
Job Talk 
How to get the job you were meant to have. 

                                            by  Jo-Anne   Brown 



Outline	  
•  MBTI	  –	  understanding	  who	  you	  are	  

•  CV	  versus	  Resume	  

•  Making	  Contact:	  Email	  protocol!	  

•  The	  Interview	  



Myers-‐Briggs	  Test	  Indicator	  
(MBTI)	  

  Distinguishes	  16	  different	  personality	  types	  (brain	  functions)	  
  Used	  by	  managers	  to	  help	  assess	  team	  synergy	  

Categories:	  	  	  

  	  Extravert	  vs.	  Introvert:	  how	  a	  person	  is	  energized	  

  	  Sensory	  vs.	  Intuition:	  what	  a	  person	  pays	  attention	  to	  

  	  Thinking	  vs.	  Feeling:	  how	  a	  person	  makes	  decisions	  

  	  	  Judging	  vs.	  Perceiving:	  what	  kind	  of	  outlook	  on	   	  
	   	   	   	  life	  a	  person	  adopts	  



Extraverted	  vs.	  Introverted	  
  Extraverted:	  	  (E)	  	  	  

  Energy	  gained	  from	  surroundings,	  directed	  outward	  
  Acts	  first,	  reflects	  later	  
  More	  talkative,	  expressive	  
  Like	  to	  be	  around	  people,	  social	  
  Motivated	  by	  environment	  (usually	  people)	  

  Introverted:	  (I)	  
  Gain	  energy	  internally,	  directed	  inward	  
  Quiet	  energy,	  thoughtful,	  perceptive	  
  Reserved,	  private,	  cautious	  
  Think	  before	  they	  act	  
  Are	  more	  comfortable	  spending	  time	  alone	  -‐	  recharge	  



Sensory	  vs.	  Intuition	  
  Sensory:	  (S)	  

  Facts,	  details,	  and	  realities	  
  Lives	  in	  the	  Present	  
  Memory	  recall	  rich	  in	  details	  and	  past	  experiences	  
  Have	  straightforward	  speech	  -‐	  Are	  more	  realistic	  	  
  Want	  clear	  and	  concrete	  information	  

  Intuition:	  (N)	  
  Seek	  understanding	  in	  patterns,	  context,	  connections	  and	  

theory	  
  Are	  more	  future	  oriented	  
  Admire	  creativity,	  imaginative	  –	  see	  possibilities	  
  Focus	  on	  ideas	  &	  the	  big	  picture	  
  Comfortable	  with	  ambiguous,	  roundabout	  thoughts	  



Thinking	  vs.	  Feeling	  
  Thinking	  

  Search	  for	  facts	  and	  logic	  to	  make	  decision	  
  Objective,	  Direct	  
  Analytical	  and	  systematic	  
  Naturally	  critical	  
  Motivated	  by	  achievement	  

  Feeling	  
  Employ	  personal	  feelings	  and	  impact	  on	  others	  to	  make	  decision	  
  Warm	  &	  friendly	  
  Sensitive	  &	  diplomatic	  
  Try	  hard	  to	  please	  others	  
  Are	  motivated	  by	  being	  appreciated	  



Judging	  vs.	  Perceiving	  
  Judging	  

  Are	  more	  formal	  
  Are	  time	  conscious	  
  Like	  to	  make	  plans	  
  Work	  first,	  play	  later	  
  Like	  to	  finish	  project	  best	  

  Perceiving	  
  Playful	  &	  casual	  
  Unaware	  of	  time	  or	  date	  
  Like	  to	  wait-‐and-‐see	  
  Play	  first,	  work	  later	  
  Like	  to	  start	  project	  best	  



Jo-‐Anne’s	  Quick	  Test	  
  Introverted	  (I)	  	  or	  	  Extroverted	  (E)?	  	  
	  	  	  	  	  Do	  you	  get	  energized	  by	  working	  in	  a	  group	  (E),	  or	  does	  this	  drain	  your	  

energy	  (I)?	  	  Do	  you	  like	  presenting	  to	  large	  audiences	  (E)	  or	  would	  you	  
rather	  work	  with	  individuals	  for	  limited	  amounts	  of	  time	  (I)?	  

  iNtuitive	  (N)	  or	  Sensing	  (S)?	  	  
	  	  	  	  	  Are	  you	  better	  with	  an	  ‘overview’	  (N)	  or	  more	  interested	  in	  

‘details’	  (S)?	  For	  example,	  do	  you	  enjoy	  puzzles,	  needlepoint,	  crafts	  
(S)?	  	  Or	  do	  these	  types	  of	  activities	  often	  drive	  you	  crazy	  (N)?	  

