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Introduction

If you’re currently in the job market, we’ve got some great news for you!

According to the U.S. Bureau of Labor Statistics (www.bls.gov), total employment

in the United States is expected to increase by 14.7 percent between the years 2004

and 2014. What’s more, not only is the number of opportunities expanding, but the

composition of the workforce is also changing. Service-producing industries such

as healthcare, technology, engineering, transportation, social services, and others

are growing at a much stronger pace (nearly 20 percent over the same period of

time) than goods-producing industries such as manufacturing and construction.

As the numbers indicate, it’s a great time to be looking for a job, whatever your

particular situation (for example, graduating college student, skilled tradesperson,

mid-level professional, senior-level executive, return-to-work mom, or military

veteran). Opportunities are everywhere, and your challenge is to position yourself

in the best way possible to capture those opportunities and land a great new job.

The first and perhaps most vital step in preparing yourself for a successful job

search is to create a powerful resume that will open doors and generate interviews.

Bottom line: That’s the real purpose of your resume. Resumes do not get jobs;

people do. Your resume is simply your calling card, designed to clearly communicate

who you are, what you can do, and how well you do it. If you’re equipped with a

powerful resume, you will instantly give yourself a measurable advantage over your

similarly qualified competition.

To help you achieve that competitive edge, we’ve created a one-of-a-kind re-

sume book that clearly and concisely guides you through the resume-writing pro-

cess. To be sure that this book is easy to use, we’ve cut through all the confusion

and gotten right down to brass tacks—hence our no-nonsense approach. We’ve

given you the information you need, provided you with the worksheets to assemble

all your information, demonstrated how and where to use that information, and

given you close to 100 resume samples to review. When you’re finished with this

book, you should have a resume that is well-polished, well-positioned, and

powerful—a true no-nonsense resume.

www.bls.gov
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Professional resume writers know that resume writing is a unique combina-

tion of art and science; careful attention to detail and creative use of language;

substance and style; and strategy and implementation. They understand that

resumes are not just listings of past work experience and educational creden-

tials, but rather they are documents designed to sell job seekers into their next

jobs.

As professional resume writers ourselves, we follow a very systematic, no-

nonsense approach to resume writing that has opened the doors to new oppor-

tunities for tens of thousands of job seekers. Now, we’re going to share that

information with you in the first-ever, no-nonsense guide to resume writing

that gives you insider secrets to writing well-polished, well-positioned, and pow-

erful resumes. If you follow the steps, activities, and strategies outlined in this

book, you’ll be able to craft a resume that is sharp, distinctive, on-target, and

effective in generating interviews and offers.

The Six Simple Truths About Resume Writing

Before you begin to write your resume, there are six strategic concepts you

must understand. Professional resume writers live by these truths and understand

how critical they are in positioning a candidate for the right opportunity.

Truth #1: Write to the Future

Truth #2: Know Who You Are

Truth #3: Strategy and Positioning Are Key

Truth #4: Sell It; Don’t Tell It

Truth #5: Keywords Rock!

Truth #6: There Are No Rules for Resume Writing

Chapter 1

] Simple Truths About

Resume Writing
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If you can truly grasp what these concepts mean and how they apply to your

particular job-search situation, you will be able to write a strong and effective

resume that will open doors and generate interviews. Let’s explore each of these

simple truths.

Truth #1: Write to the Future

Resume writing is about writing toward your next job; it’s not about rehashing

your past experience. That is, perhaps, the single most important strategy for

resume writing. If you understand it, then you’ll be well prepared to write your

resume. If you do not, you’ll find that your resume-writing process becomes

much more difficult than it needs to be.

To best illustrate this concept, let’s examine the resumes of two sales

professionals with similar backgrounds, but very different objectives. The first

candidate, Sam, has been in sales for 12 years and now wants to move into a

sales management position. To write toward his new career goal, Sam is going

to place a heavy emphasis on activities such as sales recruitment, sales training,

region/territory management, product positioning, sales budgeting, forecasting,

and all the other management-related functions he has performed. These items,

in combination with his sales achievements, become the foundation on which

Sam’s entire resume is written. He needs to put a heavier emphasis on his sales

management qualifications, as opposed to his field sales experience, to better

position himself as an individual who is already well-qualified for his targeted

management position.

Our other sales candidate, Leslie, wants to transition from her 12-year field-

sales career into an accounting position, and her resume will be totally different

from Sam’s. To write toward her future career goals, Leslie is going to highlight

her experience in budgeting, forecasting, revenue planning, profit projection,

cost control, and other related skills. Most likely, these functions were not

Leslie’s primary job responsibilities as a field sales representative; however,

they were ancillary responsibilities that she managed. As such, she needs to

bring them to the forefront of her resume so that she is able to effectively

position herself to make her desired transition into her future accounting career.

To further demonstrate this concept, let’s examine the resume-writing

process for an insurance agent who now wants to work as a crisis intervention

counselor. Employed in the insurance industry for more than 15 years, Jim has

also been an active volunteer in several community-based counseling

organizations. He’s been doing this for more than 10 years, although he’s never

been paid for his time and expertise in this area. Because Jim’s goal is to transition

into a counseling career, the primary focus of his resume will be the skills and

experiences he’s acquired through his volunteer efforts, with just a brief mention

of his insurance career at the very end of his resume. The terms you’ll see on

his resume will include crisis intervention, one-on-one counseling, group

counseling, treatment planning, inter-agency relations, and more. If prepared
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effectively, Jim’s resume will communicate that he is a well-qualified counselor

and not an “insurance guy.” In turn, he will have created a document that

appropriately positions him for his desired career move.

This concept is what is referred to as re-weighting, or shifting the emphasis

of your resume from one set of skills to another in order to support your current

career objectives. Decide what it is you want to do at this point in your career

and then highlight all of your relevant skills, experiences, and qualifications—

whether from paid work experience, training, volunteer activities, or community

service. Each of these experiences is important, because each equipped you

with different skills that may be pertinent to your current career goals.

Re-weighting is an acceptable practice in resume writing. It’s what gives

you the power to transform yourself into who you want to be to successfully

pursue your new career goals. A word of caution, however: Don’t overstate

your qualifications. If you are granted an interview, you’ll discover that you’re

neither adequately prepared nor qualified for the job. Rather, always write with

our motto in mind: Stay in the realm of reality!

Truth #2: Know Who You Are

It’s not possible to write a truly effective resume without knowing what

your objective is—the type of position you’re interested in or the industry in

which you want to work. This concept ties directly into Truth #1—Write to

the Future—and in order to do that, you must have a job goal in mind. This

goal may be as specific as a network engineering position or it may be more

general, such as a position in marketing, public relations, or corporate

communications. Either way, in order to write toward your future goals, you

must know who you are and how you want to be perceived by prospective

employers and recruiters.

Many people reading this book may, indeed, already have a particular job

objective in mind, or at least a good idea of the types of positions in which

they’re interested. If this describes your situation, you may want to jump to

Truth #3, starting on page 15.

For others of you who may be uncertain as to where you’re headed next in

your career, we recommend you take some time to explore your core skills and

competencies, the things you enjoy doing and the things that motivate and inspire

you. It’s also important to have a clear awareness of the things you truly dislike

doing. If you assemble a list of these items, you should begin to see patterns of

interest that will help you in identifying your career goals.

To help you with that process, we’ve designed a few simple exercises that

should guide you in further clarifying your career goals and highlighting

particularly relevant strengths. Take your time when completing these exercises

and think carefully about your responses.
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CaCaCaCaCapturing pturing pturing pturing pturing YYYYYour Corour Corour Corour Corour Core Skillse Skillse Skillse Skillse Skills

Directions: Think about all of your skills—work-related and otherwise—and

include them in the column “What I Do Well.” Maybe you’re great with organizing

things, good with numbers, effective in staff training, successful in increasing

revenues; the list goes on and on.

In the column, “What I Don’t Do Well,” list all the things you’re not so good at

(dealing with irate customers, interpreting written instructions, or maybe researching

data). Be honest with yourself; no one but you is ever going to see this list.

What I Don’t Do WellWhat I Do Well
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Identifying Identifying Identifying Identifying Identifying YYYYYour Optimal our Optimal our Optimal our Optimal our Optimal WWWWWorororororking Enking Enking Enking Enking Envirvirvirvirvironmentonmentonmentonmentonment

Directions: In the left-hand column, list all the things you enjoy about your current

job. If you’re not currently employed, think back to your last job. This column

might include things such as flexibility, autonomy, decision-making responsibility,

and people interaction.

Then, in the right-hand column, list all the things you did not like about that job.

These items might include a difficult boss, an isolated working environment, or

poor staff communication.

What I Love About My Job What I Hate About My Job
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Identifying Identifying Identifying Identifying Identifying YYYYYour Kour Kour Kour Kour Keeeeey Intery Intery Intery Intery Interests and Motiests and Motiests and Motiests and Motiests and Motivvvvvaaaaatortortortortorsssss

Directions: Forget about work for a few moments and focus on your personal

interests and activities. In the left-hand column, list things you enjoy doing outside

of work (for example, baseball, cycling, or stamp collecting).

Then, in the right-hand column, list things you dislike doing outside of work, such

as household chores, errands, and volunteering.

What I Don’t Like Doing Away

From Work

What I Like Doing Away From

Work

Once you’ve completed the previous three exercises, you should immediately

begin to see certain patterns and be able to identify four distinct areas:

] Things you do well and like doing.

] Things you do well, but dislike doing.

] Things you enjoy, but don’t do well.

] Things you dislike and don’t do well.

Take a look at the following chart to better understand how this works.
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To help you interpret your results, we’ve labeled the sections in the chart 1

through 4:

Box #1: These are your “proficiencies.” They’re the things you’re really good

at doing and you also particularly enjoy. Perhaps you’re a purchasing

agent who is excellent at negotiating with vendors. You take pride in

this capability and genuinely enjoy the interaction with each supplier.

This type of skill definitely belongs in Box #1.

Box #2: Things listed here are “development opportunities.” You really enjoy

these activities, but aren’t very “proficient” at them. Perhaps you’ve

always wanted to be a master woodworker and cabinetmaker, but have

little skill or experience. With extra training, you might be able to

develop this skill and transform woodworking into one of your

“proficiencies.”

Box #3: These are your “burnout skills.” You’re probably very good at doing

these things, but don’t enjoy doing them. At work, you may be repeat-

edly asked to perform a task that you do very well, but that you perceive

as unchallenging and unrewarding. Exploring career opportunities that

move you away from these tension points is probably a smart choice.

Box #4: “Avoid like the plague.” You hate doing these things and you’re not

good at doing them. For example, many bank tellers were hired at a

time when the valued skills for that job were accuracy, attention to

detail, and a friendly demeanor. In today’s banking world, many tellers

are now expected to sell products and are evaluated on their sales per-

formance. Gradually, the nature of the job changed, and many tellers

felt they were being forced to do something they didn’t enjoy. If you

find yourself in this situation, or a similar one, the best thing to do is

start looking for a different position more suited to your proficiencies.

Once you identify what you do well, what you truly enjoy, and what motivates

you to do a good job, you will have a better understanding of who you are. With

this enhanced self-awareness, you’re much better prepared to put together a

resume that tells an employer what’s unique and valuable about you, and how

you can contribute to the bottom line.

If, after doing the previous exercises, you’re still uncertain as to your next

career move, we recommend you consult with a career coach or career counselor

who can offer more comprehensive career assessment and testing services. Some

of the more well-known career assessment tools are the Myers-Briggs Type

Indicator (MBTI), DISC, O*NET, Keirsey Temperament, and TypeFocus. To

find a qualified career professional who can administer these assessments and

help you set your career direction, check out these resources:

] Career Masters Institute (www.cminstitute.com).

] National Career Development Association (www.ncda.org).

] International Coach Federation (www.coachfederation.org/ICF).

www.cminstitute.com
www.ncda.org
www.coachfederation.org/ICF
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Truth #3: Strategy and Positioning Are Key

Your resume needs to present you as the best candidate for the position

you are applying for in order to capture job interviews and offers. You can

achieve this by using the right strategy to communicate who you are and by

positioning yourself as you want to be perceived. Think of resume writing just

as you would portrait painting; the only difference is you’re using words on the

page instead of paint on a canvas.

In no-nonsense terms, your resume must portray the best you for the position

you seek. If you’re targeting a senior management position, you need a resume

that looks sharp and upscale, clearly highlights your achievements and

contributions, and demonstrates the depth of your management and leadership

experience. If you create a resume that is less sophisticated in its presentation

and wording, you will not have positioned yourself effectively for the senior-

level positions you are pursuing.

The opposite can also happen. If you’re a recent college graduate who is

anxious to land your first professional position, don’t overdo it! Your resume

should reflect the fact that you are a graduating student (with great skills, training,

and internships) and not misrepresent you in any way. If a company is recruiting

recent college graduates, it wants college-graduate resumes and not resumes

for CEOs! Here are a few more examples that will help show you how to

accomplish this:

] If you consider yourself an up-and-coming candidate ready for your

next big step, your strategy should be to emphasize the significant

responsibilities and achievements of your last few positions, and how

you have responded successfully to the demands of increased

responsibility.

] If you’re an older worker with management experience who wants to

“smell the roses” and pursue a job with less pressure, then your

approach might be to create a resume that highlights your people

skills, your capacity to work independently, and the diversity of your

experience over the course of your career (while shifting the focus

away from all of your hard-core management experience).

] If you were a stay-at-home mom who is now ready to re-enter the

workforce, a resume that features the skills you gained from your

earlier work experience and volunteer activities, along with your

educational credentials, will be the foundation on which you build

your resume.

Every job seeker’s situation is different and, as such, every resume is unique.

You must be certain to create a resume that strategically positions you for the type

of job you are seeking. The words, the format, the design, and the presentation are

all key factors that we’ll explore in greater depth as we move through this book.
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Truth #4: Sell It; Don’t Tell It

When it comes right down to it, resume writing is really all about sales,

marketing, and brand positioning. Think of yourself as a unique and special

product that’s just the right solution for employers who desperately need the

features and benefits you have to offer. Your goal is to develop the best plan for

marketing yourself to those employers who have a demand for the skills and

qualifications you offer. If you think about it, this is the fundamental principle

that drives our supply/demand economy—buyers with a need (in this case, the

employer who needs skilled workers) and a seller with a solution (in this case,

you!).

When you submit your resume to a prospective employer, think of it as a

piece of direct-mail advertising. We’ve all received direct-mail ads—they’re the

envelopes that say, “You May Have Already Won!” Truly effective direct-mail

campaigns get your attention and prompt you to act—namely, by opening the

envelope and reading the enclosed material.

The no-nonsense approach to resume writing is more subtle than the cliched

slogans used by mass advertisers in direct-mail campaigns. However, the

underlying strategy is the same: specifically, prompting the recipient to read

and respond to the material. In the case of a job search, you must prepare a

resume that markets your unique skills and encourages the reader (HR director

or hiring manager) to decide, “I’ve got to talk to this candidate!”

A humdrum listing of job duties doesn’t accomplish this. Your resume needs

to highlight accomplishments that show your value to the company you work

for now (and the companies you’ve worked for in the past), and how these

accomplishments make you a potential asset to a new employer.

Using the “Sell It; Don’t Tell It” concept is a great way to communicate

your value and the benefits you bring to the workforce. And it’s a relatively

easy thing to achieve. Compare the two statements that follow—one that tells

what you did; the other that sells what you did—and you’ll easily see what we

mean.

( Telling It

Responsible for managing sales and customer service throughout

Michigan, Ohio, Indiana, and Illinois.

( Selling It

Planned, staffed, budgeted, and directed regional sales and customer

relationship management programs for 200+ corporate accounts in

the $35 million Midwestern sales region. Increased product sales by

45% in two years, captured 22 new accounts, and exceeded

performance goals by 30%.
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Can you see the difference in the impact of these two examples? It should

be obvious that the second example is a much better representation of that

individual’s talents and responsibilities and, in turn, a more compelling statement

of the value he or she brings to a new employer.

