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SOCIAL KEYS
Impressions management techniques you want to incorporate into your
everyday routine of communicating with others.
I. Eye Contact

II. Smiling

Communication is enhanced by good eye

Positive qualities about you are

contact. Eye contact accounts for the

communicated through your smile. A smile

majority of non-verbal facial messages.It

is an accessory – it accentuates the positive.

helps build rapport and increases the level

If your smile is connected to appropriate

of disclosure in the conversations.

movements and gestures, you will more
effectively convey your trustworthiness,

Good eye contact involves – moderate eye

openness, and honesty.

movement and blinking, relaxed facial
expressions, looking at the speaker, and

Important – Be careful not to smile too

maintaining contact about 60 -70% of the

much – Overused, can convey a lack of

time.

understanding, poor concentration, or a
lack of seriousness (a smile is a natural

Tips:

emotional response to something
pleasurable). The best results occur when

Accounts for majority of nonverbal

one intersperses a reassuring smile with

facial messages you send.

his/her message. Ultimately, a good

Looking at your Speaker.

emotional response by interviewers is

Moderate eye movement and blinking.

important.

Relaxed facial expression.
Maintain contact about 60% - 70% of

Tips:

the time.
Be careful not to smile too much.
Smile should connect to appropriate
movements/responses; too much can
convey a lack of seriousness.
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III. Handshake and Greeting
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At the same time, one should be at a
comfortable length from the person. Pay

The best way to connect with someone is

attention to the motion, length of the

through a handshake. It is an indication of

handshake, and posture. Good posture

friendship and is the only time we

allows one to slightly pull the individual

automatically accept physical contact from

close to you. Motion – good motion is three

someone we don’t know.

to five good up and down motions. Do not
jerk the person’s arm. A good handshake

At an interview, a handshake is expected

allows an individual to verbalize his/her

and creates an emotional bond.It allows

greeting and to get a good grip.

one to enter someone’s personal space at
the same time allowing one to be at ease

Tips:

when the other individual accepts our
greeting.

Shake hands!! Best form of
communication; sign of friendship.

Fundamentals of a good handshake – Be

Firm grip but comfortable.

sure the grip is firm but comfortable (not

Good grasp of the other person’s hand.

too hard and not too soft). Remember, a

Palm should touch other person’s palm.

grip will vary based on the situation and

Comfortable distance from the person.

the person you are encountering. You need

3-4 good up and down motions.

to have a good grasp of the other person’s

**Speak when you shake their hand. The

hand – your palm touches the other

first and last words often remembered

person’s palm; the ring and pinkie finger

the most.

need to curl under the bottom side of the

**Maintain good eye contact; convey the

other person’s hand – hold and lift as you

message: I’m glad to be here.”

shake.
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IV. Verbal Interaction
Verbal Techniques
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V. Posture
The best body posture for conveying

Call the person by name if possible. Also,

competency, confidence, and leadership

connect the handshake with good

involves having shoulders back, chest out,

remarks, both opening and closing. Speak

and head upright. It is important to stand

upon shaking the hand. Remember, the

on the balls of your feet; this will allow you

first and last words are often remembered

to lean slightly forward; this indicates

the most.

interest in the speaker, attentiveness, and
energy.
Non-Verbal Techniques

The most important thing is to maintain

Good posture involves the way one walks.

good eye contact. The eyes should convey

Keep your walk to a medium pace; do not

the fact that you are glad to be there and

drag your feet (Do not strut).

confident.
Tips:

Tips:

Standard English (no slang),

Your posture can be seen across the

Tone,

room; conveys confidence and

Volume (Voice),

leadership.

Clarity,

Hold head upright, chest out and
shoulders back.
Standing on the balls of your feet – keep
you leaning forward slightly.
Walk to a medium pace. Do not drag
your feet or strut!
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VI. Appearance

Tips

Think about basketball, gymnastics, and

Shirts

soccer – A serious athlete enters the playing

Clean, freshly pressed and neat - white

field in the appropriate uniform prepared

or pinstripes. If not white, then

to perform. This is how one enters the

light/French is acceptable.

corporate environment – Prepared.

Long sleeves appropriate with a suit.
Large enough collar.

First impressions take seven to thirty

Cuffs – show ¼ inch below jacket sleeve.

seconds. Your job is to make a favorable

No short sleeve shirts (off-season/

first impression; this is needed to advertise,

formal dress situations), light-colored

market, and sell your skills to the best

shirts (off-season/interviews/important

company. “Perception is Reality” – One

meetings, or undershirts with prints or

wants to be perceived as self-assured,

designs.

confident, and ready to market your
abilities.

Ties
The purpose of a tie is to pull the look
together – it complements the whole
outfit.
Fabric should be silk, 2 ½ to 3 ½ inches
wide
The tie should end at the middle or
bottom of one’s belt buckle.
A tie for a solid-colored suit should
feature a small pattern (stripes, dots,
geometric patterns, and printed
patterns on a twill weave).
No bow ties
Not too loud or bright. Completely
avoid novelty ties (those with a theme
or product advertising).
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Tips - Continued

Shoes
Medium heeled (1 to 2 inches) leather

Hair/Make-up/Nails

pumps (blue/black); no sling back or

Hair – Clean, neat, professional,

open toe shoes

conservative (no teased styles, gadgets,

Shoes – Polished, properly heeled and

or multicolor).

broken in, and comfortable

Hair should be off the face (don’t want

Panty hose or stockings year round

to distract the interviewer).

