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THE FERGUSON GUIDE TO RESUMES AND JOB-HUNTING SKILLS: A
HANDBOOK FOR RECENT GRADUATES AND THOSE ENTERING THE
WORKPLACE FOR THE FIRST TIME

Facts On File Inc. Paperback. Book Condition: new. BRAND NEW, The Ferguson Guide to Resumes and Job-
hunting Skills: A Handbook for Recent Graduates and Those Entering the Workplace for the First Time, Maurene
J. Hinds, A proper resume and e>ective job-hunting skills can go a long way in getting a foot in the door. An
invaluable handbook for those looking to improve their ability to find a job, The Ferguson Guide to Resumes
and Job-Hunting Skills covers all the essential elements of the job-hunting process - from finding a career track
that matches one's needs and interests to organizing and writing a resume and cover letter to getting and
conducting successful job interviews. More than 100 samples illustrate many di>erent types of resumes and
cover letters. Additional information explores the benefits of preparing a resume early, both as a tool for career
exploration and as a way to help readers prepare for the professional world. Each of the four major sections
includes several chapters covering each aspect of the topic. Sections Include: Looking for a job and career: self-
assessment, the basics of job searching, looking beyond the classifieds, and getting organized; Writing a
resume: the purpose of a resume, a step-by-step guide to preparing a resume, and di>erent types of resumes
such as chronological, functional, and combined; Writing a cover letter: what cover letters do, common
mistakes to be avoided, and di>erent types of cover letters such as broadcast letters and personal letters;
Interviewing: what to expect and what to accomplish, communication techniques, dressing right, fielding and
asking questions, and following up. The perfect guide for those looking to improve their resume or find the
right job, The Ferguson Guide to Resumes and Job-Hunting Skills is packed with authoritative, up-to-date
information.
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U n p lu g Y o u r Kid s:  A  Paren t's Gu id e to  R aisin g H ap p y ,  A ctiv e an d  Well- A d ju sted                            
C h ild ren  in  th e Digital  A ge       
Adams Media Corporation. Paperback. Book Condition: new. BRAND NEW, Unplug Your Kids:
A Parent's Guide to Raising Happy, Active and Well-Adjusted Children in the Digital Age, David
Dutwin, TV. Web Surfing. IMing. Text Messaging. Video...
R ead  P DF »  

Six Step s to  In clu siv e P resch o o l C u rricu lu m: A  U DL- Based  Framew o rk f o r                             
C h ild ren 's Sch o o l Su ccess       
Brookes Publishing Co. Paperback. Book Condition: new. BRAND NEW, Six Steps to Inclusive
Preschool Curriculum: A UDL-Based Framework for Children's School Success, Eva M. Horn,
Susan B. Palmer, Gretchen D. Butera, Joan A. Lieber, How...
R ead  P DF »  

A  Do g o f  Flan d ers:  U n ab rid ged ; In  Easy - to - R ead  Ty p e ( Do v er C h ild ren 's Th riI                                      
C lassics)
Dover Publications, 2011. Paperback. Book Condition: New. No Jacket. New paperback book
copy of A Dog of Flanders by Ouida (Marie Louise de la Ramee). Unabridged in easy to read
type. Dover Children's Thrift Classic....
R ead  P DF »  

Y o u  Sh o u ld n 't H av e to  Say  Go o d b y e:  It's  H ard  L o sin g th e P erso n  Y o u  L o v e th e                                               
M o st 
Sourcebooks, Inc. Paperback / soIback. Book Condition: new. BRAND NEW, You Shouldn't
Have to Say Goodbye: It's Hard Losing the Person You Love the Most, Patricia Hermes,
Thirteen-year-old Sarah Morrow doesn't think much of the...
R ead  P DF »  

It's  J u st a Date:  H o w  to  Get 'em, H o w  to  R ead  'em, an d  H o w  to  R o ck 'em                    
HarperCollins Publishers. Paperback. Book Condition: new. BRAND NEW, It's Just a Date: How
to Get 'em, How to Read 'em, and How to Rock 'em, Greg Behrendt, Amiira Ruotola-Behrendt,
A fabulous new guide to dating...
R ead  P DF »  
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It's  a L ittle  Bab y  ( M ain  M arket Ed .)         
Pan Macmillan. Board book. Book Condition: new. BRAND NEW, It's a Little Baby (Main Market
Ed.), Julia Donaldson, Rebecca Cobb, It's a Little Baby is a beautiful and engaging book for
little ones from Julia
Sav e eP u b  »   

L eav e It  to  M e ( Ballan tin e R ead er's C ircle)          
Ballantine Books. PAPERBACK. Book Condition: New. 0449003965 12+ Year Old paperback
book-Never Read-may have light shelf or handling wear-has a price sticker or price written
inside front or back cover-publishers mark-Good Copy- I ship FAST
Sav e eP u b  »   

Scap ego at:  Th e J ew s,  Israel,  an d  Wo men 's L ib eratio n              
Free Press. Hardcover. Book Condition: New. 0684836122 Never Read-12+ year old Hardcover
book with dust jacket-may have light shelf or handling wear-has a price sticker or price written
inside front or back cover-publishers mark-Good Copy-
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H itler's Exi les:  P erso n al Sto ries o f  th e Fligh t f ro m N azi  German y  to  A merica                  
New Press. Hardcover. Book Condition: New. 1565843940 Never Read-12+ year old Hardcover
book with dust jacket-may have light shelf or handling wear-has a price sticker or price written
inside front or back cover-publishers mark-Good Copy-
Sav e eP u b  »   

Th e Siren 's Feast 
Bloomsbury Publishing PLC. Paperback. Book Condition: new. BRAND NEW, The Siren's Feast,
Benjamin Hulme-Cross, Nelson Evergreen, A twelve-book series of supernatural horror scares
that will hook even the most reluctant readers. The Dark Hunter Mr
Sav e eP u b  »   
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