Unfortunately, job seekers often don’t believe they have real successes that

translate into benefits they can sell to a prospective employer. For example,

many assembly-line workers think their most notable achievement is reliably

showing up for work every day. Not true! If you’ve ever worked in manufacturing,

did you suggest to your supervisor that a safety guard be added to the line to

prevent accidents? Did you figure out a way to reduce scrap by making a change

that prevented pieces from being damaged on the line? Even if the company

didn’t formally acknowledge your suggestion, you know what your contribution

was and it’s legitimate to mention it on your resume.

Now, think about your accomplishments—small and large—and how they

positively impacted a company’s operating efficiency, productivity, customer

satisfaction, or overall profitability. Including these types of noteworthy

attributes and achievements on your resume will identify you as someone who

brings immediate value to an organization and is well worth hiring.

Truth #5: Keywords Rock!

Let’s start our discussion of keywords with a clear definition of what they

are and why they’re so important. If you’ve ever used a search engine on the

Internet to find something, then you’ve used keywords. If you were to type in

“Chicago Cubs + Wrigley Field + Box Seats,” you’d probably find a link that

would take you to a Website where you could buy tickets for the next time the

Mets are in Chicago. Now imagine you’re searching a database of job candidates.

You type in “Process Engineer + Lean Manufacturing + Six Sigma Black Belt.”

When you click on “Search,” you should come up with a list of process

engineering candidates with lean manufacturing and Six Sigma experience. Your

results will be ranked by how many times the search engine found those particular

keywords in each person’s resume.

Simply put, keywords are those buzz words found in each and every

profession. They identify the essential skills, knowledge, and expertise that

distinguish someone in a particular field. You probably know what they are for

your job—you use them every day—but they’ve become so second nature to

your day-to-day activities that you might not recognize their importance. If

your resume is entered into one of a variety of scanning systems, or the electronic

version of your resume gets uploaded to a database, the potential employer will

use specialized software, which functions as a search engine does, to scour the

database looking for keywords that are relevant to a particular position.

In the early days of the Internet (way back in 1995!), it was common to see

a “Keyword Summary” at the beginning or end of a resume intended for posting

on the Internet. This approach was designed to improve the chances that a

search tool would hit on the job seeker’s resume and identify him or her as a
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qualified candidate. As technology has become more sophisticated, it’s become

much less common (or necessary) to have a distinctly separate keyword

summary. Today, you can incorporate your keywords into various sections

throughout your resume; scanning technology will identify them in any location.

To help you get started, here are a few examples.

Example 1Example 1Example 1Example 1Example 1:::::     KKKKKeeeeeywywywywywororororords incds incds incds incds included in summarluded in summarluded in summarluded in summarluded in summary:y:y:y:y:

CAREER SUMMARY
Ten years of progressively responsible experience in Accounting, Auditing, and
Finance with Dow Chemical Company. Excellent qualifications in:

* General Accounting * Financial Analysis
* Cost Accounting * Financial Reporting
* Internal Auditing * Budget Administration
* Expense Reduction * Information Technology
* Investor Reporting * Staff Training & Supervision

Example 2Example 2Example 2Example 2Example 2: : : : : Keywords integrated into job description:Keywords integrated into job description:Keywords integrated into job description:Keywords integrated into job description:Keywords integrated into job description:

Social Studies Teacher – Brooks High School, Midland, MI 2002 to 2006

Teach European History, Political Science, and Government to junior and senior

high-school students. Develop course curricula, design instructional

materials, select textbooks, write student exams, evaluate academic

performance, and train student teachers.

Example 3Example 3Example 3Example 3Example 3: : : : : Keywords integrated into accomplishments:Keywords integrated into accomplishments:Keywords integrated into accomplishments:Keywords integrated into accomplishments:Keywords integrated into accomplishments:

Sales Representative 2004 to Present

IBM, Menlo Park, CA

° Closed $22.8 million in sales in 2004 and $32.6 million in

2005 through solid performance in new account

development and territory expansion.

° Negotiated and closed a $4.8 million sales contract with

UCLA, the company’s first-ever sale into the academic

market.

° Built academic market to 68% of total revenues for the

region (22% over projections).

° Led sales presentations and executive briefings to

major corporate accounts throughout the western U.S.

Although we have put the keywords in bold in the examples so you could easily

identify them, we do not recommend that you bold them when preparing your

resume.
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Don’t be concerned if you don’t have experience in the career field you are

targeting. You can still benefit by incorporating some of the most important

keywords from that field into your resume by using a Career Objective. Here’s

an example:

CAREER OBJECTIVE: Investigative Research

Desired job emphasis to include the following:

Background Checks / Fraud Investigations / Insurance Claims

Fact-Finding / Investigative Report Writing / Legal Research

This is one of the few instances when we recommend an objective (see

Truth #6, below, and a more in-depth discussion in Chapter 3). Note that in the

previous example it is clearly communicated that this candidate is looking for a

position that will include those specific functions. Nowhere does it state that

this individual already possesses those skills and qualifications. Rather, this is

simply a strategy to allow you to integrate appropriate keywords into your resume

to meet the needs of scanning technology, so that a real person will eventually

look at your resume.

Believe it or not, in this age of technology and electronic-based job search,

individual human beings still do read resumes! In fact, many have trained

themselves to scan the document with their eyes, looking for keywords that will

identify candidates who meet the company’s search criteria. Whether a conscious

process or not, when readers see the right keywords, there is instant recognition

that this is a well-qualified candidate.

Keywords can be powerful in another way. With a single keyword or keyword

phrase, you communicate that you possess a broad range of skills in a particular

area of expertise. The keyword phrase “customer relationship management”

conveys to the reader that your skills and experience most likely encompass

sales, customer service, lead generation, account management, order processing,

customer satisfaction, customer retention, and more. A few simple words can

truly communicate a wealth of information.

In the resume sample chapters in this book (Chapters 5–16), you’ll find the

top 20 keywords for each of the professions we’ve highlighted. Then, if you

want additional keyword resources, pick up a copy of Best Keywords for Resumes,

Cover Letters, and Interviews by Wendy Enelow (at www.wendyenelow.com).

There are also extensive lists of keywords available online. Our favorites include:

www.careers.ucr.edu/Students/JobSearch/nouns.html

www.enetsc.com/ResumeTips26.htm

www.free-resume-example.com/free-resume-builder.html

www.quintcareers.com/researching_resume_keywords.html

www.westwords.com/GUFFEY/inter.html

www.wendyenelow.com
www.careers.ucr.edu/Students/JobSearch/nouns.html
www.enetsc.com/ResumeTips26.htm
www.free-resume-example.com/free-resume-builder.html
www.quintcareers.com/researching_resume_keywords.html
www.westwords.com/GUFFEY/inter.html
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Truth #6: There Are No Rules for Resume Writing

The fact that there are no rules for resume writing is both an advantage and

a potential obstacle. On the one hand, because you aren’t bound by a prescribed

set of rules, you have tremendous flexibility in what information you include in

your resume, how you include it, why you include it, and where you include it.

On the other hand, without a prescribed set of rules, you may find yourself

floundering, uncertain of how and where to start and what to include.

Have no fear! Although there aren’t hard and fast rules, there are generally

accepted guidelines you should follow to ensure that you’re preparing a resume

that will meet the needs and answer the questions of prospective employers.

These guidelines are outlined here.

1. Include a work experience section on your resume. Your resume

must include your work experience, if for no other reason than to

demonstrate to prospective employers that you have, in fact, held a

job at some point in your life. It may be that you’ve been working for

20 years and most, if not all, of your work experience is related to

your current career goals. On the other hand, it may be that you

haven’t worked in 10 years or what you did in the past is not what

you want to do now. Either way, it is expected by employers that you

will include your work experience, but how that experience is included

may differ widely from one job seeker to another, depending on the

particular situation. Use the sample resumes in this book to find a

format for work experience that best suits you. (The only

circumstance in which you would not follow this guideline is if you

have never worked before.)

2. Include an education section on your resume. Just as with your work

experience, a prospective employer will expect to see an education

section on your resume. Sometimes, that section will have a great

deal of information about college degrees, professional training,

licenses, and certifications. Other times (for example, if the training

is not relevant to your current career goal), that section may be very

sparse with just a brief mention of high-school graduation, a few

courses at a community college, or a technical certification. Whatever

your level of education, this section is an important component of a

well-prepared resume.

3. Highlight your technical skills and qualifications. Whatever type of

position you’re pursuing, the majority of jobs these days require an

individual to be technology-savvy. For some professions, for instance

an IT manager, network analyst, or technology sales representative,

this is a primary requirement, and you should include your technol-

ogy skills in detail. For most other professions, basic computer knowl-

edge is expected so be sure to include a brief listing of your specific

hands-on skills.
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4. Start your resume with a career summary. Believe it or not, most

resumes these days (and most of the samples you’ll see in this book)

don’t have what you might consider a traditional “Career Objective.”

With the exception of special cases, such as career changers who are

trying to refocus and re-weight their qualifications (as with the

example from earlier in this chapter), objectives have been replaced

by career summaries. Typically, an objective will state the type of

position and/or industry a candidate is seeking. Basically, the objective

states what the job seeker wants from the employer.

In the modern resume, chances are you’ll see a “Career Summary”

at the top, highlighting a job seeker’s key skills, qualifications,

competencies, and achievements. The summary may be as brief as a

few short sentences or a list of bulleted items, or it can be as long as

most of the first page. Whatever the length, the purpose of the

summary is to communicate the value a job seeker brings to a

prospective employer; namely, the benefits the employer will gain by

hiring that candidate.

5. Write in the first person. At the risk of sounding like your grade-

school English teacher, first-person pronouns are I, me, we, and

mine. In your resume, you should never include these pronouns,

yet every sentence you write should be constructed as if it started

with the word “I.” These examples should help you to understand

this concept:

What you should be thinking

as you write:

I supervised a team of 12

clerical employees.

I achieved 127% of my sales

quota for the third quarter of

2007.

I reduced production costs

by 20% year-over-year by

implementing Lean

Manufacturing principles.

How these phrases should

appear in your resume:

Supervised a team of 12

clerical employees.

Achieved 127% of sales quota

for the third quarter of 2007.

Reduced production costs by

20% year-over-year by

implementing Lean

Manufacturing principles.



No-Nonsense Resumes22

6. Beware of absolutes! Here’s a great example: Have you ever been

told that a resume MUST fit on one page? In decades past, that was

sage advice, but in today’s job search market, that “golden rule” is

obsolete. The no-nonsense truth is an emphatic “it depends”—in

fact, that’s the answer to many resume questions. It all depends on

your particular situation.

The answer to the question, “How long should your resume be?”

is that your resume should be as long as it needs to be in order to tell

your story. For recent college graduates or skilled trades people,

that may be one page. For a mid-level professional, it’s likely to be

two pages, and for a senior executive, it may be three or four pages.

Top 10 Critical Mistakes to Avoid

Now that we’ve outlined the most important strategies and concepts for

writing powerful resumes, let’s explore the things you should never do when

writing and distributing your resume.

1. Never overstate the truth on your resume. If you do, you’ll find that

you’ll have to defend yourself and your resume in an interview. Even

if you get past the interview, your resume may become part of your

permanent employee record, if you’re hired, and inaccurate

information could come back to haunt you.

2. Never include negative information on your resume. Your resume is

not a job application, nor a life history. Only include information that

is positive, and save any negatives for discussion during the interview.

Don’t give a prospective employer a reason to immediately exclude

you from consideration by including information that may reflect nega-

tively on you, such as layoffs, incarceration, or being fired.

3. Never include salary information on your resume. It is not the

appropriate place. If you’re responding to an advertisement that asks

for your salary history (what you have earned in the past) and/or

your salary requirements (your current salary expectations), and you

choose to provide that information, put it in your cover letter instead.

However, countless surveys have shown that if a company is interested

in you, you will be contacted, regardless of whether or not you have

included the requested salary information.

4. Never present a resume with errors. Your resume is your personal

calling card, and chances are a prospective employer is going to

“meet” your resume before actually meeting you in person. If your

resume has errors—spelling, punctuation, wording, and so forth—it

immediately communicates a negative message to an employer. Who

wants to hire someone who produces important documents that

contain careless errors? The answer? No one!
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5. Never include reasons for leaving a job on your resume. This is

information that should be shared during an interview, and only dur-

ing an interview. Whether you left your last position on a positive

note or a not-so-positive note is information that should only be

shared in a one-on-one discussion during your interview. Note that

prior to or immediately after your interview, you’ll probably be

asked to complete an employment application. Most applications

will include a section that asks why you left each position. Be sure

to complete this information with a brief response (for example,

“seeking better career opportunities,” “seeking increased manage-

ment responsibilities,” or “company downsizing”). If you were fired,

we recommend that you do not include that on the application; rather,

include a statement that reads, “To be discussed during interview.”

6. Never submit a resume that is difficult to read. If you do, no one will

read it! Be sure to use a font and type size that are easy to read, and

select a format and design that are attractive and leave lots of white

space to enhance readability.

7. Never include a vague or unclear objective on your resume. We

discussed objectives and career summaries earlier in this chapter. If,

after reading that information, you choose to include an objective

on your resume, make certain it is specific—for example, “Position

as a Chemical Engineer”—and not simply a vague statement such as

“Seeking a position offering training and advancement opportunities.”

The latter is useless information and only detracts from the rest of

your resume.

8. Never send a resume with handwritten comments. Believe it or not,

this happens all the time: A job seeker takes a nicely designed resume,

jots down a few notes about a change of address, a change in employer,

or some other update, and then sends it to a prospective employer.

There is never any time when this is acceptable. If changes or updates

are necessary, edit the resume and print a fresh copy before you

send it!

9. Never send along supporting documentation with your resume. You

may think it will give you a competitive edge, but sending excess

documentation such as college transcripts, performance evaluations,

awards, letters of recommendation, customer testimonials, and the

like is not recommended. Unless you have been specifically asked to

supply this information, simply send your resume along with a cover

letter. You don’t want to overwhelm someone with a stack of papers

that they have to go through to learn about you. That becomes a

project and, on many occasions, projects get set aside, and you

certainly don’t want your resume set aside! Save all of that additional

information to share during your actual job interviews.
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10. Never send a resume without a cover letter. Whatever the position

you’re applying for, always send a cover letter. It’s expected and,

more importantly, appropriate job-search etiquette. Cover letters

are powerful tools that, when well written, can give you a competitive

edge within the market. Let your cover letter complement your

resume and sell you into your next position. (For more information

on cover letters, refer to our companion book, No-Nonsense Guide

to Cover-Letter Writing, due to hit the market in December 2006, or

Cover Letter Magic by Wendy Enelow and Louise Kursmark, available

at www.wendyenelow.com).

www.wendyenelow.com
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Chapter 2

] Simple Truths About

Resume Formatting and Design

Two of the most important decisions you’ll make when writing your resume

have to do with formatting and design. Begin by asking yourself these key

questions:

] What resume format am I going to use? Chronological, functional,

or hybrid?

] What resume design am I going to use? Standard and conservative?

Unique and avant-garde? What do I want my resume to look and

feel like?

One huge advantage you can give yourself is to have a resume that doesn’t

look the same as everyone else’s. You want to write, format, and design a

document that stands out from the crowd and gives you a serious competitive

edge.

Now that doesn’t mean you want to do anything “over the top”; rather,

you simply want to make your resume look sharp, professional, and distinctive.

As you review all the resume samples in this book, you’ll see dramatic

differences in presentation, from resumes that are very conservative to ones

that are quite distinctive. Later in this chapter, we’ll help you decide where

on that continuum—from conservative to very unique—it’s best for your

resume to be positioned.

Resume Formats

With very few exceptions, resumes are produced in one of three distinct

formats: chronological, functional, or hybrid. Each has its own unique character-

istics, advantages, and disadvantages; which is best for you will depend entirely

on your current career goals.
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Following is a detailed discussion of each of these formats and how they are

best used. Read all three sections carefully before deciding which format is

right for you.

Chronological Resumes

The chronological resume is the most commonly used resume format and

the simplest to create. In fact, chronological resumes are probably what come

to mind when you think of a traditional resume. And it may be the way you were

taught to write resumes when you were in high school or college.

