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1

THE ELEMENTS OF YOUR RESUME

Resumes are dead, some will tell you. Don’t need one, shouldn’t make one, never send one.

Or you still need one, but not the one you’re used to. Has to be scannable. E-mailable. Online. Even better, a multi-media presentation on your own Website!

Well…no. Resumes are not dead. The process has changed in some very key ways—slapping together a quick list of your jobs and schools and, oh, yeah, some of that volunteer stuff and extracurricular clubs, is not going to fly anymore (presuming it ever did). Speaking of “key,” who ever heard of “key words” a decade ago? But then, we weren’t posting our resumes on Hotjobs.com, either.

There are more and more qualified people out there for most jobs than in recent memory. So what’s really changed is the level of competition and the need, more than ever, to set yourself apart from all those other contenders.

Nope, still need a resume. Just one that’s going to require more preparation, better writing, and a more professional, eye-catching presentation.

Exactly what is a resume?

Your resume is a written (or e-mailed, scannable, or electronic) document that is intended to convince an employer that his needs and your skills and qualifications are a perfect match. Which doesn’t mean you will immediately be offered the job, just that you will get in the door for an interview.

Your resume should describe you and show what you can do by highlighting what you have already done. It should include your professional and volunteer experience, special skills, education, and accomplishments.

What shouldn’t your resume be? Informal, lengthy, unfocused, lacking in pertinent detail, glib, highly personal, chatty, dishonest, or overblown. Oh, and it shouldn’t be a mix of 14 different type styles (with liberal use of boldface, italics, and underlines) printed on canary yellow or purple neon paper.

Who needs a resume? You do. Whatever your age, sex, marital status, religious persuasion, or hair color. Whether you’re graduating from high school, college, or grad school; moving in, up, or out of a career; “transitioning” from one career to another (or from the military to anything); or reentering the workforce after any substantial interruption.

Did I omit your situation? Sorry—but you need a resume, too.

Even if you’re a student just applying for a summer job, internship, or part-time work, a well-prepared, well-written, well-designed resume will set you apart, show prospective employers you’re serious, and present you in the manner you want to be perceived—professional, competent, and ready to work.

What will it do for me?

An excellent resume will not get you a job all on its own. But it does demonstrate that you take yourself and your career seriously—that you’ve put the necessary time and thought into communicating your qualifications, accomplishments, and goals.

A good resume helps you pique a prospective employer’s interest and prevents you from achieving circular-file status. Whether you’re making a “cold” call or have already developed a contact within the company, your resume is the personal calling card that will help you market your skills and experience…and perhaps land you an interview.

In today’s job market, networking is essential. Your friends, neighbors, relatives, and former co-workers are all significant contacts in the business world. Having a current resume comes in handy when Uncle James or Neighbor Nancy hears about a position right up your alley. Circulating your resume among your network increases your chances of landing gainful employment.

Your resume also serves as a self-assessment tool, an opportunity to complete a self-inventory and see where you’ve been and where you’d like to go. Creating your resume allows you to evaluate your career and set future goals.

What is an effective resume?

An effective resume must make a good first impression. Of course, appearance is important. Typos, grammatical mistakes, and dog-eared pages will not impress many prospective employers.

But content is even more crucial. The information in your resume needs to be well organized, easy to read, and results-oriented.

An effective resume should:

[image: Image] Address the employers’ needs. Employers hire people who can fill their specific needs. Communicate that you are that person. At this point, you shouldn’t even be thinking about your needs, wants, or desires…I guarantee you the employer isn’t!

[image: Image] Show employers how they will benefit. Stress your accomplishments and show employers you’re an excellent prospect with talents to spare. Provide results-oriented data that proves you’ve handled previous jobs well and have consistently contributed to the success of every company, group, or club with which you’ve associated.

[image: Image] Be clear and concise. Employers sort through piles of resumes daily and typically devote 30 seconds or less to each one. Make your presentation clear, concise, and easy to read.

[image: Image] Be targeted. Your resume should communicate a well-defined objective tied to a specific career (even if you don’t actually include a “Job Objective”).

[image: Image] Support your promises of performance with reasons why you are the best applicant. Clearly present your skills and qualifications.

[image: Image] Be realistic. It should describe a person qualified and suited for the particular career it has targeted. Shy introverts should not try to present themselves as killer salespeople; anal-retentive accountants should not be seeking creative jobs at the trendiest ad boutique.

[image: Image] Be honest. Many of you may be tempted to make that one short-term job—from which you were fired—effectively “disappear” from your resume by “adjusting” time spent at a previous and/or subsequent job. Or you will shamelessly inflate a low-level position into a fancier sounding title with greater responsibilities. The truth will out. Be careful.

[image: Image] Organize your job search. A good resume helps you focus on your accomplishments and career goals. It also helps organize your thoughts for potential job interviews. Once you’ve taken stock of yourself, and realized all you’ve achieved and what you have to contribute, you will enter the job interview and networking process with much more confidence.

When should I start preparing?

Many professionals who have prepared a variety of different resumes during their careers make it a habit to keep at least a generic resume up-to-date, so that it always reflects their current job title and responsibilities, educational level, job-related skills, key awards and honors, publications, memberships, and activities. At the very least, they make sure pertinent data is kept in appropriate files for inclusion on any updated resume. Whenever they need a “new” resume, it’s a relatively simple matter of updating an already existing format.

Students and those of you leaving the military or reentering the workforce after a substantial interruption need far more time to prepare, write, format, and proof (and proof and proof) the series of targeted resumes you will need.

Series? You mean, more than uno? Yes, sorry, but every specific position for which you’re applying requires a different resume. Maybe not radically different— a professional-looking format can often be utilized for a wide variety of job descriptions. But what you include and omit, what you emphasize and ignore, even some of the words you use will indeed be different.

So give yourself the time to really think about what you’re doing and make sure the result—a professional resume perfectly targeted to the job you seek— has been worth your expected effort. Allow a month to collect and summarize all the data you need, then another month to prepare whatever number of resumes you need. Needless to say, as your job search progresses, you may find yourself creating new resumes for new opportunities. These, of course, will not take much time at all.

What if you aren’t 100 percent sold on any single profession or even a particular industry? Can’t really say what the heck you want to be when you grow up? Or are contemplating a career change but are unsure of its exact direction or parameters?

Take the time to think before you plunge into the job-search process, let alone the resume-preparation process, to crystallize your objectives and solidify your goals. Tackle the nuts and bolts of preparing your resume(s) only after you’ve made the key decisions about the direction of your career.

The information you need

At this stage, don’t worry about having your records perfectly arranged and categorized. Don’t even worry about having your entries in the right order. There are no extra points awarded for organization right now. Your immediate goal should be to get your accomplishments and experience on a few pieces of paper—the forms I’ve included on pages 17 to 24. In the next chapter, you’ll learn how to manage this trove of information and how to highlight the qualifications and accomplishments that will be most meaningful to each prospective employer.

But there is a lot of information to organize, so the first step is to designate a single location in which to store all your records. Losing important transcripts, citations, or letters will simply lengthen the process and, in some cases, inhibit your ability to construct a perfect resume. I suggest creating a separate file folder for each major segment of information (with the appropriate filled-out summary form included, of course) using the following categories:

1. Work and volunteer experience

Review all of your work experience, whether it’s babysitting for the neighbors or overseeing a multi-million dollar marketing budget for a Fortune 100 company. Remember, every job counts, whether it was part-time or full-time, paid, or unpaid.

