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  Introduction




  Writing a good novel takes time. It's a personal journey that requires research, dedication, and a little blood to turn your thoughts into something you can be proud of. Like an aged wine, any writing improves when given a chance to breathe and expand over time. In the process, more ideas develop, better ways to say things come to you, half-fleshed out ideas show up, and some of the lines you absolutely love, need to be cut. Writing a good résumé deserves the same effort. You need time to consider who you are, the experiences you've gained, accomplishments you've achieved, and the skills you have to offer your next employer. That's not done in an hour or even two. Give yourself the required time to create a masterpiece that you can be proud of.




  



  Résumé writing isn't new for me. I've written on the subject and it's many associated topics for years. It is an important field. In our current economic situation, it is even more important to have a good résumé. You might be able to go out and get a job with only your current documentation, but then, you might not. Some people might rewrite their résumé and cover letters based on my books and still not get a job. There are no guarantees in life.




  



  My book can help you. Are you ready to reassess your skills and your experiences in such a way that you can present them as achievements – as something you've accomplished once and therefore can do again – so as to benefit a new employer?




  



  So many people, being caught up in the panic of needing a new job and overwhelmed at the various elements that go into this process, forget that although the job hunt is about them, the end result is about what they can bring to the new employer




  



  It's often said that the résumé is about you and the cover letter is about the potential employer. That is too simplistic. The résumé is about you only as far as it demonstrates how you can benefit the potential employer. The employer needs to find a solution to a problem. They need someone who can do something specific to keep their company functioning in a specific way. The closer you can demonstrate that you are 'that' person, the closer you are to landing the job.




  



  Does this sound too easy? In a way it is. With the Internet giving easy access to jobs and the economic situation being as difficult as it is, people are applying for jobs for which they are not qualified - ever hopeful that somehow they will magically get picked for an interview.




  



  Just because you think you can do a job, doesn't mean you can. As the recruiters and employers become buried under the onslaught, they've had to develop ways of searching through the thousands and thousands (no I'm not kidding!) of applications for their jobs.




  



  Somehow, your résumé has to float to the top of that sea.




  



  There's no point in complaining how impossible it is to get a job as a massage therapist if you don't have the required education or equivalent experience. If this is the field you want to work in – great! Really, it is. However, you need to start by getting the education and certification that the industry requires BEFORE applying for these jobs.




  



  The answer is to find jobs in your field, providing that's where you want to stay. You should build the best résumé you can to show this employer that you have done this type of work before and that you can do it again!




  



  Desperate times breed rash acts and it's hard to blame people who are just trying to find a job. However, companies are desperate to find the right person to join their team and solve the problem they are facing. They're frustrated at the sheer volume of applicants they have to sort through.




  



  What's the answer?




  



  Make it easy for them to see YOU amongst all those faces.




  



  Let me show you how! Grab a pen, a pad of paper, and let's get started!




  

  Chapter 1: What Is a Résumé?




  It’s interesting that in our modern world there is still some confusion over what a résumé really is.




  



  Your résumé is a marketing tool. It showcases your talents and your experience in such a way as to ‘sell’ you to a potential employer.




  



  It’s not a litany of your past. It’s not a personal statement of who you are in the business world. It’s a sales tool. Too many people look at a résumé as being all about them. True enough, it is all about ‘you’ but in such a way as to the direct benefit that you can offer an employer.




  



  Consider any sales ad, TV or otherwise. In each and every case, the message is about how buying that item benefits you, the consumer.




  



  Your résumé is no different. It needs to show how hiring you benefits the employer.




  



  A résumé is a communication sales tool that clearly lays out for an employer what you can bring to the negotiating table and in such a way that they can see how hiring you is the answer to their problems. What can you offer? What problems can you solve? What sales increases have you made in the past that show that you can do it again with the new company?




  



  




  How to use this book




  There are several ways to go about writing your résumé. There isn’t one ‘right’ way. It’s not going to be something you complete in an hour or two. Give yourself the time to do this correctly. It would be a good idea to read this book over to get an idea of where the important information that you need to know is located.