  Feeling	  (F)	  or	  Thinking	  (T)?	  
	  	  	  	  	  	  Do	  you	  tend	  to	  make	  decisions	  based	  on	  ‘gut	  feel’	  (F)	  or	  do	  you	  prefer	  

facts	  (T)?	  	  With	  art	  or	  science,	  do	  you	  find	  yourself	  more	  interested	  
with	  the	  stories	  of	  the	  artists	  or	  scientists	  themselves	  (F)	  or	  about	  the	  
actual	  artwork	  and	  science	  discoveries	  (T)?	  

  Judging	  (J)	  or	  Perceiving	  (P)?	  	  
	  	  	  	  	  	  Do	  you	  like	  to	  have	  a	  plan	  (even	  if	  it	  is	  very,	  very	  loose)	  (J)	  or	  do	  you	  

like	  to	  ‘go	  with	  the	  flow’	  (P)?	  



Nature	  versus	  Nurture	  
  There	  is	  more	  to	  a	  person	  than	  their	  personality	  type.	  

  The	  environment	  a	  person	  grows	  up	  in	  significantly	  influences	  	  
how	  they	  interact	  with	  the	  world.	  

  Not	  all	  …	  [fill	  in	  your	  type	  here]	  …	  are	  created	  equal!	  

  Shading	  is	  important…	  
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Figuring	  Out	  Your	  MBTI	  

  Online	  tools:	  

  http://www.humanmetrics.com/cgi-‐win/jtypes1.htm	  

  http://www.personalitypage.com	  

  http://kisa.ca/personality/	  

"

Please note:  The online tools are a guide and an introduction only.
Proper assessment is available only through trained professionals.



Reference Books:!



Reference Books:!



Outline	  
•  MBTI	  –	  understanding	  who	  you	  are	  

•  CV	  versus	  Resume	  

•  Making	  Contact:	  Email	  protocol!	  

•  The	  Interview	  



When	  do	  you	  use	  which?	  	  

Résumé	  versus	  Curriculum	  Vitae	  (CV)	  	  



• 	  Private	  Industry	  typically	  requests	  a	  	  ‘	  Résumé	  ’	  from	  applicants.	  
	  	  	  	  	  	  	  (Résumé = Industry)	  

A	  résumé	  is	  succinct,	  focussing	  more	  on	  relevant	  skills	  for	  a	  par6cular	  job	  
goal,	  and	  are	  typically	  no	  more	  than	  2	  pages.	  	  

• 	  Funding	  agencies	  &	  Universi@es	  typically	  require	  a	  ‘curriculum	  vitae’	  	  or	  	  
	  	  	  	  	  	  	  ‘CV’	  to	  assess	  the	  quality	  of	  an	  applicant	  (CV = Academic)�

A	  CV	  is	  typically	  far	  more	  extensive,	  focussing	  more	  on	  educa6on	  details,	  
such	  as	  degrees,	  awards,	  and	  publica6ons,	  and	  are	  oBen	  several	  pages.	  

Résumé	  versus	  Curriculum	  Vitae	  (CV)	  	  



Résumé	  versus	  Curriculum	  Vitae	  (CV)	  	  

What	  do	  they	  look	  like?	  



• 	  	  	  Typical	  goal:	  To	  get	  an	  interview!	  

• 	  	  	  Should	  be	  aesthe@cally	  appealing	  to	  look	  at	  

• 	  	  	  Should	  only	  have	  ‘relevant’	  statements	  	  

• 	  	  	  Should	  demonstrate	  your	  qualifica@ons	  for	  the	  job	  

• 	  	  	  Should	  highlight	  YOUR	  individuality	  

• 	  	  	  Should	  only	  be	  LESS	  THAN	  2	  pages	  (prefer	  1!)	  