You will need the following information for each job. (Although it eventually may be recorded, utilized, and/or presented differently, you’ll need the same information for any volunteer activities—again, paid or unpaid.)

[image: Image] Name, address, telephone number, fax number, and e-mail address of company.

[image: Image] Name, title, and e-mail address of your direct supervisor.

[image: Image] Exact dates worked (or involved).

[image: Image] Approximate number of hours per week.

[image: Image] Specific duties and responsibilities.

[image: Image] Specific skills utilized.

[image: Image] Specific accomplishments.

[image: Image] Honors.

[image: Image] Copies of awards.

[image: Image] Letter(s) of recommendation.

Responsibilities

Write a brief description of your responsibilities at each job, but don’t go into too much detail—just summarize what you did in each position. For example, if you’re a salesperson looking to move into sales management with a new company, your prospective employer will be interested in knowing:

[image: Image] How many people you supervised.

[image: Image] If you managed a budget and, if so, its size.

[image: Image] The amount of revenue for which you were directly (and indirectly) responsible.

[image: Image] The size of your sales territory.

This information will give employers a clear idea of the kind and scope of responsibilities you can handle. Consequently, it’s especially important to consider those responsibilities that are most applicable to your chosen field or targeted position.

Accomplishments

After summarizing your responsibilities, list your accomplishments in specific terms.

What did you do on that job, project, or team, and what were the specific results? Did you increase profits? Cut expenses? Beat projections? Stay on or under budget?

Did you solve a problem? Exceed a goal? Improve product performance? Improve productivity or efficiency?

Here’s an example: In just two years, Anne revolutionized the production function at her company’s manufacturing plant. Even while understaffed, she managed to exceed production schedules and objectives and turn out a nearly defect-free product. These are major accomplishments that deserved to be a prominent part of her resume. Here’s how she concisely expressed them:

• Exceeded production schedules while manufacturing a 99.5% defect-free product.

• Surpassed objectives by 25% while 15% understaffed.

If you’re having trouble identifying specific individual accomplishments, consider departmental- or even company-wide projects in which you participated. Did your group supply the financial statistics that helped determine whether a key project should proceed? Did you serve on the team that evaluated your company’s current computer system? Perhaps you found upgrading the systems would provide needed services and the company wouldn’t have to buy a whole new system. That’s something to brag about, in specific terms.

Also consider any work-related award that might reflect your accomplishments. Did you win an achievement award for writing the “New Employee Orientation Handbook”? Why? Was it because supervisors found that new employees who read the book had a better understanding of where they fit in and how they could contribute to the company’s goals and targets? That’s an accomplishment! Don’t leave it out!

A final, brief note on listing both responsibilities and accomplishments: As you begin to jot things down, don’t begin your entries with “Responsible for.” Instead, use “action” words, such as designed, created, directed, handled, achieved, supervised, coordinated, or implemented for greater impact. (See p. 40 for a great list of power words.)

Volunteer experience

Just because you weren’t paid to do something doesn’t mean you didn’t gain valuable experience that should be included on your resume. You may be so used to equating “work” with “pay” that you are discounting key accomplishments merely because they were part of your volunteer activities. Did you manage the budget and purchasing for an organization’s fund-raising supper, recruit volunteers for the library book sale, or organize a musical program for the senior center? Organize a charitable car wash, direct other volunteers in a clean-up effort or paint posters and signs? Just because you didn’t receive a paycheck for performing these functions doesn’t mean they don’t count!

The less actual work experience you have, the more “work” your volunteer experience has to do on your resume. If you have little or no paid work experience, or if you’ve been out of the job market and are preparing to reenter, you have no choice but to “translate” your volunteer activities into “work experience.” List responsibilities, accomplishments, honors, and awards just as if they were “real” jobs. And quantify results wherever possible. Don’t create entries that are misleading or untrue, but be sure to take credit for what you actually did.

For example, did your campaign drive for the women’s symphony unit increase membership? How much? Did you serve on the committee that designed a community program for developing good parenting skills?

Here’s how you would feature these achievements:

• Recommended and organized membership drive for new women’s symphony unit; increased membership 35%.

• Designed, coordinated and presented “Developing Good Parenting Skills”program to fill a community need. Program has evolved into 150 volunteers and nearly 500 participants and earned state and county Division of Child and Family Services (Welfare) awards.

Don’t discount any contribution you may have made, even if you weren’t in a leadership role. Employers want to hire productive people. Your volunteer service will show that you’re an active person and enhance the chances of your resume landing in the “possible candidate” pile rather than the circular file.

2. Education

For all but recent graduates, the educational listing will usually be fairly brief. You’ll want to include the name and location of each school you attended, date of graduation, and your degree or major area of study. If you didn’t graduate, note the years you attended the school and the type of courses you completed. For example:

•Purdue University, West Lafayette, IN 20 credit hours in Aeronautical Engineering (1998-2000)

•Courses in Elementary Education University of Michigan, Ann Arbor, 2000-2002

If you’re a recent high school, trade school or college graduate, you may want to list a few of the courses you completed, especially if you have little or no work or volunteer experience. But don’t go too far afield. Just list those that apply to the position or field you’re considering.

You may also need to play up your school activities and extracurricular accomplishments. Were you president of the chess club or drum major for the band? Maybe you performed an audit to fulfill a class requirement. Whatever the case, include such information on your resume, and be specific about your accomplishments. For example:

•Led high school marching band to regional championship; won award for outstanding direction as drum major.

•Recommended new schedule for Big Ten chess tournament, which reduced travel time and lost school hours.

•Performed audit of company with 500 employees to fulfill class requirement; recommended new computerized bookkeeping software, which reduced data-entry time and provided more detailed reports.

You may also want to draw attention to unusual challenges you met, such as earning stellar grades while working nearly full-time to earn all of your college expenses.

Your GPA and class rank

If you’ve been employed for several years, your high school and college grades are virtually insignificant to a prospective employer. After 10 or 20 years in the work force, your experience and accomplishments should speak for themselves. Except for possibly ensuring you meet the minimal educational requirements for the position, most recruiters will barely glance at anything else you include under “Education.”

However, if you’re recently out of school and your grades are good, feel free to include them in the educational section. Be sure to include the scale on which your grade point average (GPA) was determined. For example, include your GPA if it was 3.0 or higher on a 4.0 scale (3.0/4.0) and 4.5 or higher on a 6.0 scale (4.5/6.0). If the GPA in your major area of study was substantially better than your overall GPA, you may consider highlighting it instead, especially if your major is directly related to the job you’re seeking.

If you graduated with honors, mention it in your degree listing, but then omit your GPA. If your class rank is more impressive than your GPA, you may use it instead.

Here are a few examples:

•B.S., Computer Science, 2001, Tempe University, Tempe, AZ (3.8/4.0)

•Bachelor of Arts in Mass Communication, with honors, 7999, Boston University

•Decatur High School, Decatur, FL, 2002. Ranked 4th in class of 300

If you took some courses that aren’t related to your degree but are specific to your new career goal, go ahead and profile them under your degree information.

