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Healthcare Careers

This is an exciting time to consider a healthcare career! Opportunities are
excellent and come with many advantages. There are numerous job possibilities,
new technological advances and competitive salaries. The purpose of this
booklet is to help you explore career options in the healthcare profession,

and provide you with information on how to take the first step.

This booklet contains:

e a description of various “hot jobs” in the healthcare industry, including the job
outlook, expected salary, educational requirements, qualities and expected
skills of each position

e a grid which highlights the programs offered at colleges and universities
in Michigan

e information on finding scholarships

e tips for writing resumes

e commonly asked interview questions

The Internet is a great resource for more detailed information on the topics
presented. An extremely useful website is Michigan Health Opportunities for
Today and Tomorrow (www.mihott.com), which provides information specific
to healthcare careers in Michigan, and also served as a useful resource when
developing this booklet. Good luck to you as you begin your career in healthcare!

Bronson Healthcare Group
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Diagnostics / Imaging

Radiologic Technologist, CT, MRI, Mammography, Nuclear Medicine,
Radiation Therapy & Ultrasound
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What are the roles and responsibilities?

Radiology professionals are most commonly known for their ability to perform X-rays on
patients, showing images of their tissues, bones and organs. Technologists also use
radiation equipment to assist in the diagnosis of disease or injury. The radiology profession
is divided into four practice areas:
* Radiology professionals
Perform X-rays to produce images of the body from specialized equipment in the area of
mammography, computer tomography (CT), magnetic resource imaging (MRI) and
positron emission tomography (PET)
e Ultrasound Professionals
Create images of anatomy by using high-frequency sound waves. Speciality areas include
vascular, cardiovascular and diagnostic
* Nuclear Medicine Professionals
Produces images of organs by using specialized cameras and radiopharmaceuticals
e Radiation Therapy Professionals
Treat cancer and other diseases by administering focused forms of radiation to
specific areas

What training or degrees are required?

Training programs in the diagnostics field are generally two year associate degree level
programs, depending on the program design, degree awarded and area of specialty.

All programs involve an opportunity to work in a clinical setting to “learn by doing” and
practice the skills prior to graduation. Once training is complete, one must pass a national
registry examination. Specialty areas, such as ultrasound, require additional schooling

and certification.

What qualities should a radiology professional have?

The diagnostic professions require a large amount of technical, problem-solving, computer,
math and critical thinking skills. Individuals must be able to communicate effectively with
co-workers, physicians and patients and demonstrate excellent customer service skills.

Will | be able to find a job? How much can | expect to make?

Job Forecast: VERY GOOD for all diagnostic areas
Average wages are in the range of: $5

Local Schools

e Baker College of Owosso

e Ferris State University

e Grand Rapids Community College
e Grand Valley State University

e Jackson Community College

e Kellogg Community College

e Lake Michigan College

e Lansing Community College

Websites

American Society of Radiologic Technologists: www.asrt.org
Radiological Society of North America: www.rsna.org

American College of Radiology: www.acr.org

American Registry of Diagnostic Medical Sonographers: www.ardms.org



Laboratory Will | be able to find a job? How much can | expect to make?
Job Forecast: EXCELLENT for all three
Phlebotomist: $

Medical Technologist, Medical Laboratory Technician, Phlebotomist

Medical Laboratory Technician: $
Medical Technologist: $%

Local Schools

Medical Laboratory Technician:
e Andrews University

e Ferris University

e Kellogg Community College

Medical Technologist:

e Albion University

e Calvin College

e Ferris University

e Grand Valley State University

What are the roles and responsibilities? * Michigan State University

Medical technologists and medical laboratory technicians work in the lab on complex Phlebotomist:

equipment, preparing, reading and interpreting clinical tests on specimens. They also e On the job training

participate in research, development and implementation of testing procedures. e Davenport University

Medical technologists also teach, supervise and assist with regulatory compliance and * Kalamazoo Valley Community College

quality control aspects of the laboratory. Phlebotomists are responsible for collecting and

. . Websites
labeling blood specimens.
American Association of Bio Analysts: www.aab.org
What training or degrees are required? American Society for Clinical Laboratory Science: www.ascls.org
* Medical Technologist American Medical Technologist: ww.amt1.com
Bachelor’s degree/National Certification Exam Labs Are Vital: www.labsarevital.com
* Medical Laboratory Technician American Society for Clinical Pathologist: www.ascp.org

Associate degree/National Certification Exam
* Phlebotomist
On the job training

What qualities should a laboratory professional have?