  



  Start by considering the three basic formats as described in Chapter 2, and determine which format is the best for you. Understand the different building blocks you will need to write up and how to lay them out. Samples help to show you what works and what doesn’t work. However, they also are a danger in that you might copy information from them to your own. Please don’t. Your résumé needs to be unique to you and your situation.




  



  After you understand what goes into the format you’ve chosen, go to Chapter 3: Building blocks. This chapter is an in-depth view of what each of these sections means and how to write them for maximum effectiveness.




  



  Then for the rewrite of your rough draft make sure you read Chapter two on overall considerations.




  



  Why do you need a résumé?




  Everyone should have a current résumé. The reason for most people is because they are job hunting and the purpose behind a résumé is to win an interview.




  



  If it’s a good résumé, it took you that one step forward to the coveted interview of the job you applied for. If it didn’t, then it needs to be redone. Your résumé needs to market you properly and grab the employer’s attention. Most résumés get only a glance, 30 seconds at the most, to do this or you've lost your opportunity.




  



  It’s not only job seekers that should have an up-to-date résumé. Why?




  



  

    	

      

         

      


    




    	If you already have a job and are being considered for a promotion, award, or a special project, a résumé is a standard screening tool. It allows the person to see that you have the requisite education level or the experience required for what they have in mind.




    	

      

         

      




      

         

      


    




    	It’s often company policy to keep a current résumé for all staff on hand. If the company is looking for investors, they may need to pull out the résumés to prove the company has the intellect – brains if you will – on staff for the project they are developing.




    	

      

         

      




      

         

      


    




    	If you are doing up a grant proposal or contract proposal, using your résumé as extra proof that you are the right person for the job is a big help.




    	

      

         

      




      

         

      


    




    	Your résumé is also a good cover piece for a graduate school application. It can show the school that you’ve been involved in your field seriously for several years and a higher degree is the next step in your career path.




    	

      

         

      




      

         

      


    




    	If you’re looking for publication and need academic support, attaching a copy of your résumé helps to add professional backup as it shows you are well-versed in your field and may include a list of your publications.




    	

      

         

      




      

         

      


    




    	Many people use a résumé as a personal blueprint of their own career path. It’s easier to look at a good résumé and see what’s been accomplished in order to determine what should come next. It can be a confidence booster because looking at your résumé helps you to realize your accomplishments in life. It’s also a stepping stone to help you understand where you want to go in life.




    




  Top reasons to update your résumé




  Even if you have a solid steady job, preparation is a good idea. Most industry professionals consider the following reasons to consider updating your résumés:




  



  

    	

      

         

      


    




    	You’ve been promoted – odd you say, surely that means my job is even more secure? Not really. It could be less secure because more is going to be asked of you. It could also be that the company is looking for investors and your new position means you’ve joined the brain pool they are using to prove to investors they have the know-how to do the job.




    	

      

         

      




      

         

      


    




    	Economic fluctuations – given the current economic climate, everyone should update their résumé immediately – before your company downsizes or folds.




    	

      

         

      




      

         

      


    




    	Your contact information has changed – people rarely remember to update their résumé unless they are job hunting, but in truth you should have a current one on hand at a moment’s notice. Updating your contact information whenever it changes is a good practice to follow.




    	

      

         

      




      

         

      


    




    	This same point applies to a change in your education status. If you’ve been attending school, night courses or picking up additional licenses, then you’ll want to update your résumé immediately.




    	

      

         

      




      

         

      


    




    	You never know when someone will try to recruit you. You want to be ready when opportunity knocks.




    	

      

         

      




      

         

      


    




    	Your career objective has changed. If you are looking to move up or laterally, your objective needs to reflect that, particularly if you are looking to move within the same corporation. Your résumé is on file. You don’t want to be assessed based on that objective, so update, and have the new one placed in your file.




    	

      

         

      




      

         

      


    




    	You’re potentially up for an award or some kind of membership. Your résumé is often required to back up your education and work experience.




    




  A résumé follows basic rules




  A résumé should be short and simple, using language that is easily accessible to the employer. Only put down facts and figures that you can back up. Don’t lie and don’t change dates. Often your information goes through verification. Don’t do anything that will cost you the job. Be sure to understand the needs of the company and only put down information that is relevant to the job.




