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The Internet makes job hunting easier and much more efficient, with be efltt both
employers and potential employees. How can you make the most of this opportunity?

Monday: Spot job ad in newspaper.
Tuesday: Realise you have run out of
copies of your resumé.

Wednesday: Retype resumé and put in
envelope. Realise you have run out of
stamps.

Thursday: Forget to buy stamps. Realise
you have run out of patience.
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Friday: Buy stamps. Forget to take the
application along. Shrug.
Saturday: Mail the application—finally!
On the seventh day, you sit back and
relax. And pray that a response comes in
by the end of the week... or two weeks...
Oh, might as well be generous and give
them a month, what with the state of our

postal system and all.

But all this was in the pre-Internet era.

It was the Information Technology
companies that first started headhunting
on the Web. The positions advertised
were generally for software engineers,
programmers and other denizens of
geekdom for whom the Net was readily
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accessible. All this changed in the
mid-nineties, when the Internet suddenly
became, as it were, public domain.

Suddenly, every company worth its
corporate logo was on the Web bandwag-
on—including Indian companies. Besides,
job consultants in India have now begun
recruiting through the Internet. The Web
sites of many multinational companies
often advertise available vacancies, and
encourage potential candidates to leave
their resumé.

The online employee
If you are unemployed, or scouting
around for better prospects, the Internet
is the ideal medium to cast your net wide.
On the Net, you can visit the Web sites of
companies to look for advertised vacan-
cies. Alternatively, you can visit the Web
sites of online recruitment agents and
search for vacancies advertised there.
Apart from much greater interactivity
with the employer, the Internet also gives
the job hunter a larger forum to advertise
himself. Letting a prospective employer in
Silicon Valley (say, Sun Microsystems)
know of your presence would have been
very difficult and expensive a few years

—p—

Qontact infornation: FUll nane, per -
nanent address, tel ephone nunier and
enal

Qpj ective: Alrief statenent ind cating
the kind of position you prefer. Avad
ponposi ty at any cost

Education: In reverse chrono og cal
order, list nenes of institutions, degees,
year of graduation, areas of concentra-
tion, academc honours and awnards, cer -
tificaes

Work experience: Include paid and
non-paid experiences (full-tine, part-
tine, trainee) wth job title conpany
nang, location and dates of enploy-
nent, plus sone description of duties
Exracurricu ar activities: Describe
your paticipagioninedracuricda activ-
itiesinschod and colege, depend ng on

the extent of your invad venent

Kills and abilities: List any specid
skills not dready idetified in yor
resund such as know edge of foreign
| anguages, proficiency in conputers and
vord-processing, witten and oral com
nuni cation skills even creative and
nosical ta ents

Social service: Include your involve-
nent in any vol unteer organi sations and
list details of any socid verk done
Hobbi es: This is where you tell them
about your Turkneni stan stanp col | ec-
tion or your passion for DXdng Just
nake sure that your |ist does not get too
| arge and overshadow your work expe-
rience or educati on!

Travel : If you have travelled wady, you
can briefly list your study and livi ng expe-

ago. Today, it is the easiest thing in the
world to do. Whether Sun will deign to
look at your resumé is a different matter.

Getting down to it
Your resumé must be a summary of your
experience, knowledge and accomplish-

ments. Avoid verbosity and empty blath-
er. This will ensure that your resumé
comes across as crisp and clean—just
what employers look for. Much as it may
pain you to strike out any reference to that
spelling contest you won in primary
school, steel yourself and do it. Make sure
that you do not forget to include key infor-
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mation.  (See  box
‘Resumé Checklist”)

Before you can write
an effective resumé, it is
essential that you take a
good hard look at your-
self and assess your
needs, strengths, skills
and goals.
| What do you really want
to do?
| What are your interests?
I What skills do you
have?
| Why are you writing this
resumé?
| Who will be reading this
resumé?

Once you are clear
why you are applying
for a job, you will have
no difficulty in prepar-
ing a resumé that is
comprehensive, com-
prehensible and leaves
nothing unsaid.

Sites to check out g

wwv. naukri . com

Naukri claims to be a one-stop infor-
mation clearing house for jobs for Indi-
ans. The site is spartan and purely
functional, with little to commend it in
the way of design elements. You can
advertise or search for a job, browse
through (or place) resumés, visit employ-
ers’ home pages and go to other career
sites. Naukri has thousands of live jobs

The jobs, emplovment, carcers,
manpower and placement sie of lncdia

Al b gt i

WWW. ezeej obs. com

K

o T

listed by category, and the database is
updated twice every week.
WWw. ezeej obs. com

Ezeejobs has one of the largest collec-
tion of job requirements in the software
industry, which have been categorised
into various areas of expertise. Apart from
submitting your resumé, you can also
discuss software industry happenings,

An el ectronic resun® t hat
you can e-nai | to potentia

enpl oyers and put up on

dectronic job hdletin
boards is your nost pow
e r f u |

Inernet job-huting tod. Nturdly, it dls
for carefu preparation

1. Be preciseé A good resun® conveys
exactly what you nean, in the |east nunier
of words possible. Avad irrdevat detals
such as sex, narita status, race, reigon
father s job and so forth. Mny enpl oyers
appreciate an introductory paragraph, not a
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covering letter, to acconpany your elec-
troni c resund

2. Stick to ASCIl Dring your online job
search, you nay discover that enployers
are very particular about what fornat they
vant your resund to be in. Mst prefer
A3 text. Avoid sending attachnents; the
person nay not have the required sof tware
to viewyour resund Mreover, wth Wrd
na&cr o vi ruses beconming a very real threat,
nany people sinply delete any nail that
carries an attachnent. Raintext is there-
fore your best bet.