For example, while finishing your degree in agricultural economics, you took several électives in political science. Your major aside, you’re interested in pursuing a career as a legislative aide. Here’s how to get the best of both worlds:

B.S. Agricultural Economics, Iowa State University, Ames (2002), 18 credit hours in political science

Internships, co-op work, and foreign exchange experience

If you are a recent graduate, cite any internships, whether for pay or class credit. You’ll probably want to include your internship accomplishments under the Experience heading, but you can decide that later. For now, just gather the information. Here are some sample listings:

B.S., Accounting, 2001, University of Delaware, Newark

•One-semester audit internship at DuPont corporate headquarters, Wilmington, DE

•Three credit-hour internship in accounting for Registrar’s Office, University of Delaware, Newark

Many students are involved with co-op work experiences while in college. Again, your accomplishments may be best presented in the Experience section. However, if you decide to list them under Education (perhaps you’ve been in the work force for several years), follow the above example and substitute your coop information. Your co-op experience shows you’ll take that extra step to achieve your career goals.

Experiences as a foreign exchange student are also worth noting. Although they may not be related to your career goal, the fact that you studied abroad shows you are unafraid to confront new challenges.

Here’s a sample listing:

B.A., Personnel Management, DePauw University, Greencastle, IN (1999) One year foreign study at Athens University, Greece

3. Licensing, certification, and special skills/training

It’s important to list any licenses or certifications to show the employer you’re trained for the job, especially if you’re in a skilled trade, such as an airline mechanic or dental assistant, or a profession in which a license of certification is required, such as teaching.

While you’ll be listing your qualifications and accomplishments under another heading, this section gives you the opportunity to indicate when you received your training and/or certification.

For professional licenses and certification, include:

[image: Image] Name and type of license.

[image: Image] State (or states) in which it is valid, if applicable.

[image: Image] Date of certification.

[image: Image] Number of the license, if appropriate.

Here are a few examples:

NALA Certified Legal Assistant, 1999
Virginia Teaching Certification, secondary education,
1998 Expanded Duties Dental Assistant Certification, 2001
Nevada Real Estate License, 2002

For special training, include the name of the course, where you took it, and the date you completed training. For example:

Radiograph Certification, Indiana University School of Dentistry, Bloomington, IN, 1999

Certificate in Litigation and Trial Practice, The Paralegal Institute, Los Angeles, CA, 2001

You also might want to mention any on-the-job or special job-related training you’ve received, such as completing a computer course. You could highlight it as follows:

CAD software: 2-month training program, NASA Computer Training Center, Hampton, VA, 1999

However, there’s no need to merely list attendance at professional or personal-development seminars, such as those that explain effective team-building techniques or how to enhance your self-esteem. No doubt you picked up valuable information from such courses, but just completing them isn’t necessarily a particularly noteworthy accomplishment.

4. Military experience

If you served in the military, it should almost always be included on your resume (barring a dishonorable discharge or a prolonged stint in the stockade). Your special training and accomplishments are valuable, especially if they relate directly to your chosen civilian career. Many employers consider the discipline, character, leadership and team-building skills developed through military training to be a big plus, so the more you achieved (and the longer you served), the more detail you should include. This is especially true if your only experience is in the military.

Be sure to list the following information for each tour of duty:

[image: Image] Branch and dates of service.

[image: Image] Final rank achieved.

[image: Image] Duties and responsibilities.

[image: Image] Awards, citations and medals.

[image: Image] Details of special training and/or schooling.

[image: Image] Specific skills developed.

[image: Image] Specific accomplishments.

5. Memberships and activities

Here is your opportunity to list any memberships and activities you haven’t already covered under Work Experience. Your activities don’t necessarily have to be career-related. If most of them are, you may want to consider using the heading “Professional Affiliations.”

If you are an inveterate “joiner,” don’t feel it necessary to list every membership. Taking up valuable resume space to list organizations to which you just send an annual dues check is questionable. And if any are religious or political in nature, you may want to omit them entirely. Why invite prejudice when you don’t have to?

Just focus on the ones you think would benefit an employer and those that are related to your career. As discussed earlier, employers are looking for “doers”— productive people. Your activities will show that you’re a well-rounded person with interests outside of work.

On the other hand, if you have little or no actual work experience but a plethora of experience with your church, synagogue, temple, or a service group, you may consider giving them more attention. What choice do you have?

(On the other other hand, you may agree with some resume experts who counsel omitting all such extraneous information. Personally, I would omit all but the clear-cut, career-related activities.)

Whatever you decide to include or omit, any listing should be current and brief. Just include the names of the organizations and any leadership positions you currently hold.

Here are two examples:

Treasurer, Lion’s Club
President, Board of Directors, Akron Community Theater

6. Awards and honors

For the most part, you’ve probably characterized any work-related awards or volunteer honors as accomplishments in the Work Experience or Volunteer Experience sections. However, if you’ve received any other award that you think the employer will view as a benefit, list it here. Just remember that many employers will take less than 30 seconds to review your resume—they may never even get to this section.

If the honor is really important, you probably should move it to either the Work Experience or Volunteer Experience section where it’s more likely to get noticed. And if it’s an academic honor, such as membership in Phi Beta Kappa, a prestigious scholarship or fellowship, even membership in the National Honor Society or making the Dean’s list, give it the prominence it deserves in the Education section.

7. Specific skills and talents

You should include a section highlighting these if they are particularly notable and job-related, especially if they coincide with the qualifications posted for the job at hand. Whether you can type like a demon, design Websites in your sleep, speak a handful of languages, or are a scratch golfer, you should at least list every talent and skill on the forms on pages 23-24. For each, include:

[image: Image] Description of skill.

[image: Image] Specific training in it.

[image: Image] Years of experience.

[image: Image] Level of expertise.

[image: Image] Accomplishments related to it.

Some skills may be unimportant for many jobs but essential for the one you are pursuing. Are you a certified scuba instructor? A potential employer in the banking industry may not care, but if you’re interested in a tourism job in the Caribbean, that special skill could be a big point in your favor!

Two areas of expertise that virtually demand prominent placement: Computer skills and teaching or training experience. Obviously the former should be a key part of your resume if you are applying for any job that is highly technical. But computer skills are a plus no matter what career you’re pursuing or what job you’re interviewing for, even if they were not mentioned as a pertinent qualification.

Any teaching or training experience should be included, even if the “experience” was conducting a one-day workshop for your two-person department. The ability to present and communicate ideas is highly prized, and teaching experience of any kind will often be interpreted as a sign of leadership.

Were you the keynote presenter at an industry function. Are you often asked to speak at seminars or meetings? Have you authored a book? A journal article? An article for a major magazine?

While some professions would consider published articles an essential qualification for almost any job (college professors, for one), being able to tout a speech, article, book, or major presentation is clearly something a reasonable percentage of your competitors will be unable to match.

In summary

No doubt your experience and achievements seem more significant now that you’ve taken the time to gather them all together. This exercise is a great boost to the ego!

Before you move on, take the time to review each section and make sure you’ve included every bit of applicable information. When you get ready to draft your resume, you may choose not to include some data, but at least you’ll have options. In the next chapter, you’ll decide what to include and how best to present it.

1. Work Experience

(Make one copy of the worksheet for each paid job or professional internship position you have held.)

1. Name of company _______________________________

2. Address _______________________________________

_______________________________________________

3. Phone and fax numbers ___________________________

4. E-mail ________________________________________

5. Your job title (Use the actual title that would be on employee records.)

________________________________________________

6. Start and end dates (month and year) ___________________

7. Salary (beginning and end) __________________________

8. Supervisor’s name and title _________________________

_______________________________________________

9. Supervisor’s e-mail _______________________________

10. General job description (one- or two-sentence summary of your job)

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

11. Responsibilities

Management/supervisory duties (include size of staff and specific duties—hiring, training, etc.) ________________

______________________________________________

______________________________________________

______________________________________________

Budgetary/financial duties (include any duties related to money—writing a budget, totaling daily receipts, analyzing cost/profit ratios, etc. _____________________________

______________________________________________

______________________________________________

______________________________________________

Sales/marketing duties (include specifics about product sold, type of customer base, advertising responsibilities, long-term marketing planning, etc.)

