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      Years ago, I released my first book on résumé writing. The book was geared towards recent graduates, but I found that first edition helped a number of accomplished professionals in writing their own résumés. To say I was blindsided by the number of seasoned professionals that then sought my assistance is an understatement. Now the bad news. I have been hearing more and more about jobseekers (new graduates and seasoned professionals) who paid a freelance writer or ‘professional’ résumé writing service to write a résumé only to end up with a worthless document that would likely have a difficult time grabbing any hiring manager’s attention (in other words, the résumé the person paid over $100 for didn’t help them get any interviews let alone a job). So, I am here again, expanding on the previous editions of my book to include more advisement and additional résumé samples to assist jobseekers. Additionally, I have updated information on Applicant Tracking Systems/Applicant Tracking Software (ATS), which a large number of companies worldwide use to scan résumés submitted to filter out candidates who (on paper) seem like poor prospects for open positions. FYI – you could be the absolute BEST candidate for a job and be filtered out by a company’s ATS if you don’t word or design your résumé carefully!

      Now, whether you’re just graduating high school or college or you’re a seasoned professional, you’ve likely heard of the ancient form of career correspondence known as… The Résumé! All right, a little dramatic, but let’s face it, that word often generates thoughts of a dreaded letter that is difficult to understand let alone write. Well, I am here to tell you that the résumé is a rather straightforward document that anyone can learn to write for themselves. Yes, there are those in the world trained in writing résumés, individuals who have a knack for writing résumés that get noticed by hiring managers. I am one of those individuals. Yet, most professional résumé writers charge upwards of $100 to $200 to write a résumé, though you will find some talented résumé writers who charge significantly less. How many recent college/high school graduates or jobseekers with families to feed have $100 to spend on having a professional write their résumé? Are you scared because a teacher, professor, career counselor, or work colleague said that if your résumé is not perfect, “you’ll never get a job?”

      Admittedly, I once was hyper-critical of typos and grammar issues on résumés, but I find most hiring managers are likely to read on and overlook a FEW typos and look intently at a job applicant’s experience. This is especially true of hiring managers looking to fill entry-level positions. Do you honestly think a hiring manager is likely to be hyper-critical of a typo on a résumé an applicant submitted for a dishwasher position? For the record, my first job was as a dishwasher at the Gardenview Restaurant in West Seneca, a job I loved and appreciate to this day.

      All that said, you should look to this experience, writing a résumé, as a learning and growing opportunity, and you should look at this book as a beginner’s guide to writing a résumé that will get you noticed by hiring managers or members of a hiring committee. For the record, if two equally qualified applicants are under consideration for a job, a typo-free résumé will likely help a candidate get an interview over another candidate who had one or a few typos in his. As a side note for those seeking to create a résumé for an executive-level position, you should seek out the assistance of a professional to polish any résumé you plan to submit. At that stage, presentation is especially critical with typos potentially playing more of a factor in a hiring manager’s decision. Don’t have money to pay a professional résumé writer? Contact your college’s career center for assistance as alumni are often provided free career counseling and résumé writing assistance.

      ABOUT ME

      So, what the hell do I know about writing résumés and career counseling? I’m glad you asked! I am a nationally certified professional career coach (CPCC) and professional member of the Professional Association of Résumé Writers & Career Coaches. My certification was attained after hours (and hours) of study and successfully completing testing on résumé writing (and submitting sample résumés), interviewing skills, and career counseling. My actual résumé writing experience began in 1992 when my academic advisor gave me his résumé to use as a guide to formatting my own (thanks Dr. Engelbrecht). From that moment on I began studying résumé designs, asking hiring managers what worked/didn’t work, and writing résumés for myself, friends, students and, finally, clients. All told, I’ve lost count of how many résumés (and cover letters) I’ve written: thousands for certain. This includes writing résumés for C-Level executives (a lot of CFOs), engineers, computer programmers, psychologists, social workers, chemists, chefs, waiters, nurses, librarians, authors, biologists, event planners, teachers, criminologists, artists, business managers, editors, journalists, marketing & PR specialists, explosives/demolition experts, and accountants. Today, I primarily provide career counseling for undergraduates and recent college graduates as they are the individuals I feel are most in need of guidance. Why? Because colleges and high schools alike often don’t provide thorough guidance on how to find employment opportunities and apply for jobs after (or before) graduation. That said, I still write résumés and cover letters for professionals at all stages of their careers to keep my skills sharp, to grow my network, develop new résumé designs, and to learn about industry changes. I strive my best to provide solid résumé guidance to family, friends, colleagues, and any individual looking for work.

