Information Science, University of Texas at Austin,
and a prominent member of the
Fellowship of Christian Librarians and
Information Scientists.
Service organiser, Graham Hedges,
said, "The IFLA Conference was this year's
major library event in the UK with
participants from every continent and many
nations. As Christians within the library
profession, we enjoyed providing delegates
with a brief opportunity for reflection and
worship at the beginning of a busy
conference schedule".

This was the first time that the IFLA
Conference has been held in the
United Kingdom since 1987 when it
was held in Brighton, England. On that
earlier occasion, a service organised by
LCF and FOCUS attracted 90
delegates to a nearby church. Similar
services have been arranged in
various parts of the world during almost
all of the subsequent annual conferences. This event was especially
memorable as it was the seventy-fifth
anniversary of the International
Federation of Library Associations.
Graham Hedges
34 Thurlestone Avenue
Ilford, Essex, IG3 9DU.
Tel.+ 44 (0) 20 8599 13 I0.
email :secretary@ librarianscforg. uk
Web site: www.librarianscforg.uk
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