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If you’re disorganized during
a job hunt, it’s likely that it won’t
result in your favor.

Because you may find yourself
applying for multiple positions,
it’s likely your resume will be
fine-tuned to meet the keywords
and requirements of a hiring
manager. Forgetting  which
copy you sent where can lead to
embarrassing mistakes or worse,
a dishonest and unprofessional
impression.

Gettinglostinthe shuffle when
discussing career opportunities
can lead to missed interviews,
blown deadlines and misplaced
contact information.

Stay on top of the organization
during your job hunt by following
these helpful tips.

Use a Spreadsheet

To organize your  job
applications, using a spreadsheet
can keep everything organized
in a neat package.

When developing

this data tracker,

here are some

important things to include in

your list:

B Company name and point of
contact;

M Email addresses and phone
numbers of company;

B Date applied and application
summary;

B Interview dates, follow-up
actions and post-interview
status.

This will give you a clear
perspective of which stage you
are in for each position you have
applied for and how you should
move forward.

Reduce the Number of
Applications
While a  spreadsheet s

effective to organize multiple job
submissions, limiting the number
of applications you send at once
also is helpful.

When you only have a few to
focus on, it’s easier to follow up.
For instance, it will be easier
to manage sending thank-
you emails to hiring managers
following an interview.

Get organized

If possible, apply for a few
batches that meet your criteria
at once, rather than sending
applications to every company on a
hiring website.

Nail the Interview

Once you get an interview,
being organized gives you the
opportunity to learn more about
the company. By keeping track
of the hiring manager’s details,
you can search online for their
business persona to get an idea
of their professional goals. Take
advantage of interests you share
in your own career path and
call on that information in an
interview.
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hen applying for jobs, it’s

becomingincreasingly important

to stand out in a crowd. Many
companies use software to find qualified
candidates; it’s likely your resume won’t
even be reviewed by an actual human.

And even if it does get a set of human
eyes, a recent study by employment
experts The Ladders shows hiring
managers only spend about six seconds
reviewing a resume before making a
decision.

Customizing your application to the
specifications of a hiring advertisement
can give you an advantage. Your
document must be neat, impressive and
well organized to make an impression.
Here are afew strategies to get a call back.

Even a degree and work experience

to entice a hiring manager. It’s crucial
to analyze each job description you
are applying for and fine-tune your
resume to its specifications.
Within a post, you should
analyze the responsibilities and
requirements of the job. Look

for key words and phrases

when considering how to
highlight your employment
achievements.

Print out physical
copies of job postings.
Highlight the key terms
you see frequently.
When creating your
resume, it’s important
to phrase qualifications

resume

similarly to how an employer lists them
on their advertisement.

According to a study by Jobscan,

more than 98 percent of Fortune

500 companies use an applicant

tracking system to sort through

candidates. This system picks the

most qualified applications based

on qualifications and keywords.

While work experience and
education play a major role
in meeting qualifications,

don’t forget the

extracurricular activities.
For instance, if it applies
to the job, consider
including any volunteer
roles or charitable
positions you have held.

in a particular field may not be enough

thom—stock.adobe.com

DARE TO BE BOLD!

We are currently hiring the
best and brightest to join

the excitement and make
a difference

Gateway Shelter Advocate

Provides advocacy and support
to residents of the Gateway
Shelter and callers to the 24-
hour help line, conducts shelter
intakes/outtakes, advocates for
and provides emotional support
to victims of domestic and
sexual violence.

Remit resume and cover letter to apply@ywecabillings.org

YWCAIS ON A MISSION

to save, change and improve the lives of women and children

Build Your Career & Join Our Team
New & Upgraded Emergency Department

Acute Care RN
Full-Time * $5,000 FT Sign-On Bonus
Or Higher PRN Rate

Higher Base Pay with Experience Rating, Certification
Differentials, Night & Weekend Differential

Over Night Accommodations for
Out-of-Town Employees

Health, Dental, Life Insurance, 401 (k) with
Higher Employer Match, PTO & Sick Leave, etc.