Working in a laboratory requires medical technologists and medical laboratory technicians
to have a high attention to detail. They must show good organizational skills, computer
skills, work well in a team environment, and have a science background. Phlebotomists
must demonstrate excellent customer service skills and great dexterity.




Medical Office Administration What qualities should medical office administrators have?

Those working in a medical office setting should have excellent customer service and
communication skills. Intermediate computer skills are also necessary.

Medical Billing, Medical Coder, Coder Transcriptionist,
Health Information Technician (HIM Tech — Medical Records)

Will | be able to find a job? How much can | expect to make?
Job Forecast: GOOD for Medical Billing & Coding, Transport & HIM Technician
Medical Billing: $

Medical Coder: $%

Medical Transcription: $

Health Information Tech: $

Local Schools

Medical Administration:

e Davenport University

e Everest Career Training Institute

e Ferris State University

e Kalamazoo Valley Community College

What are the roles and responsibilities? Websites
Medical Billing provides financial counseling to patients and families. They are responsible American Health Information Management Association: www.ahima.org
for the collection of all types of payments. Medical coders perform a detailed review of American Association for Medical Transcription: www.aamt.org

patient records and codes and then abstracts information contained therein for patient care
databases and billing. Medical Transcription is responsible for transcribing medical dictation
for the hospital’s medical staff. Health information technicians perform a variety of clerical
duties, such as filing and retrieving records, answering telephones, assisting customers,
copying records, tracking dictations and updating the medical records computer system.

What training or degrees are required?

e Medical Billing

Training program/Associate degree
e Medical Coder

Associate degree and Certification
e Medical Transcription

Training program/Associate degree
¢ Health Information Technicians

Training program/Associate degree




Nursing Support

Nursing Assistant (CENA, PCA), Medical Assistant (MA, RMA, CMA)

What are the roles and responsibilities?

Nursing assistants and medical assistants provide technical patient care, such as obtaining
and recording temperature, blood pressure, pulse and respiration rate’s as well as food and
fluid intake and output, under the supervised direction of a registered nurse. They also
provide physical support (lifting and transferring) and transporting of the patient, as well
as accurate and complete documentation and other clerical duties as assigned.

Medical assistants primarily work in physician offices and nursing assistants usually do
direct patient care.

What training or degrees are required?

* Nursing Assistant (CENA, PCA)
High school diploma or GED required, and a three-week full-time training program for a
patient care assistant (PCA), then eligible for the certified Evaluated Nursing Assistant
Certificate (CENA).

e Medical Assistant (MA, RMA, CMA)
High school diploma or GED required. Formal training in an associate degree or
certification program also needed. Certificate required to become certified or
registered (CMA).

What qualities should a nursing or medical assistant have?

Nursing assistants and medical assistants have a strong desire to help others. Excellent
customer service and communication skills, both written and verbal, are all required of a
nursing support person. They strive in a fast-paced work environment and are able to
multi-task well. Must be comfortable working with the human body and all that it entails.

Will | be able to find a job? How much can | expect to make?
Job Forecast: VERY GOOD for both nursing assistants and medical assistants.
Nursing Assistant: $

Medical Assistant: $

Local Schools

Nursing Assistant:

e Allegan Technical Education Center

e Comstock Adult Community Education
e Kellogg Community College

Medical Assistant:

e Davenport University

e Kalamazoo Valley Community College
e Everest Career Training Institute

Websites

American Association of Medical Assistants: www.aama-ntl.org
Michigan Society of Medical Assistants: www.msmaonline.org
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Pharmacy

Clinical Pharmacy Specialist, Pharmacist, Pharmacy Resident, Pharmacy Intern, Pharmacy Technician

What are the roles and responsibilities?

Pharmacists specialize in the science and clinical use of medications. They are responsible
for knowing how drugs work in the body in order to help cure and prevent diseases.