  



  The length of your résumé




  A one-page résumé is not too short if that’s all you have to put down. Don’t add irrelevant information to make it two pages. If you are at two pages, don’t go over. Better to rewrite and make the information tighter and more concise.




  



  One to two pages is ideal. The best advice for the correct length of your résumé is to make it the length it needs to be to get the pertinent information down. Write it so that everything important is there – and nothing else.




  



  When you’re done, have a friend read over the résumé and see what impression they get from it. Do they understand what you can do? Do they see you as a qualified person for the particular job?




  



  Remember to always keep the needs of the employer in mind.




  



  Avoid these top mistakes




  There are some common mistakes that people make when writing their résumés. Avoid:




  



  

    	

      

         

      


    




    	
Lying – many people lie outright on their résumé and many others inflate their capabilities and skills. Skill inflation is also lying. Don’t do it. The employer is likely to check and you will discredit yourself with the company forever. Only put down facts and figures that you can back up with proof.




    	

      

         

      




      

         

      


    




    	
Not checking for errors – it’s sad that a lack of proofreading is still one of the most common problems with résumés that are presented to employers. Always proofread your résumé. If you know you have problems with your English skills, have someone who doesn’t read it over. Never rely on the spell check. It can tell you if ‘was’ and ‘saw’ were spelled correctly but it can’t tell you which one belongs where. This is a common mistake as the two words have the same letters but in a different order. ‘From’ and ‘form’ are another example to watch for.




    	

      

         

      




      

         

      


    




    	
Forgetting to include your contact information – another common mistake. Be sure to have phone numbers, address, and email address down.




    	

      

         

      




      

         

      


    




    	
Clarity of focus – the résumé needs to show you as a solution to a problem. That means it needs to focus on the skills and achievements that you can bring to solve the problem the company needs solved.




    	

      

         

      




      

         

      


    




    	
Highlights not shining through – you need to make the things that the employer wants to see obvious. They can’t afford to dig through your skills to see if you have what they need.




    	

      

         

      




      

         

      


    




    	
Accomplishments not listed – too often people write a résumé listing their previous job duties. Anyone can do that. You need to list the accomplishments you achieved so that the potential employer can see what you might do for his company. It may not seem like much of a difference but it’s huge.




    	

      

         

      




      

         

      


    




    	
Wrong email address – not wrong in the sense that they can’t reach you, but that you are still using an email more appropriate for your girlfriend or high school. Make sure you don't have an email address such as funbunnies@goodtime.com. It is NOT professional. Nor is something along the lines of iammale@sunnyday.com. Make a generic email with your first and last name before you send out your résumé. Not only will you garner more respect, but you avoid having your application caught up in the employer’s spam filter if you are applying by email.




    	

      

         

      




      

         

      


    




    	
Too long – it’s rare for a résumé to deserve more than two pages. Often one page will be sufficient.




    	

      

         

      




      

         

      


    




    	
Too much of the wrong information – don’t let your résumé ramble on about things that don’t pertain to the position.




    	

      

         

      




      

         

      


    




    	
Doesn’t fit the position – too often people send out résumés for jobs they aren’t qualified for with some faint hope that the recruiter must have been looking for them and not for the person they need.




    




  

  Chapter 2: The Résumé Style




  There are several different résumé formats to use but three are the most common. As there are several different sections or building blocks that make up a résumé, the order in which you place them can make a difference.




  



  There are a couple of basic styles that will suit almost everyone. Simplicity is always the key. If you try to add in too many design elements, you run the risk of detracting from the message you are trying to convey. If you are an artist, applying for a job in your field, then a more creative element won’t hurt you. However, a little goes a long way.




  



  Each of these basic formats shines in their respective circumstances. Each can highlight and minimize different aspects of your experience or skills. The choice of which to use depends on each individual’s circumstances.




  



  Remember, the goal is to win a job interview and that’s only going to happen if you take advantage of that 30 seconds of time when the recruiter reviews your résumé.




  



  Don’t waste that opportunity.