Résumé	  



• 	  	  	  Typical	  goal:	  To	  get	  an	  academic	  posi@on	  (post	  doc,	  faculty)	  	  	  
	  	  	  	  	  	  	  or	  apply	  for	  scholarships/funding	  

• 	  	  	  Should	  be	  aesthe@cally	  appealing	  to	  look	  at	  

• 	  	  	  Usually	  contains	  ALL	  of	  your	  academic	  &	  related	  experiences:	  
	  	  	  	  	  	  	  -‐	  scholarships	  
	  	  	  	  	  	  	  -‐	  publica@ons	  
	  	  	  	  	  	  	  -‐	  research	  experience	  
	  	  	  	  	  	  	  -‐	  teaching	  experience	  

• 	  	  	  Should	  highlight	  YOUR	  individuality	  
	  	  	  	  	  	  	  -‐	  volunteer	  experience	  
	  	  	  	  	  	  	  -‐	  leadership	  experience	  
	  	  	  	  	  	  	  -‐	  extracurricular	  ac@vi@es	  

Curriculum	  Vitae	  



Résumé	  versus	  Curriculum	  Vitae	  (CV)	  	  

How	  to	  compose	  a	  Résumé	  	  



h\p://books.google.com/books?id=4pN35w19gDoC&printsec=frontcover&dq=Damn+good+resume+guide#PPP1,M1	  

Reference Book:!



Step	  1:	  Choose	  a	  job	  target	  (also	  called	  a	  job	  objec@ve)	  

Step	  2:	  Find	  out	  what	  skills,	  knowledge,	  and	  experience	  are	  needed	  

Step	  3:	  Make	  a	  list	  of	  your	  strongest	  skills	  or	  abili@es	  (say	  three	  or	  four	  
skills)	  that	  make	  you	  a	  good	  candidate	  for	  the	  target	  job.	  

If	  you	  are	  unclear	  of	  what	  job	  you	  are	  looking	  for,	  then	  
reverse	  the	  order:	  

Step	  1:	  Make	  a	  list	  of	  your	  strongest	  and	  most	  favorite	  skills	  or	  abili@es	  
that	  you	  would	  like	  to	  use	  in	  your	  new	  job.	  

Step	  2:	  Find	  out	  what	  jobs	  ore	  career	  areas	  call	  for	  those	  skills.	  

Step	  3:	  Choose	  one	  of	  those	  jobs	  as	  your	  current	  job	  target.	  

How	  to	  write	  a	  Résumé:	  10	  easy	  steps	  



Step	  4:	  	  For	  each	  of	  your	  key	  skills,	  think	  of	  several	  accomplishments	  from	  
your	  work	  history	  to	  illustrate	  that	  skill.	  

Step	  5:	  Describe	  each	  accomplishment	  in	  a	  simple,	  powerful	  ac@on	  
statement	  that	  emphasizes	  results	  that	  benefit	  your	  employer	  	  
	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  (a	  “juicy	  one-‐liner”)	  

Step	  6:	  Make	  a	  list	  of	  past	  jobs	  you’ve	  held,	  in	  chronological	  order.	  

Step	  7:	  Make	  a	  list	  of	  your	  training	  and	  educa@on.	  

How	  to	  write	  a	  Résumé:	  10	  easy	  steps	  



Step	  8:	  Choose	  a	  résumé	  format	  that	  fits	  your	  situa@on	  

Chronological:	  if	  you’re	  planning	  on	  staying	  in	  the	  same	  field.	  

Func6onal:	  if	  you’re	  making	  a	  career	  change.	  

Step	  9:	  	  Arrange	  your	  ac@on	  statements	  from	  Step	  5	  according	  to	  the	  
	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  format	  you	  choose.	  

Chronological:	  place	  ac6on	  statement	  under	  appropriate	  job	  6tle.	  

Func6onal:	  place	  ac6on	  statement	  under	  a	  skill	  category.	  

Step	  10:	  Summarize	  your	  key	  points	  at	  or	  near	  the	  top	  of	  the	  resume.	  

How	  to	  write	  a	  Résumé:	  10	  easy	  steps	  



Final	  Tips:	  

•  Proof	  read	  

•  Check	  the	  spelling	  

•  Get	  Feedback!	  

How	  to	  write	  a	  Résumé:	  10	  easy	  steps	  



My	  Résumé	  when	  I	  was	  finishing	  my	  PhD	  



My	  Résumé	  when	  I	  was	  finishing	  my	  PhD	  



My	  Résumé	  when	  I	  was	  finishing	  my	  PhD	  

What	  makes	  you	  unique?	  	  Get	  their	  interest!	  