They also help eliminate symptoms and know how medications affect other physiological
human processes. The role of the pharmacist is to serve patients by providing information
and advice on health and wellness; dispensing medication; and referring patients to other
sources, such as physicians. Clinical pharmacy specialists are employed in hospitals and
dedicate their time to research and specializing in individual patient cases. Specialists work
closely with physicians. Pharmacy technicians work alongside the pharmacist to assist with
preparing medication and interacting with nursing staff.

What training or degrees are required?

Doctor of Pharmacy Degree, (PharmD), is a six-year program that enables a graduate
to qualify for state boards and a license to practice pharmacy. After these six years,
candidates may complete a one-year residency program, which provides practical
on-the-job experience.

What qualities should a pharmacist have?

To be successful in the field of pharmacy, one must be detail-oriented, have a strong
science and math background, and be very dependable and ethical. Those who wish to join
this field must be interested in conducting research and demonstrate excellent customer
service skills.

Will | be able to find a job? How much can | expect to make?

Job Forecast: EXCELLENT
Pharmacists can be directly involved in patient care at both the inpatient and outpatient
level. Career opportunities in pharmacy will continue to increase within the next several

years. Salaries may range from $$% to $55%5

Local Schools

Pharmacists

e Ferris State University
e University of Michigan
¢ \Wayne State University

Pharm Tech
e Everest Career Training Institute
e Kalamazoo Valley Community College

11

Websites

Michigan Pharmacists Association: www.michiganpharmacists.org

American Society of Health-System Pharmacists: www.ashp.org

American Association of Colleges of Pharmacy: www.aacp.org

American Association of Pharmacy Technicians: www.pharmacytechnician.com
Pharmacy Technician Certification Board: www.ptcg.org
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Physician

What are the roles and responsibilities?

Physicians work with patients to promote optimal health and provide care during illness.
There are many specializations and subspecializations within medicine, each one dealing
with specific illnesses, treatments and ages. Physicians can work directly with patients or
conduct research to aid in disease control or development of new treatments.

Some examples of areas physicians may specialize in are:

e Aerospace Medicine

* Anesthesiology

e Cardiovascular Diseases

e Emergency

e Internal Medicine

e Family Practice

e Pediatric Cardiology

e Pediatric Medical or Surgical Specialties
e Neurology

e Obstetrics and Gynecology
e Oncology

e Orthopedics

e Surgical Specialties

What training or degrees are required?

Physicians must train for at least 11 years after high school before they are qualified to
practice medicine. Physicians may hold one of two degrees:
e MD (Medical Doctor)
MDs are also known as “allopathic physicians.’
e DO (Doctor of Osteopathic Medicine)
DOs place special emphasis on the body’s musculoskeletal system (muscles and bones),
preventive medicine and holistic patient care.
e Years 1-4 — Medical school (basic science and anatomy courses)
e Years 5-6 — Rotations in hospitals by medical specialties
e Years 7-11 — Residency (length depends on specialty pursuing)

What qualities should a physician have?

Anyone interested in being a physician should have a good base of science and math
courses in high school. In college, prospective medical students can major in many subject
areas as long as they take the required math and science courses. Medical school applicants
must take the Medical College Admission Test (MCAT). Medical schools look for applicants
who have good academic achievement records, strong leadership skills, participation in
school and community activities and high scores on the MCAT.

Will | be able to find a job? How much can | expect to make?

Job Forecast: EXCELLENT for those in the public sector. Salaries can range from

BBSB to BBBS depending on specialty.

Local Schools

e Michigan State University
e University of Michigan
¢ \Wayne State University

Websites

Association of American Medical Colleges: www.aamc.org
Mom MD: www.mommd.com

American Medical Association: www.ama-assn.org
Tomorrow's Doctors: www.aamc.org/students

13
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Physician Assistant (PA)

What are the roles and responsibilities?

Physician assistants (PAs) work with patients to promote optimal health and provide care
during illness. Physician assistants provide routine healthcare services with the supervision
of a physician. They may perform a physical examination, order and interpret laboratory
tests, suture wounds, apply casts and assist in surgery. With the shortage of physicians in
rural healthcare settings, PAs can work independently.

What training or degrees are required?

Most physician assistant programs require applicants to have previous healthcare
experience and some college education. The typical applicant already has a bachelor’s
degree and more than four years of healthcare experience. Nurses, emergency medical
technicians (EMT) and paramedics often apply to PA programs. The typical PA program is
two years post-bachelors consisting of the diagnosis and treatment of medical problems.
General education consists of classroom and laboratory instruction in the basic medical and
behavioral sciences such as anatomy, pharmacology, pathophysiology, clinical medicine and
physical diagnosis.