Chronological resumes are ideal for candidates who want the emphasis to

be on the strength of their work experience, particularly if they’ve had a linear

career. In other words, this resume format and structure works best if you’ve

followed a logical progression from one job to the next, with no serious detours

or lengthy gaps in between. This also assumes that your goal is to obtain a job

that is either a lateral move (similar duties and responsibilities) or a vertical

move in the same field (move up to the next “rung on the ladder”).

When writing a chronological resume, you want to list your jobs in reverse

chronological order, starting with your current or most recent position and

then working backwards. Your goal is to write comprehensive job descriptions

that clearly communicate the responsibilities and achievements of each of your

positions. Then, as you move further back in time, you can shorten and summarize

your job descriptions, being sure to highlight any notable contributions, projects,

responsibilities, and/or awards.

The infrastructure of the chronological resume consists of two distinct

sections:

] Work experience

] Education

There are, of course, other sections you may include, but these two are the

most important for a chronological resume. You’ll learn much more about each

of these sections and all the other possible resume components in Chapter 3.

It should be noted that recruiters and human resources professionals often

prefer chronological resumes because they are systematic, easy to follow, and

easy to interpret. However, before you make the decision that a chronological

resume is the right resume for you, be sure to read the section on hybrid

resumes, which have many similar characteristics.

The following page features a chronological resume.
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Functional Resumes

The true advantage of the functional resume is that it places a greater emphasis

on skills, qualifications, and accomplishments than on your chronological work

history. You may want to consider a functional format if:

( You’re changing careers and want to highlight your transferable skills—

those skills that can easily transfer from one industry to another, or from

one position to another.

( Your most recent job is not the most relevant to the position you are targeting.

With the functional format, you can emphasize your skills and accomplishments

from a position you held years ago, and not have to bury that information at

the end of your resume as you would with a chronological format.

( You’re a stay-at-home mom who’s ready to return to work. You may have

been away from the workforce for an extended period of time, but you can

use a functional resume format to highlight skills from your previous work

experience, your volunteer activities, and your education.

( You’re an older worker (55+ years) and want to de-emphasize your age,

while focusing on your skills and qualifications that are most related to your

current career objectives.

( You’ve been out of the workforce for a year or more, for reasons such as

unemployment, illness, or incarceration, or you’ve had a non-linear career

in which you moved around without a clear pattern of advancement or

consistent employment in a single industry or job function. This scenario

seems to occur more and more often in today’s labor market with frequent

layoffs, downsizings, and mergers/acquisitions.

The structure of the functional resume consists of three distinct sections:

] Summary: the longest and most detailed section in the resume;

used to highlight your skills, experiences, qualifications, and

accomplishments as they relate to your current career goals.

] Work experience: very brief; generally only a listing with no

detailed information.

] Education.

There are, of course, other sections you may include, but these three are con-

sidered the foundation of every functional resume. You’ll learn much more about

each of these sections and all the other possible resume sections in Chapter 3.

It should be noted that some recruiters and human resources professionals

are less receptive toward functional resumes. In the past, these documents gained

a reputation as the format of choice for a candidate who was trying to hide

something (usually age or employment gaps). However, if you load your resume—

at the beginning—with great skills and accomplishments that meet the employer’s

needs, and follow that with a brief but complete work history, the functional

resume can be very effective in grabbing attention and getting interviews.

The following page is a good example of a functional resume.
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Hybrid Resumes

The hybrid resume gives you the advantages of both the chronological and

the functional formats, and is our preferred resume format for most job seekers.

As the chronological resume does, the hybrid emphasizes your work history,

responsibilities, and accomplishments, combining these elements with the

powerful skills focus of the functional resume. This offers you the best of both

worlds, allowing you to highlight your notable work history along with your

core skills, competencies, and qualifications.

Hybrid resumes can be effectively used in a variety of job-search situations.

Most notably, they’re an excellent format if:

( You’re looking for a position similar to the one you hold now, or held most

recently. Use the summary section to highlight your skills and qualifications

that are most applicable to your targeted position.

( You’re looking to advance within your established career track. Use the summary

section to highlight all the skills and qualifications gained throughout your work

history that demonstrate success within your chosen career, industry, or

profession, and have prepared you to advance to the next level of responsibility.

( You’re looking to change careers. Use the summary section to highlight all

the skills and qualifications that are transferable from your previous position

into your new, targeted career field.

The structure of the hybrid resume consists of three distinct sections:

] Summary: a high-impact summary of your most notable skills and

competencies as they relate to your current career objective.

] Work experience: detailed, with an emphasis on key

responsibilities and notable achievements.

] Education.

There are, of course, other sections you may include, but these three are

considered the foundation of every hybrid resume. You’ll learn much more

about each of these sections and all of the other possible resume sections in

Chapter 3.

The hybrid format is currently the resume style preferred by most recruiters

and human resources professionals because of its dual emphasis on both

employment history and skills. Someone can read the summary section of your

resume and quickly understand what you offer to an employer. That information

is then immediately followed by a strong presentation of your work experience,

which should clearly support the skills and qualifications you’ve highlighted in

your summary section. In essence, you’re stating, “This is what I do best”

(summary) and “This is the proof I know how to do it” (experience). If you can

accomplish this with your hybrid resume, you will definitely have made the

recruiter’s or human resource professional’s job much easier in identifying you

as a quality candidate.

The following page features a hybrid resume.
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Resume Designs

Now that you’ve decided which resume format is right for you, it’s time to

start thinking about resume design and visual presentation. At this point, you

might be asking yourself whether or not design is really a key consideration of the

resume process. Shouldn’t design concerns be limited to job seekers in artistic

and creative career fields? The answer to that question is a resounding no!

Design is important because it gives you competitive distinction. Put yourself

in the shoes of someone looking to hire a purchasing manager. You advertised

the position on several major online job boards and in several regional

newspapers. Within a week, you’ve collected more than 200 resumes for the

position, all of which are sitting in a pile on your desk. Most likely, you’re going

to flip through the resumes very quickly, selecting those that catch your eye. As

a job seeker, to catch someone’s eye without being over the top, you want your

resume to be sharp and clean, but distinctive enough to stand out from the

crowd and get you noticed, not passed over.

Now, don’t misinterpret what we’re saying. We are not recommending that

you prepare a resume in an unusual font or print it on purple paper. Such

choices definitely qualify as over-the-top and are not recommended. Rather,

we’re recommending that you take the time necessary to prepare a resume that

doesn’t look quite the same as everyone else’s.

One of the easiest ways to accomplish this is by using a font or typestyle

other than Times New Roman (the most widely used typestyle in business and

on resumes). For every 100 resumes we see, more than 80 of them are in Times

New Roman and, as such, they all look very similar. Consider some of the

following fonts to help distinguish your resume from the rest of the pack. They’re

still clear and easy to read, common to most word processing software, but

subtly different from Times New Roman:

Georgia Garamond

Tahoma Verdana

Arial Schoolbook

Once your resume is written, try placing it in several different fonts to see

which one looks best, fills the page best, and most accurately reflects your

profession. There are some cautions about using these different fonts if you are

planning to send your resume electronically, which will be thoroughly addressed

in Chapter 4.

The most commonly used design enhancements are bold, italics, and

underlining. When used appropriately, these elements can effectively highlight

section headings, job titles, employer names, college degrees, notable

achievements, and other information you want to draw special attention to.

However, be forewarned: These enhancements only work to your advantage

when they’re not overused. For example, if you put half of your resume in bold

print, you’ve defeated the purpose, because nothing will stand out.
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Comparison of  Common Resume Typestyles and Sizes

Size Roman Bold Italic

10 pt. Arial Arial Arial
Bookman Old Style Bookman Old Style Bookman Old Style

Garamond Garamond Garamond

Tahoma Tahoma Tahoma

Times New Roman Times New Roman Times New Roman
Verdana Verdana Verdana

10.5 pt. Arial Arial Arial
Bookman Old Bookman Old Bookman Old

Style Style Style
Garamond Garamond Garamond

Tahoma Tahoma Tahoma

Times New Roman Times New Roman Times New Roman
Verdana Verdana Verdana

11 pt. Arial Arial Arial
Bookman Old Bookman Old Bookman Old

Style Style Style
Garamond Garamond Garamond

Tahoma Tahoma Tahoma

Times New Roman Times New Roman Times New Roman
Verdana Verdana Verdana

11.5 pt. Arial Arial Arial
Bookman Old Bookman Old Bookman Old

Style Style Style
Garamond Garamond Garamond

Tahoma Tahoma Tahoma

Times New Roman Times New Roman Times New Roman
Verdana Verdana Verdana

12 pt. Arial Arial Arial
Bookman Old Bookman Old Bookman Old

Style Style Style
Garamond Garamond Garamond

Tahoma Tahoma Tahoma

Times New Roman Times New Roman Times New Roman
Verdana Verdana Verdana
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Other design enhancements you might consider using to give your resume a

distinctive look include lines, boxes, columns, and other graphics. You’ll see

many of these design enhancements used in the sample resumes at the end of

this section and in Chapters 5–16. However, be careful if you decide to utilize

graphics. “Cute” does not work on a resume! Rather, your graphics must be

appropriate to your profession and your industry, and enhance the overall

presentation.

That’s twice we’ve mentioned that the design must match your profession.

To better understand this concept, consider the resumes of two unique job

seekers—an accountant and a fashion designer.

The accountant’s resume, as you would suspect, should be on the conserva-

tive end of the design spectrum. The font should be very easy to read, such as

Tahoma or Arial, only simple lines or boxes should be used to offset any text,

and the paper should be white, ivory, or light gray. Anything else would be

overstated and inappropriate. The accounting profession is straightforward and

conservative, and the resume should represent that.

On the other hand, the fashion designer’s resume should look entirely

different and demonstrate the designer’s artistic capabilities. Fonts can be less

conservative, such as Century Schoolbook or Garamond, and designer lines,

boxes, columns, and/or graphics can be used throughout. Paper should be unique,

such as blue, dusty rose, or even pinstripe. The reader should be just as impressed

with the visual presentation as with the content of the resume.

The various ways you can design your resume to give yourself a competitive

advantage within the market are infinite, limited only by your imagination. Take

a look at the three resumes on the following pages to get an idea of what you

can do creatively to capture a reader’s interest and entice him or her into action—

offering you an interview.

Example #1 on page 35 is a fairly conservative, straightforward approach

used by an accountant; Example #2 on page 36 is a “middle-of-the-road”

approach, which incorporates some design elements, in this case for a marketing

executive; Example #3 on page 37 shows how you can use graphic design

elements, columns, text boxes, and more to create a really eye-catching design.

Top 10 Critical Formatting and Design

Mistakes to Avoid

1. Don’t let your resume fail to present you in the most positive light because

it’s prepared in the wrong format. If you haven’t taken the time necessary

to determine which format is right for you, based on your background and

current career objectives, chances are that you may make a poor selection.

If this happens, you’ve immediately short-changed yourself and have not

put your best foot forward.
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2. Don’t make your resume difficult to read because there is not enough white

space, the text extends from margin to margin, and there are no blank lines

between sections, paragraphs, or bullets. No one is going to struggle through

your resume. Instead, if they have difficulty reading it, they’ll discard it and

move onto the next candidate.

3. Don’t make your resume difficult to read because the font is too small or

too fancy. Again, no hiring manager is going to spend the time that is

necessary to review a document that is difficult to read. Better to let it run

onto two pages and improve its readability.

4.  Don’t use design enhancements that are inappropriate for the targeted

profession or industry (for example, lines, boxes, columns, and graphics).

Refer to the previous discussion about resume design to be sure you’re

preparing a document that is appropriate for your career track.

5. Don’t overuse bold, italics, and underlining, which clearly defeats the purpose

of these design enhancements. They only work if used sparingly throughout

the document so that they can have the most impact.

6. Don’t smudge your resume with fingerprints or coffee stains, or let it be

otherwise untidy. This includes folding the resume unevenly or stapling pages

together in a haphazard manner. What do you think this communicates

about you to a prospective employer? Nothing positive, we can assure you.

7. Don’t let your resume look poorly reproduced. With the electronic resources

available today, there is no excuse for circulating a resume that is not well

produced. If you don’t have access to your own printer, visit your local

library or copy center so you can print original-looking documents. Always

use a laser printer to print your resume.

8. Don’t make handwritten changes to your resume. There is never a situation

in which this is acceptable! If you have to make a change to your resume, do

it in the electronic computer file and then reprint the document.

9. Don’t produce your resume on odd-sized paper. Although many job seekers

may perceive this as a competitive advantage, believe us when we tell you

it’s not. If you’re looking for a position in the United States, be sure to

print your resume on 8 1/2°° x 11°° paper. If you’re looking for a position

outside the United States, research that country’s resume preferences and

recommended paper size.

10. Don’t submit a resume with typographical errors. Again, this is never

acceptable. Do you want a prospective employer to think you are careless

about your work, or that you’ll send out business correspondence, proposals,

and reports with errors? We think not! If necessary, enlist the help of a

friend with strong English skills to proofread your documents before printing

them and sending them out.
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Chapter 3

] Simple Truths About

Writing Your Resume

As discussed in Chapter 1, resume writing is a unique combination of art and

science, allowing you to use a creative approach to present factual information

about your career. A resume is no longer a single sheet of paper that simply lists

your work experience. Rather, today’s resume is a sales document that should be

designed to promote the very best you have to offer to a new employer in such a

way as to encourage that employer to want to meet you. Bottom line: that’s the only

goal of your resume—to grab someone’s attention and get you job interviews!

In this chapter, we’re going to introduce you to the strategies and techniques

that we, as professional resume writers, use to simplify and streamline the

resume-writing process while still creating unique, customized, and one-of-a-

kind resumes. Follow these instructions and you too will be able to craft a

resume that will portray your very best you!

Step-by-Step Process

Just as many other business-related activities are, resume writing is a pro-

cess. In many ways, it’s much like writing a technical report, in that the final

document (1) has a very specific purpose, (2) must clearly and concisely convey

a particular message, and (3) must appropriately communicate that message to

its target audience.

With that in mind, it’s easy to understand that resume writing is not at all

similar to creative writing (for example, novels, short stories, and poems), in

which you stare at a blank piece of paper waiting for inspiration. Rather, resume

writing is closer to following an outline or connecting the dots. With our no-

nonsense approach, you’ll be able to connect your dots and write a resume using

a very methodical and logical process.
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The Key Resume Elements

As discussed in Chapter 2, resume format and design will vary from job

seeker to job seeker depending on each individual’s career goals and target

audience. However, all resumes tend to share certain common elements: contact

information, skills summary or career summary, employment experience, and

education/training. Beyond that, there are numerous other sections you may or

may not include in your own resume, depending on how relevant that particular

section is to you, your experience, training, and current career goals. Those

sections include: honors and awards, licenses and certifications, professional

memberships, community memberships, volunteer experience, personal

information, publications, and public speaking.

Contact Information

The very first thing you’re going to include on your resume is your contact

information—name, mailing address, phone number(s), and e-mail address. Here

are three standard formats you can select from:

Format #1: StandardFormat #1: StandardFormat #1: StandardFormat #1: StandardFormat #1: Standard

MARISSA M. MASTERS

1234 Mockingbird Circle
Henrietta, New York 14467

Home (585) 555-2937 / Cell (585) 555-0972 / mmm3@msn.com

Format #2: ModifiedFormat #2: ModifiedFormat #2: ModifiedFormat #2: ModifiedFormat #2: Modified

LEON J. MARKUS

112 Monroe Parkway (585) 555-9038

Rochester, NY 14618 ljm22922@aol.com

Format #3: College StudentFormat #3: College StudentFormat #3: College StudentFormat #3: College StudentFormat #3: College Student

MARTIN E. YOUNGMAN
youngmanme@msn.com

Permanent Address: Current Address:
122 Commodore Parkway Reagan Hall, Rm. G-22
Rush, New York 14543 Pacific Coast University
Cell (909) 555-2837 Inglewood, CA  95847
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Although including your contact information should be a snap, sometimes

there are unusual circumstances or special considerations. Pay close attention

to these recommendations:

( If you have a gender-neutral name, consider using one of the following formats

so that anyone knows how to address you:

Mr. Lynn F. Gundersen

Ms. Tracey S. Simpson

( If you have a first name that’s difficult to pronounce, or go by a call name

other than your first name, consider using one of the following formats so

that anyone knows how to address you:

Ranguswamy “Roger” Abdellah

Melissa C. “Chris” Miller

Human resources people and hiring managers are human, and this approach

helps put them at ease in contacting and communicating with you and gives

them one less reason to screen you out.