Print application from www.bighornhospital.org/careers
SEND APPLICATION AND RESUME TO:
Big Horn Hospital Association
17 N Miles Ave, Hardin, MT 59034
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Do you need a

Many job seekers

place

the majority of their focus on
drafting the perfect resume. A
common mistake is forgetting
to dedicate the same passion to

acover letter.

When prepared accurately

and professionally,

this

documentation duo can be the

difference between
the job and waiting
interview.

landing

for an

Your resume is enhanced
by a cover letter that provides
another opportunity to brag

about your skills and how
they can benefit a company.

Try not to duplicate the

information;
explain to a

instead,

hiring

manager how you can
have a direct impact
on the challenges

they are

facing,

based on the job

description.

It’s important to do your research
onthe company so you can specifically
target their needs.

A Strong Opening

The Harvard Business Review
states one of the most important
things to include in your cover letter
is an opening expressing why you're
a good fit for the position. Start with
an explanation that showcases how
your previous experiences will meet
the needs they describe in their job
posting.

For instance, when applying
for a leadership position, provide
a brief explanation about the
accomplishments you obtained with a
previous team.

Make sure to include how many
employees you oversaw and how you
improved productivity. Your opening
should also include any personal
connections you have with someone
who is already employed within the

company. You can alsoimpress a hiring
manager by addressing your cover
letter directly.

With a little research on social
media and company profiles, you
should be able to find their name easily.

Show Personal Value

After a strong introduction, you can
emphasize your value by displaying
proactive problem-solving skills.

Again, research will be a beneficial
strategy so you can discover issues
your targeted company is facing.

Don’t worry if you are unable to
discover a specific problem, you can
find common trends that impact most
businesses within the industry.

Show your wisdom by discussing
new laws or mandates that may
affect a company and a plan to adjust
a strategy to accommodate them.
Here, you can share a professional
experience which explains how you
solved a problem previously.

WE’RE HIRING!

$5,000 Sign-On Bonus for Diesel Technicians!

Harnish Group Inc., is the Caterpillar dealer leading agricultural, construction,
marine, mining, power generation, vocational truck, and on highway truck engine
sales, parts and service organization, with operations in Montana, Wyoming,

North Dakota, Washington and Alaska.We are best known by our Member
Companies: Tractor & Equipment Co., T&E Power Systems, N C Machinery, and
T&E The Cat Rental Store, representing Caterpillar, and other manufacturers;
serving 44 counties in Montana, Northwestern North Dakota, Wyoming’s Bighorn
Basin and Yellowstone Park.We take great pride in helping our customers succeed
by providing premier solutions delivered by engaged employees through teamwork
and excellence.

If you are seeking a new opportunities in a growing industry, this may be the
company for you.

Career opportunities include:
* Heavy Equipment Diesel Technician — Billings, MT and Williston, ND
* Truck Engine Technician — Billings, MT
* SITECH Technology Sales Representative — Billings, MT and Williston, ND
¢ Field Rotator Technician —Williston, ND

For all open positions and to apply online go to www.tractorandequipment.com and
JOIN AWINNING TEAM

POWDER RIVER

TRANSPORTATION SERVICES, INC.

1700 E. US Hwy 14-16, Gillette WY 82716 * (307) 682-0960 © 1 (800) 442-3682 * FAX (307) 682-4422

PRTS Coach USA - Now Offering A Great Opportunity Coach Operator

Positions Available Inmediately
Tired of being on the road?
Our Drivers are home most nights
OR

Would you like to travel to
vacation destinations at no cost?

Wage Negotiable
 Salary Range 30-50 K plus

Shifts
o Operational hours 7 days a week 24 hours a day

Essential Duties and Responsibilities

e Safely transport Clients

* Driving and customer service duties including
charters and mine runs

e Minor maintenance responsibilities
* Collecting and documenting required data from trips

Necessary Skills
e Excellent people and communication skills
e Some knowledge of Microsoft Office Suite.

