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Before We Begin...

The hiring process is a comparative process. In this process you
will be compared to:

*  The minimum requirements and desired skills noted in the job
posting

« The strengths of the other candidates in the applicant pool

It is possible to be a well-qualified candidate, but not the best
qualified candidate in the applicant pool.

Following the guidance set forth in this presentation is not a
guarantee that your candidacy will result in an interview or
selection for a position, but it could increase your chances.
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Should | Apply?

The choice is yours and you should consider the following:

Are you truly interested?

Can you reasonably respond to all of the minimum requirements noted
in the job posting with specific examples from your past?

Many employers—including LANL—will require that you meet all of the
minimum requirements to be officially considered for the job.

Can you reasonably respond to at least some of the desired skills
noted in the job posting with specific examples from your past?

Candidates who receive offers not only meet all of the minimum requirements,
but frequently meet some—if not all—of the desired skKills.

Los Alamos National Laboratory is a Government Contractor and follows OFCCP
hiring guidelines; candidates not meeting all of the minimum requirements noted in
the job posting cannot be considered applicants for the position.
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Better Practice Resumes

Resumes typically include six key areas:

(<

Name and contact information
Professional summary or objective
Summary of skills or key competencies
Work history and experience
Education

Additional information (publications,
presentations, awards, recognition, etc.)
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FIRST NAME LAST NAME

Streel Addredd, City, Stale Dip Code | H: Home Phane Humber | C: Cell Fhoms Humber Email Addriid

Professional Summary

Your summary i an introduction that sets the tone for the rest of your resume. It is imended
ko provide a broad overview of your professional background. It should emphasize the skills,
experience and knowladge that you can olfer & patertial employer. Try 1o Tacus 60 & single
main idea that shows why you're the perfect fit for the job,

Highlights
= Enter &8 skills & Dol use punc tustion
s Capitalize first word only #  Don't go inko too much detail
& Use abart phraded »  Choode ikilld modl relévant Lo
& Write in present terse emiployers
w e the same number of skills ineach
calumn
Experience
Project Manager Jan 300 1o Sep 3013
&lpha Enterprises — Chicago, IL
= Describe your responsibilities and the accomplishments you achieved while working at
this job, focusing on the tasks and rewults mast relevant to the position youre applying
for.
& Use bullet points rather than complete sentances, and don't end with a period,
=  Be as specific as possible, and use numbers to showcase and highlight your attributes
and achievements,
*  List your jobs in reverse chronclogical onder, beginning with the mest recent.
Intern Juln 3009 1o Des 2009
Omega Systems = Springfield, IL
#  Include all jobs relevant to the opportunity youre applying far, including volunteer
positions and interrehips.
Education

Bacheler of Sclence, Marketing 2006
Urversity of llinoés — Springfield, IL

Additional Information

#  Use active verbs lke “created”, “led”, “improved”, "managed”, etc. to emphasize your
sccomplishments and initiative Qur TextTurer™ can suggest industry-speciiic
examples that you can use or modify to suil your meeds If you have experience that ks
urrelated Lo the position you're applying for, move It to & separate section or consider
leaving It out completely




Tailor your resume to the specific opportunity

Ensure the professional summary or
objective sounds like the job you are

applying for

Ensure the summary of skills or key
competencies match the language
used in the job posting (also assists
with key word searches)

Ensure work experience descriptions
positively address the requirements
noted in the job posting

|
FIRST NAME LAST NAME

Streel Addredd, City, Stale Tip Code | H: Home Phane Humbéer | C: Cell Phome Bumber Email Addreii
Professional Summary
Your summary & an introduction that sets the tone Tor the rest of your resums. It i intended
b provide a broad overview of your professionall backgrownd. It should emphasize the skills,

enperience and knowladge that you can alfer & patential employer. Ty b faous 6f a Singhe
main idea that shows why you're the perfect fit for the job,

Highlights

&  Emler &8 skills & Dot use punc tustion
¢ Capitalize first word only »  Dont go nko too much detal

Ue dhart phraded w  Choode ikilli modl relévanl Lo
#  Wirite in present terse employers
@ e the same mumber of skills in each
calumn

Experience
Project Manager Jan 300 to Sep 3013
Alpha Entarprises — Chicago, IL
= Describe your responsibilities and the accomplishments you achieved while working at
this job, focusing on the tasks and rewlts mast relevant to the position youre applying
for.
& Use bullet points rather than complete sentences, and don't end with a period,
= Be as specific as possible, and use numbers to showcase and highlight your attributes
and achievements,
#  List your jobs in reverse chronological onder, baginning with the mest recent.
Interm Jun 00T o Dec 200%
Omega Systems = Springfield, IL
& Include all jobs relevant t the oppontunity you're applying for, including volunteer
positions and interrehips.
Education