( If you don’t yet have a personal e-mail address, get one! Today’s job search

market has gone electronic and many prospective employers will want to

communicate with you via e-mail, and it is inappropriate to use your current

work e-mail account to conduct your job search. Rather, get a free e-mail

account with Yahoo!, Hotmail, or any one of a number of other providers

that will allow you to access your e-mail account from any computer with

an Internet connection. When setting up your account, be sure to use a

professional-sounding screen name (for example, AJSmith13@hotmail.com)

and not something cute (for example, HoneyBear@yahoo.com).

( Be very careful if you decide to include your work phone number on your

resume, and only do so if you have a direct number. Even in that situation,

it’s preferable to have people contact you on your private cell phone or at

your home number. You’re not at your current job to spend your days

conducting your job search!

While we’re on the topic, make certain that your outgoing voice mail

message, whether on your cell phone or home answering machine, is

professional-sounding. For example, “You have reached 555-1234. I’m unable

to take your call right now, so please leave a message at the tone,” is much

more acceptable than, “Hey, dude! You know the drill—if you’re a

telemarketer, drop dead.” One person’s humor is another person’s poor

taste.

( If you have an online version of your resume (see Chapter 4 for more

information on Web-based resumes), be sure to include the Website address

(URL) in the contact information section of your resume so people can go

online to read more about you and your career.
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Career Summary

Your career summary can be the most important part of your resume and

therefore may be the section that takes the longest to write. Consider the following

critical information as you write your career summary:

] For the most part, the career summary has replaced the career

objective on modern resumes. Over the years, objectives have proven

to be either too specific, and thus limiting to your job search (for

example, “Position as an Electrical Engineer with a Fortune 100

company”), or at the other extreme, so general that they’re meaningless

(for example, “Seeking a professional opportunity with a well-

established company”). What’s more, objectives tell companies what

you want from them; not what you can offer to them.

] The career summary immediately communicates who you are and

the value (skills, knowledge, and experience) you offer to a company.

This makes it much easier for a recruiter to understand your resume

and make an immediate determination that you’re qualified and worth

interviewing.

] Your career summary needs to be front-end loaded with information

that will distinguish you from other candidates. This might include

your strongest skills and qualifications, notable achievements,

professional licenses and credentials, honors and awards, and

anything that will set you apart from the crowd. Remember that

most prospective employers only review a resume for 10 to 20 seconds

on the first screening. Make those few seconds count!

Your career summary can take many forms, with a variety of titles and

formats. The examples that follow demonstrate four of the most common

approaches many professional resume writers use when they’re writing the career

summary sections of chronological resumes.

Format #1: Headline With Combination Paragraph and SkillsetsFormat #1: Headline With Combination Paragraph and SkillsetsFormat #1: Headline With Combination Paragraph and SkillsetsFormat #1: Headline With Combination Paragraph and SkillsetsFormat #1: Headline With Combination Paragraph and Skillsets

PHARMACEUTICAL SALES REPRESENTATIVE

Nine years’ experience representing the products of two global

pharmaceutical industry leaders. Track record of consistently delivering

double-digit revenue and profit growth within highly competitive healthcare

markets. Expertise includes:

‚ Executive Sales Presentations ‚ New Product Introduction

‚ Price & Contract Negotiations ‚ Key Account Management

‚ Sales Budgeting & Reporting ‚ Territory Management

‚ Marketing Communications ‚ Sales Training & Mentoring
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Format #2: Paragraph FormatFormat #2: Paragraph FormatFormat #2: Paragraph FormatFormat #2: Paragraph FormatFormat #2: Paragraph Format

CAREER SUMMARY:

Purchasing Manager with over 15 years’ experience procuring optical,
electrical, and raw materials inventory. Exceptional skills in vendor/supplier
relations with a proven track record of success in reducing costs,
decreasing lead times, and improving vendor quality. Experienced in ISO
9001 and MRP II standards and principles with Fortune 100 firm.

Format #3: Bulleted ListFormat #3: Bulleted ListFormat #3: Bulleted ListFormat #3: Bulleted ListFormat #3: Bulleted List

CAREER HIGHLIGHTS

° ° ° ° ° Over 12 years’ counseling experience with troubled youth and adults.

° ° ° ° ° Expert in designing individualized patient care and support programs.

° ° ° ° ° Liaison with schools, clinics, and substance abuse programs.

° ° ° ° ° Outstanding communication and people skills.

° ° ° ° ° NYS Office of Mental Health Qualified Mental Health Specialist.

FFFFFororororormamamamamat #4:t #4:t #4:t #4:t #4:     TTTTTececececechnical Prhnical Prhnical Prhnical Prhnical Presentaesentaesentaesentaesentationtiontiontiontion

INFORMATION TECHNOLOGY PROFESSIONAL

Ten years’ increasingly responsible IT experience with strong

systems integration, product development, and tele-

communications skills. Outstanding customer rapport, with

demonstrated ability to effectively support sales organizations in

delivering customer solutions. Excellent training and leadership skills.

Technical qualifications include:

Systems Software Languages

Windows NT MS Project Pascal

Windows 9x - XP Microsoft Office BASIC

Windows CE Lotus 1-2-3 Assembly

DOS VISIO INFO/BASIC

LINUX dBase IV DCL

UNIX Harvard Graphics CPL

These are just a sampling of some of the many formats the summary section

of your resume can take when you’re writing a chronological resume. Carefully

review the format, design, style, and wording of the summaries on the sample

resumes in later chapters of this book to find one that fits your needs.
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If, on the other hand, a functional resume format is best for you and your

specific career objectives, then use the format that follows as a guide for writing

your career summary. Remember: when using a functional format, the career

summary section will be the most detailed portion of your resume and, in fact,

will probably make up more than two-thirds of the entire document. This is

where you’re going to put the majority of your skills, experience, and

accomplishments.

CAREER PROFILE

OFFICE MANAGEMENT / BUSINESS ADMINISTRATION

Highly motivated, well-organized, and hard-working professional with a record

of accomplishment improving business procedures that maximize productivity

while reducing costs. Strong communication, problem-solving, team-building,

and coordination skills.

SELECTED ACHIEVEMENTS

Accounting: Directed all accounting functions for $12 million project. Tracked

all costs, purchases, cash flow, billings, and correspondence with owners on

required project paperwork. Finished project on time and under budget.

Data Management: Developed method for allocation of administrative

overhead to all construction project costs throughout the year. Taught other

division heads how to utilize method. Created accurate picture of  true project

costs.

Vendor Relations: Avoided potential problems with subcontractors caused

by slow payment. Kept in touch with subcontractors, informed them of

problems, secured required documentation to process payments, and notified

them of  anticipated payment dates. Built good vendor relations for future

projects.

Training: Demonstrated exceptional ability to significantly raise the level of

professionalism in accounting department. Taught employees how to cross-

check data on reports to verify accuracy and expedite balancing.

MenMenMenMenMenu Selection:u Selection:u Selection:u Selection:u Selection: Car Car Car Car Career Summareer Summareer Summareer Summareer Summary Headingsy Headingsy Headingsy Headingsy Headings

(Select one of these options as a title for your career summary section.)

Career Summary    Professional Summary Career Highlights

Career Profile    Qualifications Profile Technical Profile

Executive Profile    Career Achievements Skills Summary
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Professional Experience

If the career summary is the sizzle of your resume, then the professional

experience section is the steak. You’ve grabbed the attention of the reader with

a powerful summary that promises the skills and experience that make you the

perfect candidate for the position you are pursuing; now you need to deliver on

that promise by documenting where and how you obtained those skills and

experience.

The most important thing to consider when writing each of your job

descriptions is that you want to communicate three distinct things about each

position: (1) your responsibilities, (2) the skills you acquired, and (3) specific

highlights of that job (for example, accomplishments, awards, and special

projects). In essence, you want to say, “This is what I was responsible for and

this is how well I did it.”

The format examples that follow, along with the many resume samples in

the later chapters of this book, demonstrate some of the ways you can organize

the professional experience section of your resume if you’re using a chronological

resume format.

Format #1: Standard Job DescriptionFormat #1: Standard Job DescriptionFormat #1: Standard Job DescriptionFormat #1: Standard Job DescriptionFormat #1: Standard Job Description

Vice President of Manufacturing (2003-Present)

BEACON INDUSTRIES, INC., Cedar Grove, NJ

Leading manufacturer of disposable lighting products

Senior Operating Executive responsible for seven manufacturing/distribution

facilities generating $350 million in annual revenues. Charged with transitioning

the organization into a low-cost provider, which improved operating

efficiencies and strengthened profit margins. Established performance

indicators, operating goals, realignment initiatives, productivity

improvements, and cost reduction programs that consistently improved

production output, product quality, and customer satisfaction.

Achievements:

° Selected to lead corporate team in developing and driving forward

cost-reduction initiatives; $21 million saved over three years through

capital infusion and process automation.

° Saved $13 million annually by reducing fixed spending 11% and

variable overhead spending 18% through effective utilization of

operating resources and cost-improvement initiatives.

° Cut workers’ compensation costs 40% ($750,000 annually) by

implementing effective health and safety plans, employee training,

management accountability, and equipment safeguarding.

° Reduced waste generation 31%, saving $1 million in material usage

by optimizing manufacturing processes.
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° Enhanced customer service satisfaction 3% annually during past

year (measured by order fill and on-time delivery percentage) through

supply chain management initiatives and flexible manufacturing

practices.

Format #2: Skills-Based Job DescriptionFormat #2: Skills-Based Job DescriptionFormat #2: Skills-Based Job DescriptionFormat #2: Skills-Based Job DescriptionFormat #2: Skills-Based Job Description

PROCTOR & GAMBLE, San Francisco, CA                         1995 to 2006
Senior Accountant (2002 to 2006)
Accountant (1998 to 2002)
Accounting Technician (1995 to 1998)

Promoted through progressively responsible positions in Accounting
Department in recognition of consistently strong performance results.
Accomplishments included:

Accounting/Auditing
° Managed accounts payable disbursements totaling more than $1.7

million annually, accounts receivable processing, and over $1 million
in capital assets.

° Verified and maintained GL system. Developed and implemented
accounting policies/procedures.

° Instituted internal control procedures including expense account
reconciliations for premium collections, reducing write-offs by
$75,000 annually.

Financial Analysis & Reporting
° Coordinated and prepared NAIC financial statements in accordance

with SAP and premium tax return filings for more than $1.8 million in
48 states.

° Prepared financial statements in accordance with GAAP for the Board
of Directors and shareholders, and managed semiannual SEC filings
for six portfolios totaling $1+ billion in net assets.

° Coordinated audits with internal/external audits and regulatory
agencies. Compiled financial data for auditors. Prepared internal audit
reports.

Cash Management/Budgeting
° Performed cash-management functions to meet investment

objectives and prepared timely corporate cash-flow forecasts.
° Developed and implemented banking policies for accounting,

premiums, commissions, and benefits.
° Coordinated $35 million budget preparation process for all

departments within the business unit.
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Format #3: Project-Focused Job DescriptionFormat #3: Project-Focused Job DescriptionFormat #3: Project-Focused Job DescriptionFormat #3: Project-Focused Job DescriptionFormat #3: Project-Focused Job Description

INTERNATIONAL SPIRITS COMPANY

Global producer/distributor of fine wines and spirits

GLOBAL BRAND INNOVATION GROUP—HONG KONG, CHINA

Product Innovation Senior Technologist (10/03 to 5/06)

Worked closely with Marketing and Consumer Planning on concept and

proposition development. Networked and managed ingredient suppliers

worldwide in product development. Served as a direct liaison with global

suppliers to ensure efficient commercialization according to product

specifications.

SELECTED PROJECTS & HIGHLIGHTS

� Established two liquid satellite labs (Hong Kong, United States), from

start-up to user-friendly facilities that fully supported concept

development and met global standards for equipment, processes, and

work tools.

� Championed the development and execution of a flavored malt beverage

line that became No. 2 in the category, as well as another product which

received the prestigious Gold Medal in the San Francisco Spirits

competition.

� Honored by ISC North America for the “Best Innovation Project” and

awarded the Brand Group’s Double Eagle award for “Best Product

Launch” of a successful product line.

� Managed the product development of innovation projects for carbonated

and non-carbonated products, from concept to commercialization in

several key markets (Australia, Thailand, Taiwan, Japan, and Korea).

Format #4: Achievement-Focused Job DescriptionFormat #4: Achievement-Focused Job DescriptionFormat #4: Achievement-Focused Job DescriptionFormat #4: Achievement-Focused Job DescriptionFormat #4: Achievement-Focused Job Description

CHILI’S 2000 to Present

General Manager

� Excelling in company’s training program, immediately took on general manager

role in floundering Parsippany store. Turned around performance, assembling and

mobilizing strong management team that stabilized operation while growing

controllable profits by 33%.

� Slashed annual turnover from 200% to 80% by providing effective, hands-on

leadership that fostered loyalty, while empowering and motivating staff.

� Revamped store, upgrading facility to create a better customer experience, and

internally financed $2.1 million in renovations through effective budget

management and cost controls.



48 No-Nonsense Resumes

� Orchestrated successful opening of  new Farmingdale store, achieving $3.5 million

in sales during first year.

� Won award for achieving the highest average customer satisfaction ratings

in “mystery-shopper” program within 50-unit regional franchise group that ranked

first in the nation.

� Took over management of  Bridgeton location, a training store with $4.5 million in sales

but disappointing profitability. Implemented controls that brought down costs and

restored double-digit profitability in one year.

If the right format for you is a functional resume, writing your professional

experience section is easy, because it’s usually just a short listing of your job

titles, employers, and dates. With a functional resume format, the majority of

your experience will have already been presented in your career summary section,

so there’s no need to repeat it under professional experience.

Here’s a perfect example of the professional experience section of a functional

resume:

PROFESSIONAL EXPERIENCE

RN – Emergency Room, Elks Health System, Elm, IA (2004-Present)
RN – Intensive Care, Shore Memorial Hospital, Elm, IA (2001-2004)
Staff RN – Trauma Center, Case Hospital, Stockton, IA (1997-2001)
LPN, Turner Nursing Home, Fresco, IA (1992-1997)

Menu Selection: Professional Experience HeadingsMenu Selection: Professional Experience HeadingsMenu Selection: Professional Experience HeadingsMenu Selection: Professional Experience HeadingsMenu Selection: Professional Experience Headings

(Select one of these as a title for the experience section of your resume.)

Professional Experience Employment Experience Work History

Career Highlights Experience Summary Job History

Career Progression Executive Experience Experience

You’ll note that two of the previous professional experience examples

included brief descriptions of the companies; the other two did not. Here’s the

rule of thumb you can use: If the company is well-known, it is not necessary to

include descriptive information. On the other hand, if you’re concerned that the

company is not recognizable, then we do recommend a brief description.

Education

The education section generally comes after the professional experience

section on a resume. However, there are several large groups of job seekers for

whom the exact opposite is most appropriate. If you’re a recent college graduate,
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a career changer who has just earned a new degree, an educator, or anyone else

for whom your educational qualifications are more important to your search

than your employment background, then you’ll want to position your education

section immediately after your summary, and then follow up with your

employment experience.

In the education section, include your college degrees, professional licenses,

and certifications, as well as continuing education. If you attended college, but

have not yet earned a degree, be sure to include that information. If you’re a

skilled-trades person or blue-collar worker, you may want to call this section

“Training & Education” and include both your classroom and hands-on training

related to your apprenticeship.

Examples that demonstrate several approaches to organizing information

in this section follow, with many more presented in the sample resumes in later

chapters of this book.

