

  

    

      

    

  




DISCLAIMER




While the author has used her best efforts in preparing and producing this ebook, she makes no guarantees, representations or warranties with the respect to the accuracy or completeness of the contents of this book and specifically disclaim any implied warranties for sale for fitness for a particular purpose. No warranty may be created or extended through affiliate or marketing partnerships in print or online sales and marketing materials. The advice and strategies contained herein are the opinions and based on client experiences of the author and may not be suitable for your situation. You should consult with a proper professional where appropriate. The author shall not be liable for any loss of profit, income or commercial damages, including but not limited to special, incidental, consequential or any other damage.
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INTRODUCTION




A Resume? In the Age of AI?




Yes: Even in the age of LinkedIn and AI recruitment, a top-flight executive resume is still the core document to present your experience, skills, education and achievements—and to showcase your talents.




This crucial marketing document represents you when your reputation doesn’t precede you—and allows potential employers to see, at a glance, what makes you stand out from your competition.




In any economy, employers often get hundreds of resumes for each available position. An interview-generating resume is a results-driven tool that ensures your qualifications stand out from the competition. Not only does it show your skills and experience in the best possible light, it’s written and formatted to cut through the screening tools employers use to discard most applicants.




The 4 Characteristics of an Interview-Generating Resume:




1. COMMUNICATES CONCISELY




		An interview-generating resume is formatted to clearly present your strongest points in the top half of the resume, so the employer doesn’t have to scroll to find them. They’ll only need to scroll for specific details and additional information.




2. USES RESULTS-DRIVEN FORMATTING AND LANGUAGE




		An interview-generating resume is organized into sections that give employers the information they want and need right away.




3. DESIGNED FOR IMMEDIATE IMPACT




		In the waste-paper basket of traditional, dated-looking resumes, an interview-generating resume uses a crisp, professional design for strong visual appeal.




4. SUCCESSFULLY STANDS ALONE




		Even if separated from its cover letter, an interview-generating resume still conveys to the employer exactly which position the job seeker is pursuing.




4 Reasons Every Job Seeker Needs an Interview-Generating Resume:




Writing your interview-generating resume in this format accomplishes four important tasks:




		

			

				Ensures the reader knows exactly your area of strength or specialty.




				Loads the document with relevant keyword phrases in natural language to improve ATS (applicant tracking system) performance.




				Conforms to how readers scan documents for information. People rarely take the time to read entire documents. This format keeps the reader engaged to scroll and read more.




				Reinforces topical items of your expertise listed in the bullet section to the reader, well before they read the entire resume.




		


In short: a well-crafted branded resume jumps to the top of the virtual pile when you’re doing a proactive job search.




So let me ask you this. What if a recruiter called today to share a great job with you? Would you be able to send a high-quality, impossible-to-ignore resume in a timely manner to reinforce your enthusiasm with quick action? Or would you need a couple of weeks to get it together?




If you were unfortunate enough to lose your job today, would your resume be ready to launch a job search fast? If not, would you be in the right frame of mind, after such a shock, to create a resume that highlights your talent?




If a promotion opened up today, would you be able to send your resume ASAP and give yourself the best possible chance of success? Or would you risk losing the opportunity with a slow response?




If you’re not ready for these scenarios, you’ll want to update your resume with your recent wins—and you’ll want to do it now, while you still have access to your achievement data at work and when you’re not under pressure to produce a resume. It is important to have a resume ready even when you are not actively looking, as demonstrated by these above scenarios.




Trust me: writing your resume when you are under mental stress from job loss combined with an urgency to get it done immediately to launch a search, isn’t a pleasant experience—and you’ll struggle to create a resume that shows you in the best possible light. The worst thing you can do is wait until you need your resume.




You owe it to yourself and your career to be prepared.




Which is where this Ultimate Resume Writing Guide comes in: to help you with this aspect of career self-care. This book’s concepts and strategies create an executive resume that attracts attention and generates interviews—to keep your career moving forward.




Let’s start with some common myths about executive resumes that may be holding you back.




1


SIX-FIGURE RESUME MYTHS—BUSTED




Chances are, it’s been a while since you updated your resume, so let’s get you up to date. As an executive resume writer, I’ve seen many myths and misconceptions flying around that prevent great candidates from getting the jobs they want.




So before you put pen to paper I’ll share some common misconceptions that hold people back—and prevent them from creating a highly effective interview-generating resume.




Misconception # 1:


Executive summaries are overrated—objectives are okay




		Objectives only state what you want. Summaries outline how your skills and experience can meet the prospective employer’s needs. Simply put: at this stage, nobody really cares what you want.




Misconception #2:


No resume should be longer than 2 pages




		It is important to realize, no matter how long you make the resume— one-page resumes included—there’s no guarantee the reader will read the entire document. Easy-to-read, relevant, 5-10 second segments will keep your audience interested enough to keep scrolling and reading. If that means one page, so be it. If that’s three or four pages, it’s okay. Know for most executives and professionals, a two-page resume is perfectly acceptable.




Misconception #3:


Your executive resume needs charts and graphs to be impressive




		I do put charts and graphs in executive resumes for some of my clients, but it’s not the norm. Most clients can outline their achievements in well-written content to great effect. Charts and graphs are often not consistently digested well by applicant tracking systems (ATS), so should be used strategically and sparingly. The key point to remember is to write mainly for people and not solely for systems.




Misconception #4:


Jamming keywords into your executive resume gets through the ATS




		While this may actually work to put your resume into human hands, when the recruiter reads your keyword-stuffed resume, they’ll think you’re more interested in gaming the system than showing why you’re qualified for the job. Again, write for humans and not solely for systems.




Misconception #5:


All companies use ATS systems




		Not every company uses an ATS, but most have a resume database they use in some capacity. As a result, having your resume keyword-optimized is as essential as me having my coffee in the morning. You just would not want to see me without it. But—as I explained in the previous point—optimized is not the same as keyword-stuffing. Don’t stuff your resumes with keywords.




Misconception #6:


All executives who interview and hire staff should be able to write their own executive resume




		Would you be your own lawyer? Try to sell your own house? There are some people who can write their own resumes with the hiring expertise they possess. But for most of us, it’s best to hire a professional—even if you have hiring expertise.




Misconception #7:


Every ounce of experience you have should be on your resume—impress the reader with everything you ever did




		As a general rule, I don’t go back more than 15-20 years. Even if what you did 25 years ago is applicable to what you’re targeting today, no company will hire you for what you did 25 years ago. I believe, in most cases, putting 20+ years of experience on your resume only dates you and does not really help your candidacy.




Misconception #8:


Stretch your dates to reduce or eliminate your employment gaps—no one will find out




		You can find out what your neighbor ate for dinner last night on the internet. You don’t think today’s background check technology can find out that you are fudging dates? Okay, they may not find out—but let’s assume they will. Don’t do it.




Misconception #9:


Put your references at the bottom of your resume




		Don’t put “references available upon request” at the bottom, there’s no need. Put your references on a well-crafted reference sheet to be shared at the appropriate time. Do not offer references proactively.




Misconception #10:


You can use the same resume for all your job applications and submissions




		Review the job requirements and customize each resume with an aligned resume title and reorder your resume bullets to speak to the need of the employer and how  you meet the needs of the job description. However, you should not need to rewrite your resume for each job. If you find yourself doing this, you either do not have a strong foundational resume or you are not clear on what you want—or both.
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