      
        
        *** I am grateful to the Professional Association of Résumé Writers and Career Coaches, whose publications help us keep up to date on résumé developments including preferred designs and ATS developments. This association continues to provide a great network through which professional career coaches and résumé writers can share ideas and learn new skills.

      

      

      IF YOU HAVE THE RESOURCES: HIRING A RÉSUMÉ WRITER

      For those looking for additional résumé writing assistance, I suggest students/recent graduates ask professors from their major department to provide copies of their résumés/CVs to serve as a reference. This last bit of advice is to provide students/graduates with a view of résumé formats preferred by professionals in their chosen field. For those with considerable experience applying to an advanced position or anyone still looking for professional assistance, contact your college’s career center and/or alumni department and see about linking up with an alum who is in your field. Such professionals can and will often provide résumé guidance as well as help jobseekers make connections (network). That said, if you are someone who has the funds/resources, and especially if you are applying for an advanced/executive position, consider hiring a résumé writer and/or career coach (certified career coaches have advanced skills which usually include training for preparing jobseekers for interviews). To increase your chances of finding a talented and dependable résumé professional, look for certified résumé writers or career coaches for guidance and ask any professional you hire to provide résumé samples and customer references BEFORE paying for any service. The Professional Association of Résumé Writers is one place where you can search for certified résumé professionals in your area (http://www.parw.com/). The National Resume Writers Association (NRWA) provides a search engine for finding résumé writers as well (www.thenrwa.com).
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            THE BASIC PURPOSE AND STRUCTURE OF A RÉSUMÉ

          

        

      

    

    
      It’s really rather frustrating, to be honest. We spend thousands or even over a hundred thousand dollars to get a Bachelor’s Degree (of Arts or of Science). Unfortunately, the education we receive rarely includes any guidance on how to apply for jobs once we graduate. Students are told to visit the college’s career center, but rarely do professors or staff outside the career center’s personnel truly emphasize the importance of the center. To make matters worse, professors and staff outside career center personnel generally do not have the knowledge or training to advise students on conducting a job search. Essentially, students need to launch a multipronged attack in their job search using social media, job websites such as Indeed.com, and people they know to find job openings. After finding a job through such resources, a jobseeker will usually be asked to submit a résumé. Sometimes, individuals will be hired because of who they know, in which case a résumé is not needed. Such circumstances are rarer than most think, and even if a jobseeker is hired because of whom he/she knows, a résumé is still needed for her/his employment file. Now you know why you need a résumé!

      THE PURPOSE OF A RÉSUMÉ

      A résumé is a document that details an individual’s work history, education, and personal information relevant to a job he or she is applying to. How’s that for a textbook answer? While that description pretty much summarizes things, it in no way includes the full spectrum of roles a résumé serves throughout a professional’s career. The résumé provides a first impression for a jobseeker. For example, a résumé free of typos and printed on “résumé” paper makes for a professional impression whereas a résumé handwritten on a sheet of notebook paper will make a jobseeker appear unprofessional. As an FYI, you would be amazed at the condition of some résumés received by hiring managers.

      What else does a résumé do? It helps an employer quickly determine whether an applicant has the required education and/or experience to successfully do the job he/she applied for. A well written résumé highlights a jobseeker’s unique accomplishments which would indicate to an employer the jobseeker would likely excel at the respective job. Résumés, when done right, also indicate a jobseeker’s technological skills and, in some cases, what references a jobseeker has. I’ve heard it said that “a résumé doesn’t get a person a job.” That’s a rather short-sighted statement to a complex reality. In some circumstances, employers do hire or at least contact a job applicant simply because of the résumé submitted. It happens more than many jobseekers and career specialists realize! The real issue is that if your résumé does not provide sufficient information in a professional way, it’s less likely your résumé will land in a position to help you get a job or interview.

      THE STRUCTURE OF A RÉSUMÉ

      In reality, there are multiple résumé viewpoints as to the best résumé format. However, if a hundred career specialists were locked in a room and asked to collaborate in writing a general résumé, the following would likely be information categories on the final product.