  



  Each type of basic résumé is discussed here as to what information to use and in what format. There are several sample layouts also included. However, the Internet is a vast resource of sample résumés. Some places to look for more samples include:




  



  

    	

      

         

      


    




    	www.résuméworld.ca




    	

      

         

      




      

         

      


    




    	
www.hooverwebdesign.com – bottom left side has free résumé templates




    	

      

         

      




      

         

      


    




    	www.susanireland.com




    	

      

         

      




      

         

      


    




    	www.bestsamplerésumé.com




    	

      

         

      




      

         

      


    




    	www.résumé-resource.com




    

  




  Chronological format




  The chronological résumé has become a standard amongst job seekers. It is the most preferred method for most industry professionals. Why? It’s easy to read. It gives them a fast, accurate look at your work progress, showing any and all career advancement. Remember that 30 seconds you have to catch their attention? They will not search your résumé looking for the most important information. They don’t have time. So make it easy on them and if your work record is a strong point for you, use this format as your most recent job is the first one they will see.




  



  This is the right format if:




  



  

    	

      

         

      


    




    	Your work experience has been in the same industry showing career growth




    	

      

         

      




      

         

      


    




    	There are no gaps in your work history




    	

      

         

      




      

         

      


    




    	You have stayed in the same type of job for most of your work experience




    	

      

         

      




      

         

      


    




    	You are looking to stay in the same field




    	

      

         

      




      

         

      


    




    	You are applying for a senior position in the same type of industry




    	

      

         

      




      

         

      


    




    	Your last job will impress the recruiter




    




  It’s a recommended résumé for business-type careers such as bankers, and accountants.




  



  Example:




  

  




  2002 – Present




  



  IT Manager, Armored Enterprises




  



  

    	

      

         

      


    




    	Implemented new software system for 120 employees




    	

      

         

      




      

         

      


    




    	Supervised 14 employees




    	

      

         

      




      

         

      


    




    	Designed and maintained hardware




    




  2000- 2002




  



  IT Support, Contra Corp.




  



  

    	

      

         

      


    




    	Assisted in rollout of new software for company serving 78 employees




    	

      

         

      




      

         

      


    




    	Handled training for new software




    


  




  This format is NOT recommended if your last job is unrelated to the job you are applying for.




  



  One of the biggest advantages of this format is that it is the most widely accepted version.




  



  There are disadvantages to this type of format, such as:




  



  

    	

      

         

      


    




    	Emphasizes gaps in your work history




    	

      

         

      




      

         

      


    




    	Could give the impression of an unstable work history depending on what you put down




    	

      

         

      




      

         

      


    




    	Highlights work history instead of skills




    




  The building blocks of a chronological résumé include:




  



  

    	

      

         

      


    




    	

      Contact information



      

         

      




      

         

      


    




    	

      Career goal – this is optional but helpful if you have one



      

         

      




      

         

      


    




    	

      Professional Profile (also called Career Summary, Summary of Qualifications, Key Skills, etc.) – This is a summary of your accomplishments. This section is critical. List accomplishments according to the jobs you’ve held. Be sure to show any innovative changes you implemented that showed an improvement for the company – even if you did this as part of a team. If you increased sales by 22% over the previous year’s sales, then state it here. Always use figures to give your statements more impact.



      

         

      




      

         

      


    




    	

      Education – can come next or it can go after the work section. List all education, beginning with the highest degree.



      

         

      




      

         

      


    




    	

      Work history – also called Employment or Experience. If you are a student, use the latter because it is broader and covers more than paid work. If you are short on work experience, paid or unpaid, that relates to this career, then make the heading something like Transferable Skills. Be sure to list your experiences with the most recent one first and do use a list format.



      

         

      




      

         

      


    




    	

      Affiliations – list any professional memberships that pertain to the job and ones that won’t cause controversy. Don’t put down anything that might offend the recruiter.



      

         

      




      

         

      


    




    	

      Interests – list any outside hobbies or activities and interests you have.



      

         

      


    


  




  Headings are generally standard but subheadings can be anything you need them to be. If the regular headings aren’t appropriate then change them to fit as well.