Résumé	  versus	  Curriculum	  Vitae	  (CV)	  	  

How	  to	  compose	  a	  Curriculum	  Vitae	  	  



• 	  INCLUDE	  YOUR	  CONTACT	  INFORMATION!	  	  

• 	  	  Make	  a	  list	  of	  your:	  
o 	  educa@on	  
o 	  employment	  
o 	  scholarships,	  awards,	  honors	  
o 	  publica@ons	  	  
o 	  teaching,	  supervision,	  research	  experience	  
o 	  unusual	  experience	  and	  interests	  

How	  to	  write	  a	  Curriculum	  Vitae	  	  



• 	  Educa@on:	  	  
o  Include	  degree/diploma,	  dates,	  ins@tu@on	  	  
o  	  High	  school	  is	  not	  necessary	  at	  this	  point!	  
o  	  Incomplete	  degrees	  probably	  not	  necessary	  	  	  	  

• 	  Employment:	  
o  	  	  	  	  For	  repeated	  jobs	  (e.g.	  TA’ing)	  include	  dates	  and/or	  	  
	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  classes,	  but	  not	  new	  ‘line	  items’.	  
o  	  	  	  	  Consider	  including	  contacts	  of	  employers	  here	  

• 	  Scholarships	  and	  Awards:	  
o  	  	  	  Include	  only	  ones	  that	  you	  COMPETE	  for	  or	  were	  	  
	  	  	  	  	  	  	  	  	  NOMINATED	  for.	  
o  	  	  	  Dates,	  Values,	  Type	  (ins@tu@onal,	  provincial,	  na@onal)	  
o  	  	  	  	  If	  you	  have	  none,	  consider	  addressing	  this.	  

How	  to	  write	  a	  Curriculum	  Vitae	  	  



• 	  Publica@ons:	  
o 	  Separate	  ‘refereed’	  from	  ‘unrefereed’	  	  
o 	  Theses	  are	  NOT	  considered	  ‘refereed’	  
o 	  Usual	  division:	  journal,	  proceedings,	  presenta@ons,	  theses	  

• 	  Teaching,	  Research,	  Commi\ee	  Experience	  
o 	  Think:	  “Things	  a	  prof	  does”	  
o 	  You	  may	  consider	  describing	  your	  summer	  projects	  or	  
	  	  	  	  	  	  	  	  	  thesis	  work	  here	  
o 	  Designed	  to	  show	  you	  are	  cut	  out	  to	  be	  an	  academic	  

• 	  Unusual	  Experience	  and	  Interests	  
o 	  What	  defines	  you?	  
o 	  What	  makes	  you	  unique?	  
o 	  “Member	  of	  Columbia	  House”	  -‐	  not	  a	  good	  idea...	  

How	  to	  write	  a	  Curriculum	  Vitae	  	  



My	  Curriculum	  Vitae	  -‐	  page	  1:	  Contact,	  Educa@on,	  Employment	  



My	  Curriculum	  Vitae	  -‐	  page	  2:	  Scholarships	  and	  Awards	  



My	  Curriculum	  Vitae	  -‐	  pages	  3	  to	  9:	  publica@ons	  and	  presenta@ons	  



My	  Curriculum	  Vitae	  –	  page	  10:	  ‘My	  Uniqueness’	  	  



My	  Curriculum	  Vitae	  –	  page	  11-‐12:	  ‘Prof	  Stuff’	  



My	  Curriculum	  Vitae	  –	  page	  11-‐12:	  ‘Prof	  Stuff’	  



Key	  Brainstorming	  Questions:	  

1.	  What	  do	  you	  like	  doing?	  

2.	  What	  experience(s)	  do	  you	  have?	  

3.	  What	  makes	  you	  unique?	  

Developing	  a	  Résumé	  or	  Curriculum	  Vitae	  	  



Outline	  
•  MBTI	  –	  understanding	  who	  you	  are	  

•  CV	  versus	  Resume	  

•  Making	  Contact:	  Email	  protocol!	  

•  The	  Interview	  



Proper	  email	  skills	  can	  make	  or	  break	  a	  working	  
rela@onship!	  	  	  Good	  email	  =	  get	  what	  you	  want	  

•  Begin	  a	  le\er	  or	  email	  with	  “Dear	  ...	  ”	  or	  “Hello	  ...”	  	  

