RESUME WRITING

What is a resume?

A resume is a summary of a potential employee’s education, training, and experience.

What is the purpose of a resume?

· A well-prepared resume presents a potential employer with a favorable first impression of the potential employee.

· A good resume will be persuasive, showcasing the strengths of the applicant.

· A good resume should increase the applicant’s chance of getting a job interview.

· A good resume is an “advertisement” that shows the positive impact the applicant can have on the potential employee’s company/organization.

Characteristics of a good resume

· A good resume matches your experience, skills, training, and personal qualities to the type of job you are applying for.

· A good resume is informative, easy to read, and attractive.

· A good resume is typed on stationary quality paper.

· A good resume presents information in as few words as possible.

What information should I put in my resume?

A resume must include these basic headings:

Figure 5.1 Basic Headings

Must Include



May Include
Identification*
Name, complete address, phone

Permanent and temporary address



_______________________________________________________________________________

Education
Name of school, city and state of school;
List of courses, if helpful to employer;



Dates of attendance, graduation

Academic honors, if any;



  or expected graduation;


GPA, if good



Major or course of study


Extracurricular activities



_______________________________________________________________________________

Experience
Name, city, and state of company;

Promotions, special accomplishments,



Position/title;



Description of duties, even if not related



Most recent jobs (up to 3 jobs);

  to job sought



Description of duties, if related to



  job sought



_______________________________________________________________________________

References
One of these:

1. References Available Upon Request

       OR

2. names, titles, addresses, phone numbers

       of three references



_______________________________________________________________________________

*Identification is not used to name this part of the resume; in other words, identification is not a heading.  It merely describes the information given at the top of the resume.

These optional headings may also be used in your resume to showcase your strengths and minimize your weaknesses:

Figure 5.2 Optional Resume Headings



USE IF. . .



DON’T USE IF. . .

Objective
You’re applying for a specific job

You’re not applying for a specific job



The company prefers you to include
The company prefers to decide in which



   an objective



  position to place you

Qualifications
You wish to summarize your strengths
Qualifications are not specified



You have the qualifications listed in the



  ad for employment

Skills

You wish to summarize your skills

You’re not sure what skills the employer



The ad calls for specific skills that

  needs



  you have



You don’t have special skills



You have skills not related to your



  education



You have impressive technical skills

Interests
Your employer wants to know more
Your employer wants to know only

and/or

  personal information qualifications
  about your work

Activities
Your interests complement your

You don’t have space



  qualifications



You want your employer to see you as



  well rounded and human



You have space to fill on page

Achievements
You have honors and/or awards

You don’t have any honors or awards



You achieved other significant goals

Military

You have gained skills you want to

You have included military experience



  highlight



  under another heading



You have impressive experience

You don’t have military or ROTC training

You may choose another name for some of the headings.  Make the name of the heading as specifically related to the information you are giving as possible.  Here are a few variations:

Objective:
Job Objective, Career Objective, Professional Objective

Experience:
Work Experience, Related Experience, Co-op Experience



You can divide Experience into two areas:  Related Work



Experience and Other Work Experience; Co-op Experience



and Other Experience; Related Experience and Military



Experience

Education:
Military School, Licenses, Certificates

Qualifications:
Major Qualifications, Summary, Skills

Interests:
Interests and Activities, Activities, Hobbies

Honors:

Honors and Achievements, Achievements, Awards

Guidelines for writing a resume

1. Your resume should be short; keep it to one page if possible.

2. Provide only positive information.  Do not include personal information or a picture.  Include hobbies and interests only if they contribute to your ability to do the job for which you are applying.  Do not include information that indicates religion, race, or place of birth.

3. Decide whether to include your job objective on your resume.  If you have a clear idea of your goal, briefly state it.  If this might limit your chances, leave it out.  If you are using a computer, create slightly different objectives to match different positions.

4. Decide whether your education or work experience will be more valuable to the reader.  List the most valuable first.

5. List jobs and schools in reverse chronological order--with your present job or school listed first.  Write about your current job in the present tense; describe others in past tense.