Bacheler of Sclence, Marketing 2005
Urdversity of llinoés — Springfield, IL

Additional Infermation

#  Use acthor verbs Hke “oreated”, “led”, Improseed”, “managed”, ebo. to emphasize your
sccomplishments and initiative Our TextTumer” can suggest industry-specific
examphes that you can use or modify te sull your needs If you have experience that ks
urrelated Lo the position youre applying for, move It 1o & separate section or consider
leaving It out completely

While tailoring your background and experience to sound more like the specific opportunity
you are applying to is acceptable, never lie or intentionally misrepresent yourself.
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Sell! Sell! Sell!

It's not only about what you did, but how well you did it.
Quantify and qualify your results.

Meh.
Conducted audits and implemented process improvements

Wow!

Conducted audits and implemented process improvements that resulted in a
$540,000 savings and increased customer service ratings; initiative was
nominated for a Best Practice Award by the National Quality Society

Demonstrating positive results with meaningful impact can separate

you from other candidates with similar backgrounds and experience.

—
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Additional Resume Tips

Ensure the summary of skills section is to-the-point (think “Executive Summary”) and
that words match phrases used in the job posting

In the work history and experience section use action verbs and keep phrasing in the
past-tense

If the position you are applying for requires “the ability to obtain a clearance,” note in
your resume if you have/had a clearance and/or are a U.S. Citizen (U.S. Citizenship is
typically required to obtain a clearance)

If applying for a student internship, ensure you include your GPA (GPA is a minimum
requirement for student internships at LANL: Undergraduate—3.0; Graduate—3.2)

Save your resume as a PDF to protect formatting

Label your saved resume with your last name, job posting number or job title, and
“resume” or “cover letter”
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Successfully Applying for a Job at LANL:
The Importance of a Cover Letter

To be considered for a position applicants must apply online (unsolicited
cover letters and resumes are not accepted)

The Laboratory typically uses selection committees with scoring matrixes
based on the minimum requirements and desired skills noted in the job
posting

To increase their chances of being selected for an interview, candidates
should include a cover letter that addresses each of the minimum and as
many of the desired skills as possible individually (i.e. “copy-and-paste” and
address each requirement with a few bullets or a small paragraph)

Cover letters may be longer in length than resume/CV, which is typical and
expected (LANL-centric practice; may not be advisable for other employers)
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Brief introduction. Explain why you
are interested in the position.

Your responses to each of the
requirements noted in the job

posting. Requirements are copied —

and pasted from the job posting.
Responses are a few bullets or a
small paragraph.

Brief closing. Thank the hiring

official for their consideration and

request an interview.

Los Alamos
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The LANL Cover Letter includes three key areas

FIRST MAME LAST NAME
Addrass * City State® Email * Phone

Maonth, Day, Year

MName
Title
Company
Address

Dear Ms. Manager,

This is the saction where you write|z brief description of why you are
interested in the job. This is the section where you type a brief
description of why you are interested in the job. Here is how you meset
the requirements noted in the job posting:

This is the first requirement [copy and paste from job posting).
This is 3 brief description of the wonderful things you've done in the
past and how they clearty demonstrate that yvou meet and hopefully
even succeed the requirement. You are great!

This is the second requirement [copy and paste from job posting).
This is a brief description of the wonderful things you've done in
the past and how they clearly demonstrate that you meet and
hopsfully even succeed the requirement. You are great!

This is the third reguirement [copy and paste from job posting).
This is 3 brief description of the wonderful things you've done in
the past and how they clearly demonstrate that you meet and
hopefully even succeed the requirement. You are great!

This is the part where you guickly thank the hiring official for their
consziderstion and request an interview.

Sincerely,

Your signature and name




Identify common skills, knowledge, and abilities in
your cover letter responses if requirements are not
specifically detailed

Example:

If the requirement is “Demonstrated management experience,” and you have
never served in an official capacity as a “Manager,” you might write:

| have successfully mentored nine students and served as a Project Leader,
including oversight of budgets and participating in the selection and
performance management of team members. Additionally, | will be completing
a Master’s in Business Administration in early May with an emphasis in
Organizational Development (current GPA is 3.85/4.0).

Some requirements can be intentionally broad to allow hiring officials the
flexibility to gauge responses. Always appropriately measure responses
to requirements. Never lie or over-exaggerate your experience.
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If you are selected for an interview, be prepared to:

Learn about LANL and the specific hiring organization
Leverage this information throughout the interview.