Clinical rotations take place throughout the hospital environment in internal medicine,
family medicine, surgery, pediatrics, obstetrics and gynecology, emergency medicine and
geriatric medicine.

PAs are required to take post-graduate education in the form of ongoing continual medical
education classes and are tested on their clinical skills on a regular basis. Postgraduate PA
programs have also been established to provide practicing PAs with advanced education in
medical specialties.

What qualities should a physician assistant have?

Anyone interested in being a PA should have a good base of science and math courses in
high school. In college, prospective medical students can major in many subject areas as
long as they take the required math and science courses. PA programs look for students
who have a desire to study, work hard and to be of service to their community.

Will | be able to find a job? How much can | expect to make?

Job Forecast: EXCELLENT
Earnings are in the range of: $5%

Local Schools

e Central Michigan University
e Grand Valley State University

e \Western Michigan University 15

Websites

American Academy of Physician Assistants: www.aapa.org
National Commission on Certification of Physician Assistants: www.nccpa.net
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Registered Nurse (RN)

What are the roles and responsibilities?

Nursing is both an art and a science. It blends a scientific mind, technological know-how, a
compassionate heart and healing hands. Registered nurses (RNs) work to promote health in
patients, families and communities. When providing direct patient care, nurses observe,
assess and record symptoms, reactions and progress; and assist in convalescence and
rehabilitation. Registered nurses also develop and manage care plans, instruct on proper
care and help individuals and groups take steps to improve or maintain their health.

What training or degrees are required?

Nursing school requires a high school diploma and a strong academic standing in high
school English, Algebra, Chemistry, Biology and Psychology. Today’s registered nurse
receives an extensive education after high school through one of two programs outlined
below. Both include supervised clinical experience, as well as courses in anatomy,
physiology, micro biology, nursing theory and more. A state board exam must be passed
after graduating from the program in order to work in your state.

Bachelor of Science in Nursing (BSN)

A four year program offered at most colleges and universities that prepares you to practice
across all healthcare settings. As a BSN graduate, you have the greatest opportunity for
mobility and advancement. A BSN is required for entry into a master's degree program that
prepares you for leadership, management and more independent roles such as a clinical
nurse specialist, nurse practitioner, educator and researcher.

Associate Degree in Nursing (ADN)
A two year program offered at junior and community colleges that prepares you to provide
direct patient care in numerous settings.

What qualities should a registered nurse have?

Nurses should be caring and demonstrate a desire to help people, leadership, intelligence,
responsibility, compassion, initiative, excellent communication and customer service skills, a
sense of humor, keen observation skills, stamina, the ability to stay calm in a crisis,
patience, flexibility and an enthusiasm for learning. They must also be able to respect
human dignity and individuality.

Will | be able to find a job? How much can | expect to make?

Job Forecast: EXCELLENT
Earnings are in the range of: $%

Local Schools

e Andrews University

e Ferris State University

e Glen Oaks Community College

e Grand Rapids Community College
e Grand Valley State University

e Jackson Community College

e Kalamazoo Valley Community College
e Kellogg Community College

e Michigan State University

e Southwest Michigan College

e University of Michigan

e \Western Michigan University
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Websites

Nurses for a Healthier Tomorrow: www.nursesource.org

The National Student Nurses’ Association: www.nsna.org

American Nurses Association: www.ana.org

Sigma Theta Tau International Honor Society of Nurses: www.nursingsociety.org
Michigan Nurses Association: www.minurses.org



Rehabilitation

Physical Therapist, Occupational Therapist, Speech Language Pathologist,
Physical Therapy Assistant, Occupation Therapy Assistant

What are the roles and responsibilities?

Physical therapists evaluate and treat patients who have difficulty walking, standing
and lifting due to injury or illness and assist the patients in obtaining the best use of
their muscles.

Occupational therapists assist patients to learn (or in some cases relearn) daily living skills
such as dressing, writing and driving in order to become self-sufficient.

Speech language pathologists work with patients who have speech and swallowing
difficulties to develop better communication abilities and swallowing skills.

Physical and occupational therapy assistants assist the physical therapist or occupational
therapist in implementing treatments.

