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Writing Effective Resumes 
What should a resume do?

Your resume advertises your skills and experiences and offers prospective employers their first impressions of you as a job applicant. Its purpose is to generate an interview. 

Resumes function like advertisements in two specific ways: both the visual and textual elements of the document are important, and you have approximately sixty seconds to get your message across to your readers before they will move on to look at another resume. 

Your resume must communicate to your target audience of prospective employers that you have the specific personal characteristics, work and educational experiences, and practical skills they are seeking in an employee. It must show your readers what you have accomplished in the past to suggest what you can do for them in the future. And it must deliver these messages without asking too much from your readers in terms of time and effort.

What must a resume include?

· Contact information including your name, address, telephone number, and Email address

· Statement of your objective

· Descriptions of your work experience (both paid and unpaid)

· Your post secondary education

· A section describing computer proficiencies, licensures, and certifications

(Optional sections include volunteer/community activities, military service, and professional organizations. These should be included only if they are relevant to the job search.)

What should you avoid including in your resume?

· Information from high school unless it is directly related to the position you are seeking

· Salary requirements

· Reasons for leaving previous positions

· Geographical preferences

· Experiences that suggests your religious, political, or social affiliations unless relevant

· Opinion words like “excellent” or “superior” (favor words like “knowledgeable”)

· Complete sentences
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What should you consider before you begin drafting your resume?

The audience

The first thing you should consider is what your prospective employers are looking for in a job applicant. Read the job advertisement closely. If you are applying for a position that has not been advertised, read over the organization’s mission statement. To the extent that you can, you want to use the organization’s language in your resume to describe what you have done in the past. Employ their “buzz words” and take a cue from their style and tone.

Your experience

Do a personal inventory. Consider your qualifications and how they might be framed in terms of what your future employer is seeking. For example, if your employer is seeking a “self-starter” you will want to think about what projects you have initiated in the past and what positive effects these projects have had on the organizations in which you have worked. 

The format

Think about how you will want to arrange your resume. There are a number of ways that you might decide to organize and present this material. You will want to consider a format that suits your specific work history and makes the most persuasive case for the job that you are seeking. 

Types of Resumes

All resumes should be targeted for a specific position. You want your resume to show the hiring manager exactly how your skills and experience will apply to the position the company needs to fill. You will have several different job targets and should prepare a resume specifically for each job.  
Chronological Resumes
· list education, experience, and accomplishments in reverse chronological order using year and month designations

· only cover the last five-to-ten years
· include job titles, company names, dates of employment, and a brief description of what you accomplished 
· use your accomplishments to demonstrate your ability to do the job you seek
Chronological resumes are usually easy to follow. Hiring managers can see at a glance your work history and your most important accomplishments.

Chronological resumes have some disadvantages, however. They will call attention to long gaps in employment, frequent job changes, lack of experience, and recent work experience that is not related to your job goal.

Functional Resumes
· emphasize your strongest functional skills and responsibilities
· are organized around functional skill areas

· often omit dates

· emphasize what you have accomplished
· describe areas of your background that are relevant to your job goal 
Functional resumes help you sell your skills and qualifications effectively while de-emphasizing employment gaps or your lack of experience.
Functional resumes have drawbacks, too. Recruiters and employers think functional resumes are harder to read, probably because they are more accustomed to the traditional format.

Combined Resumes
· use a basic functional style plus a chronology of employers, dates, and places worked
· enable you to tailor your resume to fit your goal while showcasing your solid work record
Combined resumes offer clear advantages over the strictly chronological or functional types. First, hiring managers feel comfortable with the chronological component.  Second, the functional section can emphasize your skills and qualifications that apply to the position you seek. Finally, the combination of these sections can help hiring managers see exactly how your skills and experience pertain to the job opening.
The Sections of a Resume

Regardless of which format you select, your resume should address the same major aspects of your profile as a prospective employee. (See p.1 “What a Resume Must Have”). You will want to organize these different aspects of your profile under headings. Below you will find a list of sample headings that you might use to organize and structure your resume.

Sample Resume Section Headings

Job Objective




Academic Training

Career Objective



Academic Background

Professional Objective



Licensure/Endorsements














Summary




Activities and Distinctions

Professional Summary



Special Honors

Profile





Honors and Distinctions







Honors/Awards

Areas of Knowledge



Memberships

Areas of Expertise



Professional Memberships

Professional Skills



Professional Affiliations

Experience Summary



Professional Organizations

Professional Background


Publications






                        
Presentations







Conferences Attended

Achievements




Skills


Employment 




Military Service

Career Achievements



Language Competencies





Additional Experience











Volunteer Activities

Education




Related Activities

Educational Background


Civic Activities

Educational Preparation



Professional and Community Activities

Descriptions of the Sections of a Resume
Each section of your resume serves a specific function. In the rest of this document, we will describe these sections and their functions in greater detail.