Talk about previous experiences as they relate to the minimum

requirements and the desired skills noted in the job posting
Similar to your cover letter, prepare an example from the past that
demonstrates how you meet each requirement individually.

Express why you want the job
Why is LANL’s mission important to you and how does this opportunity
fit into your overall career objectives? Avoid statements like “I really
need a job” or “LANL has excellent compensation and benefits.”
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If you are selected for an interview, be prepared to:

Honestly discuss your strengths and developmental needs
Avoid developmental clichés like “I'm a perfectionist.” Instead,
transparently discuss your developmental areas and what you’ve
done to address them.

Ask questions related to the job’s duties and responsibilities at the end
of the interview

Always begin with something similar to: “Is there anything | haven't
answered to your satisfaction that you’d like me to revisit?”

Express interest and passion
Avoid appearing aloof or above the opportunity (this tactic typically sinks
candidates).
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HOW TO APPLY: External Candidates

For more information:

Visit the "How to Apply" page on our website

i Los Alamos )


https://www.lanl.gov/careers/apply

Applying to Los Alamos National Laboratory:
Our Careers Page is: https://lanl.jobs/

Click ‘SEARCH ALL JOBS’

SEARCH

Be part of
something
extraordinary.

Your challenge awaits.

1% Los Alamos

Use keywords or category
Search Jobs o R e filter to find jObS

FILTER
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https://lanl.jobs/

Click ‘Apply’

ABOUT v BENEFITS VETERANS STUDENTS AND POSTDOCS
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Accounting Assistant 4

COVID Vaccine Mandate for Los Alamos National Laboratory

PLUTONIUM MISSIONS EVENTS

Talent Community

SEARCH ALL JOBS

SEARCH

SHARE THIS PAGE: @ (

The COVID vaccine is mandatory for all Laboratory teleworking and on-site employees, postdocs, students, and on-site contractors and subcontractors, unless

granted an accommodation under applicable state or federal law.

The Controller Division is seeking to hire a highly motivated, energetic and customer-focused Accounting Assistant 4 to
provide support to the Disbursements Relocation group (CNTL-DISB).

The selected candidate will report to the CNTL-DISB Group Leader and will perform all duties associated with relocation for
awide variety of customers and will provide account status updates and accurate information on relocation, regulations
and processes. Administrative duties include answering incoming telephone calls, routing of inquiries and assisting team
members in meeting established performance measures. In addition, the individual will become familiar with Microsoft
Access which houses the relocation application used for reimbursements. The employee may be required to assist
personnel in creating expense reports in the Concur Travel System and process travel expense reports. This will be done
using analysis and judgement in gathering, selecting, and interpreting data. The individual will work with travelers to solve
problems that may be complex and/or non-routine. The position requires excellent customer service and effective
communication. Ability to produce, clear, well-written correspondence is critical. Must be flexible with the work schedule
and have an excellent record of availability.

What You Need

Los Alamos
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Req. Number:
IRC106615

Organization :
CNTL-DISB/ Disbursements and Travel

City, State:
Los Alamos, New Mexico

Salary:
$49,600 - $76,300
Recruiter Name:

Jiron, Sue Antoinette (Antoinette)

Recruiter Email:
sajiron@lanl.gov

Similar jobs:

MBA Custodian (Material Control &



This is the LANL internal applicant tracking system:
Click ‘Apply Now’
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ility  Job B:

Vacancy Name: IRC106615

Add To Basket Email Posti Apply Now

Description

Job Title Accounting Assistant 4
Location Los Alameos, NM, US
Organization Name CNTL-DISB/ Disbursements and Travel
Minimum Salary 49600
Maximum Salary 76300

What You Will Do

The Controller Division is seeking to hire a highly motivated, energetic and customer-focused Accounting Assistant 4 to provide support to the Disbursements Relocation group (CNTL-DISB).

The selected candidate will report to the CNTL-DISB Group Leader and will perform all duties associated with relocation for a wide variety of customers and will provide account status updates and accurate
information on relocation, regulations and processes. Administrative duties include answering incoming telephone calls, routing of inquiries and assisting team members in meeting established performance
measures. In addition, the individual will become familiar with Microsoft Access which houses the relocation application used for reimbursements. The employee may be required to assist personnel in creating
expense reports in the Concur Travel System and process travel expense reports. This will be done using analysis and jud in gathering, selecting, and interpreting data. The individual will work with
travelers to solve problems that may be complex and/or non-routine. The position requires excellent customer service and effective communication. Ability to produce, clear, well-written correspondence is
critical. Must be flexible with the work schedule and have an excellent record of availability.