______________________________________________

______________________________________________

______________________________________________

______________________________________________

Customer service (include number of customers you served on a regular basis, plus their “status”—retail customer, executive-level clients, etc.)

______________________________________________

______________________________________________

______________________________________________

______________________________________________

Production duties (include amount of goods/services produced on a daily, monthly, or annual basis) __________

______________________________________________

______________________________________________

______________________________________________

Technical duties (include any duties that required you to use computers or other technical equipment) ______________

______________________________________________

______________________________________________

______________________________________________

Other ________________________________________

______________________________________________

______________________________________________

12. Accomplishments (include honors and awards) ________

_______________________________________________

_______________________________________________

_______________________________________________

13. Special skills learned (computer skills, telephone sales, desktop publishing, etc.)

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

2. Volunteer Experience

(Make one copy of this worksheet for each volunteer position you have held.)

1. Name of organization ____________________________

2. Address ______________________________________

_______________________________________________

3. Phone and fax numbers ___________________________

4. E-mail________________________________________

5. Position/title (if no position held, simply indicate “member”)

_______________________________________________

6. Start and end dates of this position ___________________

7. Start and end dates of your membership (month and year)

_______________________________________________

8. Hours devoted per week ___________________________

9. Name(s) of organization president(s) or your ranking superior

_______________________________________________

10. President’s or superior’s e-mail ____________________

11. General job description (one- or two-sentence summary of your job)

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

12. Responsibilities

Management/supervisory duties (include size of staff and specific duties— coordinating, training, etc.)____________

______________________________________________

______________________________________________

______________________________________________

Budgetary/financial duties (include any duties related to money—writing a budget, totaling sales receipts, analyzing cost/profit ratios, etc.) ____________________________

______________________________________________

______________________________________________

______________________________________________

Sales/marketing duties (include specifics about product sold, type of customer base, advertising responsibilities, long-term marketing planning, etc.)

______________________________________________

______________________________________________

______________________________________________

______________________________________________

Customer service (include number of “customers” you contacted on a regular basis, plus their “status”—high school students, disabled adults, community leaders, etc.)

______________________________________________

______________________________________________

______________________________________________

Production duties (include amount of goods/services produced on a daily, monthly, or annual basis)___________

______________________________________________

______________________________________________

______________________________________________

Technical duties (include any duties that required you to use computers or other technical equipment) ______________

______________________________________________

______________________________________________

______________________________________________

Other ________________________________________

______________________________________________

______________________________________________

13. Accomplishments (include honors and awards)

_______________________________________________

_______________________________________________

_______________________________________________

14. Special skills learned (computer skills, telephone sales, desktop publishing, etc.)

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

3. Education

High school  education

(If you have many years of experience under your belt, you need only complete questions 1-6 for high school education.)

1. School name ____________________________________

2. Address (city and state) ____________________________

3. Years attended/year graduated _______________________

4. GPA/class rank __________________________________

5. Honors (valedictorian, Top 10%, scholarship recipient, etc.)

_______________________________________________

6. Accomplishments _______________________________

_______________________________________________

7. Major courses __________________________________

8. Special skills learned _____________________________

_______________________________________________

Post-secondary education

(List here college, trade school, and postgraduate work.)

1. School name ___________________________________

2. Address (city and state) ____________________________

3. Years attended ___________________________________

4. Year graduated and degree earned ____________________

5. GPA/class rank__________________________________

6. Honors (valedictorian, Top 10%, scholarship recipient, etc.)

_______________________________________________

7. Accomplishments _______________________________

8. Major courses __________________________________

_______________________________________________

9. Special skills learned _____________________________

_______________________________________________

_______________________________________________

4. Other Training

(List any additional vocational courses, on-job training, licenses, or certifications.)

1. Training received/license or certification earned _________

_______________________________________________

2. Name of training institution ________________________

3. Address and phone number _________________________

_______________________________________________

4. Start and end dates of training _______________________

5. Name and title of instructor ________________________

6. Skills learned ___________________________________

_______________________________________________

_______________________________________________

_______________________________________________

7. Accomplishments _______________________________

_______________________________________________

_______________________________________________

_______________________________________________

1. Training received/license or certification earned _________

_______________________________________________

2. Name of training institution _______________________

3. Address and phone number ________________________

_______________________________________________

4. Start and end dates of training ______________________

5. Name and title of instructor _______________________

6. Skills learned __________________________________
_______________________________________________

_______________________________________________

_______________________________________________

7. Accomplishments _______________________________

_______________________________________________

_______________________________________________

5. Military Service

1. Branch _______________________________________

2. Rank ________________________________________

3. Dates of service ________________________________

4. Duties ________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

5. Special skills learned _____________________________

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

6. Accomplishments (include awards, citations, medals)

_______________________________________________

_______________________________________________

_______________________________________________

6. Special Skills

1. Name of skill __________________________________

2. Specific training received _________________________

_______________________________________________

_______________________________________________

3. Years of experience ______________________________

4. Level of expertise _______________________________

5. Accomplishments related to this skill

_______________________________________________

_______________________________________________

_______________________________________________

1. Name of skill __________________________________

2. Specific training received _________________________

_______________________________________________

_______________________________________________

3. Years of experience ______________________________

4. Level of expertise ________________________________

5. Accomplishments related to this skill

_______________________________________________

_______________________________________________

_______________________________________________

1. Name of skill __________________________________

2. Specific training received _________________________

_______________________________________________

_______________________________________________

3. Years of experience ______________________________

4. Level of expertise ________________________________

5. Accomplishments related to this skill

_______________________________________________

_______________________________________________

_______________________________________________

1. Name of skill __________________________________

2. Specific training received _________________________

_______________________________________________

_______________________________________________

3. Years of experience ______________________________

4. Level of expertise ________________________________

5. Accomplishments related to this skill

_______________________________________________

_______________________________________________

_______________________________________________
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MAKING ORDER
OUT OF
CHAOS

Now that you’ve gathered, recorded, and filed the information for your resume, there’s no doubt you’re itching to get started on the first draft.

But before you do, you’ll need to consider how to organize and present all that information to its greatest advantage. There are three basic formats from which to choose:

The chronological format

If you were to walk into any recruiter’s office and rifle through the stack of resumes on her desk, you’d quickly notice that most of them utilized the chronological format. It’s the “traditional” format and, for many of you, the “safe” choice, because it’s the one with which many employers feel most comfortable.

A basic chronological format includes (in the following order):

1. Name header.

2. Objective (optional).

3. Summary of Qualifications or Profile (optional).

4. Work Experience/Employment

5. Education.

6. Other (Military Service, Awards, Professional Affiliations, Memberships, Activities, Publications, Skills, as appropriate).

It organizes your employment history by date, beginning with your most recent position and working backwards. For each position, you will provide the following information:

[image: Image] Employer’s name and location.

[image: Image] Dates of employment.

[image: Image] Your position/title.

[image: Image] Your responsibilities and accomplishments.

In a chronological format, information about your work experience typically makes up about 70 percent of the resume. This section usually appears after the Job Objective or Skills Summary, if you’ve included either. However, if your educational background is the most important qualification for the position you’re seeking, you may want to put the Education section first and then list your work experience.

