
Tips for Technical Communication Job Seekers 

The essential questions 
• Do you have the skills required to do this job? 
• Will you be happy working in this job? 
• Will this team be happy working with you? 

Before you apply 
• Read the job description fully and carefully. 
• Map the location and directions. If it's not 100% telecommuting, are you willing to make the required commute? 
• Research the company: Glassdoor, LinkedIn, Google 
• Get info from any contacts you have who've worked for the company. 
• Search for yourself on Google, LinkedIn, Facebook, and so on. What will the employer see? 
• Decide how much salary you should ask for. Do your homework in advance--DON'T make it up on the spot. STC's salary 

survey is a great tool for this. Note: self-reported salary surveys tend to be slightly inflated over actual salary data. 

Resume 
• Absolutely error-free or it gets thrown out! No spelling or grammar mistakes, typos, inconsistent spacing or formatting, 

and so on. Proofread. Proofread again. Then have someone you trust proofread. Tech comm managers are the pickiest 
reviewers on Earth. They WILL spot any imperfections (and will count them against you). Your resume must be flawless! 

• Single page is best, never more than two pages. True tech comm pros are concise--demonstrate that skill. 
• Be truthful. 
• Avoid personal information. Stick to business. 
• Don't list an objective--it hurts more often than it helps. A summary of your skills is okay, but likely to be skipped. 
• Don't say "References provided upon request." Nobody refuses to provide references. Save the space for meaningful info. 

Resume - additional considerations 
• If you have the opportunity, tailor your resume to the specific job description. 
• Don't be clever. Unusual, "clever" resume designs usually backfire. 
• Links to your LinkedIn profile or online writing samples make the hiring manager's job easier. They will like you for this. 
• Generally, avoid including hobbies and interests. Golf, scrapbooking, horses... whatever your thing is, SOMEONE has a 

reason to dislike it. Include hobbies only if you're very confident that they connect with the specific job or work group. 

Cover letter 
• Becoming less common due to electronic resume submission. Provide if requested or if it's an "old school"-type employer. 
• Keep it brief. 
• Highlight the experience and skills relevant to that specific company and job. 
• Again--must be absolutely error-free! 

Writing samples 
• Maintain a well-organized, professional portfolio. Your resume gets you noticed, your portfolio gets you hired. 
• Cleanse your samples of confidential information. Remove company and product identifiers, if necessary. 
• If you can make your portfolio available online, it saves the interviewer from having to ask for it. 
• Don't send someone a big collection of files. Filter and target based on the job description--3 or 4 documents is enough.  
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Before the interview 
• Prepare to discuss and give examples about: 

o Strengths. (What do you better than most people? It's not boastful to honestly self-evaluate and sell yourself.) 
o Weakness. (Everyone has them; your candor is appreciated. What challenges you? What are you doing about it?) 
o Your greatest achievements. 
o How you work on a team / collaborate. (For tech comm, especially how you work with editors.) 
o How you handle conflict. 
o How you handle failure. 

• Be well-rested. 
• Dress and groom appropriately. 
• Be on time. Better, arrive a few minutes early. 

During the interview 
• Focus. (No distractions such as food, coffee, watch, cell phone, gum, and so on.) 
• Listen! 
• Mind your body language / non-verbal cues, especially eye contact. 
• Don't ramble. Stay on-topic and keep your answers concise. 
• Take notes. 
• Be willing to take a writing/editing test. Read all directions carefully and do your best. 

"Do you have questions?" -- YES!!! You should ask... 
About the company / workgroup About the boss 

• How did this position become open? 
• Can you describe a typical "day in the life" of the person 

in this job? 
• How would you describe the company culture? 
• How do you see me fitting into the organization? 
• What makes someone successful here? 
•  What are the biggest challenges for your team?  
• What are the opportunities for progression? 
• How is performance measured? 

• What's your background and years of 
experience? 

• How did you become a leader? 
• Please tell me about your leadership philosophy 

and management style. 
• What do you like about the company? 
• How frequently do you meet with your direct 

reports? 
• What do you value most in your team members? 

Salary discussion 
• Know what you're worth, and what your "walk away" amount is. 
• It's traditional to wait until the employer asks you for a number, but you should ask what their budget is at the end of the 

interview if they haven't brought it up. 
• Don't say "Willing to negotiate." (Instead, say "Assuming comparable benefits, perks, and work environment.") 

Closing and follow-up 
• Say thank you for the opportunity to interview, spending time with you, and answering your questions. 
• If you genuinely like the company and the people you met, are comfortable with the boss, and you want the job, ask about: 

o Status of their interviewing process - how far along are they, do they have a timeline for making an offer? 
o How would they rate you versus the other candidates? Do they have concerns about you that you can address? 

• Follow up immediately with a thank you email or letter. Summarize why the job appeals to you, and why-- based on the 
discussion--you feel like there's a good fit between you and the company / team / boss. 

• If you haven't heard anything within the timeline they gave you for a decision, call the recruiter and ask for a status update. 
(Don't call the hiring manager, unless you were explicitly invited to do so.) 
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