In compliance with Federal and State equal employment opportunity laws, qualified applicants are considered for all
positions without regard to race, color, religion, national origin, sex, (including gender identity, sexual orientation, and
pregnancy), age, genetic information, disability, veteran status, or other protected class.

To Apply: Contact Sarah Carlile,
sarah.carlile@coachusa.com or at 916-619-1928

e Comply with all DOT State, County, and City Traffic

e Must be able to pass drug screens, background

$3,000.00

Sign on
Bonus

Regulations Including Log Book Compliance

checks and a pre-work screen
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If you have spent time in the professional world, it’s
likely you have built a network of peers and managers.

Did youknow that up to 80 percent of jobs are not pub-
lished? According to experts at Career Horizons, most of
these spots are filled by recommendations from others in
the field to place the perfect candidates.

When finding it difficult to gain traction after applying
to online listings or in person, it may be time to take anew
approach. Make alist of your previous work relationships
andreach out to contacts to discover potential job leads.

If youplanto enter anew field, there also are great situ-
ations to take advantage of when building a new network-
ing web.

Meeting New Peers

Building a network isn’t difficult but requires
plenty of work on your end to execute efficiently.

Take advantage of professional social media outlets
such as LinkedIn to display your career goals and ac-
complishments while connecting with like-minded
peers.

You also should be aware of conventions or job
fairs in your area. Consider different ways to market
your brand and explain your openness to new oppor-
tunities during conversations. A good way to make a
lasting impression is by creating a memorable busi-
ness card.

Facts on the Hidden Job Market

To understand the importance of networking, check
out these statistics from the Association for Talent De-
velopers regarding the hidden job market.

W 51 percent of top organization leaders find new
hires from current employee referrals;

B The expected period for job retention of
networkers is eight years — only four for job
searchers; and

B The average annual income is 6 percent higher
for those who are referred to a position.

Reconnecting with Former Peers

It may feel awkward to reach out to a peer you have
lost contact with to ask for a referral or recommenda-
tion letter. To lessen the stress of this situation for both
parties, don’t begin the conversation with an agenda to
land ajob.

Instead, send a short email or request to connect on
social media outlets to catch up. Once you feel comfort-
able with bringing up your agenda, do it in a way that
benefits each of you. For example, ask what you can do
for them — not what they can do for you.

Hillings Gazette
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During an interview, you will likely be asked questions that
catch you off guard. Instead of answering with short answers,
prepare todiscuss portions of yourjob history with stories.

It’s a quality skill to master and can make the interview pro-
cessmore comfortable.

While it may feel awkward to brag about your career ac-
complishments during an interview, it’s what a hiring manager
wants to hear. However, how you do it can make or break how
they feel about you as a candidate. If you're unfamiliar with the
STAR — or situation, task, action, result — format, you should
become accustomed to how it works and its impact during your
jobhunt.

What is the STAR format?

To stand out during a meeting with a hiring manager, how
you answer behavioral interview questions can make a differ-
ence. A STAR response should contain a desirable trait or skill
when describing a professional experience.

According to experts at Balance Career, here are a few things
aninterviewer will be listening for in your answers.

B Problem-solving skills and analytical ability;
W Creativity and perseverance through failure; and
B Teamwork orientation and quantitative skills.
Here is how you should use the STAR format when answer-
ingbehavioral questions.

Situati

Explain in detail a challenge you faced at work. This could be
atime you spent working in a group or were involved in conflict
between coworkers.

Task

Describe therole you played during the situation. Were youin
charge of meeting deadlines during the group project or respon-
sible for diffusing a conflict?

Action

Now you should explain the steps you took to resolve

the challenges you faced.

Make sure to discuss your role rather than an outside
influence like another peer or manager.

The action step should showcase your skills to manage
trying situations.

Result

Now, include how the final results generated through
your situation, task and action demonstration. This
should highlight a positive outcome by showcasing what
you accomplished.

