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SUPERIOR CAREER SPECIALIST

Career Preparation
Guide
A practical guide to presenting your experience clearly and approaching career
opportunities with confidence.

PRACTICAL CAREER RESOURCE
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01 / CAREER PREPARATION

Building a Strong Professional Profile
A strong professional profile gives employers a clear, consistent view of your experience,
strengths and direction.

• Define the work you want to be known for.

• Describe achievements with context, action and evidence.

• Keep your resume, LinkedIn profile and professional introduction consistent.

• Use direct language and remove unsupported adjectives.
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Resume Preparation
Your resume should make relevant information easy to find and give each role the
appropriate weight.

• Start with a focused professional summary.

• Prioritise outcomes, decisions and contributions over routine duties.

• Tailor keywords and examples to the target role.

• Use readable headings, consistent dates and simple formatting.
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ATS Resume Basics
Applicant tracking systems read structure and text before a hiring team reviews the
document.

• Use conventional section headings such as Experience and Education.

• Avoid text boxes, complex columns and essential information in headers.

• Match relevant terminology from the job description naturally.

• Keep an editable master resume and save a tailored copy for each application.
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LinkedIn Profile Essentials
LinkedIn should reinforce your professional positioning while remaining natural and easy to
scan.

• Write a headline that communicates role, expertise and direction.

• Use the About section to connect your experience into a coherent story.

• Add concise achievement-led descriptions to key positions.

• Review skills, contact details and profile visibility regularly.
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Career Positioning
Career positioning connects what you have done with the value you can offer next.

• Identify the problems you are trusted to solve.

• Choose examples that support your intended direction.

• Explain career changes through transferable value rather than apology.

• Prepare a short introduction for networking and interviews.
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Interview Preparation
Preparation helps you answer with clarity without sounding rehearsed.

• Research the organisation, role and likely priorities.

• Prepare structured examples for achievements, challenges and decisions.

• Practise concise answers that include relevant context and outcomes.

• Prepare thoughtful questions about expectations, team and success measures.
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Professional Branding
Professional branding is the consistent impression created by your words, work and
interactions.

• Choose a professional tone that feels natural to you.

• Keep visual presentation restrained and appropriate for your field.

• Make evidence and expertise more prominent than slogans.

• Review public profiles for accuracy and consistency.
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Career Planning Checklist
Use this checklist before beginning an application or career transition.

• Clarify target roles, sectors and locations.

• Update your achievement record with recent examples.

• Prepare a tailored resume and complete LinkedIn profile.

• Identify references and reconnect with relevant contacts.

• Set a realistic weekly plan for research, applications and follow-up.

• Review progress and adjust your approach using evidence.



SUPERIOR CAREER SPECIALIST 6

Ready to strengthen your
professional profile?

Explore Superior Career Specialist Services

https://superiorcareerspecialist.com/services