Format #1: StandardFormat #1: StandardFormat #1: StandardFormat #1: StandardFormat #1: Standard

EDUCATION:

B.S., Business Administration, Summa Cum Laude, 2006
UNIVERSITY OF VIRGINIA, Charlottesville, VA

A.A, General Studies, Academic Honors, 2004
CENTRAL VIRGINIA COLLEGE, Lynchburg, VA

Format #2: ExecutiveFormat #2: ExecutiveFormat #2: ExecutiveFormat #2: ExecutiveFormat #2: Executive

EXECUTIVE EDUCATION

MBA Degree NORTHWESTERN UNIVERSITY (2005)
Leadership Training WHARTON SCHOOL OF BUSINESS (2002)
BBA Degree CHICAGO UNIVERSITY (1994)

FFFFFororororormamamamamat #3:t #3:t #3:t #3:t #3: Cer Cer Cer Cer Certiftiftiftiftificaicaicaicaications/Licensurtions/Licensurtions/Licensurtions/Licensurtions/Licensureeeee

PROFESSIONAL CERTIFICATIONS and LICENSES:

Licensed Master Plumber, City of Heatherville

Certified Stick Welder, State of Ohio

Certified TIG Welder, State of Ohio

IX Brazer, ASME

6010 Installer, ASME
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Format #4: CombinationFormat #4: CombinationFormat #4: CombinationFormat #4: CombinationFormat #4: Combination

EDUCATION AND TRAINING:
B.S., Marketing, Texas A&M University, 2004
A.S., Information Technology, Spring Creek College, 2001

Highlights of Continuing Professional Education:

Sales Leadership, Tom Peters & Associates, 2003
Sales Presentations, Dale Carnegie, 2002
Product Positioning, IBM, 2002
Strategic Negotiations, IBM, 2001

Menu Selection: Education HeadingsMenu Selection: Education HeadingsMenu Selection: Education HeadingsMenu Selection: Education HeadingsMenu Selection: Education Headings

(Select one of these as a title for the Education section of your resume.)

Education Training & Development Degrees

Executive Education Licenses & Certifications Credentials

Technical Training Continuing Education

The Extras

As mentioned earlier in this chapter, in addition to the four most important

sections to include on your resume—contact information, career summary,

professional experience, and education—there are several other sections you

may include, depending on how relevant they are to you and your current career

goals. Determine whether or not you need to include these sections on your

resume and then choose from among the sample formats to most effectively

present your information.

 HONORS and AWARDS:

2006 Sales Representative of the Year, Dow Chemical
2005 Sales Representative of the Midwest, Dow Chemical
2004 Sales Trainee of the Year, Dow Chemical
2002 Business Student of the Year, Purdue University

LICENSES and CERTIFICATIONS

Power Plant Operator License Boiler Mechanic License
Commercial Electrician License Radio Technician License
HAM Radio Operator License General Contractor License
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PROFESSIONAL MEMBERSHIPS:

BOARD MEMBER AMERICAN MANUFACTURING ASSOCIATION

BOARD MEMBER GENERAL MOTORS EXECUTIVE COMMITTEE

BOARD MEMBER CITIBANK OUTREACH COMMITTEE

MEMBER AMERICAN TEXTILES ASSOCIATION

COMMUNITY MEMBERSHIPS:

Habitat for Humanity

United Way

Elmbrook School Parent-Teacher Association

Chattanooga County Parent-Teacher Association

VOLUNTEER EXPERIENCE

Volunteer Fundraiser, American Cancer Society, 2002 to Present

Corporate Giving Committee, United Way of  Maryland, 2000 to 2002

Community Education Committee, BelAir Alliance, 1999 to 2002

Volunteer Fundraiser, BelAir Humane Society, 1998 to 2004

PERSONAL INFORMATION:

Born August 19, 1974 in Accra, Ghana. U.S. Citizen since 1998.

Extensive travel throughout Africa, Europe, and South America.

Conversational in French, Spanish, and several African languages.

PUBLICATIONS:

Co-Author Research Methods in Biopsychology
American Psychiatric Association 23(1), 2006

Lead Author Emerging Research Methodologies
American Psychiatric Association 14(3), 2004

Co-Author Psychotropic Drug Administration
American Pharmaceutical Association 22(4), 2003

PUBLIC SPEAKING

Presenter, Integrated Networking Technologies, IBM Advisory Council,

Chicago, IL, 2006

Presenter, Next-Generation Networking Protocols, American Institute of

Electrical Engineers, Detroit, MI, 2005

Panel Member, American Computing Society Annual Conference, San

Diego, CA, 2003
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FOREIGN LANGUAGES:

Fluent in Mandarin Chinese and Cantonese Chinese.

Conversational in Japanese.

Age Does Matter

If you’re under the age of 50, you may want to skip this section. The following

information is only pertinent to job seekers who are 50-plus years of age and

may be faced with some form of age discrimination in their job search (or at

least perceive that they are encountering age discrimination). It would be naïve

to say that ageism doesn’t exist, but trends are changing and the labor outlook

may be brighter than you think.

Let’s begin with a discussion about how the employment market has changed

over the past decade. In generations past, people tended to stay with one or two

employers throughout their entire careers. Many of us have fathers or

grandfathers who put in their 30 years at the local mill or assembly plant and

then retired. Even now, there are still some workers out there who went right

from high school or college to their first job and are still working for that same

company today.

The decade of the 1990s changed that for the majority of the workforce.

With the advent of downsizing, rightsizing, corporate mergers, and massive

layoffs, today’s workers are on the move—from one job to another, from one

career track to another, from one industry to another. The old model of

employment longevity is long gone. Today, change and volatility in the

employment market are the status quo. Likewise, workers are more mobile

themselves. Recognizing that employers are more likely to lay people off during

a business down-turn, they are much more willing to shop their skills and talents,

test the market to see what they’re worth, and jump ship when a better offer

comes along.

As a result, companies have changed how they hire, realizing that they are

not hiring for life. Rather, they are hiring employees they need today with the

knowledge and understanding that in years to come, they may no longer need

them. In this environment, older employees actually offer certain advantages.

They often bring substantial experience and a unique expertise that can solve

problems, reduce expenses, generate revenue, and even start up new companies.

To the astute hiring manager, an older worker represents someone who’s not

necessarily looking for a long-term position but, rather, may be happy to work

for a company for three to five years as a bridge to retirement.

In the context of writing your resume, it’s appropriate to consider some of

the traditional stereotypes of the older worker if only to better understand and

dispel them. A few of the common ones include:
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] Older workers are near the top of their pay scale and would be

dissatisfied in lower-paying positions.

] Workers older than 50 have outdated skills compared to more

recent graduates.

] Older workers aren’t motivated to acquire new skills or

knowledge.

] Older workers are unfamiliar or uncomfortable with technology,

and therefore unable to function effectively in the electronic age.

] Workers older than 50 are inflexible and set in their ways.

By creating a resume that demonstrates your flexibility, eagerness to learn

new skills and accept new challenges, and familiarity with technology as it relates

to your particular career path, you can overcome most of these stereotypes and

present yourself as a vibrant, engaged, and valuable candidate.

We strongly recommend that you focus on your most recent experiences

and be judicious in how you display dates on your resume. Concentrate on your

last 10–15 years of employment experience and summarize highlights from your

earlier positions without necessarily including the exact dates. And, if you are

older than 50 and earned your college degree in your early 20s, we suggest that

you do not include your date of graduation. Not all employers discriminate, but

why give an employer a reason to possibly exclude you from consideration? Of

course, if you completed your degree within the past 10 years, then include the

date and let potential employers draw their own conclusions.

It’s not unethical or dishonest to prepare your resume in a way that best

portrays your true capabilities. It is perfectly acceptable to leave out information

that’s a tip-off to your age. Remember, a resume is not an autobiography. Rather,

it’s a document designed to sell you into your next position. Use your resume

wisely to get interviews. Then, once you’re in the door, you will have the

opportunity to sell prospective employers on just how dynamic, knowledgeable,

and adaptable you can be in contributing to their success.

Streamlining Your Writing Process

Just as with any other activity, resume writing gets easier and faster the

more often you do it. We recognize that it’s not something that most job seekers

do on a regular basis, so here are a few tricks of the trade that should make

writing your resume easier and faster.

1. Write when you’re fresh. Professional resume writers know they

have a certain time each day when they’re freshest and do their best

work. For one of us, it’s first thing in the morning. For the other, it’s

late at night. Determine when your prime time is and be sure to write

your resume then.
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2. Write alone. You’ll find it will be much easier to work on your resume

if you do it when it’s quiet and you have no distractions. Bottom

line: you’re going to need to think—and think hard—about what

information to include, how to include it, and where to include it.

The less noise around you, the better. Ignore the phone, ignore your

e-mail, and focus 100 percent of your energies on writing.

3. Write the easier stuff first. There are certain sections in your

resume—contact information, education, professional memberships,

community memberships, publications, and public speaking, for

example—that are generally straightforward and factual. These

sections usually include simple listings of information. As such, it

should be easy to complete these sections of your resume first and

use them as the foundation on which to build.

4. Write piece by piece. Writing your job descriptions can seem to be

a daunting task, but it doesn’t have to be. The easiest thing to do is

first type in your job titles, employers’ names, and dates of

employment for each position. Next, fill in the essential duties and

responsibilities of each job, along with any factual information

about the company (for example, revenues, locations, line of

business). Then, go back and write your key accomplishments,

project highlights, and contributions for each position. Now all

that’s left to do is to consolidate the information that you’ve already

written and integrate appropriate action verbs and keywords to

boost the resume.

5. Write it while you’re writing. The easiest way to write your career

summary is to begin writing it as you’re writing the rest of your

resume. Whether you’re writing job descriptions, listing educational

credentials, or completing any of the extra resume sections, as you

encounter thoughts, ideas, words, and concepts that will be important

to include in your career summary, write them into that section.

Then, once you’re finished writing the rest of the resume, you’ll see

that your career summary is already half written! A few more minutes

of work, and then you’re all finished and ready to launch your search.

Refer to Appendix A for resume worksheets you can use to collect all the

information you will need as the foundation to write your resume. Feel free to

make copies if you need more forms than we’ve provided.
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Chapter 4

] Simple Truths About

Electronic Resumes

By now, you’ve probably spent a great deal of time writing and designing

your resume. In Chapter 1, you more clearly defined who you are professionally

by identifying the core skills and competencies you offer to a new employer. In

Chapter 2, you explored different strategies, designs, and formats to find just

the right approach to present your unique skills in a compelling way. And,

finally, in Chapter 3, you wrote your resume, step-by-step, carefully organizing

the details of your career summary, professional experience, education, and

other sections into a document that represents you well and sells you to a

prospective employer.

What you have created through this process is a “conventional” printed

resume, which is what you most likely imagine when you think about resumes.

Even though it probably exists as an electronic, word-processed document, this

is the version you will mail or fax to prospective employers and recruiters, take

with you to job interviews, and use as an introductory and networking tool. In

fact, we like to call it the human-eye version because the style, overall format,

presentation, and paper choice are all designed to appeal to readers as they

hold the document in their hands, making that all-important, attention-grabbing,

first impression.

Although your printed resume is essential, there are other versions of your

resume that you’ll most likely need during the course of your job search. In

today’s job market, employers and recruiters are relying more and more on e-

mail and other online methods of transmitting and tracking information about

you, the job candidate. It’s vital for the soon-to-be successful job seeker (you)

to have the proper electronic versions of your resume—in addition to that

attention-grabbing printed resume—to cover all your bases.
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Electronic Resumes

The importance of the electronic resume is really twofold. First, using the

latest technology allows you to get your job-search documents into the hands of

the appropriate hiring authority quickly and efficiently. There’s no need to wait

for “snail mail” when you can immediately transmit your resume electronically

and have it in the hiring authority’s hands within minutes. What’s more, that

individual can then share your resume with others throughout the organization.

For example, a human resources manager can quickly and effortlessly forward

your resume to the manager who will ultimately be making the hiring decision.

E-resumes have streamlined the process of resume distribution and provided

all of us with the ability to job search in real time.

Beyond the convenience factor that e-resumes allow, employers often use

the electronic submission process as a subtle way of testing your comfort level

with technology. As an executive recruiter once told us, “If a candidate isn’t

savvy enough to quickly e-mail me his resume [without any glitches], then he’s

probably not someone we really want to talk to.” That doesn’t mean you have to

be a technological whiz, but it does mean you need to have a reasonable familiarity

with the basics of electronic resume design and distribution. Therefore, it’s key

to understand how to create the four different electronic versions of your

resume, integrate them into your job search, and efficiently transmit them to

potential employers or recruiters. These four versions are:

] E-mail attachments

] ASCII text files

] Scannable resumes

] Web resumes

E-mail Attachments

Chances are, whatever your profession or your industry, you’ll be e-mailing

resumes to prospective employers and recruiters on a routine basis. In fact,

you’ll find that e-mailing is probably your most frequently used method of resume

distribution.

The e-mail attachment you send should be the word-processed, print version

of your resume. We strongly recommend that you prepare your resume in

Microsoft Word because it is the most commonly used word-processing

software, and you can be relatively certain your resume will download at the

other end in the same format and presentation style as the original document

you prepared. If you do not use Word as your word-processing software, chances

are your resume will not transmit well and will lose much of its presentation

value. Even worse, it can arrive in an unreadable format. As such, we suggest

you either purchase a copy of Microsoft Word, use a friend’s computer with an

up-to-date version of Word loaded on it, or consider sending your resume in a
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Rich Text Format, Portable Document Format (PDF), or as an ASCII text file.

(More information follows about each one of these options.)

To prepare your resume for e-mail transmission, there are several precautions

you’ll want to take to ensure that it arrives in an attractive and readable format.

In light of the wide variety of software and operating systems currently in use

(including multiple versions of Word), your attractively formatted resume

document may appear quite differently when viewed and printed by the intended

recipient. This potential problem is compounded by the vast array of printers

on the market, each with its own printer driver. For example, a tightly formatted

two-page resume can wind up on four pages because of different default margins

on the printer at the other end, or because of the use of an unusual type font.

It’s difficult to totally eliminate these potential problems, but here are some

guidelines for minimizing such complications:

] Use .75-inch margins on all four sides of the page.

] Choose a common font. Times New Roman and Arial are virtually

universal to most versions of Microsoft Word currently in use. That

doesn’t mean you can’t use other typestyles for your printed resume,

but for the best chance of compatibility with those reading your e-

mailed resume, use the recommended fonts.

] If you use word-processing software other than Microsoft Word,

consider saving the file in Rich Text Format (.rtf). In most word-

processing applications, this is a choice from the “Save As” menu,

and the .rtf suffix generally appears at the end of the file name

when the document is saved. This is a more universally accepted

file format by most software and overcomes many compatibility

issues.

] Consider sending your resume attachment as a Portable Document

Format (.pdf) if your resume has unique design elements (poten-

tially corruptible by software compatibility issues) and if design skills

are key to the position(s) you are pursuing. PDFs are viewed as

graphics and are not editable. For this reason, they cannot generally

be downloaded and stored in searchable databases. However, a PDF

resume can be advantageous if your resume has unique design char-

acteristics, because this format allows you to preserve your attrac-

tively designed resume the way you intended it to appear.

] Send the e-mail attachment to yourself and to several friends who

are aware of your job search. This way, you have the opportunity to

see how your resume looks when downloaded and opened, and

enables you to make any adjustments and correct any problems prior

to sending your resume to an employer or recruiter.

Once your resume has been prepared for electronic transmission, you can

send it just as you would any other attachment. Simply open your e-mail program,
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create a message, attach your resume, and send the e-mail message with the

document attached. It’s that easy and only takes a minute. You do, however,

want to pay special attention to what you include in the subject line and the

body of the e-mail message.

A quick rule of thumb for the subject line is to include the title of the

position for which you are applying (and the job/vacancy announcement number,

if applicable). In addition, we recommend that you include the words “Resume

of” followed by your name. This format immediately alerts the recipient that

you’re responding to a specific job announcement and have forwarded your

resume. Here’s an example:

VP of Manufacturing (#45893) – Resume of Jonathan Johnson

If you’re not responding to a specific job announcement and are simply e-

mailing your resume to a prospective employer or recruiter in anticipation that

they may have an opening for a candidate with your qualifications, use a headline

similar to what you may have used in the summary section of your resume. This

clearly identifies who you are and the type of position you are seeking. For

example:

Vice President of Sales / Director of Business Development

When writing the body of your e-mail message, you can do one of two things:

1. You can include a text version of your cover letter as your e-mail

message, referencing that your resume is attached as a Word file.