Utilize during interview

It’s impossible to know which behavioral question an
interviewer will ask, so practice the STAR method before-
hand. Make a list of your qualifications, skills or experi-
ences as they relate to a job posting. Practice incorporat-
ing a STAR explanation into common interview questions
that are likely to come up during the interview.
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While a career in the military can prove to
be a lifelong venture, many men and women
choose toreturn to civilian life once their enlist-
ment is complete. Serving provides you with an
incredible skill set and experiences to help find
your dream job. Do you know how touse themto
market yourself to hiring managers?

Most companies use software like applicant-
tracking systems to filter through job seekers
before a resume is presented to an actual hu-
man. Make sure your application is fine-tuned
to the job requirements and responsibilities.

Even an impressive military career can be
overlooked if it doesn’t appease the
software’s expectations.
A resource you should
consider is a professional
resume writer or career
counselor. They can
efficiently draft a
portfolio to ex-
plain your ca-
reer goals and
attract atten-
tion from hir-
ing manag-
ers. Here are
some other
beneficial
ways to get
started
in your
civil-
ian job
hunt.

The COOL Program

offers their own unique service, which are easily
accessible with a proficient search engine. Here

tary OneSource Network.

your service specialty.

Identify gaps in training and credential re-
quirements.

Provide resources to close the gap between
credentials and training.

Government Assistance

The Department of Labor reports that the
unemployment rate for veterans was 2.7% in
May, that’s down from 3.4% from 2018. Assis-
tance from agencies like the Department of Vet-
eran Affairs offer advantagesfor servicemen and
women to showcase their talents and connect
withlike-minded employers. It’s easy to register
with the VA and ensure your contact informa-
tion and resume is available to hiring managers
in search of your skill set.

Finding Jobs

Having military experience is a requirement
for numerous high-paying jobs. You can find
them by reaching out to local recruiters, net-
working on professional social media outlets
and even the classifieds section of your morn-
ing newspaper. Best of luck on your job search
for your post-military career and thank you for
your service.

Hillings Gazette

Get the Job -- 2020

7



Social media can be a job hunter’s best
friend or worst enemy. A report from
Career Builders shows about 70 percent of
employers screen a potential candidate’s
online personas. Make technology work
for you by replacing embarrassing posts
and photos with a clear picture of your
professional goals.

When you are seeking a new job,
building your brand online gives you an
opportunity to showcase more of your
skills and passions that don’t fit on a

traditional resume.

Here are some helpful ways to move
in the right direction with your online
presence.

LinkedIn

This career-oriented site gives job
seekers access to industry leaders while
promoting their own professional visions.
It’s also easy to reach out to like-minded
peers or industryleaders. Don’t be afraid to

ask for advice through the messaging app;
younever know what opportunity lies with
the right connection.

Write a blog

This tactic may take a bit longer to pay
off because finding an audience can be
difficult. Focus on your industry, but you
also can include content about navigating
the job market. Not only can you paint a
clear image of your professional goals, but

reporting on useful information will show
your knowledge to others on the same
career path.

Sharing is caring

Shareeducationalandstatisticalarticles
about the industry you hope to break into.
With the right luck and skill, your post
can go viral, giving you mass exposure.
This can lead to huge opportunities both
financially and professionally.
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If you find yourself being proactive
in your job search but failing to receive
interview invitations, you should review
your strategy.

A common reason people don’t hear back
from an employer is by applying to positions
outside of their qualifications. Make sure
to thoroughly read the job description to
discover what employers are seeking.

Another factor that may dismiss your
chances of employment can be found in
your online persona. Review your active
social media accounts for content that may
appear unprofessional or represent you in
an unreliable fashion. According to areport
from the Society for Human Resource
Management, 77% of their surveyed
companies use social networking sites to
recruit candidates.

Here are some other reasons you may not
get the desired responses during a job hunt.

Ignoring directions

Depending on the type of job you're
seeking, the application process can vary.

Oftentimes, submitting a resume and
cover letter or application are only the first
step. Some hiring managers will ask to see
previous examples of your work through a
portfolio or website and may require you to
follow special instructions when applying
for the position.