What You Need

Minimum Job Requirements:
Accounting Experience
Advanced knowledge and experience in accounting, accounts payable bookkeeping or similar. Experience working with a large travel organization. Knowledge of Federal Travel Regulations.

Technology
Experience or ability to learn and use the various financial software programs and Enterprise Resource Planning (ERP). Intermediate or advanced working knowledge of Microsoft Office Suite.

Customer Service
Proven strong customer service and interpersonal skills with the ability to interact with all levels of employees, vendors and management. Proven team attitude. Ability to communicate effectively both orally
and in writing.

Organizational Skills
Demonstrated experience organizing and prioritizing tasks with the ability to work effectively under pressure with frequent interruptions and changing priorities. Proven record of high productivity, accuracy and
attention to detail.

Education/Experience:
The position requires a minimum of 5 years related experience; or, an equi combination of
and/or education may be expected, such as college level business courses.

and experience directly related to the occupation. At this level, additional training, certification,

1% Los Alamos
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Register (new user) or Login (existing user)

‘@ LOS Alamos iRecruitment

NATIONAL LABORATORY

Accessibility Job Basket

Note: If you are not already registered you will be asked to
complete a quick profile before you are applied to the
position.
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For those who are already registered, attach files and
complete process

‘@ LOS AlCImOS iRecruitment

NATIONAL LABORATORY

bility Job Basket

Review Documents/Personal Information Enter Application Details Enter Disability Information Enter Veteran Information Review
) Basic Details ) Address & Phone Numbers
Application: Review Account IRC50229

Please review your personal information. Add additional documents (e.g., resume, cover letter) if neede
applying.
* Indicates required field

th the vacancy name for which you are Cancel | |Step 1 of 5: Review

File Name Ty OE Upload Date Description Delete
No results found.

Add
#TIP Upload resumes, cover lettgls, CVs, transcripts, etc

(A Return to Top

* Last Name

* First Name
Middle Name/Initial |

* Email Address _

Email Validation Code

Address

(Al Return to Top
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If you are having issues creating an account, please
make sure the special characters you are utilizing in
your account are only the following: (% *'#3$ * ()
+:5,] 7).

The program will also experience an error if you use
the web browser arrows to navigate through the
program. If you need to go back, please use the back
button in the program or use the Home button and
start your action again. Using the web browser
navigations will most likely result in a Support id error
code.

If you are having problems entering your Personal
Information or Employment History & Education then
only enter the Required Fields. That information
should be reflected in your resume and cover letters
that you will attach to your file.

If you are having trouble uploading an Adobe pdf file,
then convert it to a Microsoft Word document and try
the upload again. Some versions of Adobe have
issues with our application.

Use a different web browser. For instance, if you are
using Firefox you may also want to try Internet
Explorer or vice versa. If you are using a mac, there
are issues with the Safari web browser, so please try
Firefox

Los Alamos
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Common Application Issue Resolutions

If you are still having issues, you should delete you
cookies and browsing history. We have found that if
the site was not exited by logout, it can retain packets
that interfere with the next log in.
If you are using Internet Explorer under Tools in
the toolbar click Internet Options. Under the
General tab, please delete Browsing history and
click the Ok button. Restart the application and try
to finish your application process.

If you are using Mozilla Firefox under Tools in the
toolbar click Options. Under the Privacy tab, click
on clear your recent history and also click remove
individual cookies. Click ok, restart the application
process and please let me know if this does or
does not work.

If deleting your cookies and history doesn't solve the
issue, you will need to go into your control panel,
double click on Java, click on the settings of your
Temporary Internet Files and make sure the box is
checked to "Keep temporary files on my computer.”,
then delete files. This will clear the cache on your
Java files that gives that JSP error.



Apply Help and EEO Reminder

How to get help with the LANL online application process
Visit the help page by clicking here
Send an email to applyhelp@lanl.gov or call 1-505-664-6947, opt. 3.

LANL is an Equal Opportunity Employer

Los Alamos National Laboratory is an equal opportunity employer. All employment practices are
based on qualification and merit, without regard to protected categories such as race, color,
national origin, ancestry, religion, age, sex, gender identity, sexual orientation, marital status or
spousal affiliation, physical or mental disability, medical conditions, pregnancy, status as a
protected veteran, genetic information, or citizenship within the limits imposed by applicable
federal, state and local laws and regulations.

The Laboratory is also committed to making our workplace accessible to individuals with
disabilities and will provide reasonable accommodations, upon request, for individuals to
participate in the application and hiring process.