2. You can include a brief statement in the body of your e-mail that

states, “Please see the attached resume and cover letter in

response to your recent job announcement for a (position title).”

Either option is perfectly acceptable. You make the decision based on the

length and visual presentation of your cover letter. If your letter is short and

succinct, we recommend you include it in the actual e-mail message. If your

letter is a bit longer, has more information, and/or has certain design character-

istics, you’ll want to include it as an attachment.

An example of a Word resume ready for electronic submission is shown on

page 64.

ASCII Text Files

Some recruiters and employers may insist on receiving an ASCII text version

of your resume. There are certain advantages for the recipient, most notably the

fact that Internet viruses and worms can’t hide in an ASCII text file. As a matter

of policy, some businesses simply do not accept any e-mails with attachments. If

this is the case, pasting your ASCII text resume into an e-mail message is the

only way to send it electronically to those organizations.
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ASCII text files are also useful when you are required to paste your resume

into an online job application. By having the text version of your resume open

on your computer at the same time you are viewing the online job application,

you can click back and forth between the two documents to copy and paste

sections of your resume into the application. This is a huge time-saver and

makes an ASCII text version a valuable tool for every job seeker.

You may also rest assured that an ASCII text file will, by its very nature, be

a scannable resume, and can serve double duty in that regard. We’ll further

explore the value of scannable resumes later in this chapter, but be certain that

if someone asks for a scannable version of your resume and they do not open

attachments, an ASCII text version of your resume is the document to submit.

To ensure that you create an ASCII text resume that is readable and correctly

formatted, follow these simple steps (for Microsoft Word and similar word-

processing programs):

] With your resume document open on the screen, choose “Save As”

from the File menu.

] Select “text only,” “ASCII,” or “plain text” as your choice in the

“Save As” option box. You may want to give the file a slightly

different name to differentiate it from your word-processed version.

When you click “Save,” you will get a message warning you about

losing content or formatting by saving the file in ASCII format.

Ignore the message and click on “Yes” or “OK” (whichever your

computer displays).

] Close the file and then reopen it. You will see that your resume has

been stripped of all formatting and appears as left-justified text in

the Courier font.

] Now set both the left and right side margins at two inches. This will

center the text on the screen and optimize its readability when the

file is reopened at some later time. This will also allow you to

recognize any unusual line breaks that lead to awkward changes in

format, which you can easily fix.

] Carefully proofread the resume for any “glitches” that may have

occurred during the file conversion. You may wish to print the resume

and proofread from a “hard copy”—many people find it easier to

spot errors on the printed page. You may see that many characters,

such as quotation marks, dashes, or apostrophes, now appear as

question marks or some other character. Simply replace these by

typing in the appropriate character from your keyboard.

] Make any other adjustments you feel improve the readability of your

text resume (for example, adding line returns and creating horizontal

dividers to separate sections).

] Be sure to save the corrected version of your resume document.



60 No-Nonsense Resumes

] Proofread again, preferably after some time has passed, to ensure

that you haven’t missed anything.

An example of an ASCII text resume is shown on pages 65–66.

Scannable Resumes

You could say that the scannable resume is the ultimate no-nonsense resume.

All the fancy fonts, use of bold and italics, and any other graphics such as borders,

underlining, or unique symbols, are stripped away to create a plain-Jane version

of your resume. The goal is to make your resume able to be easily read and

interpreted by scanning software that many employers and recruiters use to

upload and file your resume in a database for later retrieval. To maximize the

likelihood that this will happen smoothly, follow these guidelines to prepare a

scannable version of your resume:

] Choose an easy-to-read font such as Times New Roman or Arial.

] Avoid using bold, italic, or underlined type.

] Stick to type sizes of 11 pt. or larger (12 pt. is probably optimal).

] Make sure that only your name appears on the top line of the first

page, followed by your contact information.

] At the top of each subsequent page, type your name on the first line,

your telephone number on the second line, and your e-mail address

on the third line.

] All of the text should be left-justified with a “ragged-right” margin.

] Be careful about using abbreviations. Widely used acronyms, such

as B.A. for Bachelor of Arts or OSHA (Occupational Safety &

Health Administration), are fine to use, but if you have any doubts

about the proper interpretation, you should spell it out in full.

] Eliminate borders or graphics, including horizontal or vertical lines,

tables, and columns.

] Use common keyboard symbols (such as: *, -, >) in places where

you would use a bullet in your printed resume.

] Instead of using characters such as % or &, spell out the words

(“percent” or “and”).

] If slashes (/) are used, make sure you leave a space before and after

each slash to ensure the scanner won’t see it as a letter and misinter-

pret the word or phrase.

] Use a laser printer and print your document on smooth, white paper,

rather than paper with any kind of texture, color, or pattern. White

photocopy paper that you can purchase at any office supply store is

fine for this purpose.
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] Always use a paper clip; never staple the pages together.

] Mail the resume flat in a 9 x 12 envelope, so it won’t be folded.

Scannable resumes are becoming less and less necessary as technology

continues to evolve, but they are still requested by some recruiters or employers,

and should be an available tool in your job search toolbox. As previously

mentioned, ASCII text resumes can also double as scannable resumes, but if

you’d prefer to see your document in a typestyle other than Courier you may

wish to create a separate scannable document using Times, Arial, or one of the

other most common fonts available.

An example of a scannable resume is shown on pages 67–68.

Web Resumes

One of the newest innovations in electronic resumes is the Web resume. As

the popularity of the Internet continues to grow, more and more job candidates

are establishing their own Websites where employers can view their resumes

online. To create a Web resume, you will want to have your own URL (Website

address), which you can set up on your own or with professional assistance.

Web resumes vary tremendously in their presentation. Some candidates merely

have an electronic representation of their printed resume, which the employer

can access to download and print; others have a fully designed Website that func-

tions as an online professional portfolio. You can include a link to your Web

resume in any correspondence you send out electronically, allowing a prospec-

tive employer or recruiter to view your resume with just one click.

Technology professionals, and others who are techno-savvy, can use their

online portfolio to highlight a broad range of skills and achievements that are

not practical to include on a conventional resume because of page-length

restrictions. Consider including a complete listing of your technology skills and

competencies, a complete listing of your technical training and certifications,

and/or a complete listing of all the technology projects on which you’ve worked.

E-resumes and e-portfolios are also golden opportunities for these professionals

to actually demonstrate their technical prowess by designing the Website

themselves.

The electronic portfolio concept can also be a compelling option for non-

technical job seekers. Perhaps you’re a marketing executive who wants to include

successful marketing plans or advertising storyboards as pages on your Website.

Or, maybe you’re a professional designer and want to include several pages of

your designs as evidence that you are creative, innovative, and well-qualified.

It’s even possible to have a video clip introducing yourself and directing the

viewer to other pages on the site. The opportunities you have to develop a

powerful Web presentation are limited only by your imagination.

If you’re adequately techno-savvy, creating an online portfolio can be both

advantageous to your job search as well as great fun. For most of the rest of us,
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whose core skills do not include technology, consider hiring a professional to

help you design your Website. You’ll be surprised at how affordable this can

be. To get a sense of what e-resumes and e-portfolios are all about, we suggest

visiting these Websites:

www.blueskyportfolios.com

www.brandego.com

www.portfoliovault.com

Transmitting an e-mail message that references your Web-based resume is

easy to do. Instead of attaching a Microsoft Word document to an e-mail mes-

sage, you simply include the link that will take the reader to the Website where

your resume may be viewed, enlarged, printed, and evaluated by prospective

employers and recruiters. What’s more, it’s easy to make changes to your Web-

based resume if you need to update it.

Electronic Resumes: Design Considerations

Typestyle/

Font

Typestyle

Effects

Type Size

WhiteSpace

Word-

Processed

Resumes

Crisp, clean,

distinctive (see

recommendations

in Chapter 2).

Bold, italics,

and underlining

are all

acceptable and

recommended.

11 pt. or 12 pt.

for body of the

document.Use

larger sizes (14,

16, 18) for name

and headings.

Use to optimize

readability.

ASCII Text

Resumes

Courier.

Capitalization

is the only

enhancement

available.

12 pt.

Separate

sections to

enhance

readability.

Scannable

Resumes

Stick to the

basics: Times

New Roman,

Arial.

Capitalization

is the only

enhancement

that will scan

reliably.

11 pt. or 12 pt.

preferred.

Use liberally to

maximize

scannability.

Web

Resumes

Choose fonts

that look

attractive on

screen and

reproduce well

when printed.

A full range of

design

elements are

available,

including color.

11 pt. or 12 pt.

for body of the

document. Use

larger sizes (14,

16, 18) for

name and

headings.

Use to

optimize

readability.

www.blueskyportfolios.com
www.brandego.com
www.portfoliovault.com
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Text Format

Preferred

Length

Preferred

Paper Color

Electronic Resumes: Production Considerations

Word-

Processed

Resumes

Use centering,

indents, etc. to

create an

appealing

presentation.

Generally, one

or two pages;

three pages is

acceptable for

senior-level

candidates.

White, ivory,

or light gray

are most

preferred.

ASCII Text

Resumes

Everything

strictly flush-

left.

Length doesn’t

matter.

Converting the

resume will

undoubtedly

make it longer

than the

printed

version.

Not applicable

Scannable

Resumes

Everything

strictly flush-

left.

Length doesn’t

matter.

Converting the

resume will

undoubtedly

make it longer

than the

printed

version.

Bright white or

cream

(natural). No

patterns or

shading that

might interfere

with scanning.

Web

Resumes

Capitalize on

the flexibility

the Web offers

to create an

appealing

presentation.

Length is not

critical, but be

sure the site is

well organized

so that viewers

can easily find

what you want

them to see.

Paper is a non-

issue; choose

background

colors that

allow for

readability and

reproduce well

if printed.
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Microsoft Word Resume
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Sylvie St. Pierre
259 West 76th Street, #4B
New York, NY 10024
212-949-7764
sylvie@hotmail.com

++++++++++++++++++++++++++++++++++++++++++++++++++++

Hospitality Industry Manager
Hotel * Food & Beverage * Entertainment * Tourism

Advanced rapidly to GM role with respected hotel management
company and delivered measurable improvements in multiple
areas of performance: revenue, guest satisfaction, service,
and safety. Built teams of talented professionals and
motivated entire staff to work together to achieve stretch
goals. Planned, managed, and executed large, complex
functions to maximize revenue while maintaining exceptional
customer satisfaction. Captured new business, restored
corporate client relationships, and delivered creative,
high-quality guest experiences.

Expertise
* Yield Management
* Quality Improvement
* Service Delivery
* Sales Relationships
* Event Management
* Creative Marketing
* HR Management

++++++++++++++++++++++++++++++++++++++++++++++++++++

Experience and Achievements
Macomber & Reynolds 2001-Present

General Manager: Riverpark Luxor, Queens, NY,
2003-Present

156 guest rooms, full-service restaurant, meeting space

Reversed negative profit performance and stemmed decline of
aging hotel in a competitive business / tourism market.
Managed P&L and annual business plan to achieve performance
objectives. Led a team of 9 operational supervisors and 3
sales managers.

ASCII Text Resume
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* Quickly filled open managerial positions, replaced
underperformers, and built a strong team.
* Delivered 11% RevPar increase in one year.
* Focused on quality improvement as a key driver of
customer satisfaction. Took Safety score from
“unacceptable” to “excellent” and brought METS evaluations
up to date and passing all components.
* Improved image and performance for key business and
tourism events:
>Corporate event, part of the #1 piece of business annually
in Queens: Added activities, services, and menu variety.
Grew revenue 50% and earned promise to return in 2005.
>New York Marathon: Selected as one of host hotels for this
major city-wide event. Emphasized F&B to drive guest
satisfaction. Earned positive feedback from Convention &
Visitors Bureau; sales manager named CVB “Hero of the
Month” for exceptional efforts.

Assistant Manager:

Iowa Conservatory Inn & Conference Center, Ames, IA, 2001-
2003

139 guest rooms, upscale restaurant, convention space
Served as key liaison between the management company and
university officials/board of directors for on-campus,
highly profitable hotel property. Delivered monthly P&L
reports to the board and interacted closely with members of
tight-knit university community.
*Drove up revenues while delivering exceptional quality and
service for the Inn’s most challenging event: graduation-
day dinners serving 1,500 people a white-tablecloth-quality
meal in a seven-hour period in eight separate dining areas
on three floors.

Year 2001 2002 2003

Revenue $25K $28K $31K

Increase +12% +10%

+++++++++++++++++++++++++++++++++++++++++++++++++++++

Education:  B.A., Business Management
University of Michigan, 2000
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Chapter 5

] Resumes for

     Accounting, Banking, and Finance Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing an accounting, banking, or

finance career, be certain to incorporate these important success factors:

S Success Factor #1

Be as “quantitative” as possible when listing your accomplishments.

Accounting and financial professionals respect numbers and are

accustomed to them. So, to the extent possible, use statistics that

support your achievements.

S Success Factor #2

Show your versatility: Highlight the different types of clients with whom

you have worked. Different business sectors have distinctive accounting

and financial management needs, so illustrate the diversity of your

background by mentioning the different categories of businesses with

which you have experience.

S Success Factor #3

Demonstrate your value by emphasizing your diverse skills. Include any

specific accounting procedures or financial analysis functions that you

perform routinely. Documenting these capabilities will illustrate the

breadth and depth of your experience.

S Success Factor #4

Showcase your technical skills and qualifications. What accounting,

financial analysis, mortgage processing, or budgeting software do you

use? This expertise is essential in today’s electronic information age and

also shows your ability to adapt and learn new things.
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every successful

job seeker’s resume. By using just one or two words, you’re able to communicate

a wealth of information about your skills, qualifications, and experience. What’s

more, keywords are the basis for resume-scanning technology and are therefore

critical to any job seeker’s campaign in today’s electronic-based job search

market. For more information on keywords, refer back to pages 17–19 in

Chapter 1.

Following are the top 20 accounting, banking, and finance keywords, some

of which may reflect your skills and some of which may not be appropriate for

you at this time. Use these words as the foundation for developing your own list

of keywords on the Professional Keyword List form in Appendix B.

Following are some excellent examples of resumes in the fields of accounting,

banking, and finance.

Accounts Payable and Receivable

Financial Analysis and Reporting

Asset Management

Foreign Exchange

Auditing

Internal Accounting Controls

Budget Control and Administration

Investment Analysis and

Management

Cash Management

Lending and Loan Administration

Consumer and Commercial

Lending

Mergers and Acquisitions

Corporate Treasury

Profit and Loss Analysis

Cost Accounting

Project Accounting

Cost/Benefit Analysis

Risk Management

Credit and Collections

ROI and ROE Analysis

Top 20 Keywords
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Chapter 6

] Resumes for

Administrative and Clerical Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing an administrative or clerical

career, be certain to incorporate these important success factors:

S Success Factor #1

Focus on the contributions you have made to the overall success of your

employers, for example, increasing revenues, reducing costs, upgrading

technologies, managing key projects, and improving productivity and

efficiency.

S Success Factor #2

Highlight the vast array of skills, qualifications, competencies, and talents

that you offer, which, for most administrative professionals, is quite

extensive due to the varied nature of the work you perform.

S Success Factor #3

Demonstrate your value by emphasizing the number and types of people

and organizations you have supported in each of your positions to give

further “depth” to your experience. Don’t forget your “customer service”

skills, even if your “customers” are internal.

S Success Factor #4

Showcase all your technical skills and qualifications. Be sure to include

coursework or training sessions, even if they were “in-house” programs

presented by your employer. Word processing, spreadsheets, accounting

software, and customer databases can all be important. They are essential

in today’s electronic world of work!
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every successful

job seeker’s resume. By using just one or two words, you’re able to communicate

a wealth of information about your skills, qualifications, and experience. What’s

more, keywords are the basis for resume-scanning technology and are therefore

critical to any job seeker’s campaign in today’s electronic-based job search

market. For more information on keywords, refer back to pages 17–19 in

Chapter 1.

Following are the top 20 administrative and clerical keywords, some of which

may reflect your skills and some of which may not be appropriate for you at this

time. Use these words as the foundation for developing your own list of keywords

on the Professional Keyword List form in Appendix B.