Their extra steps throughout this stage
are created for a couple of different reasons.
First, having a direct link to related work
experience gives them quick access to a list
of applicants, rather than researching each
candidate individually.

It also provides a hiring manager with a
perspective of how detail oriented potential
employees are. Showing you can follow
their simple instructions promotes your
accountability and attention to detail.

Resume issues

With all the factors you consider when
presenting an exquisite resume, one thing
you may forget to address is ensuring
a digital copy will be visible once it’s
received by a hiring manager. Since many

resumes are submitted electronically,
there’s a chance that your file may
experience issues when opened. For peace
of mind, attempt to email a copy to a few
different friends to make sure it can be
accessed without error.

Your resume should also be tailored
to specific listings. You can work with
an expert to customize a document

that includes the right keywords and
highlights your work experience that
meets ajob description’s requirements.

Common mistakes like grammatical
or spelling errors can also be a reason your
application was dismissed. You can avoid
this issue by using grammar-checking
software or hiring an expert to analyze your
document.

AANIITH NAKODA
COLLEGE
JOB ANNOUNCEMENT'S

PRESIDENT (FT) CLOSES: 4-21-2020

OPEN UNTIL FILLED
NURSE EDUCATION DIRECTOR (FT)
NURSE EDUCATION INSTRUCTOR (FT-10 MOS)
ENVIRONMENTAL SCIENCE INSTRUCTOR (FT)
K-8 TEACHER (FT-10 MOS)

For more information visit
the ANC website,
www.ancollege.edu or

call 406-353-2607 x 3901

Compensation
o Competitive Hourly wage, at $13-156/hr to start, DOE

Qualifications

 High school diploma

o Valid driver’s license + acceptable DMV driving record
 Strong verbal and written communications skills

Responsibilities

o Maintain inventory in an appropriate fashion

o Receive and process all parts orders as needed with
verification of all incoming shipments

POWDER RIVER
TRANSPORTATION SERVICES, INC.

1700 E. US Hwy 14-16, Gillette WY 82716  (307) 682-0960 © 1 (800) 442-3682  FAX (307 ) 682-4422

T

Are you mechanically inclined, and do you enjoy helping your team stay organized? Do you like
variety and pro-actively looking for ways to help solve problems, instead of being held by the hand?

As Parts Clerk, you will keep our Parts Dept. organized and expedite all parts orders. You are responsible
for accuracy in both inventory and accounting. You will embrace a diverse job description that includes
helping with light repairs and maintenance.

In compliance with Federal and State equal employment opportunity laws, qualified applicants are considered for
all positions without regard to race, color, religion, national origin, sex, (including gender identity, sexual orientation,
and pregnancy), age, genetic information, disability, veteran status, or other protected class.

To Apply: Contact Sarah Carlile,
sarah.carlile@coachusa.com or at 916-619-1928

o Full Benefits package

o Superior organizational skills, and attention to detail
o Able to lift up to 50 Ibs. + able to bend, lift and pull

o Qversee check-in and checkout of all parts

Hillings Gazette
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Research

your target
company,

Just like a hiring manager will use
the Internet to discover more about you,
ajob seeker should do his own research.
Researching  professional  profiles
is a great way to understand your
interviewer and find potential topics to
discuss during an interview.

Study the Leadership Team

Imagine walking into an interview
knowing the names and faces of your
potential new peers and bosses. How
much more comfortable would the
process be?

Unfortunately, not every company
makes it easy to discover employees and
their roles within. When you’re unsure
who the interviewer is, here are some
strategies to employ.

First, look through the company’s
website to find their directory, then
links to employee bios.

If a leadership team isn’t so easily
found, network until you make
connections within the company that
can help get your name to the top of the
applicant list.

Incorporating Goals

It’slikely that acompany’s website or
social media account will feature their
future goals and accomplishments.

Pay attention to any similarities you
have and use them to your advantage
during an interview.