6. Use short sentences to describe skills or responsibilities, using parallel structure.  Begin sentences describing work experience with active verbs like these:

accomplished
completed
earned

initiated

reduced

achieved

composed
established
led

revised

administered

contributed
evaluated
maintained
saved

analyzed

coordinated
expanded
operated

sold

applied

created

headed

organized
solved

assisted

designed

identified
performed
streamlined

built

developed
implemented
planned

supervised

communicated
devised

improved
produced
trained

complied

directed

increased
promoted
wrote

7. Use white space, headings, underlining, bold print, and bullets to make the resume attractive and easy to read.

8. Balance the resume between margins.

9. Use punctuation to make your resume easier to read:

· Use periods to break up big blocks of thought or to indicate a real change of information.

· Use colons to introduce lists.

· Use commas to separate lists of three or more items.

· Use semicolons to separate complex lists (lists that already contain commas) of three or more   items.

10. Proofread, proofread, and proofread again.  Then have at least two other people proofread your resume.  Resumes with errors on them are unlikely to garner the applicant an interview.

This handout was adapted from the following sources:

Hyden, Janet S. et. al.  Communicating for Success:  An Applied Approach.  Cincinnati, OH:  South-Western Publishing Co., 1994.

Mehlich, Sue and Darlene Smith-Worthington.  Technical Writing for Success:  A School-To-Work Approach.  Cincinnati, OH:  South-Western Publishing Co., 1997.

Matthew R. Abboud
Temporary




Permanent
803 Princeton Road



67B Lakeside Apartments

Albuquerque, NM  87103


Albuquerque, NM  87103

(505) 555-0173



(505) 555-0172

OBJECTIVE
Position as computer programmer

QUALIFICATIONS
*2 years’ experience on Macintosh and IBM systems



*A.A.S. degree in Business Computer Programming



*Experience in C and C++ programming languages

EDUCATION
Maddox Community College, San Soma, New Mexico



A.A.S., May 1995



Major:  Business Computer Programming, G.P.A. 3.9/4.0



Major Courses



C Language
Fox Base Pro

Technical Writing



C++ Language
Systems Programming
Data Structures



Assembly Language
Math Statistics I,II

Multimedia

CO-OP

Wadell Computer Industries


August 1994-May 1995

EXPERIENCE
Columbia, New Mexico



*Designed test specifications for mainframe computer



*Developed inventory database program



*Supervised spreadsheet applications for accounting



Xenox Computer Designs


July 1993-May 1994



Vales, New Mexico



*Wrote tutorial for new employees



*Directed seminar on PageMaker

OTHER WORK
Earned half of college expenses working part-time
1991-1993

EXPERIENCE
Auto Express, Vales, New Mexico, Sales Clerk



Better Burgers, Vales, New Mexico, Cook and Sales Clerk

INTERESTS
Programming, sailing, photography

REFERENCES
Available Upon Request

JUANITA MANUEL

Route 5, Box 332

Charles, Ohio 43605

(414) 555-0195

Objective

Part-time work as an administrative assistant in a business environment

Office Skills


*Experience with Word for Windows, Lotus Spreadsheet, and WordPerfect


*Knowledge of office procedures


*Strong interpersonal skills


*Knowledge of accounting ledgers

Administrative Activities


MANUEL’S FLOWERS, July 1996 to present


Assisted with clerical duties in family-owned business


BETA CLUB TREASURER, October 1996 - June 1997


Maintained account ledger, created annual budget, balanced budget,


wrote checks


CO-CHAIRPERSON, JUNIOR MAGAZINE SALES, January 1996 - March 1997


Directed sales staff, planned advertising campaign, sold magazines

Education


Wanoca High School, Charles, Ohio.  Expected date of graduation June 1997 


Course of Study:  Office Technology.


Specialized Courses:  Accounting, Office Management, and Word Processing

Interests

Writing, skiing, singing, piano

References

Sam Pollock
Hilda Brad


Greg Wilms

Business Teacher
Manager, Shoe Bargain
City Treasurer

342 Baily Road
8890 Yellowstone Street
89 Braxton Place

Charles, Ohio 26785
Farmville, Ohio 26798
Charles, Ohio 26785

(614) 555-0189
(614) 555-0187

(614) 555-0135