What training or degrees are required?

* Physical Therapist e Occupational Therapist
Doctorate Degree Bachelor’s Degree

e Speech Language Pathologist e Physical Therapy Assistant and
Master’s Degree Occupational Therapy Assistants

Associate Degree

A state board exam must be passed after graduating from the program in order to
work in your state.

What qualities should a therapist have?

Therapists have a strong desire to help others help themselves. They must show
compassion and patience with the people they assist. Excellent communication and
customer service skills, good observation skills, and intelligence are all required of
therapists, along with a good sense of humor. Therapists must work well in a team setting
to best meet the needs of their patients.

Will | be able to find a job? How much can | expect to make?
Job Forecast: EXCELLENT for physical therapists and VERY GOQOD for all others.
Physical Therapist earnings: $$%

Occupational Therapist earnings: $% to $$%5

Speech Language Pathologist: $5 to $5%5

Physical and Occupational Therapy Assistant: $ to $%

Local Schools

Physical Therapy Physical Therapy Assistant

e Andrews University e Baker College

e Central Michigan University e Kellogg Community College 19
e Grand Valley State University

e University of Michigan — Flint

¢ \Wayne State University

Occupational Therapy Occupational Therapy Assistant

e Grand Valley State University e Baker College

e \Western Michigan University e Grand Rapids Community College
¢ \Wayne State University

Speech Language Pathology

e Andrews University

e Central Michigan University
e \Western Michigan University

Websites

American Physical Therapy Association: www.apta.org
American Academy of Audiology: www.audiology.org/index.php
Ohio Athletic Trainers’ Association: www.oata.org



20

Respiratory Therapist (RT)

What are the roles and responsibilities?

Respiratory therapists (RT) evaluate, treat and care for patients with breathing disorders.
Respiratory therapists treat all types of patients, ranging from premature infants to the
elderly. These professionals provide assistance to patients with chronic asthma, emphysema
and emergency care. They maintain patients’ artificial airways and use mechanical
ventilation to assist patients. Promotion of healthy respiratory habits is another role of
respiratory therapists.

What training or degrees are required?

Formal programs vary in length according to the credentials or degree awarded.
e Associate Degree in Respiratory Therapy
e Bachelor’s Degree in Respiratory Therapy

A state board exam must be passed after graduating from the program in order to
work in your state.

What qualities should a respiratory therapist have?

Respiratory therapists must adapt with sensitivity to patients’ physical and psychological
needs. Therapists must pay attention to detail, follow instructions, work as part of a team,
and be able to remain calm in stressful situations. In addition, they must operate
complicated respiratory therapy equipment requiring mechanical ability and dexterity.
Excellent customer service skills are a must.

Will | be able to find a job? How much can | expect to make?
Job Forecast: VERY GOOD

Salary range: $%

Local Schools

e Ferris State University
e Kalamazoo Valley Community College
e Muskegon Community College

Websites

American Association for Respiratory Care: www.aarc.org
National Board for Respiratory Care: www.nbrc.org
Michigan Society for Respiratory Care: www.michiganrc.org

21



22

Surgical Technologist

What are the roles and responsibilities?

The surgical technologists (ST) primary responsibility in a scrub role is to maintain the sterile
field by constantly being aware that all members of the surgical team adhere to aseptic
technique. The surgical technologist will function as the sterile member of the surgical
team and is responsible for passing instruments, sutures and sponges during surgery. The
surgical technologist will also be responsible for checking, mixing and dispensing
appropriate fluids and drugs on the sterile field.

What training or degrees are required?

The surgical technologist program takes nine months to one year to complete. There is a
certification exam that may be taken after completion of the program.

What qualities should a surgical technologist have?

Surgical technologists will be required to function under pressure in stressful and emergent
situations. The surgical technologist should have a stable temperament, a strong sense of
responsibility, patience and a concern for order. They must possess the ability to work
quickly, accurately, be detailed-focused and prioritize well. Manual dexterity and physical
stamina are critical. They must be sensitive to the needs of the patient, as well as the team,
and have a strong desire to help others.

Will | be able to find a job? How much can | expect to make?