      
        
          	
        Personal contact information. Provide contact information for the jobseeker. How can you be offered a job or interview if the hiring manager reviewing your résumé has no way to contact you?
      

      	
        Education. Whether you are a high school graduate or a college graduate, you need to include a listing of your highest educational progress. Important to note, once you start a college career, you no longer need to include your high school information, because it’s generally understood you need to graduate high school or successfully complete a GED in order to get into college. As an aside, if you are applying for an entry level job and you know the hiring manager is an alum of your high school, you might want to consider adding your high school information along with your college information. However, even in such rare circumstances, I doubt having your high school information listed will make much of an impact on a hiring manager’s decision.
      

      	
        Professional and volunteer experience. Your résumé obviously needs to include any relevant employment and volunteer history you have. As a new graduate of high school or college, however, you likely have an employment background that includes mostly non-relevant employment such as working in the service industry (waiter, cook, cashier, dishwasher, telemarketer, etc.). Hiring managers generally understand this reality so don’t be ashamed to include such experience.
      

      	
        Technical proficiencies. More and more jobs rely on technology to complete even the most rudimentary of tasks. Therefore, it is important to include a listing of what programs you have experience with. As an important aside, there are a few programs that are nearly universal in usage, which includes Microsoft Excel, Microsoft Access, and Microsoft Word. Also, given the virtual landscape that the COVID pandemic influenced, mentioning proficiency in Zoom or similar technologies is important to include.
      

      	
        References. I remember putting a “References” section on my résumé and writing after it “available upon request.” Doing so is a waste of valuable space and time: space on your résumé for more experience and/or accomplishments. In turn, such a section wastes a hiring manager’s time! The latter point refers to the issue that hiring managers don’t want to have to ask applicants for additional information such as references; the references should be included in the application materials. Provide a separate document with your résumé that lists your references.
      

      

      

      MARKS OF A STRONG RÉSUMÉ

      I am sure most readers are not shocked by the above listing of components of a basic résumé. Now, when gaining experience and after years of working in a career, other sections/components will be likely added: publications, awards, presentations, and continuing education. Yet, for a recent college or high school graduate, those are not likely to be needed. That said, in addition to these categories, a quality résumé is polished by the following steps:

      
        
          	
        Use an 11 or 12 point and easy to read font. Where twenty years ago, Times Roman was the dominant font used, today there are a number of font styles that are acceptable for use on résumés. I for one often use Calibri these days (11-point font size). The important thing is to use a font style that is easy to read. As for size, 12-point font (in Times Roman) is what I consider the guide. So, whether you use 10-, 11-, or 12-point font, it should be close in size (on paper) to the 12-point Times Roman font size. Additionally, do not use cursive fonts such as ‘Lucida Handwriting’. Just don’t. Such fonts can be incredibly hard to decipher, especially if you send your résumé via fax. Here are some good options:
      

      	
        Times Roman 12
      

      	
        Garamond 12
      

      	
        Book Antiqua 12
      

      	
        Arial 11
      

      	
        Calibri 11
      

      	
        Courier New 12
      

      	
        Verdana 10
      

      	
        Use résumé weight paper. The 20lb weight paper used in most printers, copiers, and fax machines is meant for general correspondence and record keeping. For résumés (and cover letters), hiring managers prefer jobseekers use a heavier paper. Most office supply stores actually carry “résumé weight” paper, which takes the guess work out of determining which weight of paper is appropriate. In general, it is 24lb weight paper that is optimal for résumés. As a caution, paper weighted heavier than 24lb may jam in printers.
      

      	
        Use black ink and a white or off-white paper. I understand the argument of making ‘a statement’ with your résumé, but rarely do people pull such statements off well when they use résumé paper color choices other than white or similar shades such as ivory. After years of serving on hiring committees, I’ve seen a mix of paper hues from dark purple to black paper with silver printing. Many on hiring committees react negatively to such attempts at creativity and individuality. Now, I’ve noticed official résumé paper sold recently in hues that are light blues, grays, and yellows. For me, this is dangerous ground as too many hiring managers are still set on the need for the classic white or off-white résumé paper with black printing. For me personally, as long as I can read the print, I’ll read and consider a résumé based on the applicant’s experience and other qualifications. I will say, however, that I have difficulty reading yellow/gold résumé paper because of glare. Furthermore, silver or similarly light-colored ink/print is hard to read (at least it is for me). AND NO NEON!
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