You also can use this format to profile your volunteer experience. Just list volunteer positions the same way you would paid positions, including the name of the organization, the year(s) of involvement, your position, and your responsibilities and accomplishments.

The chronological format aims to clearly identify where you’ve been and what you’ve done that qualifies you for the job. It works best when:

[image: Image] You have a stable history of paid employment or volunteer work.

[image: Image] You’ve worked in the same general field for several years and are pursuing employment in that area.

[image: Image] You have advanced steadily throughout your career and can show a consistent increase in level and responsibility.

[image: Image] You have had few career changes and have spent a year or more at each of your jobs.

Here’s how to create your perfect chronological resume, element by element:

Name header

The name header, which tells employers who you are and how to reach you, is always at the top of your resume. If you want to make it especially noticeable, set the header—or just your name—in bold face. There is no particular formatting “standard”—feel free to center, right- or left-justify this information.

Include your full name (first and last names and middle initial), your street address and phone number. Whatever phone number you include must be answered 24/7. Buy an answering machine or hire an answering service if necessary, but do not expect an employer to try to reach you more than once. The easier you make it for the employer to contact you, the better, so feel free to include your cell-phone number, pager, personal fax, e-mail address, and/or Website address.

I personally recommend including an e-mail address. More and more executives in the last few years have replaced phone calls with e-mail, since they can get a lot of information out (and leave a lot of messages) without dealing with busy signals and long answering-machine introductions. If it’s their preferred mode of communication, make it yours. If you don’t have an e-mail address, you can get one—free—from virtually any Internet Service Provider (ISP) or major site (AOL, Netscape, Yahoo, etc.).

If you feel comfortable receiving calls at work, list your work phone number. (Keep in mind that many recruiters will frown on your use of work time to land a new job, unless your current employer is aware of your search. They assume you’ll eventually treat them the same way, and they don’t like it.) If not, use your home number and make sure an answering machine or voice-mail service is ready to capture any and every call. Prospective employers will usually call during business hours, the same time you’ll be working. So make sure you don’t miss their calls.

If you decide to use an answering machine, record a professional outgoing message and state your full name so employers know they’ve reached the right number. (Now is not the time to show off your incredible sense of humor with a phone message featuring your animal impressions.) Otherwise, they may not leave a message. Return any calls immediately.

If you are a college student with a temporary campus address (or, for that matter, anyone with a temporary address), list temporary and future addresses, phone numbers, and dates you can be reached at each address and/or number.

Objective (optional)

This is a brief statement that describes the kind of job you want, preferably in verbiage more exciting than a soup-can label.

You don’t have to include a Job Objective. In fact, many resume writers would applaud if you didn’t. A good resume should be attuned to what employers want, not what you want. And targeting a single objective may lead a screener to eliminate you from consideration for any other jobs at her firm, jobs you would want to be considered for…if you only knew they existed.

Yet there are circumstances where including a concise, highly targeted objective may make sense:

[image: Image] If you are only interested in one specific job. If you’re absolutely convinced there’s only one job for you, then by all means state your precise objective and go for it.

[image: Image] If you’re trying to send your career in a direction your experience doesn’t seem to directly support. If you are interested in altering your current career trajectory or in switching careers entirely, a well-written objective could clarify your plan and even offer support for it: “To help a public relations firm meet its clients’ marketing communication needs by using the news sense and editing abilities developed during 15 years in magazine publishing.”

If you decide to use an objective, put it right under the Name Header and title it Objective, Job Objective, or Career Objective.

State exactly the type of position you want, preferably in a dozen words or less. Show the employer you’re focused on your career goal.

For example, the following objective is far too general and doesn’t really communicate anything but your desires:

•To apply my experience and knowledge, enhance my management skills,and develop professionally with a growth-oriented company.

How would that set you apart from the hundreds of others seeking the same position? And what does it offer the employer? Compare its effect to these more targeted examples:

•Computer programmer specializing in computer-aided automobile design

•Product account manager for a dental products distributor

Summary of qualifications/skills (optional)

The Qualifications Summary, though optional, provides an excellent opportunity to draw attention to your most pertinent skills and experience in an attempt to convince an employer to read the rest of your resume. Every entry should be as targeted as your job goal and highlight specific experience, skills and training directly related to the position you’re seeking.

Place your summary immediately after the Name Header or Objective (if you’ve used one) and call it Skills Summary, Summary of Qualifications, Experience Summary, or such. It can be in either paragraph or “bullet” form. If you decide to use a paragraph, restrict it to two or three short sentences:

Award-winning graphic artist-five years experience with state-of-the-art technologies on IBM and Macintosh systems. Skilled in video production and computer-generated images. Software knowledge includes Adobe Photoshop, Adobe Freehand, Adobe Premier, PageMaker, Adobe Illustrator, and Quark.

Strong background in metallurgy, including several internships with a leading engineering firm and two published articles in professional journals. Thorough knowledge of computer modeling techniques and programming.

If you decide on a “bulleted” format, list four or five points, such as:

•10 years legal experience in product liability, medical malpractice, contracts, real estate, and personal injury litigation.

•Trained and experienced in photography, investigation, and interviewing techniques.

•Strong computer skills, including detailed knowledge of Microsoft Word, Access, Excel, and Quark Express.

•NALA certified.

Sometimes it’s more productive to complete the rest of your resume, determine your strong points, then go back and write your Summary of Qualifications. However you choose to handle such a summary, remember to always put your most important and relevant qualifications first.

Experience

The Experience section of your resume will most likely take up the biggest chunk of space, because it is the section employers are most interested in. In a chronological format, this section may well represent 70 percent of the total resume.

You have a couple of options here, depending on your situation. This section isn’t necessarily just for paid work experience. It’s a great place to include your volunteer work.

Here are three possible ways to organize your experience:

1. List paid and volunteer positions separately. For paid positions, use headings such as “Employment History” or “Professional Experience.” Use “Volunteer Experience,” “Related Experience,” or “Other Experience” to highlight your volunteer positions. Place one section immediately after the other. (Whichever section includes the greatest support for your job goal should be given top billing.)

2. Combine volunteer and paid positions. Combining your volunteer and paid experiences can be quite effective, especially when both are targeted toward your job goal, or when the combination blends two experiences toward one career goal. Use either “Experience” or “Professional and Volunteer Experience” as a heading.

You may, however, decide not to combine the two experiences if you’ve held paid and volunteer positions at the same time. Trying to list them all together on one time line could make it difficult for the employer to sort out. Also, if your volunteer work is quite different from your paid experience and isn’t all that relevant to your career goal, you might be better off listing it separately.

3. List paid positions only. If your volunteer experience isn’t all that extensive or relevant to your job goal, you can consider listing your activities at the end of the resume in a Memberships and Activities section, or you can simply omit them entirely.

The listing for each position in the Experience section should look something like this:





	1998-2001

	Operations Assistant, Replay Records, Indianapolis, IN




	 

	•Assisted in managing and supervising central warehouse operations, including traffic management and distribution.




	 

	•Contracted, coordinated, and scheduled freight operations between four stores.




	 

	•Recommended and implemented new handling procedure, which better protected fragile warehouse inventory.




	 

	•Assisted in reorganizing warehouse operations and freight distribution, resulting in $75,000 savings annually.





If you’ve held several jobs with one company, draw attention to it. Such staying power shows you’re a loyal, promotable employee. To avoid repeating the employer’s name for each position, and to show your ability to handle increasing responsibilities, you might want to list your positions as shown in the example below.