A great tactic to use before sitting
down with a hiring manager is to
analyze their vision and consider
how it matches your own. During the
interview, you will likely be asked to
express your desires for the future.
Similar goals can help you stand out
from the crowd during the interview
process.

Research Others in the Industry

Don’t limit your research to the
company or leadership team at
businesses to which you are applying.
Seek speeches or articles from other
leaders within the industry.

Once you land an interview, the
knowledge and perspective yougain can
give you an edge over other applicants.

&

Fo

SolisImages—stock.adobe.com

rmally Home Care Services

HomeCare*mMONTANA

Montanans Taking Care of Montanans

(888) 989-3111/HomeCareMontana.org

HomeCare Montana is currently seeking parttime PCAs /CNAs
for our Billings, Roundup, Hardin and surrounding areas.

We offer Competitive Wages, for agency based: Low Premium

and Low Deductible Insurance, Personal Leave, Portal to Portal,

Holiday Pay (if worked). Need training® No problem. We offer
training prior to employment for free.

Please visit our website
www.HomeCareMontana.org
or send a message and we
will assist you with contacting
the nearest HomeCare

Montana office. You may also
call 1-888-989-3111!!

Come join our Team.

HomeCare You Can Count On
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You've finally landed your dream job
after sending numerous applications,
impressing during interviews and waiting
toreceive confirmation. So, what’s next?

The anxiety regarding the uncertainty
of your new job can be dismal. Relax and
prepare for the upcoming journey.

If you're unsure how to act as you begin
your new occupation, check out these tips
from the career experts at Indeed.

The First Week

It doesn’t matter how qualified or
educated you are for your new position;
you're not expected to know everything
about the operation during your first week.
Take this time to familiarize yourself with
your surroundings, policies and peers.

To alleviate anxiousness, try to
introduce yourself to as many people as you
can. It shows that you're eager about the
opportunity and interested to share your
enthusiasm. This could lead to a chance

to grab lunch or coffee after befriending
a coworker. Their knowledge of the
environment will be an advantage.

The First Month

At this point, you should be settling into
your new role. Now is a good time to begin

Build your career
with Rocky Mountain Contractors

Our industry is fast-paced, constantly changing
and in high demand. We offer a hardworking

team environment where employees are
appreciated for their personal contributions.

www.rockymountaincontractors.com

Once you've got the job

organizing tasks and determining how to
perform them efficiently.

After the first month, your coworkers
and managers are likely becoming more
comfortable with you also and may offer
more constructive criticism than before. It’s
important to use this as a chance to grow
rather than get offended. Being humble and

open-minded can help you transition into
the new setting faster.

The First 90 Days

After the first few months, you should
have a good grasp on the responsibilities
surrounding your new role. Be proactive
in setting ambitious goals and create a
strategy for reaching them.

Once these obligations become
comfortable, step up the level of difficulty
to challenge yourself.

This is also a good time to establish
boundaries. In your first few months, you
may feel obligated to take on more work,
but after learning what you can handle,
it’s OK to say no if it will impact your
performance negatively.

Try to touch base with previous
coworkers once you settle in to the new
position. Keeping your professional
network intact is an important part of any
career.

Billings Gazette
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ST. LABRE INDIAN CATHOLIC : TEACHERS AT ST. LABRE IN
SCHOOL - ASHLAND, MT ASHLAND, MT:

Chief Operating Officer Elementary Teachers
: Middle School Teachers
Pre K-4 Intervention

Director of Native American

Culture & Language 5o
3 Specialist
Director of Planned Giving & High School Counselor
Major Gifts Vocal Music Teacher
: K-8 PE Teacher

PRETTY EAGLE CATHOLIC ACADEMY:
ELEMENTARY TEACHER ¢ LIBRARIAN

Excellent Benefit Package!

Interested applicants contact: Shawna Blankenship
sblankenship @stlabre.org

(406) 784-4518

Visit https://www.stlabre.org/about-us/career-opportunities/
to view all vacancies and job descriptions.
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