(should match the color of shoes, other

In most offices, a clean shave, in fact is

than flesh tones)

preferred. Any mustache, goatee,

No sneakers or work boots.

sideburns must be well-trimmed and
clean.

Jewelry and Accessories

Nails – Manicured with light or clear

Simple earrings (should not dangle).

polish (no airbrush designs)

Pin, necklace, watch, one bracelet, one
ring per hand.

Suits, Dresses, & Skirts
Business skirt suits (neutral colors)

If you carry a bag it should be small.
Light perfume/Cologne or none at all.

Conservative suits (navy, gray, or dark
maroon.
Dresses/skirts with coordinated jackets
is acceptable.
Complementary solid color blouse is
recommended (white, cream, pastel).
When seated, dress/skirt should cover
knee.

Avoid
Showing your navel (belly button).
Exposed undergarments.
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Quick Tips:

1. Be prepared
2. Look great
3. Smile
4. Shake hands
5. Make eye contact
6. Speak clearly
7. Relax
8. Focus
9. Listen
10. Think (before speaking)
11. Tell what you can do
12. Be interested
13. Be honest
14. Be polite
15. Thank them (no tears of joy, please)
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1. No LinkedIn profile
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RESUME TIPS - 5 BIGGEST MISTAKES - AS SEEN ON CNBC.COM

Your LinkedIn should be in the top section of your resume, where your contact information (and professional website, if you
have one) is displayed.
Employers want people who are serious about advancing in their careers. This means optimizing your professional network and
proudly showcasing your accomplishments online.
Make sure you update your LinkedIn, too. Remember, your resume should feature information that’s relevant to the specific job
you’re applying for, while your LinkedIn should appeal to a wider audience and paint a more complete picture of your
background and skills.
2. Not listing (enough) hard skills and soft skills
Hard skills are related to technical knowledge and training (i.e., Photoshop, Excel), while soft skills are more like professional
traits (i.e., leadership, time management). I always suggest a 2:1 ratio — for every two hard skills, include one soft skill.
Jennifer Roquemore, CEO of Resume Writing Services, agrees. “Resumes that are flooded with too many soft skills just come off
as disingenuous. When recruiters see only soft skills, and no hard skills, it raises red flags,” she tells me.
“On the flip side,” Roquemore adds, “listing only hard skills and skipping out on soft skills can make you seem like a onedimensional candidate.”
3. An unrelated resume title
Your title should be at the top of the resume, beneath your contact information.
Keywords in your resume title tell recruiters right off the bat whether you’re an ideal candidate for the position. If you’re
applying for a job listed as “Senior Brand Manager,” for example, and your resume is boldly titled “Brand Marketing Manager,”
then bingo — recruiters will likely read on about your skills and experience.
If your resume title is “Social Media Manager,” however, then recruiters may still consider taking a look (if there are similarities
between both jobs), but they won’t be as confident that you’re a strong fit.
4. A flashy, over-the-top design
Too many bright colors, too much of one bright color, too many lines or shapes going in different directions — all these things are
turnoffs that make candidates look like they’re trying too hard.
While it should be the content that matters, most hiring managers despise flashy resumes. I’ve seen many people do this in
attempt to “stand out” from their competition. But that’s not how it works.
Ultimately, it’s all about your audience. It’s typically best to keep a simple format (i.e., black and white text, clean lines, a
consistent font), while in some industries, such as graphic design or advertising, your resume may reflect your creativity and
ability to do the type of work that the job entails. Just don’t go overboard.
5. Awkward formatting and poor grammar
Here are some of the most common formatting and grammar mistakes to watch for:
Using first person pronouns. The standard, accepted practice is to leave out personal pronouns like “I,” “my,” and “me.” So
instead of saying “I spearheaded digital marketing campaigns,” just say “Spearheaded marketing campaigns.”
Spelling out numbers. This makes it hard for hiring managers to skim through resumes for quantifiable and measurable
accomplishments. It also takes up valuable space.
Not starting bullet points with a strong action verb. Some examples of action verbs to consider: Assisted, oversaw, utilized,
led and analyzed.
Using the wrong tense. While this seems like a simple grammar fix, it’s a mistake many job seekers make. Always use present
tense when describing your current work, and past tense for previous jobs.
Too long or too short. Keep your resume length between one and two full pages. If you have little experience and are
struggling to include enough content, consider mentioning college courses, volunteer work, or even hobbies (if you can find
a way to relate them to the job you’re applying for).
HTTPS://WWW.CNBC.COM/2021/02/17/WANT-TO-MAKE-A-STRONG-RESUME-AVOID-THESE-5-BIGGEST-MISTAKESTHAT-MAKE-IT-LOOK-WEAK.HTML