 





	1989-present

	Haverford Barge Company, Cincinnati, OH




	 

	Director, 1998-present




	 

	Handle profit/loss for $ 1.5M export facility. Provide general terminal services sales for 12 Midwest river facilities.




	 

	• Manage daily merchandising and personnel for Ohio export facility, which has achieved gross sales of more than $40M in last two years, a 45% increase.




	 

	• Expanded business by developing new European customers in Spain, France, and Portugal.




	 

	• Manage all risk aspects for commodities and negotiate all freight and FOE arrangements.




	 

	Sales/Special Projects Manager, 1992-1998




	 

	Coordinated all sales work for products other than whole grain at largest river facility.




	 

	• Completed contracts with ocean freight companies for bagging contracts and took program to more than 40,000 short tons in one year.




	 

	• Developed and directed small fleet of owner/operators to expand business and take advantage of various seasonal trucking opportunities.




	 

	Grain Merchandiser, 1989-1992




	 

	One of two merchandisers responsible for originating grain on an FOE truck basis in four states.




	 

	• Expanded services 17% while reducing budgets 5%.




	 

	• Exceeded all first-year forecasts by more than $500,000.





In a chronological format, list your most recent position first and then work backwards. Usually, your first few entries will contain more information than the last few, indicating more extensive experience as you’ve progressed through your career.

When listing your positions, be sure to include:

[image: Image] Name of employer.

[image: Image] Employer’s location.

[image: Image] Dates of employment (or affiliation, if volunteer work).

[image: Image] Position or job title.

[image: Image] A summary of your responsibilities.

[image: Image] Major accomplishments.

You’ll want to provide all of this information for the first three or four positions on your resume, or for your first seven to 10 years of experience. For any remaining positions, go into detail only if you have a particular achievement to highlight. Otherwise, just list the employer’s name and location, your position and your dates of employment.

Here’;s a good way to present the elements for each position:

[image: Image] Employer or organization name and location. List the company’s full name and location. If the organization is better known by its nickname or acronym, use the full name and then follow with the acronym in parentheses. For example: International Business Machines (IBM). After that first reference, you may use the initials.

[image: Image] Dates of employment. State the month and year you began and left each position only if you worked primarily short-term jobs (during school, for example). Otherwise, note only the year you joined and left each company (or each new job title within the same company).

[image: Image] Your job title. Avoid trying to improve your job status by “creatively enhancing” your job title. Your prospective employer may have another name for such a stretch: he’ll term it a lie. Let your job responsibilities and accomplishments, which should immediately follow the job title, do the embellishing for you.

However, if your company uses unusual job titles, such as “group leader” instead of “manager” or “supervisor,” it would be okay to list the more common title on your resume. You might want to mention such a change to your former boss so he won’t be surprised when contacted for a reference.

[image: Image] Summary of responsibilities. Keep it brief, preferably one or two succinct statements. Use broad terms to indicate your level of responsibility and focus on aspects most relevant to the position you’re seeking. There’s no need to explain to a company that manufacturers dental supplies what a dental supply sales representative does. And don’t forget “action” words!

[image: Image] Major accomplishments. Here’s your chance to show the employer you were successful in each former position. State your accomplishments, if possible, in quantitative terms: how much money you saved the company annually or the percentage you increased sales. Be specific and, again, use action words. If you’re having trouble, refer back to Chapter 1, where developing this section is discussed at length.

Education

Information about your education generally follows the Experience section. However, your educational background should come first if you are:

[image: Image] A recent college graduate with little job experience.

[image: Image] Changing careers and your education is more relevant to your new career than your most recent job experience.

[image: Image] Seeking a job for which specialized education is a prerequisite for employment.

The Education section usually features only basic information, including the name and location of the school, date of graduation, degree or major area of study, and GPA (optional).

List only your most recent degree, unless you want to list both your Bachelor’s and Master’s degrees (particularly if they are in different areas, such as a Bachelor’s degree in management and a Master’s degree in marketing). If you have a college degree, employers assume you graduated from high school, so omit that high school listing and use the space for more important information that sells you and your qualifications.

When stating college and trade-school degrees, you can use abbreviations (B.S., B.A., M.B.A.) or spell them out (Bachelor of Arts). It doesn’t matter— just be consistent.

If you want to emphasize your degree, put it first in the entry, followed by the school information, like this:

Bachelor of Science in Computer Science, 1993, Eastern Montana University, Elkville

Note that because the state’s name is part of the university’s name, there’s no need to repeat it.

If you graduated from a well-known and well-respected college, you may want to put the college first, like this:

Harvard University, Cambridge, MA, B.S. in Business Management, Cum Laude, 1999

If you’ve had any extraordinary educational experiences—foreign exchange, a seminar with a famous professor, a research assistant position—include them on your resume to demonstrate that you are someone who is “more than ordinary,” who accepts new and unusual challenges and has been recognized for excellence:

B.A. English, Babcock College, Lincoln, NB, 1998

• Award for excellence for participation in E.L. Doctorow seminar

• One year of foreign study at Birmingham (England) University

For guidance on handling special situations—if you didn’t graduate from college, had a less-than-spectacular GPA or you’re changing careers—refer back to Chapter 1.

List details of your high school education only if you are a recent graduate or did not attend college or trade school. If you earned a GED, list when and where you received it. A typical high school listing would look like this:

Carthidge High School, Carthidge, WI, graduated May 1989

If you attended more than one high school, list only the one from which you received your diploma.

You might consider listing a few school courses if they’re relevant to the job you’re seeking and you have no job experience. But don’t get carried away—only include those most relevant to the position you’re seeking.

If you’ve been out of high school several years, there’s really no need to list such information at all. By now, you’ve probably got some solid job experience, and that will interest an employer much more than your high school education.

Licensing, certification, and special skills/training

After you detail your education, you’ll want to feature any special training or licensing. If you’d rather, you can include this information in the Education section.

Indicate any special training you’ve had and any professional licenses or certification you possess. Your heading will vary depending on the information included. Some suggestions: “Professional Licenses,” “Certifications,” “Professional Training” or “Special Training.”

Remember to include:

[image: Image] Name and type of license.

[image: Image] State or states in which it is valid.

[image: Image] Date license/certification acquired.

[image: Image] Number of license, if appropriate.

For example:

New York City Teaching Certification, special education, 1997
New Mexico Real Estate License, 2002
New Jersey Plumbers License 2386

For special training, include:

[image: Image] Name of the course.

[image: Image] Name and location of the institution at which it was given.

[image: Image] Date you completed the training.

Details about extensive, special training—not just half- or full-day seminars— deserve inclusion, perhaps even highlighting, on your resume. The information can be presented like this:

Telephone Central Office Design: Completed intensive, 3-month training program. New Jersey Bell Research Center, Bell Mead, NJ, June 1999

Military experience

Don’t forget to profile your military experience, including special training and accomplishments. Here’s a sample listing:





	2000-2002

	Air Force Flight Test Center, Samuels Air Force Base, FL Prepared technical and safety flight test plans, reviewed and approved technical reports and authorized specific flight profiles.




	 

	• Directed more than 150 hazardous, low-level flight programs with no safety incidents.




	 

	• Created published standards of radar altimeter suitability as test data source.




	 

	• Implemented computerized database to control aircraft software configuration.





Memberships and activities

One of the last sections on your resume may cover your outside interests. If you choose to include it, the title you give this section should communicate its content, such as “Professional Affiliations,” “Community Activities,” or “Memberships and Activities.” If you belong to several organizations or have several outside activities, list only those you feel would mean the most to prospective employers (if you include any at all).

