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What Is a Resume? Or better yet;
what IS the purpose of a resume?

¢ A resume Is an employer centered
callingl card that clearly
communicates a past patterm of your
SUCCESS

¢ IR essence It says © I am a persen of
Significant accomplisRments Whe can
e fer yeurwhat I have deone: fior
ojipleifs




Why IS a resume so Important?

Two reasons:

¢ First, resumes have become the main way:

em
ANc

ployees communicate their interests
gualifications ter empleyers, by which

em

pleyers screen candidates.

9 SEcONd, as Joehb searches go Increasingly.
online; emploeyersiwill use scanning
technelegy, te screen: candidates. A well
Clhalited resume: can| unleck: employers
olejo)fs)




Think of resumes as advertisements
and screening devices

¢ he main purpose of writing an
effective resume and distributing It IS
o) get to the next step: an Interview,

¢ Like a goed advertisement,, your
resume sheuld previde eneugh
Infermabien te entice: the' reader o
contact you fer an interview. Keep
IREMIRE they: may/ e reading
Aundreads!




Put yourself in the mind of the
employer

o Employers are looking for the right
type of behavior for thelr
elkganizations.

¢ Your resume shoeuld: be designed to

helpr them predict your performance
IR CAEIE erganizatien.

¢ | yeul shlfit' yeur thinking frem jels
Seeker 1o empleyer, resumes can
takeron a different meaning.




EMPLOYERS VALUE ADDED
PERSPECTIVE

& Most employers hire people they hope will
add a greater value to thelr organization.
TTheir value added perspective Is one you
should censider when jel searching and
especially, when writing yeur resume. You

do this by making your resume employer-
centered rather thian seli-centered. In
fact thiel majer preklem Wit rESUmes IS
they/ efiten communicate what 2 candidate
WantsHiremranremplieyer Ether thanwiaai:
2 candidatercan aive e therempleoyer:




What different types of resumes
are there?

¢ Resumes can be written; In many.
different forms, but the three most
common formats are FUNCTIONAL,
CHRONOLOGICAL and HYBRIID oF
compInation resumes.

¢ Other types that are used ior SPECIc
PUKFPESES Include: curRcultm Vitae
(CV)rane pertielies:




FUNCTIONAL RESUMES

¢ Functional resumes de-emphasize
employment dates, employers, and
responsibilities.

¢ [hey are organized to communicate your
gualifications, skills and accomplisiments.

¢ EFocusIing onl abllities and transieranle
skills; this type: off resume! IS often; Used by
IRdvidualshwithrlictier directr Work
EXPErIENCE G SEMEHE! that s making a
CAlEel chiange.




CHRONOLOGICAL RESUMES

¢ This type of resume Is the most
commonly: used.

¢ It IS organized! with your most recent
PoSItion and meVves Backward firem
there.

¢ It IS meanit ter SheWwease semecne
WhHGrAas a IeReEr Career Progression.




MORE ON CHRONOLOGICAL
RESUMES

¢ By guickly previewing a candidates
resume, an employer can see level of
experience and skills, how leng a
PEersen usually/ stays with an

empleyer and Whether Voul: Career
RIStery, demoenstrates; a pattern of
Career development:




What?

o \What type of person should use a
chronolegical resume?

o \What type of persemn should use a
flnctionall resume?




HYBRID OR COMBINATION
RESUME

¢ combines the best elements of both the
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aroneloegicall and functionall resume.
IS type of resume emphasizes

gjectives, skills and accomplishments,
Ut alse includes a section on employment
ISLORY/.-

9 It canl e anl alternative: ter the tWwe: main
LyPES, Ui sheuld e Usedl 9y SeIEGRE
Wherhas the prefessicnall exXperence to
SUPRGKE I




COMMON MYTHS

¢ YOUR RESUME SHOULD NOT INCLUDE AN
OBJECTIVE

— T his Is a much debated topic: some career
counselors willi tell you to) leave It out.

— My tWwe cents: It may. help you te identiiy, what
yoeu derwellrand what yeu woeuld ke te truly/
do fer Werk:  liake this knewledge and make: It
employer centered. RIS canr help you Rarrew
GeWR YeUKE SEarchi o) jehs that Will e
appreoprate MAatChes e yeu: YoUul Gljective
Sheuld helprterguide you e \/eoul PERECE Jol9.




OTHER MY THS

» My resume should include dates of
employment, duties and
respoensibilities
— How youl descrilbe yyour eXperience Is

extremely Impoertant te: empleyers, and
seme wWilllwanit dates; Bl they. are 11esi
IRtErESted IR Youlr accomplishiments, anad

speciallapiiness What value el add te
thEel: ereaniZzation:




MORE MY THS

¢ | should include references: Never unless
expressly asked. Reserve this for the
Interview.

¢ Employers read resumes. | shoeuld put as
mUCh N as poessible: Eew resumes; are
read word fior Woerd- mest are quickly,
scanmed by humans or machines. Make
Voeur resume reader fimendly; highlighit
majer skills and accomplisRmeERts, USE
PeWErUINWGEKIES and langlage:




SOME MORE MY THS

¢ Once | have a usable resume | am good to
go- your resume Is like the constitution,
an ever changing document and scripted
for each job you are applying for.

¢ I shouldi include alllmy Work experience to
appear elder, more experiences- No. Only,
Include relevant experience to the jol you
are seeking.

» Only Include: direct Work: experience-
ExXpPEerience can e voth pald and URpaid:
Skills and accomplisnmenits; can| crosscut:
all ty/|pes) EXPErIENce.




DOS AND DON'TS

¢ Do always send a cover letter with
your resume

¢ Do fellew: up with employer
¢ Do preefread your resume By hand
¢ Do keep sentences) shoert aned Concise

9 DeNRcltderup e cate: Contacth
IRierMmatien and leave eui +S and e~
mallsiyeuFdeR-Userdaily/oiten




DON'TS

¢ Don’t Include infermation that Is not
relevant to the job yoeu| are seeking

¢ Don’t send references unless
explicitly, asked to

» Dot develep: an unrealistic ehjective
that deesn t speak: te) Yeur tiue
accomplishments anarapiliities andis
NeL empleyer-cenitered




OBJECTIVE

¢ One that primarily focuses on your
skills and accomplishments relevant
Lo future perfermance.

¢ Oriented! tewards the needs of
emploeyers; tells them: exactly Wihat
VUl have toe) offer them

¢ Examine your strengths!

¢ [hIS IS WhHEre the enes: of a goeos
ehjective arise!




OBJECTIVE

¢ What are my strengths?
Accomplishments?

& \What activities do | enjoy?; Working with
a team, erganizing, finding new: more
efficient ways te doe) things, reseiving
preklems, researchl, design, training
OLREKS, pPlanning andimanaginge PrReJECLS 7

9 IS BECOMES e PERES O YoU I GRJEeclve
statement:




SAMPLE OBJECTIVE 'BONES’ THAT ARE
EMPLOYER CENTERED AND STRENGTH
AND ACCOMPLISHMENT BASED

¢ resolve problems efficiently and
design and manage change

» Communicate effectively te all

erganizational levels
¢ Plan and manage: BUSINESS: ProJects
¥ Organize, planrandkeep FEcoRds

¢ Reselve custemer complainis anad
INncrease customer satisfaction




LAST WORDS

¢ Starting a resume Is the first step to
finding my. dream, job: one should
evaluate their interests, values and
skills before they create a resume

and distribute It te employers.
Determining Which ty/pes oif jelhs will
per sultalliewill-help yyeourwrite a

resume that  gets youryoeur dreant
jola....




