
Dr. Tara N. Lewis

Communication Skills for Job 
Searching and the Workplace



What to expect:
Today you will learn skills and tools that will help you navigate 
the job search and successfully promote yourself to potential 

employers now and throughout the 
course of your career.



Types of communication
Verbal 

Active Listening 

Written

Nonverbal

Interpersonal



Challenges faced by people with 
Moebius Syndrome

Difficulty with facial expressions and nonverbal 

communication.

Challenges with speech and swallowing.

Other?



Nonverbal Communication

http://www.youtube.com/watch?v=qsXW_dNlD78
http://www.youtube.com/watch?v=kMMmnJJd5AY


Written Communication



Interpersonal Communicaton

http://www.youtube.com/watch?v=t685WM5R6aM


How to Design Your Career

Be 

Curious

Talk to People Try Stuff Tell Your Story!



Job Search 
Statistics 

• Over 80% of jobs are found through networking

• 75 percent of resumes are rejected before they 

reach the hiring manager

• 77 percent of recruiters rely on LinkedIn

https://www.topresume.com/career-advice/7-top-job-search-statistics

• Only about 5 applicants out of hundreds actually earn a 

face-to-face interview 

• The average job search in the U.S. takes 5 months 

• The average time spent looking at a resume 

       is 7 - 12 seconds



Career Strategy 
Toolbox

Resume

Employer Research

LinkedIn & Handshake Profile

Networking

ATS friendly, well formatted, professional, 
tailored to the job

Know before you apply. Know so you can 
tailor. Know who to connect to. 

Professional but with a personal slant 

Asking for directions. 
NOT asking for a job 

Cover Letter
Stand out!  Speak to what they are looking 
for



Navigating the 
Interview 
Process

Prepare responses to common interview questions, 

practice active listening, and use nonverbal cues to 

communicate confidence and interest in the job.



Types of Interviews

In person Virtual 

One-way video

Live video

Panel or group



Interviewing
Body Language 

Tone of Voice 

Disclosure 

Common questions and how to answer 



Tell Me about Yourself
Current  |  Past  |  Future  |  As it relates to the Job

Practice! Practice! Practice! 

Skills | Experience | Accomplichments | Tasks

http://www.youtube.com/watch?v=wmlzri690-0&t=69


Behavioral Questions

ituationS
askT
ctionA
esultR



Dress for Success

https://www.candidcareer.com/video-dress+for+success,9979b8de601f81461032,Uwosh


Confidence



1st 30 days on 
the job

• Build relationships with colleagues

• Learn and absorb information - take notes

• Seek feedback and act on it

• Adapt quickly to the work culture

• Be reliable and meet deadlines



Q&A

tnlewis13@gmail.com