  

  Sample chronological format




  Name




  



  Street Address




  



  City, State, ZIP




  



  Phone Number/ Cell Phone




  



  Email Address




  



  OBJECTIVE (optional)




  



  

    	

      

         

      


    




    	Use one or two sentences only




    




  PROFESSIONAL SUMMARY (optional)




  



  

    	

      

         

      


    




    	List years of experience showing relevant accomplishments




    	

      

         

      




      

         

      


    




    	Related special knowledge, training or certification




    	

      

         

      




      

         

      


    




    	Three to five sentences long




    




  EXPERIENCE




  



  Job Title, City (Date)




  



  

    	

      

         

      


    




    	Brief overview of accomplishments in bullet form




    	

      

         

      




      

         

      


    




    	Focus on the actions or end result; the solutions you found to problems




    	

      

         

      




      

         

      


    




    	Do not just list responsibilities or duties




    	

      

         

      




      

         

      


    




    	Include industry terms and keywords




    	

      

         

      




      

         

      


    




    	List facts and figures




    	

      

         

      




      

         

      


    




    	Start with action words and do not reuse the same words if possible




    




  Previous Job, City (Dates)




  



  The information on the second job is shorter




  



  

    	

      

         

      


    




    	Keep information relevant to the position




    	

      

         

      




      

         

      


    




    	Use keywords and keep it short




    	

      

         

      




      

         

      


    




    	Focus on the results that you created




    




  Earlier Job Title, City (Dates)




  



  

    	

      

         

      


    




    	Put down fewer points for this job




    	

      

         

      




      

         

      


    




    	Keep to the most important




    




  EDUCATION




  



  Degree, University, City, State




  



  

    	

      

         

      


    




    	GPA (only if higher than 3.0)




    	

      

         

      




      

         

      


    




    	List any awards




    	

      

         

      




      

         

      


    




    	List any pertinent information




    




  Next Degree




  



  

    	

      

         

      


    




    	List the second degree, if any, as per above




    	

      

         

      




      

         

      


    




    	Keep the information pertinent to the job




    




  MEMBERSHIPS/AFFILIATIONS (optional)




  



  

    	

      

         

      


    




    	Name of association, position held,and your accomplishments.




    




  

  Sample chronological résumé




  Jane Doe




  



  No Name Street,




  



  Wonderland, California, 33333




  



  Home: (333) 333.1234




  



  Cell: (333) 333.0123




  



  OBJECTIVE




  



  

    	

      

         

      


    




    	To utilize my seven years of administrative experience to help a company reach the next step.




    




  SUMMARY OF QUALIFICATIONS




  



  

    	

      

         

      


    




    	Four years of professional experience in administration sales management.




    	

      

         

      




      

         

      


    




    	Computer skills in spreadsheets, word processing, and PowerPoint presentation creation.




    	

      

         

      




      

         

      


    




    	Strong oral and written communication skills




    	

      

         

      




      

         

      


    




    	Ability to work well with others and achieve team goals.




    




  EXPERIENCE




  



  1.2002 – Present China Exports, San Diego, CA




  



  Administrative Assistant




  



  Administrative Assistant for two managers and three sales associates. Ensured smooth operations for team to complete sales and generate new clients. Managed expansion from two person operation to staff of ten. Collaborated to establish new routines to accommodate expansion, including clerical, database creation and updating.




  



  4.1996 – 12. 2001 – Woodward’s, Portland, OR




  



  Personal Assistant to Sales Manager




  



  Assisted manager during operations with scheduling of training seminars, coordinating sales conferences. Booked events and assisted with all brochures and flyers as required.




  



  2.1992 – 3.1996 - Ford Motor Company, San Diego, CA




  



  Clerical staff to Sales Department




  



  Supported sales staff as the office expanded from two sales staff to ten. Solved customer service issues, contacted and developed client lists and helped to establish database for future growth.




  



  EDUCATION




  



  Bachelor of Arts, 1989 - Washington State University, Pullman, WA.




  



  Functional format




  This type of résumé shifts from looking at your work history to looking at your skills and experience.