3. Maintain secrecy To prevent anyone
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download advice and tips on getting jobs,
get inside information about available
jobs, or just chat about the job and career
scene at Chip-Chat, the online discussion
group.
WWw. Wi nj obs. com

This well-designed site contains a
wealth of information and oodles of links,
though the tone is heavily IT-oriented.

w th Wb access fromvi ewng your private
infornation, post your resun@ only on
passvor d-protected sites and confidentia
r esuntd dat abases.

4.Format atyour own risk m acti se send-
ing your eresun@to yourself a fewtines.
You cancofirmif &l the formatti ng you have
pai nstakingly applied renains intact. Sone
characters (such as the accented @ in
resuny nay not be viewable in nany e-

nai | pr ogr anmes. )
9. Aaj ka Taaza ReSUmM@ Headhunt er s
and enpl oyers look for fresh resunis,

that is, those that are |ess than 30 days
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You can sign up for a free
update (through e-mail) of new
job opportunities in your field
of interest. The site, which is
updated every week, carries half
a dozen well-written articles on
topics ranging from how to han-
dle interviewers to relieving
stress through vipassana.
www. t i mesj obsandca-
reers. com
This recruitment site from
the Times of India group invites
employers to ‘register and delve
into its large repository of
resumés’. Non-IT jobs are also
listed, and there is a link to
international jobs. The section
called ‘Management Mantras’
lists careers, companies, human
resources and more. You can
share your views about job
prospects and experiences at
- work and get feedback from oth-
ers, and probably feel part of an
online job-hunting community!
vwwy ci ol . cond car eer s
= Cyber India Online, the Web
division of Cyber Media India
Ltd, has an extensive database
that lists over 1000 jobs. The
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That the average Indian IT professional
looks towards the US is evident in such
links as ‘Visa News’, and in the cover
story itself. To enjoy all the benefits, you
have to register (for free). Also included
are ‘hot tips’ for interviews, resumés and
so on. The Visitor's Gallery lets you
upload original articles. Apparently the
site is updated only once a month.
wwwv. headst ar t expr ess. com

‘Jobs and much more!” screams this site
from the Indian Express group. If
you are worried about your -career,
Ms Counsellor is at hand to offer advice.

‘Newsroom’ brings you the lat-
est in Indian IT, and ‘Cyber
Radio’ claims to be the voice of
the Indian Infotech industry.
There are also many articles
that may be of help to the job
seeker, such as how to master
the art of telephone interviews,
negotiate for the salary you
want etc. You can search for
= jobs by keywords.

waw. car eer sandbusi ness. com

“We live in a competitive world. Our
education has become obsolete and we
need to learn new things, get exposed to
new things and gain experience. We
should not be fazed by competition.” This
lofty proclamation is from the Careers
section of car eer sandbusi ness. com a
site that boasts of a jobs database, a
resumé database and even a model data-
base. With news, analyses, personal home
pages, and even a list of books, this site is
worth visiting. The usability of the site is,
however, let down by a profusion of dead

LOST IN CYBERSPACE?

Wiat happens to your resun®d after
youclick K? Doesit actually reach
its intended destiretion, or et lost in
cyber space |inio sonewhere? After
al, a thark you page is the oy
reassurance you get!

To put al these nigding doutts to
rest, wnjobs.comexplans the pro-
cedure in the foomof the folowng
dgorithm
I Wser clicks onthe Submit Your O/
link a the bottomof the page
I Wer fills up the foomwth re evant
detals: nane, enail, skill-set, expe-
rience and resunto be upl caded
I The browser subnits all the
detailstoovf_mail.cg avaldde a
WWW W nj obs. comcgi -
bi /v nj obs/ ads/

I The programconfirns that the user
has actual |y submtted data and not
submtted a blank form It even veri -
fies viether the e-nai | address | ooks
genui ne enough!

| The programencodes the file that
the user has upl oaded

I Enail address of the client is read
fromthe dat abase

I Wser-encoded resun al ong wth
user-submtted details are sent as
pat of theenail tothediet

I'A thank-you nessage is sent back

links or ‘pages under construction’, as
they are euphemistically called.

Apart from the India-specific sites high-
lighted in this article, many other sites on
the Net are devoted to online recruitment,
many of which are US-oriented. You could
check them out if you have the required
qualifications and don’t mind going
abroad. So get ready to shoot off that
resumé—you probably won’t have to remain

SITES TOWISIT

WWW, car eer nosai c. com
WWW. over seasj obs. com
www. car eer pat h. com
WwWw. j obweb. org

WwW. career bui | der . com
www j ob-site. com

WWW get aj ob. com

WWW, r esunenet . com
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jobless in cyberspace for very long!

HARIKRISHNAN MENON [#
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