NAPNAP Career Resource Guide

V.

TABLE OF CONTENTS

Page
INFrOdUCHON ... 1
A. Tobe an NP or notto be an NP2 .. ...........ccoiiiiiiiiiicccce et 1
B. EXPlOre YOUr OPHONS ......c.oveeiiiiiiiiiiciciictie ettt ettt ettt en e 2
C. SEHING QOIS ...ttt 2
D. Continuing your education and training...........ccccoeuiriiiiiiiiieiiieiee et 2
E. The search for the right job..........cooiiiiiii e, 2
Resumes, Cover Letters, Applications and References.................... 3
AL RESUMES .ottt ettt et ettt et e ettt e e bt e et eeenaeeen 3
1. ON-liNE FESUMES ...ttt ettt 3
2. TradiioNal FESUMES .........c.iiitiieiiici ettt es e enas 3
3. Doing the reSearch ...........cc.oviiiiiiiiiicc e 4
4. Developing a self-inVentory ..............ccooiiiiiiiiiiiicecc e 4
5. Perceived WEOKNESS ...........c.oiiiiiiiiiciiicte ettt 6
6. Job objective or SUMMAry ........c.ooiiiiiii 6
7. Writing the first draft ...........ocooooiiii é
8. Common resUME fOrMaS ..........c.oviiuiiiiiiiiii ittt 7
9. Deciding which format to chOOSe...........ccveuiiiiiiiiiciicicccee e 8
10. Designing and editing YOUr FESUME. ...........c.ooveuiiiiiiiieiieiiieiee ettt %
B, COVEI BHEIS. .. .ottt bttt ettt enns 10
C. Completing application forms ..............c.ocoiuiiiiiiiiicice e 11
D. REFEIENCES .....ovieieiiieeite ettt bttt 12
Conducting Your Job Campaign. ..., 13
A. Organizing Your SEArCh .........coiiiiiiiiiiiiet et 13
T, Successtul NEIWOIKING ...........ciiiiiiiiiiiiice ettt 13
2. APProaChiNg CONMACES ..........iieeieeietieeietce ettt ettt 14
B. Sources of Job eads ..........ouiuiiiiiiie e 15
Seeking Out of Town Opportunities....................... 16



NAPNAP Career Resource Guide

V. Interviewing Techniques......................n. 17
AL DO YOUF FESEANCN ...ttt ettt ettt e s et ss e eae e 17
B. Practice, practice, PractiCe ..........ooouiiiiiiiiiiiiiiiiic e 17
C. GEHNG ON INIEIVIEW ...ttt et e ettt e et e e e et ee e e e eibaeeeenaes 17
D. Prescreening iNTEIrVIEWS. ........coouuiiiiiiieiiiee ettt ettt ettt e ettt e et e e et e e 18
E. Typical interview format...........cocvouiiiiiiiiiiiiieieee ettt 19
F. Common INterview QUESHONS.......co.uiiiiiiiiiiiee et e et e e e e 19
G. Questions to ask during the INFErVIEW ............cccveiiiiiiiiiiceceec e 23
VL. After the Interview ... 24
A. Evaluating your PerforMmanCe .............c.ocviiiiiuiiiiiei et 24
B. TRaNK-YOU [EHEIS ......c..oviiiiciiiiiciee ettt 24
C. FOlOWING UP ..ttt bttt 25
VII. Once You Get the Job ... 25
A, Contract NEGONAIION ...ttt ettt e et e e 25
B. Do | need individual malpractice/liability insurance?.................ccocveviiiiiiiiceeeee 26
C. Get to know your State Board of Nursing's rules and regulations ...............ccccooveiiiiiiiiiiee, 27
D. Getting information about Provider Numbers ...............cccccooiiiiiiiiiiiiicccee 27
E. Performance appraisals ..............c.ooviiiiiiiiiioiieeeee e 27
VIII. New OpportuNti©s ... 28
IX. Recommended Readings ... 29
Xe APPENAICES ... 30
Appendix A:  Guidelines for New PNP Graduate Job Seekers..............cccooiiiiiiiiiiiiieicieicece e, 30
Appendix B:  Establishing a PNP Presence in a Primary Care Practice..............ccooovoieuioieeieieieicieeieieeee, 31
Appendix C:  Guidelines for Establishing a PNP Entrepreneurial Practice ...............cccooeieiiiiiiiiciece, 32
Appendix D:  What Every PNP Should Know About Reimbursement................ccccooveirieiiieiiieicieieeeee, 34
Appendix E:  Guidelines for Credentialing and Privileging.................ccccvoviiiiiiiiiiieccccceeee e, 37
Appendix F: SAMPIE RESUME .........oviviiiiiiiiiiiiiiccc ettt 39
Appendix G:  Action Words 10 Use in RESUMES ...........cooviiiiiiiiiiiiiiiiiicietceeeete et 41
Appendix H:  Sample Cover Leter..............oc.iiiiiiiieieeiieceieeeeee et 42
Appendix I:  Sample Performance Appraisal ...............cooiiviiiiiiiiiiiiceee e 43
Appendix J:  Job Connections Checklist .................cooiiiiiiiiiiiiiiccce e 45