Awards and honors

If you’ve received any special recognition related to your work, you should mention that honor in your Experience section. However, if you have some other award or honor that you think would be meaningful to an employer, list it here. Just remember, the hiring manager may never get to this part of your resume, so don’t expect to “wow” her here—do it earlier! Here are two examples:

Outstanding Contribution Award, Boy Scouts of America, 2000 Performance Award, Montclair Theater, NJ, 1998

What if you’ve gotten off to a bad start and haven’t worked six months at any one job? Or you’ve stayed home a few years to raise children and now are ready to reenter the work force? Or recently graduated from school and have little or no job experience? Or are radically changing your career focus?

Then you may need to consider a functional resume.

The functional format

If you don’t have a stable work history or have changed careers in midstream, the functional resume may present your experience and accomplishments in the best light. A standard functional resume would include the following elements:

[image: Image] Name header.

[image: Image] Objective (optional).

[image: Image] Qualification summary or profile (optional but usual).

[image: Image] Skills and achievements by area.

[image: Image] Employment (listing only).

[image: Image] Education (listing only).

[image: Image] Other (Military service, Awards, Professional Affiliations, Memberships, Activities, Publications, as appropriate).

With a functional resume, your qualifications, experience, and achievements are grouped into “skill areas,” rather than tied to specific positions and dates. How you group your qualifications depends on your career direction, but possible headings include:

[image: Image] Communication skills.

[image: Image] Leadership skills.

[image: Image] Customer service experience.

[image: Image] Organizational skills.

[image: Image] Technical experience.

[image: Image] Sales experience.

[image: Image] Management experience.

[image: Image] Financial skills.

[image: Image] Teaching/training skills.

You may also use a “catchall” heading such as “Career Profile,” “Management Profile,” “Executive Profile,” or “Professional Skills Profile,” under which skill “key words” can be included.

In a functional resume, emphasis is placed on what you’ve achieved, not where and when you achieved it. The idea is to highlight your skills in particular areas. List skills in their order of importance or marketability, with the most important first. Include two or more specific achievements from your previous work, volunteer, or educational experiences to illustrate your mastery of each skill.

Because most employers are not as familiar with the functional resume, some may suspect that a prospective employee who uses it is trying to hide something. However, you should seriously consider the functional format if:

[image: Image] Your work history doesn’t exactly match your new career goals.

[image: Image] You don’t have a great deal of experience related to the position for which you’re applying.

[image: Image] You have noticeable gaps in your work history.

Most elements of the functional resume are handled in the same manner as a chronological resume, except for work experience and accomplishments. Instead of listing each position you’ve held on a detailed time line, you’ll profile your experience and accomplishments according to areas of skill.

Objective and summary of skills

Employers may have trouble determining your career or job goal from a functional resume, so it’s a good idea to include a Job Objective or Skills Summary.

Present your information as you would if writing a chronological resume (see that section earlier in this chapter).

Skill and experience profile

Divide your experience into general areas of skill, and briefly state experience, qualifications, and accomplishments related to each area.

To determine which skill areas to highlight, consider what the prospective employer needs for the position you’re seeking. Your experience can come from paid positions, volunteer work, school courses, even at-home responsibilities, such as controlling the household budget.

Under each skill heading, list four or five experiences or accomplishments. The sample below profiles a woman with no paid job experience who is seeking a position as a food service manager. Note how she has selected skill categories relevant to such a position (management skills, budgeting skills) and has strong volunteer and in-home experience to support her qualifications.

Organizational/management skills

• For 10 years, organized, hosted, planned menu, and supervised preparation of all food for 300 guests at annual cattle association picnic.

• Organized up to 120 volunteers and supervised food service and forecasting for State Fair beef tent, raising $100,000 annually for state association.

• Chaired meal portion of home economics club’s annual fall bazaar/luncheon, including purchasing goods and supervising food preparation.

• Organized and supervised up to 25 volunteers for sorority’s annual Fall craft sale.

Financial budgeting skills

• Skilled in handling computerized bookkeeping for 1,200-acre grain and 250-head cattle-farming operation.

• Initiated and completed data entry from manual to computerized recordkeeping system, reducing bookkeeping time and improving account analysis.

• Experienced in monthly business and household budgeting and timely payment of personal and business accounts.

• Consistently brought food purchases in under budget and increased net gain for a variety of organizations.

Special dietary experience

• Experienced in planning and creating low-fat, low-sugar, and low-sodium meals.

• Skilled in presenting knowledgeable instruction on proper food handling and storage.

Even relatively modest experience can be made to appear more impressive using a functional format:

Childcare Experience

• Provided in-home day care for six preschoolers for five years.

• Assisted with toddler care in corporate day-care center.

• Developed “child file” system that made vital medical data easier to access and maintain.

Management Experience

• Supervised three cashiers as first-line supervisor in large discount store.

• Created employee scheduling procedure that resolved long-standing staffing conflict.

• Named Employee of the Month for designing and implementing improved inventory-return system.

Using a time line

While some other resume books contend it’s not necessary to include specific dates for your employment or volunteer experience in a functional resume, omitting such information may make prospective employers suspicious. It certainly makes it more difficult for them to cull the information they want. And why would you want to make it more difficult for them to do anything!

Your entries can be brief, but you’re smart to include dates. Present each job in chronological order, such as the following:

WORK HISTORY

• Assistant farm manager and bookkeeper, Raleigh, Ohio,
1985-present

• President, Raleigh County Home Economics Club, Raleigh, Ohio,
1990-present

• Food manager, Ohio Cattle Association, Columbus, Ohio,
1990-1999

Other elements

All other elements of the functional resume follow the guidelines established for chronological resumes earlier in this chapter.

The combination format

One way to overcome employer objections to the functional resume and still position yourself in the most positive light is to use a combination format— melding the safety of a chronological structure and the impact of a skills-based functional approach. By focusing first on your most marketable skills in a Career or Executive Profile, you get the immediate impact of the functional resume. By then resorting to a normal chronological listing of your work experience, you give employers what they want—a clear step-by-step picture of your employment history.

Using a combination format can also be a practical consideration. If you are considering a number of positions for which entirely different skills should be emphasized, you can easily redraft the “Profile” section for each new position without having to alter the majority of your resume—the information in the chronological portion could remain unchanged.

Here’s the order for a combination resume:

[image: Image] Name header.

[image: Image] Objective (optional).

[image: Image] Summary of Qualifications or “Profile” (optional).

[image: Image] Skills/Achievements.

[image: Image] Work Experience/Employment.

[image: Image] Education.

[image: Image] Other (Military service, Awards, Professional Affiliations, Memberships, Activities, Publications, Particular skills, as appropriate).

Electronic resumes and online job searches

The biggest change in the job-search process during the last decade is the growth of Internet job-search and resume-posting sites and the use of technology by employers to manage the ever-growing pile of resumes from unwanted (unqualified) candidates.

More large- and medium-sized companies (more than three quarters, according to one study) are having computers scan and sort the thousands of resumes they receive each week by “key words.” In general, the more key words the computer detects, the better your chances of making it through the first round of cuts.

What’s a key word? It may be a job title, educational degree, skill, number (years of experience, years of management), product, software program or other identifier that defines the requisites of a particular job at a particular company. They are almost exclusively nouns or adjectives, rarely verbs.

How will you know if your resume will be scanned electronically? You won’t, but should probably assume it will. So you need to load up on key words, starting with those that appear in the company’s job description and advertisements.