New Rochelle Youth Bureau
Historical Overview 1957 - 2020

As a result of a Charter Amendment passed in 1957, the Youth Bureau's Board of Commissioners became the official arm of City Government for dealing with
the problems and concerns of youth. In May of 1963, City Council made an appropriation for the staffing of the Bureau and for other expenditures necessary for
its operation. The first Executive Director was James T. Douglass with Marilyn Baily hired as a part-time Secretary.
Mayor Alvin R. Ruskin appointed Harold Siegal as the first Chairman of the Board of Commissioners. The original Board of Commissioners was composed of
fifteen (15) members appointed by the Mayor to serve four (4) year overlapping terms, and in ex-officio capacities, the heads of the Police Department,
Department of Health, Law Department, Recreation Department, Board of Education, City Court, and Boys' & Girls' Club also served on the Board. In 1964, the
membership of the Board was increased to eighteen (18) and currently includes two (2) young people who were appointed in 1997.
Over the years, the Board of Commissioners has primarily served as Youth Advocates for all young people 21 years and under. Their overall youth advocacy
has been very diversified and has ranged from the lighting of City Ball fields for evening recreational programming to the creation of a Youth Court Program,
the sponsoring of Youth Talent Shows to the establishment of Community-based Tutorial Centers, and the sponsoring of Alcohol Awareness D.W.I. Simulation
Programs to Youth Conferences. All of these efforts have attempted to improve the quality of life for the City's youth population.
In 1965, Joseph A. Tortelli became the Executive Director and remained in that capacity until 1976 when he resigned to become Executive Director of
Renaissance, Inc. In 1964, when drafts of the pending anti-poverty legislation, "War on Poverty," became available, the Youth Bureau began to lay the
groundwork for the City of New Rochelle's participation. Council requested that the Youth Bureau submit a report on the feasibility of New Rochelle's
participation in the War on Poverty. As a result of this study, and based on the Youth Bureau's recommendation, a resolution was passed which gave official
sanction to the establishment of a Community Action Agency Program Committee. It was this data which laid the foundation that resulted in New Rochelle
being the first city in Westchester County to be funded under the aegis of the Community Action Program Committee. The Bureau also played a major role in
the preparation of proposals for Community-based Organizations, Neighborhood Youth Corps, the supplementation of youth services through the Boys' and
Girls' Club, and the implementation of a Youth Group Work Center. The Bureau also agreed to undertake the operation of the Neighborhood Youth Corps and
the Youth Group Work Center until a more permanent arrangement could be made.
In March of 1965, the Youth Bureau entered into a contractual agreement with the New Rochelle Community Action Program Committee for the operation
of a Youth Extension Service Center. This proposal, prepared by the Bureau, was designed to combine an outreach approach with a group work center, and
would seek to serve youth primarily from the target areas as designated in New Rochelle's presentation to the U.S. Office of Economic Opportunity. Its staff
included a Director, a full time worker, and a part time secretary. The weekly attendance was two hundred and twenty three (223) youngsters. A special
tutoring program was also implemented and sixty two (62) students were recruited for this program. They were tutored by thirty (30) students from the
College of New Rochelle and Iona College on a weekly basis. Subjects included Spanish, Geometry, World History and Social Studies. The entire program was
turned over to the New Rochelle Community Action Agency on August 1, 1966.
In 1968, former Executive Directors Paul D. Dennis, Jr. and Joseph A. Tortelli, in conjunction with several former members of Day Top formed the Renaissance
Project, Inc., in an attempt to help the youth of our community who were involved with drugs. The program is now a separate entity and receives limited funds
from the City.
Today, the New Rochelle Youth Bureau and its Board of Commissioners continually strive to meet the challenging needs and concerns of our youth
population. Our collaborative efforts with local agencies/businesses, as well as County-wide entities have created new programs in the areas of Youth
Employment, Conflict Resolution (Peer Mediation), Student Advocacy, Youth Empowerment (Youth Councils), After-School Initiatives, and other Youth
Development services.
The above level of service has been maintained through the invaluable support of the former and present City Councils, City Administrations, New York State
Office of Children and Family Services, Westchester County Office of Workforce Investment, Summer Fundraising Campaign, and the increased efforts in grant
writing. In June 1995 and 1998, the Youth Bureau was the recipient of two (2) grants, totaling $15,000.00 from the Million Dollar Round Table Foundation Quality of Life Award. This recognition by an International organization helped to re-affirm our commitment to this City's youth as we approached the 21st
Century.
The Mission of the Youth Bureau is to prevent and reduce Juvenile Delinquency through Youth Development program services, and/or activities for the City’s
Youth population 21 years and under. Our current programs include Summer Employment Programs (Network Youth Leadership Program, Potential
Candidates Summer Intern Program, and TANF), Youth Council, Youth Court, Higher Aims Program, Downtown Outreach program, Project R.E.A.C.H., Special
Community Events, and P.E.R.T [Professional Employment Readiness Techniques] Program. The Bureau is committed to teaching young people that they have
the responsibility to grow in character, learn honesty, develop high moral standards, respect the rights of others, and regard education as an important
preparation for the future. This commitment, coupled with continuous research and data collection of youth behavior/trends, allows the Bureau to make the
general public aware of major issues facing young people.
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