Job Forecast: VERY GOOD
Earnings range from approximately $ to $%

Local Schools

e Baker College
e Lansing Community College
e Oakland Community College

Websites

Association for Surgical Technologists: www.ast.org

Accreditation Review Committee on Education in Surgical Technology: www.arcst.org
Michigan State Assembly of the Association of Surgical Technologist: www.msa-ast.org
The National Board of Surgical Technology: www.nbstsa.org
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Health Occupations Career Ladder

Scholarship Information

Eligible Recipient

Sponsoring Organization

Amount

Eligibility Requirements

Bronson Employee

Tuition Assistance
Educational Services

Full-Time / Part-Time
Undergraduate
$1,800 yr / $900 yr
BSN Degree

$2,300 yr/ $1,150 yr

Graduate Degree
$2,500 yr/ $1,250 yr

Eligible after 90 days
of employment

Bronson Employee

Sons and Daughters
Scholarships
Educational Services

$1,500 per year

Dependent children of
eligible employees

KVCC Student Kalamazoo Valley Various For various medical
Community College majors & GPAs
WMU Student Western Michigan Various For various medical

University

majors & GPAs

Student

State of MI CIS

$4,400 per year

MI Resident, no other
full scholarship,
nursing student,

practice in underserved

areas in Ml

25

Education Business Clinical Support Diagnostic
Doctoral Faculty Nurse PhD Physician, Dentist,
Pharmacist Podiatrist, Optometrist
Chiropractor
Physical Therapist
Master’s Administrator Clinical Nurse Specialist Audiologist
Nurse Practitioner Physician
Speech Language Assistant
Pathologist
Medical/Clinical Social
Worker
Psychologist (Staff/
Private Practice)
Physician Assistant
Bachelor's Accountant Registered Nurse Information Medical Technologist/
(four year Human Resources Dietitian Technology Clinical Laboratory
degree) Specialist Exercise Specialist Scientist
Department Occupational Therapist Cytotechnologist
Managers Nuclear Medicine
Technologist
Associate Medical Records Respiratory Therapist Medical Lab Technician
(two year Technician Registered Nurse Medical Assistant
degree) Medical Office Physical Therapy Radiologic Technologist
Assistant Assistant Ultrasound Technician
Medical Assistant Histotechnician
Occupational Therapy Biomedical Equip.
Assistant Technician
Program/ Medical Billing Licensed Practical Nurse
Certification | Technician Emergency Medical Tech.
Clerical Medical Medical Assistant
Assistant Paramedic
Medical Information | Nursing Assistant
Coders Pharmacy Technician
Phlebotomist
Surgical Tech.
High School | Unit Clerk / Radiology Assistant Environmental | Lab Assistant/
Graduate/ Admitting Patient Sitter Services Phlebotomist
On the Job Food Services Non-invasive Cardiotech
Training Patient Transport

Local Tuition and Scholarship Information for Healthcare Professionals

The following web sites are government scholarship and financial aid search databases:

www.scholarsite.com

www.brokescholar.com
www.financialaidsupersite.com
www.ed.gov/offices/OSFAP/Students

www.fedmoney.org
www.students.gov

www.collegescholarships.com

www.fafsa.ed.gov

www.michigan.gov/studentaid
www.kalamazoopromise.com

Air Force ROTC College Scholarships:
www.afrotc.com/scholarships/apply/promo/index.htm



Health Occupations Career Programs ... continued
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Medical Office
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Medical Assistant

Medical
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Lab Technician

Physical Therapy

Pharmacist

Physician

Physician Assistant

Phlebotomist /
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Radiology

Registered Nurse

Respiratory Therapy

Speech Language

Pathology

Surgical
Technologist
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Resumé Information

Basics to Remember...

Be selective.
Use only strong, positive points that are relevant to the job objectives.

Be brief.
One page when possible, but do not leave out any relevant facts that might help you get
that job interview. Also, do not crowd the page(s) with too many facts.

Use active verbs, adverbs and adjectives that are strong and show action to
demonstrate your achievements, abilities and skills. May be in past tense. Condense by
combining skills and duties performed for more than one employer, especially when they
are the same or similar.

Be honest.
Do not give exaggerated claims of duties, experiences or education.

Be consistent.
Use the same tense of verbs for entire resumé. Examples: organize, organized, organizing

or type, typed, typing.

Make a rough draft.
Write. Rewrite. Do not try to write your resumé in one sitting.