  



  In this way it highlights your talents and accomplishments instead of your last job. It also minimizes the points that show up glaringly with the chronological format. This format is the best choice if:




  



  

    	

      

         

      


    




    	You have a spotty job history




    	

      

         

      




      

         

      


    




    	Your last job was in a different career than the job you are applying for or




    	

      

         

      




      

         

      


    




    	You have a limited job history




    




  This is the right format if:




  



  

    	

      

         

      


    




    	You are looking to change careers




    	

      

         

      




      

         

      


    




    	You are attempting to return to a type of job you had previously




    	

      

         

      




      

         

      


    




    	You have gaps in your work history




    	

      

         

      




      

         

      


    




    	You have accomplishments that are not from your regular day job




    	

      

         

      




      

         

      


    




    	You are a recent graduate with limited work experience




    	

      

         

      




      

         

      


    




    	You are returning to the job market after a long absence




    




  Example:




  

  




  Computer Design




  



  

    	

      

         

      


    




    	Designed and implemented new software systems customized to large companies




    	

      

         

      




      

         

      


    




    	Evaluated current software systems




    




  IT Technical Support




  



  

    	

      

         

      


    




    	Evaluated software systems and rolled out new software solutions




    	

      

         

      




      

         

      


    




    	Sorted and solved software incompatibilities




    




  2000 – Present, Design Manager, Computer Solutions Inc.




  



  1995 – 1998, – Computer Software Sales Representative, Rion Corp.




  

  




  The building blocks of a functional résumé are:




  



  

    	

      

         

      


    




    	

      Contact information



      

         

      




      

         

      


    




    	

      Career goal – again this is optional but helpful if you have one



      

         

      




      

         

      


    




    	

      Professional Profile (also called Career Summary, Summary of Qualifications, Key Skills, etc.) – consider this a summary of your accomplishments. This section is critical. List accomplishments according to the jobs you held. Be sure to mention any innovative changes you implemented that showed an improvement for the company – even if you did this as part of a team. If you increased sales by 22% over the previous year’s sales, then state it here. Always use figures to give your statements more impact.



      

         

      




      

         

      


    




    	

      Professional Accomplishments – this is where you will state your accomplishments. List at least three though five is better, achievements in whatever area your experience is in.



      

         

      




      

         

      


    




    	

      Education – can come next or it can go after the work section. List all of your education beginning with the highest degree.



      

         

      




      

         

      


    




    	

      Work history – also called Employment or Experience. If you are a student, use the latter because it is a broader term and covers more than paid work. If you are short on unpaid work, or experience that relates to this career, then make the heading something like Transferable Skills List your experiences with the most recent one first. List your accomplishments instead of writing this section out in a paragraph form.



      

         

      




      

         

      


    




    	

      Affiliations – list any professional memberships that pertain to the job and ones that won’t cause controversy. Don’t put down anything that might offend the recruiter.



      

         

      




      

         

      


    




    	

      Interests – list any outside hobbies or activities and interests you enjoy.



      

         

      


    


  




  Like any format there are advantages and disadvantages.




  



  The advantages of this format include:




  



  

    	

      

         

      


    




    	It highlights your accomplishments.




    	

      

         

      




      

         

      


    




    	Focuses on skills you have learned in one industry that can be transferred to another.




    	

      

         

      




      

         

      


    




    	Minimizes a lack of ‘job’ experience.




    




  For all its benefits, this format does come with a few serious drawbacks. It’s not the preferred industry format and not all recruiters will be familiar with it.




  



  Other disadvantages of this format include:




  



  

    	

      

         

      


    




    	It doesn’t show any growth in your career.




    	

      

         

      




      

         

      


    




    	Recruiters don’t always see what you actually did in your jobs and may become confused.




    	

      

         

      




      

         

      


    




    	This résumé shows accomplishments but not when or where they took place.




    




  

  Functional résumé (short)




  Name




  



  Street Address




  



  City, State, ZIP




  



  Phone Number / Cell Phone




  



  Email Address




  



  Objective (optional)




  



  

    	

      

         

      


    




    	Ideally, you want to keep this short and direct. Hold to two sentences or less and keep them directed to your career goals.