Top 20 Keywords

Budget Administration

Business Administration

Clerical Support

Client Communications

Confidential Correspondence

Contract Administration

Corporate Recordkeeping

Document Management

Efficiency Improvement

Liaison Affairs

Meeting Planning

Office Management

Policy and Procedure

Productivity Improvement

Project Management

Records Management

Regulatory Reporting

Resource Management

Time Management

Workflow Planning/Prioritization

Following are some excellent examples of resumes for administrative and

clerical careers.
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Chapter 7

] Resumes for

Government Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a career within the govern-

ment, be certain to incorporate these important success factors:

S Success Factor #1

When writing your resume for a government position, carefully read the

job posting to be sure that your resume explicitly answers all the

requirements listed. Make sure you comply with the requirements for

contact information, which will most likely be different and more detailed

than on a private-sector resume.

S Success Factor #2

Be thorough and complete in documenting your education. In the

private sector, it’s not unusual to leave out dates of graduation and

other details, but on resumes for government positions, the hiring

agency will want to see a comprehensive list of degrees with graduation

dates, plus any special training programs. Even if you didn’t graduate,

show college courses you completed.

S Success Factor #3

Make certain that your work history is listed in reverse chronological

order, with complete details for the past 10 years. This may need to

include employers’ addresses and phone numbers, and the names of

supervisors, if requested.

S Success Factor #4

If Key Skill Areas (KSAs) are part of the application, make sure to

respond with narratives (stories) that clearly demonstrate the skills
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requested. Use the “CAR” format to describe the Challenge you faced,

the Actions you took, and the measurable Results that demonstrate your

mastery of the skill in question.

Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every successful

job seeker’s resume. By using just one or two words, you’re able to communicate

a wealth of information about your skills, qualifications, and experience. What’s

more, keywords are the basis for resume-scanning technology and are therefore

critical to any job seeker’s campaign in today’s electronic-based job search market.

For more information on keywords, refer back to pages 17–19 in Chapter 1.

Following are the top 20 government keywords, some of which may reflect

your skills and some of which may not be appropriate for you at this time. Use

these words as the foundation for developing your own list of keywords on the

Professional Keyword List form in Appendix B.

Top 20 Keywords

Following are some excellent examples of resumes for government careers.

Briefings and Trainings

Budget Planning and Allocation

Congressional Affairs

Cross-Cultural Communications

Cultural Diversity

Foreign Government Relations

Governmental Affairs

Inter-Agency Relations

International Trade and Commerce

Legislative Affairs

Liaison Affairs

Lobbying

Press Relations and Media Affairs

Procurement and Acquisitions

Program Design and Management

Public Advocacy

Public Works

Regulatory Reporting

SEC Affairs

Zoning and Compliance
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Chapter 8

] Resumes for

Healthcare and Social Service Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a career in the healthcare or

social services fields, be certain to incorporate these important success factors:

S Success Factor #1

Show your diverse experience by including the different types of patients/

consumers you have treated or served. Including this information

demonstrates your versatility and sensitivity to individuals with varying

needs.

S Success Factor #2

Be sure to mention what procedures you can perform or equipment you

can operate. Don’t assume that your job title equates to the same job

duties in a new organization. By documenting your skills, you ensure that

your next employer will see what you can do and how you can add value

to their company.

S Success Factor #3

List your credentials right at the top of the resume. Include either the

appropriate initials after your name, or spell out your licenses or

certifications and place them right after your contact information.

Identifying the types of positions you’re eligible for will make it much

easier for HR to direct your resume to the correct hiring authority.

S Success Factor #4

Highlight your participation in any research projects or introduction of

new procedures or techniques. Even though you may believe your role

was relatively minor, your exposure to leading-edge treatments and

protocols could be a point of interest for a new employer.
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every successful

job seeker’s resume. By using just one or two words, you’re able to communicate

a wealth of information about your skills, qualifications, and experience. What’s

more, keywords are the basis for resume-scanning technology and are therefore

critical to any job seeker’s campaign in today’s electronic-based job search market.

For more information on keywords, refer back to pages 17–19 in Chapter 1.

Following are the top 20 healthcare and social service keywords, some of

which may reflect your skills and some of which may not be appropriate for you

at this time. Use these words as the foundation for developing your own list of

keywords on the Professional Keyword List form in Appendix B.

Top 20 Keywords

Ambulatory Care

Behavior Modification

Case Management

Chronic Care

Client Advocacy

Community Outreach

Crisis Intervention

Diagnostic Evaluation and

Intervention

Healthcare Administration

Healthcare Delivery

Human Services

Inpatient and Outpatient Care

Insurance Administration

Integrated Service Delivery

Patient/Client Relations

Practice Management

Protective Services

Regulatory Affairs and

Reporting

Risk Management

Vocational Rehabilitation

Following are some excellent examples of resumes for careers in the health-

care and social service fields.
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Chapter 9

] Resumes for

Hospitality and Food Service Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a hospitality or food service

career, be certain to incorporate these important success factors:

S Success Factor #1

If you’re in food service, mention the types of cuisine with which you

have become familiar. Was the restaurant a four-star establishment?

Likewise, what kind of guests does your hotel cater to, and what types of

facilities do you have (for example, spa, golf course, tennis club)?

S Success Factor #2

Do you plan, prepare food, or set up for banquets or large-scale

receptions and parties? How many people attend these events? As you

well know, a banquet for 500 people is much different logistically from

day-to-day dinner or lunch in a medium-sized restaurant.

S Success Factor #3

If you have studied or worked under a famous chef or at a renowned

restaurant, hotel, or resort, be sure to mention it prominently, including

documenting any particular training that was involved.

S Success Factor #4

Include any administrative functions for which you have been responsible,

such as purchasing, inventory control, and managing food costs. As a

hotel manager, is there a sales component to your job such as calling on

corporate accounts or networking with tourism industry professionals?

Don’t forget to include these important roles and the contribution they

represent to your employer’s success.
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every successful

job seeker’s resume. By using just one or two words, you’re able to communicate

a wealth of information about your skills, qualifications, and experience. What’s

more, keywords are the basis for resume-scanning technology and are therefore

critical to any job seeker’s campaign in today’s electronic-based job search market.

For more information on keywords, refer back to pages 17–19 in Chapter 1.

Following are the top 20 hospitality and food service keywords, some of

which may reflect your skills and some of which may not be appropriate for you

at this time. Use these words as the foundation for developing your own list of

keywords on the Professional Keyword List form in Appendix B.

Top 20 Keywords

Back-of-the-House Operations

Catering Services

Conference and Meeting Planning

Corporate Dining Room Operations

Customer Service Management

Food & Beverage Operations

Front-of-the-House Operations

Guest Service and Satisfaction

Hospitality Management

Housekeeping Operations

Following are some excellent examples of resumes for hospitality and food

service careers.

Inventory Planning and Control

Labor Cost Controls

Menu Planning and Pricing

Multi-Unit Operations

Occupancy Management

Portion Control

Property Development

Resort Management

Revenue Planning and Reporting

Special Events Planning
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Chapter 10

] Resumes for

Human Resources and Training Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a career in human resources

or training, be certain to incorporate these important success factors:

S Success Factor #1

Show your diverse skills by mentioning the different aspects of human

resource management with which you have experience, for example,

benefits administration, recruiting, payroll, employee relations, and

training.

S Success Factor #2

Mention initiatives you have developed or implemented to improve

employee satisfaction and retention. This might include counseling

individual employees on professional development or introducing

employee incentive programs recognizing peak performance.

S Success Factor #3

For trainers, include activities such as needs assessment, curriculum

planning, course design, on-line instruction, classroom training, and

instructional materials design.

S Success Factor #4

Include information about your familiarity with time-keeping, payroll

tracking software, or other enterprise software that impacts human

resource operations.
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every success-

ful job seeker’s resume. By using just one or two words, you’re able to commu-

nicate a wealth of information about your skills, qualifications, and experience.

What’s more, keywords are the basis for resume-scanning technology and are

therefore critical to any job seeker’s campaign in today’s electronic-based job

search market. For more information on keywords, refer back to pages 17–19 in

Chapter 1.

Following are the top 20 human resources and training keywords, some of

which may reflect your skills and some of which may not be appropriate for you

at this time. Use these words as the foundation for developing your own list of

keywords on the Professional Keyword List form in Appendix B.

Following are some excellent examples of resumes for human resources

and training careers.

Benefits Design and Administration

Change Management

Employee Assistance Programs

Employee Communications

Employee Relations

Employee Retention

Grievance Proceedings and

Arbitration

Human Resources Administration

Labor Contract Negotiations

Leadership Development

Top 20 Keywords

Manpower Planning

Organizational Development

Performance Incentives

Performance Reviews and

Appraisals

Recruitment and Selection

Staffing

Succession Planning

Training and Development

Union Relations

Wage Administration
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Chapter 11

] Resumes for

Law Enforcement and Legal Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a law enforcement or legal

career, be certain to incorporate these important success factors:

S Success Factor #1

Credentials and certifications are key. Prominently mention firearms,

special tactics, or special investigative credentials. For attorneys, list the

courts and states in which you are admitted to practice.

S Success Factor #2

In addition to credentials, include other professional training in areas

relevant to your career path. Law enforcement and legal professions place

a heavy emphasis on professional development, so be sure to include all

of yours.

S Success Factor #3

Be sure to mention any measures of performance. What’s your success

rate in cases you’ve tried as an attorney? As a police officer, how many

arrests have you made or how has the crime rate been reduced because of

your actions?

S Success Factor #4

Remember to include information about the administrative aspects of

your job, especially if you’re interested in advancing into supervisory or

management positions.
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every success-

ful job seeker’s resume. By using just one or two words, you’re able to commu-

nicate a wealth of information about your skills, qualifications, and experience.

What’s more, keywords are the basis for resume-scanning technology and are

therefore critical to any job seeker’s campaign in today’s electronic-based job

search market. For more information on keywords, refer back to pages 17–19 in

Chapter 1.

Following are the top 20 law enforcement and legal keywords, some of which

may reflect your skills and some of which may not be appropriate for you at this

time. Use these words as the foundation for developing your own list of keywords

on the Professional Keyword List form in Appendix B.

Following are some excellent examples of resumes for law enforcement and

legal careers.

Arbitration

Arrest and Prosecution

Civil Law Proceedings

Corporate Law and Representation

Courtroom Proceedings

Criminal Investigations

Depositions and Discovery

Due Diligence

Intellectual Property

Interrogations

Top 20 Keywords

Judicial Affairs

Legal Research and Analysis

Legislative Review and Analysis

Litigation

Public Safety and Administration

Regulatory Affairs

Risk Management

Search & Seizure

Trademark and Copyright Law

Workers’ Compensation
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Chapter 12

] Resumes for

Manufacturing and Operations Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a career in manufacturing

or operations, be certain to incorporate these important success factors:

S Success Factor #1

Highlight your experience and training in principles and methods such as

Lean Manufacturing, Six Sigma, Just-In-Time inventory, TQM, SAP, and

ISO standards.

S Success Factor #2

Showcase information about your contributions to process improvements,

scrap reduction, or other innovations that increase operating efficiency or

reduce production costs. Use dollar figures or percentages whenever

possible to quantify results.

S Success Factor #3

Demonstrate the diversity of your skillset by mentioning the various

operations/processes with which you have experience (for example, cell

manufacturing, assembly line, fabrication, stamping/molding, or clean-

room operations).

S Success Factor #4

Include statistics about quality and customer interactions. As domestic

manufacturers compete in the global market, delivering defect-free

products and being attentive to customers are critical.
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every success-

ful job seeker’s resume. By using just one or two words, you’re able to commu-

nicate a wealth of information about your skills, qualifications, and experience.

What’s more, keywords are the basis for resume-scanning technology and are

therefore critical to any job seeker’s campaign in today’s electronic-based job

search market. For more information on keywords, refer back to pages 17–19 in

Chapter 1.

Following are the top 20 manufacturing and operations keywords, some of

which may reflect your skills and some of which may not be appropriate for you

at this time. Use these words as the foundation for developing your own list of

keywords on the Professional Keyword List form in Appendix B.

Following are some excellent examples of resumes for manufacturing and

operations careers.

Top 20 Keywords

Budget Planning and

Administration

Continuous Process Improvement

Cost Reduction and Avoidance

Efficiency Improvement

Facilities Engineering

Inventory Planning and Control

Logistics

Manufacturing Technology

Multi-Site Operations

Management

Occupational Health and Safety

Operations Re-Engineering

Plant Management

Process Automation

Productivity Improvement

Quality Assurance and Control

Resource Planning and

Management

Supply Chain Management

Technology Integration

Workflow Optimization

Workforce Planning and

Management
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Chapter 13

] Resumes for

Sales, Marketing, and Customer Service Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a career in sales, marketing,

or customer service, be certain to incorporate these important success factors:

S Success Factor #1

Use statistics to quantify your achievements whenever possible. Show

percentage increases in revenues, ranking among other sales associates,

or number of new accounts, to demonstrate how you’ve added value. If

you’re a marketing professional, how much was market share or sales

volume increased based on the campaign(s) you recommended?

S Success Factor #2

Show your versatility by including the different categories of products/

services you have experience representing or types of customers you have

served (for example, business-to-business or direct-to-consumer).

S Success Factor #3

Highlight consultative selling and relationship-building skills. In today’s

environment, connecting with customers, assessing their needs, and

recommending solutions are highly valued in sales and customer

service professionals.

S Success Factor #4

Mention your technology skills, especially presentation software or contact

management applications that help sales professionals do their jobs more

efficiently. For customer service people, experience with various order

entry/tracking software is important.
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every success-

ful job seeker’s resume. By using just one or two words, you’re able to commu-

nicate a wealth of information about your skills, qualifications, and experience.

What’s more, keywords are the basis for resume-scanning technology and are

therefore critical to any job seeker’s campaign in today’s electronic-based job

search market. For more information on keywords, refer back to pages 17–19

in Chapter 1.

Following are the top 20 sales, marketing, and customer service keywords,

some of which may reflect your skills and some of which may not be appropriate

for you at this time. Use these words as the foundation for developing your own

list of keywords on the Professional Keyword List form in Appendix B.

Following are some excellent examples of resumes for sales, marketing, and

customer service careers.

Brand Development and Launch

Competitive Market Intelligence

Contract Negotiations

Corporate Communications

Customer Relationship

Management

Customer Service and Retention

E-Commerce

International Trade

Key Account Management

Media Affairs and Press Relations

Top 20 Keywords

Multi-Channel Marketing

Multimedia Marketing and

Promotion

Product and Market Positioning

Product Lifecycle Management

Public Relations

Sales Administration

Sales Presentations

Sales Training

Solutions Selling

Time and Territory Management
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Chapter 14

] Resumes for

Skilled Trades Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a career in the skilled trades,

be certain to incorporate these important success factors:

S Success Factor #1

In the “Training & Education” section of your resume, be sure to include

information about your apprenticeships—both classroom and hands-on

experiences—and highlight any additional certifications or licenses you

have earned, such as welding and HVAC.

S Success Factor #2

Show your range of experience. For example: framing, roofing, finish

cabinetry work (carpenter); 120-volts, 480-volts, network cabling

(electrician); pneumatics, hydraulics, high-pressure lines (plumber).

S Success Factor #3

Remember to mention special skills that set you apart (for example,

conduit bending, fiber-optic installation, EDM processes, and compound

and progressive die building and repair).

S Success Factor #4

Highlight your familiarity with the latest technology. Do you use CAD/

CAM software, CNC programming, or other technology tools and aids?
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every successful

job seeker’s resume. By using just one or two words, you’re able to communicate

a wealth of information about your skills, qualifications, and experience. What’s

more, keywords are the basis for resume-scanning technology and are therefore

critical to any job seeker’s campaign in today’s electronic-based job search

market. For more information on keywords, refer back to pages 17–19 in

Chapter 1.

Following are the top 20 keywords for careers in the skilled trades, some of

which may reflect your skills and some of which may not be appropriate for you

at this time. Use these words as the foundation for developing your own list of

keywords on the Professional Keyword List form in Appendix B.

Top 20 Keywords

Following are some excellent examples of resumes for skilled trades careers.