OBJECTIVE STATEMENT
The objective statement should give the prospective employer a clear idea of the type of position you are seeking and articulate the skills that you have that apply to that position. The rest of your resume should support your capacity to do the job for the company. The objective should be concise and specific. For example:

Objective:
To obtain a marketing or technology-related position with Cisco Systems that will leverage my experience in executing large technology-driven advertising campaigns
To grow the market share of OmniCorp in a position on the sales force by strengthening relationships with existing customers and using my strong networking skills to win new customers
Position in District 11’s school guidance program requiring my counseling, communication, and management skills in individual, group, or district settings
To acquire a position in Information Systems as a dependable troubleshooter with an understanding of business who takes initiative to master tasks while producing high quality work 
Some Key Personality Traits for Objective Statements
Motivated

Team worker

Leader


Thorough
Persistent

Dependable

Reliable

Flexible




Straightforward

Dedicated

Practical

Resourceful


Self-directed

Assertive

Enthusiastic

Collaborative


Articulate

Methodical

Precise


Diplomatic

Mediator

Conscientious

Independent

Goal-oriented


EDUCATION
· Include colleges from which you received relevant degrees with dates of graduation.  Include your GPA if it is 3.0 or higher.

· Only include coursework when the projects or assignments will substantiate your claims of experience.
· Well-selected and concisely described coursework can help the hiring manager see the connection between your educational experience and the needs of the company.
· Only mention high school experience under special circumstances. (For example, if you attended a Jesuit High School and are applying for a position in counseling at a Jesuit College).

WORK EXPERIENCE
Using strong, clear language in bulleted form, summarize your work experience with the most recent experience listed first. Show what you accomplished at each of your jobs—even volunteer jobs, internships, student teaching—and explain what made you valuable in those positions.
Example:

Officer of Finance, Weston Imports, Colorado Springs CO              February 2000- December 2005

· Developed and organized in-house negotiations of Letters of Credit saving the company
      $20,000 per year

· Created and presented a training program for a staff of 200 which was adopted by the company, resulting in better working relationships and greater utilization of foreign suppliers
· Evaluated future sales promotions; coordinated training for a fifty-person staff and provided written direction for seven departments affected
Use strong action verbs. (See list of “Action Verbs”)

Use specific examples of results you have achieved, expressed in numbers whenever possible. Make certain these numbers are accurate, and be ready to talk about them in an interview.

Offer more detailed descriptions of experience that is relevant to the job you are seeking; minimize descriptions of irrelevant experience.

If you have saved a company time, money, and resources, or have simplified an outdated system, list these accomplishments. This information substantiates the claim that you can do the job for the prospective employer.
Appropriate Language 
You will improve your chances for landing an interview if you use field-specific language that the hiring manager recognizes. 

For example, find out what the target company calls the position you are seeking. The same position might be called “manager,” “team leader,” “facility coordinator,” or “director,” depending on the company’s own internal jargon.

Talk with people who work at your target company or read about the company in reliable sources. You will gain some knowledge of the philosophy and operations of the targeted company and can tailor your language choices accordingly. 
(For general terms, see “Skills List”)
Visual Impact

Visually strong resumes:

· look balanced on the page

· are often one page in length

· do not include large, imposing blocks of text

· use strong, clear, conservative fonts: sans serif for scannability--serif is fine for hard copies


(examples include Times Roman, Helvetica, Futura, Optima, and Palatino)

· use graphic elements, like lines and bullets, judiciously

To check for visual balance on the page, fold your resume into quarters. Each of the resulting quadrants of the page should look as full as possible without seeming crowded.  

If one or two quadrants seem text-heavy, redistribute some of your text using columns or left-justification of dates to help spread the text visually over the entire page.
A Few Important Guidelines

· Proofread. Errors in resumes suggest that you are careless.

· Be concise. A resume should be one page for undergraduates and never more than two pages. Short bulleted lines are much more powerful than lengthy, flowing paragraphs.
· Provide all vital information. Be sure to include telephone numbers, names of current employers, and dates of employment. Missing information gives the impression that your work habits are not thorough or that you have something to hide.

· Never misrepresent information on your resume! Employers can check dates of employment legally, and they will. They can check college degrees and places of employment easily. Make sure everything you put on your resume is true.

· Focus on what you have done in quantifiable results-oriented terms when possible. (i.e., supervised 50 employees, managed a $150,000 budget).

· Play your strongest suit first. Stress what you have been doing in the last five-ten years.

· Use strong action verbs describing what you have done.  

· Make your resume readable—use at least 11 point fonts, with wide margins and appropriate spacing.
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