•  Never	  start	  a	  le\er	  “To	  whom	  it	  may	  concern...”	  or	  “Hey”	  

•  Be	  sure	  to	  “sign”	  the	  email	  or	  le\er.	  

•  If	  asking	  a	  specific	  ques@on,	  ask	  it	  first	  and	  then	  elaborate	  (ie.	  
don’t	  ‘lead	  up’	  to	  the	  ques@on)	  

•  Don’t	  use	  a\achments	  unless	  absolutely	  necessary.	  

•  Never	  put	  anything	  in	  an	  email	  that	  you	  aren’t	  willing	  to	  put	  on	  
the	  front	  page	  of	  a	  newspaper!	  

Email	  Contact	  



Proper	  email	  skills	  can	  make	  or	  break	  a	  working	  
rela@onship!	  	  	  Good	  email	  =	  get	  what	  you	  want	  

•  Begin	  a	  le\er	  or	  email	  with	  “Dear	  ...	  ”	  or	  “Hello	  ...”	  	  

•  Never	  start	  a	  le\er	  “To	  whom	  it	  may	  concern...”	  or	  “Hey”	  

•  Be	  sure	  to	  “sign”	  the	  email	  or	  le\er.	  

•  If	  asking	  a	  specific	  ques@on,	  ask	  it	  first	  and	  then	  elaborate	  (ie.	  
don’t	  ‘lead	  up’	  to	  the	  ques@on)	  

•  Don’t	  use	  a\achments	  unless	  absolutely	  necessary.	  

•  Never	  put	  anything	  in	  an	  email	  that	  you	  aren’t	  willing	  to	  put	  on	  
the	  front	  page	  of	  a	  newspaper!	  

dnt uz txt msgN 
in a 4mal Emsg!!   

Email	  Contact	  



Example	  of	  a	  BAD	  email	  (this	  is	  real!)	  

Send individualized emails! (e.g. Dear Dr. Brown)�

“wanna” is not a word� Texting abbreviations – bad idea! �

Spell check! �

Focus on positives, NOT negatives! �

???!! �



Learn	  from	  this…	  mistake:	  

You	  never	  get	  a	  second	  chance	  

to	  make	  a	  first	  impression.	  





Outline	  
•  MBTI	  –	  understanding	  who	  you	  are	  

•  CV	  versus	  Resume	  

•  Making	  Contact:	  Email	  protocol!	  

•  The	  Interview	  



What	  to	  do	  once	  you	  get	  the	  interview…	  

• 	  Take	  the	  interview	  seriously.	  
o 	  Don’t	  be	  late	  
o 	  Dress	  well	  
o 	  Get	  enough	  sleep	  
o 	  Brush	  your	  teeth!	  

• 	  Answer	  ques@ons	  directly	  and	  honestly	  
o 	  Don’t	  Bologna-‐Sorbet	  (BS)!	  
o 	  Dancing	  around	  a	  ques@on	  makes	  you	  look	  dishonest:	  

 	  If	  you	  don’t	  want	  to	  answer,	  say	  so;	  	  
 	  If	  you	  are	  not	  sure	  of	  the	  answer,	  say	  so.	  

• 	  Remember:	  the	  point	  of	  the	  interview	  is	  for	  the	  company	  to	  see	  if	  you	  
fit,	  and	  for	  you	  to	  see	  if	  you	  want	  the	  job	  –	  come	  with	  ques6ons!	  

• 	  Thank	  the	  interviewer	  for	  giving	  you	  the	  interview	  opportunity.	  





Summary	  
•  MBTI	  –	  understanding	  who	  you	  are	  

	  	  	  	  	  	  	  	  	  Choose	  a	  career	  that	  suits	  you.	  

•  CV	  versus	  Resume:	  

	  	  	  	  	  	  	  	  CV	  -‐>	  Academic	  	  	  	  	  	  	  	  	  	  	  	  (many	  pages)	  

	  	  	  	  	  	  	  	  Resume	  -‐>	  Industry	  	  	  	  (1-‐2	  pages	  at	  most!)	  

•  Making	  Contact:	  Email	  protocol	  

	  	  	  	  	  	  	  	  	  Email	  	  	  	  	  	  	  texting!	  

•  The	  Interview	  

	  	  	  	  	  	  	  	  	  Be	  honest	  and	  humble.	  