Blueprints and Drawings

Contract Administration

Crew Supervision

Customer Relations

Electrical, Plumbing and

HVAC

Fault Isolation and Analysis

Maintenance and Repair

Material Management

Preventative Maintenance

Project Management

Project Scheduling and

Documentation

Project Specifications

Regulatory Compliance

Residential and Commercial Projects

Scope-of-Work Documents

Security Systems Installation

Testing and Troubleshooting

Tools and Equipment Control

Training and Apprenticeships

Work Site Safety
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Chapter 15

] Resumes for

Teaching and Education Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a career in teaching and

education, be certain to incorporate these important success factors:

S Success Factor #1

List your credentials/certifications prominently, possibly right after

your contact information. Principals and administrators want to see

right away what subject areas or grade levels you are qualified to teach

and/or administer.

S Success Factor #2

Mention the classes you have taught, including grade levels and subjects.

Include any information about special lesson plans or field trips related to

a particular subject area to illustrate your ingenuity and creativity in

bringing the subject matter alive for your students.

S Success Factor #3

Highlight any committees you have been a member of or student activities

for which you have served as an advisor (for example, Science

Curriculum Committee; Olympics of the Mind Advisor).

S Success Factor #4

Include travel or other enriching activities that provide you with added

perspective in the classroom. A social studies teacher who has spent

extensive time exploring Europe or Native American cultures in the

Southwest can be a much more fascinating candidate than someone who

hasn’t had similar experiences.
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every successful

job seeker’s resume. By using just one or two words, you’re able to communicate

a wealth of information about your skills, qualifications, and experience. What’s

more, keywords are the basis for resume-scanning technology and are therefore

critical to any job seeker’s campaign in today’s electronic-based job search

market. For more information on keywords, refer back to pages 17–19 in

Chapter 1.

Following are the top 20 teaching and education keywords, some of which

may reflect your skills and some of which may not be appropriate for you at this

time. Use these words as the foundation for developing your own list of keywords

on the Professional Keyword List form in Appendix B.

Parent-Teacher Relations

Research and Publishing

School Administration

Student Advisement

Student Placement

Student Recruitment

Student Relations

Teacher Training and Instruction

Testing and Evaluation

Textbook Review and Selection

Top 20 Keywords

Accreditation

Academic Advising

Academic Standards

Classroom Management

Course Design

Curriculum Development

Educational Services Administration

Higher Education

Instructional Materials

Multimedia Learning Methodologies

Following are some excellent examples of resumes for teaching and education

careers.
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Chapter 16

] Resumes for

Technology, Science, and Engineering Careers

Each and every industry and profession presents unique resume writing and

design challenges. If you are interested in pursuing a career in technology,

science, or engineering, be certain to incorporate these important success factors:

S Success Factor #1

Technology, science, and engineering careers all require knowledge of

technical equipment, computer systems, and software. Be comprehensive

in including all of your technical knowledge (for example, scientific/

laboratory equipment, computer software and hardware, operating

systems, and networks).

S Success Factor #2

Document any research papers, studies, or patents in which you have

participated. In addition, be sure to incorporate any results or outcomes

of those projects that added value to your organization.

S Success Factor #3

Highlight projects on which you have worked and discuss how your

participation contributed to the success of those projects (for example,

under budget, ahead of schedule, exceeded customer expectations, or

upgraded organizational capabilities).

S Success Factor #4

Showcase all of your extra professional activities, which may include

public speaking, professional affiliations, publications, teaching/training,

and more.
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Keywords and Keyword Phrases

Keywords and keyword phrases are a critical component of every successful

job seeker’s resume. By using just one or two words, you’re able to communicate

a wealth of information about your skills, qualifications, and experience. What’s

more, keywords are the basis for resume-scanning technology and are therefore

critical to any job seeker’s campaign in today’s electronic-based job search

market. For more information on keywords, refer back to pages 17–19 in

Chapter 1.

Following are the top 20 technology, science, and engineering keywords,

some of which may reflect your skills and some of which may not be appropriate

for you at this time. Use these words as the foundation for developing your own

list of keywords on the Professional Keyword List form in Appendix B.

Following are some excellent examples of resumes for technology, science,

and engineering careers.

Applications Development

Capital Projects

E-Commerce

Engineering Design

Fault Isolation and Analysis

Information Services Management

Information Technology

Multimedia Technology Integration

Network Design and Technology

Performance Optimization

Top 20 Keywords

Project Planning and Management

Prototype Development and Testing

Research and Experimentation

Scientific Methodologies

Systems Engineering

Technical Writing

Technology Transfer

User Training and Support

VOIP Technology

Website Design and Management
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Appendix A

] Resume Writing Worksheet

You can use this handy worksheet as a guide to gathering the critical

information you will need to develop your resume:

NAME:

ADDRESS:

CITY:  STATE: ZIP:

PHONE: (Home) (Cell)

E-MAIL ADDRESS:

CAREER OBJECTIVE(S): 1)

2)

EMPLOYMENT HISTORY:

FROM: / TO: /  JOB TITLE:

COMPANY: CITY: STATE:
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KEY DUTIES:

ACCOMPLISHMENTS:

EMPLOYMENT HISTORY:

FROM: / TO: /  JOB TITLE:

COMPANY: CITY: STATE:

KEY DUTIES:

ACCOMPLISHMENTS:

(Use additional sheets, if  necessary, to capture more of  your work history)
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MILITARY SERVICE: FROM: / TO: /

BRANCH: RANK:

SPECIALTY (MOS): UNIT:

COMMENDATIONS:

EDUCATION:

SCHOOL:  GRAD. (SEP.) /

DEGREE: MAJOR:

LOCATION:

SIGNIFICANT COURSEWORK:

HONORS/CLUBS:

(Use additional sheets to capture other degrees, diplomas, etc.)

PROFESSIONAL LICENSES / CERTIFICATIONS:

____________________________________________________________________________________________________________________________________________________________________________________________

PROFESSIONAL SEMINARS:

COMPUTER SKILLS: TECHNICAL SKILLS:

FOREIGN LANGUAGES:
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MEMBERSHIPS / AFFILIATIONS:

VOLUNTEER WORK / COMMUNITY INVOLVEMENT:

PUBLICATIONS / PUBLIC SPEAKING:

OTHER HONORS AND AWARDS:

This worksheet is only intended to be a guide to gathering the important

information you need to prepare your resume. After reading Chapters 2 and 3,

which discuss designing and writing your resume, you may think of other sections

that will be important for you to include, or decide that some sections shown

here are not relevant to your situation.
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Appendix B

] Professional Keyword List

Each resume example chapter in this book (Chapters 5–16) has a list of

keywords relating to the particular career field or profession covered in that

chapter.

Use this form to highlight all the keywords and keyword phrases that

accurately reflect your skills, qualifications, and experience.
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Appendix C

] List of  Contributors

The following professional resume writers have contributed their best resumes

to this publication. All have years of experience in professional resume writing;

many have earned distinguishing professional credentials that include:

CARW Certified Advanced Resume Writer

CCM Credentialed Career Master

CCMC Certified Career Management Coach

CCTJ Certified Career Transition Jumpmaster

CEIP Certified Employment Interview Professional

CERW Certified Expert Resume Writer

CIS Certified Interview Strategist

CMF Certified Fellow Practitioner

CMP Certified Management Professional

CPBS Certified Personal Brand Strategist

CPC Certified Personnel Consultant

CPRW Certified Professional Resume Writer

CTMS Certified Transition Management Seminars

CTSB Certified Targeted Small Business

CWDP Certified Workforce Development Professional

FRWCC Federal Resume Writer & Career Coach

GCDF Global Career Development Facilitator

IJCTC International Job & Career Transition Coach

JCTC Job & Career Transition Coach
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MBTI (Certified in) Myers-Briggs Type Indicator

MCDP Master Career Development Professional

NCCC Nationally Certified Career Coach

NCRW Nationally Certified Resume Writer

PHR Professional in Human Resources

RPR Registered Professional Recruiter

Carol Altomare, CPRW

World Class Resumes

Flemington, NJ

caa@worldclassresumes.com

www.worldclassresumes.com

908-237-1883

Doris Appelbaum, President

Appelbaum’s Resume Prof., Inc.

Milwaukee, WI

dorisa@execpc.com

www.appelbaumresumes.com

800-619-9777

414-352-5994

Marcia Baker

MARK of Success, LLC, Waldorf, MD

resumes@markofsuccess.net

www.markofsuccess.net

301-885-2511

Laura Barbeau

Job Training Center, Red Bluff, CA

lbarbeau@ncen.org

jobtrainingcenter.org

530-529-7000

Susan Barens, CPRW, IJCTC

Career Dynamics, Olmsted Falls, OH

Careerdynamics1@aol.com

440-610-4361

Janet L. Beckstrom, CPRW

Word Crafter, Flint, MI

wordcrafter@voyager.net

800-351-9818

Liz Benuscak, CPRW, IJCTC

Bi-Coastal Resumes

New City, NY

lizb@bi-coastalresumes.com

www.bi-coastalresumes.com

800-813-1643

Laurie Berenson, CPRW

Sterling Career Concepts, LLC

Park Ridge, NJ

laurie@sterlingcareerconcepts.com

www.sterlingcareerconcepts.com

201-573-8282

Anne Brunelle, Career Transitions Coach

Making Changes, Toronto, Ontario

info@makingchanges.ca

www.makingchanges.ca

647-224-8287

Romona Camarata, GCDF, CCM, CPRW,

MBTI

R.L. Stevens & Associates, Inc.,

Northbrook, IL

rcamarata@rlstevens.com

www.interviewing.com

888-806-7313

Freddie Cheek, M.S. Ed., CCM, CPRW,

CARW, CWDP

Cheek & Associates, Amherst, NY

fscheek@adelphia.net

www.cheekandassociates.com

716-835-6945

Kristin Coleman

Career Services, Poughkeepsie, NY

kristin@colemancareerservices.com

845-452-8274

Denyse Cowling, CIS, CPC, RPR

Career Intelligence Inc., Burlington, Ontario

dcowlings@cogeco.ca

866-909-0128

Jean Cummings, CPBS, CPRW, CEIP

A Resume For Today, Concord, MA

jc@AResumeForToday.com

www.aresumefortoday.com

800-324-1699

www.worldclassresumes.com
www.appelbaumresumes.com
www.sterlingcareerconcepts.com
www.makingchanges.ca
www.markofsuccess.net
www.interviewing.com
www.cheekandassociates.com
www.bi-coastalresumes.com
www.aresumefortoday.com
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Michael S. Davis, GCDF, CPRW
Centerville, OH
msdavis49@hotmail.com
937-438-5037

George Dutch, BA, CMF, CCM, JCTC
Ottawa, Canada
george@GeorgeDutch.com
www.jobjoy.net
800-798-2696

Salome A. Farraro, CPRW
Careers TOO, Mount Morris, NY
sfarraro@careers-too.com
www.careers-too.com
877-436-9378

Marilyn Feldstein, M.P.A., JCTC, MBTI,
PHR

Career Choices Unlimited, Jacksonville, FL
mwfeld@aol.com
www.careerchoicesunlimited.com
904-262-9470

Joyce Fortier, CCM, CPRW, CCMC, JCTC
Create Your Career, Novi, MI
careerist@aol.com
www.careerist.com
248-478-5662

Johnetta Frazier, Director of Training
Philadelphia Workforce Development Corp.
Philadelphia, PA
jfrazier@pwdc.org
215-854-1965

Louise Garver, MA, CMP, CPRW, CEIP,
MCDP, JCTC

Career Directions LLC, Enfield, CT
LouiseGarver@cox.net
www.careerdirectionsllc.com
860-623-9476

Jill Grindle, CPRW
Resume Inkstincts, Agawam, MA
j.grindle@resumeinkstincts.com
www.resumeinkstincts.com
413-789-6046

Lee Anne Grundish
Grafix Services / ACHIEVE SUCCESS!
Toledo / Ottawa Hills, OH
GrafixServices@aol.com
www.grafixservices.com
419-534-2709

Susan Guarneri, NCCC, CCMC, CPBS,
CERW, CCTJ

Guarneri Associates, Three Lakes, WI
Resumagic@aol.com
www.resume-magic.com
866-881-4055

Loretta Heck
All Word Services, Prospect Heights, IL
siegfried@ameritech.net
847-215-7517

Gayle M. Howard
Top Margin Resumes
Melbourne, Australia
getinterviews@topmargin.com
www.topmargin.com
+61 3 9726 6694

Erin Kennedy, CPRW
Professional Resume Services
Lapeer, MI
ekennedy@proreswriters.com
www.proreswriters.com
206-339-2876

Myriam-Rose Kohn, CPBS, CCM, CCMC,
IJCTC, CPRW, CEIP

Jeda Enterprises, Valencia, CA
Myriam-rose@jedaenterprises.com
www.jedaenterprises.com
661-253-0801

Lorie Lebert
THE LORIEL GROUP
Brighton, MI
lorie@CoachingROI.com
www.coachingroi.com
www.domyresume.com
810-229-6811

Brian Leeson MSc
Vector Consultants Pty Ltd.
Echunga, South Australia
vector@adelaide.on.net
www.users.on.net/~vector
+61 8 8388 8183

Marilyn McAdams, CPRW
Ms. Secretary/MS Career Service
Franklin, TN
info@mscareerservice.net
www.mscareerservice.com
615-794-3223

www.resume-magic.com
www.careers-too.com
www.jobjoy.net
www.topmargin.com
www.careerchoicesunlimited.com
www.proreswriters.com
www.careerist.com
www.jedaenterprises.com
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www.domyresume.com
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www.users.on.net/~vector
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Melanie Noonan

Peripheral Pro, LLC,

West Paterson, NJ

PeriPro1@aol.com

973-785-3011

Helen Oliff, FRWCC, CPRW,

Certified Executive Coach

Turning Point, Reston, VA

helen@turningpointnow.com

www.turningpointnow.com

703-716-0077 (VA)

651-204-0665 (Midwest)

Don Orlando, MBA, CPRW, JCTC, CCM,

CCMC

The McLean Group, Montgomery, AL

yourcareercoach@charterinternet.com

334-264-2020

Kris Plantrich, CPRW

ResumeWonders, Ortonville, MI

krisplantrich@charter.net

248-627-4243

Richard Porter

CareerWise Communications, LLC,

Portage, MI

careerwise_resumes@yahoo.com

269-321-0183

Michelle Mastruserio Reitz, CPRW

Printed Pages,

Cincinnati, OH

michelle@printedpages.com

www.printedpages.com

513-598-9100

MeLisa Rogers

Ultimate Career, Scroggins, TX

mrogers@tisd.net

www.ultimatecareer.biz

903-860-3963

Barbara Safani, M.A., CERW, NCRW,

CPRW, CCM

Career Solvers, New York, NY

info@careersolvers.com

www.careersolvers.com

866-333-1800

Bob Simmons

Career Transition Associates, Plainview, NY

ctasimmons@aol.com

careerstransition.com

516-501-0717

Tammy J. Smith

Professional Image Design, LLC, Olivet, MI

ProResumeWriter@aol.com

269-209-3539

Billie Ruth Sucher, MS, CTMS, CTSB

Billie Ruth Sucher & Associates,

Urbandale, IA

billie@billiesucher.com

www.billiesucher.com

515-276-0061

James A. Swanson, PHR

Resume Design Studio, Rancho Santa

Margarita, CA

jim@dosllc.com

949-766-6795

Brenda Thompson, CCMC

TH & Associates, Bowie, MD

thworks@comcast.net

www.thworks.net

301-266-1115

Donna Tucker, CPRW

CareerPRO Resume Center, Phoenix, AZ

Donna@4greatresumes.com

www.4greatresumes.com

602-788-3121

Edward Turilli, MA, CPRW

AccuWriter Resume, Writing, & Career

Services, Bonita Springs, FL

edtur@comcast.net

239-948-7741

North Kingstown, RI

edtur@cox.net

401-268-3020

Pearl White, CPRW, JCTC, CEIP

A 1st Impression Resume & Career

Coaching Services, Irvine, CA 

Pearlwhite1@cox.net

www.a1stimpression.com

949-651-1068

www.turningpointnow.com
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D
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science careers, resumes for, 207-221
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TypeFocus, 14
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