To request a disability accommodation, email applyhelp@lanl.gov or call (505) 664-6947, opt. 3.
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Your LinkedIn profile is your brand to build

1. Photo

For starters, add a photo. It helps you build credibility with others and be - N, — ”i”i?mgefﬁé'

authentic. It doesn’t need to be perfect or professionally shot. Just choose )

something recent that shows the real you. And when you upload it, you A Mo ) urkesn

can enhance it with our fiters. ot 8 oo
=3 o |- B i

2. Location S e e i

Details are good. The more you add to your profile, the more LinkedIn

can help you find your next opportunity. When you add your location, Experience

you're more likely to be contacted by recruiters and employers about jobs o f“':’i“f°°”'““"""'°f"’”‘"°°"

in your area.

3. Summary s ooy i e e e w4
TG

This is your career snapshot. Think of it as your personal “elevator pitch.” o @ ER"

Describe what you do and highlight your strengths. Pro tips: Stick to a few ' i

short paragraphs. Lose the jargon. And be your authentic self. oo

University of Miami
0 wu 5%

Bachekor of Science, Medka Management and Sport Administration

Activities and Societies: Dean's Student Circle, University of Miami Television

4. Experience

Starting with your current position, write about projects, accomplishments, Skils & Endorsements
and the value you bring to your team and organization. Keep it clear and W il i i A s
concise. Bullet points work great here. e

e e &
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Your LinkedlIn profile is your brand to build, continued

5. Pictures and videos

Adding media is a great way to engage other
people. Posting photos, videos, and more helps you
tell your professional story in eye-catching ways.

Marquise McCoy « 2nd [ unkean

Corporate Communications Manager at Linkedin o ity of Mismi
: 1 Seecomactinte

m uno- More S8 500+ conections

6. Education

Passion and purpose are key in Ke. in my professional career, this manfests as an ethical external
communications professional bulidng culture at Linkedin a3 the Corporate Communications Manager

Be sure to include where you went to school and e s e
what you studied. People who list these details get s
up to 11x more profile views. O [ Somecommons e

7. Endorsements

Add skills you want to be known for—and that your
connections can endorse you for. Every new
endorsement adds credibility to your profile.

Education

University of Miami
0 u

Bachelor of Science, Modia Management and Spoct Admiristration

Activities and Societies: Dean's Student Circle, University of Miami Television

Follow our LinkedIn page for the latest stories and
career opportunities! et st

o Soclal Media

Public Relations - ¢4

BIN WNEman Jr. and & others Wik
‘.fm;,.. od ot this

[
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Effective Use of LinkedIn

Ensure your profile is complete, including a professional-looking photo and
engaging summary
Include multimedia in your profile (photos, videos, presentations, links, etc.)

Research and request connections with others practicing in your field and/or
working with companies you are interested in

Join LinkedIn groups relevant to your interests/industry and share
information

Join your alma mater’s groups
“Like” and “Share” information from your current employer
Give and ask for recommendations and endorsements from others

Explore best practices with the course “Rock Your LinkedIn Profile” on
Linkedin Learning

Pro Tip: LinkedIn is a powerful recruiter’s tool (including a recruiting
tool used by LANL). Ensure your profile has all the words, phrases, and
affiliations you would want to be “discovered” for.

AAAAAAAAAAAAAAAA


https://bit.ly/31TXPUZ

	Slide 1: Hiring Process Guidance for External Candidates
	Slide 2: Agenda
	Slide 3: Before We Begin…
	Slide 4: Should I Apply?
	Slide 5: Better Practice Resumes
	Slide 6: Tailor your resume to the specific opportunity
	Slide 7: Sell!  Sell!  Sell!
	Slide 8: Additional Resume Tips
	Slide 9: Successfully Applying for a Job at LANL: The Importance of a Cover Letter
	Slide 10: The LANL Cover Letter includes three key areas 
	Slide 11: Identify common skills, knowledge, and abilities in your cover letter responses if requirements are not specifically detailed
	Slide 12: If you are selected for an interview, be prepared to:
	Slide 13: If you are selected for an interview, be prepared to: 
	Slide 14: HOW TO APPLY: External Candidates  
	Slide 15: Applying to Los Alamos National Laboratory:  Our Careers Page is: https://lanl.jobs/
	Slide 16: Click ‘Apply’
	Slide 17: This is the LANL internal applicant tracking system: Click ‘Apply Now’
	Slide 18: Register (new user) or Login (existing user)
	Slide 19: For those who are already registered, attach files and complete process
	Slide 20: Common Application Issue Resolutions
	Slide 21: Apply Help and EEO Reminder
	Slide 22: Your LinkedIn profile is your brand to build
	Slide 23: Your LinkedIn profile is your brand to build, continued
	Slide 24: Effective Use of LinkedIn