Get an outsider’s opinion (one or more), preferably someone employed in your targeted
career. Ask them to proofread, evaluate and edit the resumé.

Make your resume easy to read by using highlighters (dots, dashes or asterisks),
paragraphs or a combination. Remember to use the same format throughout the
resumé to highlight accomplishments.

Examples:

e Coordinated programs for departments

e Budgeted programs for book sales of university
e Increased sales by 31% in first year as manager

What to include:

e Contact information

e Career objective (optional)

e Education and training

e \Work history and skills

e Activities

These categories may be arranged in any order. Select the most powerful,
job related information first.

Contact Information

* Name (Mary Collins)

e Address (include zip code)

e Telephone Number (include area code)

E-mail address
Make sure you provide an e-mail address for business use.

Career Objective

Be specific! Ask for what you want. Being specific gives the impression that you are a goal-
oriented person. This is called targeting your resumé. You may want to write a different resumé
for each job objective or occupation, especially since today’s job market is so competitive.

Education and Training
List your highest completed level of education first. Give full name of the institution;
city and state; degree(s) and course(s) and date(s) of completion.

Work History and Training (paid and non-paid)

Your work history can be listed in various ways depending on the resumé format you

choose (see Formats). Remember, instead of just listing job duties or functions, try to give

specific achievements to present your skills and accomplishments. 29

Activities

List those that are related to the job you are seeking. Include honors and awards,
affiliations (non-political/non-religious), languages you speak fluently, licenses and other
experiences. Recent high school graduates (three years or less) should list their education
first, then work experience, since their work experience is usually limited. They should also
include extracurricular and other non-class activities, such as part-time or work study jobs.
This illustrates personal qualities, values and interests that might help get the interview.

When references are included, they should be teachers, employers or character references
(neighbors, community leaders), but never relatives. Normally, three or four is the maximum.

Formats

There are four types of formats commonly used for resumé writing:
e Chronological

e Functional

e Combination (features both styles)

e Targeted

The Chronological format presents, in reverse order (last job first) and by dates,
your work experience, job accomplishments, and duties, company names and dates
of employment.
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Resumé Information ... continued

The Functional format presents your previous job functions and duties, responsibilities
and skills, rather than job titles and dates of employment.

The Combination format is basically functional in style (emphasizes skills, duties,
functions), but also includes job titles and dates of employment.

The Targeted resume was developed to focus only on a specific position and job duties
that either the employer advertises to fill, or are part of your main job objective. It can be in
any of the formats mentioned. What are the skills and personal characteristics needed to
perform the job? Why are you the best-qualified applicant? In other words, a targeted
resumé shows you have done some research about the position and the employer.

Your choice of format or style should be based on your personal situation and your desired
accomplishments for the resumé. The chronological style works well if you have consistent
experience in the same area of your job objective or want to stay in the same or a related
work field. The functional format works well in handling situations with brief or spotty
work histories, too many jobs, too many high-level jobs or when you are re-entering the
workforce or switching fields. However, the combination format may be the most effective
for all applicants.

Sample Interview Questions

Behavioral-based questions are common in interviews. These types of questions seek
information on how past situations have been handled in the workplace.

e Tell me about a time that you had a disagreement with a co-worker or supervisor.
What happened and how did the two of you resolve the situation?

e Tell us about a situation where you had to deal with an unhappy or angry customer.
How did you make things better for them?

e Tell us about a recent example when you have worked as part of a team. What was that
team working toward accomplishing?

e Describe a goal that you have recently accomplished, and tell us how you accomplished
that goal.

e Give us an example of a time when you had so much to do and not enough time to
complete everything. How did you handle that?

e Tell us about a time that you went above and beyond in the workplace.

e Share with us an example of a time that you have dealt with diversity in the workplace.
What was interesting and challenging about that situation?

e Tell us how you prioritize your work.

e Tell us about a time at work that you had to deal with an unexpected event or something
that was not planned. How did you deal with that?

e Describe a time when you had difficulty communicating with someone at work. How did
you work through that situation?

e Share a time that you encountered a problem in the workplace. What was the problem,
and what did you do to find a solution?

e Tell us about your work history. What have you enjoyed most and the least in
your positions?

¢ \What have you done in your current or most recent position that has made you
most proud?
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Notes
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