Whatever their format, electronic resumes require a slightly different approach than the traditional written kind. Here’s what to keep in mind:

[image: Image] Computers don’t read cover letters. Your electronic resume has to do the selling job of both.

[image: Image] Length isn’t as important. It’s okay to go to two, three, even four pages, all the more space for those key words. But be careful: Sooner or later, a real human being will actually look at what you sent.

[image: Image] Computers don’t like fancy graphics or unusual fonts (but, then, neither do most recruiters). They may even cause your resume to become “unreadable,” which is not a desired outcome. (And unlike paper resumes, for which I recommend a serif font, computers tend to prefer sans-serif fonts.)

[image: Image] Design a key-word resume solely for online and e-mail use. That way, you can design it to be computer-friendly, emphasizing key words, eliminating italics and boldface, using a different font.

It’s impossible to include a detailed discussion of electronic resumes in this book. Luckily, it’s also unnecessary, since I can refer you to Rebecca Smith’s Electronic Resumes and Online Networking, 2nd Edition (Career Press, 2000), which will tell you absolutely everything else you need to know about preparing resumes for e-mailing, sending them via an electronic form, or posting them on a Website. (Be aware that the vast majority of resume-posting Internet sites now have software that allows you to recreate your resume on their site simply by following a form. The days of needing to learn HTML are long gone.)

Some things remain the same

Whatever format you choose, remember these essential factors as you construct your resume:

[image: Image] Put your best foot forward. Your resume is your professional calling card, your “Here I Am!” advertisement. Show prospective employers how you can address their specific needs, that you have the goods and can deliver. Emphasize the experience and qualifications that are most relevant to the positions you’re seeking. If you have more than one career goal, you’ll need to create a slightly different resume for each.

[image: Image] Make every word count. Be clear and concise. Your resume will probably get only 30 seconds of attention, so focus on the information that best illustrates your qualifications and sets you apart from the crowd.

[image: Image] Don’t use wishy-washy, vague terms. Give your resume power with action words (see page 40).

[image: Image] Make sure your resume isn’t a giant job description, but rather a tightly written history of your job experiences and accomplishments.

[image: Image] Forget the showy, flowery or creative approach. Impress employers with your ability to communicate clearly and effectively with simple language in concise phrases.

Length, words, and punctuation

For the vast majority of you, your resume should be no longer than two pages. Employers won’t read any more than that, anyway. If you can fit your resume onto one page, that’s fine—don’t stretch it to two thinking it will appear more impressive. Among other qualities, employers are looking for organizational and communication skills. If you can’t sum up your qualifications in two pages or less, they’ll pass you by. (The possible exceptions: executives at the very top of the food chain and those with an extensive list of publications and speaking engagements.)

As discussed in Chapter 1, use words with “punch”—action words that carry an impact. For help, see the sample list of such words on page 40.

Use those action words to begin tightly written phrases—your entries don’t need to be full sentences. In fact, it’s best if they’re not—it keeps you from getting wordy.

Leave out unnecessary articles, such as “I,” “an,” and “the.”

And finally, don’t get too hung up on punctuation. Whether you write “October, 1994” or “October 1994” isn’t all that critical—just be consistent.








	Action words
Use any of the following action words to add
impact and energy to your resume:



	accomplished
	enlarged
	planned



	achieved
	established
	prepared



	adjusted
	evaluated
	presided



	administered
	examined
	processed



	advised
	expanded
	produced



	analyzed
	flagged
	programmed



	approved
	formulated
	projected



	arranged
	founded
	promoted



	assisted
	gathered
	proposed



	budgeted
	generated
	provided



	built
	guided
	purchased



	calculated
	headed
	recommended



	charted
	identified
	reduced



	compared
	implemented
	referred



	compiled
	improved
	regulated



	completed
	increased
	reorganized



	composed
	initiated
	replaced



	conducted
	inspected
	reported



	consolidated
	installed
	represented



	constructed
	instituted
	researched



	consulted
	instructed
	restored



	controlled
	integrated
	reviewed



	conceptualized
	interpreted
	revised



	coordinated
	invented
	scheduled



	counseled
	justified
	selected



	created
	lectured
	served



	decreased
	led
	sold



	delivered
	lobbied
	solved



	designated
	maintained
	studied



	designed
	managed
	supervised



	detected
	modified
	supplied



	determined
	motivated
	systematized



	developed
	negotiated
	taught



	devised
	obtained
	tested



	diagnosed
	operated
	traced



	directed
	ordered
	trained



	discovered
	organized
	translated



	distributed
	overhauled
	updated



	edited
	performed
	utilized



	eliminated
	persuaded
	won



	 
	 
	wrote




Things to forget

You may have noticed there’s been no discussion about photos, personal statistics, or job references. That’s because they don’t belong on a resume. Here are all of the elements you should omit from your resume:

[image: Image] The heading “RESUME.” Employers know a resume when they see one. Don’t waste space by stating the obvious. Allow yourself an extra line for shameless self-promotion.

[image: Image] Why you left past jobs. Even if there were positive reasons—a promotion, transfer, or being spirited away by the competition—this is the kind of detail to trot out during your interview, not put on your resume. As for the negative possibilities—disciplinary problems, layoffs, outright firings—you wouldn’t even think of including them, would you? I didn’t expect so.

[image: Image] Job references. Wait until the employer asks for references before you provide them. Of course, you should have them handy on a separate sheet. Just don’t automatically include them with your resume. And, since most employers will presume that your “references” are “available on request,” you needn’t include that phrase at the bottom of your resume, either.

However, if one of your references is someone known to or respected by the employer, you could attach a separate sheet with his or her address and phone number.

Make sure every reference on your list is aware he or she may receive a phone call…and is fully prepared to swear you are as close to divinity as any human could be.

[image: Image] Salary information. Providing salary information—either your “history” or “requirements”—allows a prospective employer to eliminate you from consideration (you’re too expensive) or determine how little he can get away with paying you. Don’t include it on your resume.

A better way to address the situation is to mention in your cover letter that you will be happy to discuss your salary requirements when you have a better idea of what the job entails. But avoid discussing salary at all until the prospective employer mentions it! There is absolutely nothing to be gained by bringing it up first.

[image: Image] Personal statistics. Details of your personal life aren’t important to your ability to perform the job, so leave them out. What does the fact that you’re 6’4" and married have to do with managing a record store? It’s considered unprofessional to include such information.

[image: Image] Photos. Unless required by your profession (actor, model, broadcast journalist, etc.) don’t include a photo. Many employers, to avoid potential discrimination, will remove the picture before circulating the resume, anyway.

[image: Image] Personality profiles. Hiring professionals agree that statements such as “hard working/’ “team player” and “dedicated” are ignored because they are biased. So leave out your personal attributes and let your experience prove that you’re “hard working,” “a team player,” and “dedicated.”

[image: Image] Feelings about travel and/or relocation. If they are positive, you may mention them in a cover letter, especially if one or both have been listed as requirements for the job. If you are anti-travel and dead-set against relocating, why are you applying for a job that requires both?

[image: Image] Testimonials. Testimonials—endorsements from former employers— don’t belong on a resume. Let your accomplishments and experiences speak for themselves. If you have a testimonial on the writer’s company letterhead, you can attach it to your resume, if you wish. Just realize it could be construed as biased and, therefore, ignored.

Remember: You’re only working on a rough draft of your resume, so don’t demand perfection just yet. Mull things over, make changes, and when you think you’re ready to move on, read Chapter 3 to learn how to design a resume that almost screams “Read Me!”





End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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