    




  PROFESSIONAL SUMMARY (recommended)




  



  

    	

      

         

      


    




    	Highlight how long you’ve been doing this kind of relevant work




    	

      

         

      




      

         

      


    




    	Emphasize achievements




    	

      

         

      




      

         

      


    




    	State relevant accomplishment/skill/ attributes using facts and figures




    	

      

         

      




      

         

      


    




    	Note any special knowledge, training, or certification




    




  EDUCATION




  



  

    	

      

         

      


    




    	Degree, Specialization, City the institute is located, Date started – present (or year of graduation)




    




  List 3-6 courses relevant to your objective




  



  

    	

      

         

      


    




    	Relevant projects




    	

      

         

      




      

         

      


    




    	Thesis




    




  Awards




  



  

    	

      

         

      


    




    	Other education, including certificates. Only list high school if you are in your first year of post-secondary studies.




    




  Experience or Skill




  



  

    	

      

         

      


    




    	List in this section any accomplishments that are either relevant to your job objective or taken from either paid or volunteer work that is key to the job. Try to highlight unique actions or benefits of your contribution.




    




  

  Functional résumé (long)




  NAME




  



  Address




  



  City, State, ZIP




  



  Phone Number / Cell Phone




  



  Email Address




  



  OBJECTIVE (optional)




  



  AREAS OF EXPERTISE - list experience and achievements




  



  

    	

      

         

      


    




    	Expertise and then list accomplishment




    	

      

         

      




      

         

      


    




    	Expertise and list accomplishment




    	

      

         

      




      

         

      


    




    	Expertise and list accomplishment




    




  EMPLOYMENT




  



  

    	

      

         

      


    




    	
Company Name, City, State, Start and end date




    	

      

         

      




      

         

      


    




    	Job Title – Accomplishments




    	

      

         

      




      

         

      


    




    	
Company Name, City, State, Start and end date




    	

      

         

      




      

         

      


    




    	Job Title – Accomplishments




    	

      

         

      




      

         

      


    




    	
Company Name, City, State, Start and end date




    	

      

         

      




      

         

      


    




    	Job Title – Accomplishments




    




  EDUCATION




  



  

    	

      

         

      


    




    	
Institution name, City, State, Start and end date, Degree, Diploma, Certificate




    	

      

         

      




      

         

      


    




    	
Institution name, City, State, Start and end date, Degree, Diploma, Certificate




    




  ACADEMIC ACHIEVEMENTS




  



  

    	

      

         

      


    




    	Name of awards, scholarships




    




  PROFESSIONAL DEVELOPMENT




  



  

    	

      

         

      


    




    	List in order




    




  MEMBERSHIPS/ASSOCIATIONS




  



  

    	

      

         

      


    




    	
Association name give location, Start and end date




    	

      

         

      




      

         

      


    




    	Membership Title




    




  VOLUNTEER EXPERIENCE




  



  

    	

      

         

      


    




    	Name of the organization, State, Start and end date




    	

      

         

      




      

         

      


    




    	Job Title or Area Worked, (Month/Year)




    




  INTERESTS




  



  

    	

      

         

      


    




    	List areas of non-work interests




    




  

  Functional résumé




  Kathryn Jones




  



  No Résumé Drive,




  



  San Francisco, CA 98999




  



  555-555-1234




  



  kjones@bestmail.com




  



  Professional Summary




  



  Over 12 years professional marketing management experience in the technology industry. Solid performance record with proven ability to lead teams through multiple projects, to identify and resolve conflicts while bringing projects in on time and on budget.




  



  Significant Accomplishments




  



  As Marketing Manager, Cobalt Canada, implemented new business model and achieved role of market leader.




  



  

    	

      

         

      


    




    	Represented Cobalt to partners in Europe and North America to support sales and marketing endeavors.




    	

      

         

      




      

         

      


    




    	Represented company and products at trade shows throughout Europe to buyers and potential clients.




    	

      

         

      




      

         

      


    




    	Led publicity program and coordinated all marketing materials.




    	

      

         

      




      

         

      


    




    	Developed strategic business relationships leading to growing client base with a 20% increase in sales.




    




  As Marketing Manager at Kento Technology, positioned new technology products industry leader.




  



  

    	

      

         

      


    




    	Participated in product development




    	

      

         

      




      

         

      


    




    	Developed branding for new products




    	

      

         

      




      

         

      


    




    	Attended trade shows to develop business relationships with new clients




    	

      

         

      




      

         

      


    




    	Managed public relations




    




  Professional History




  



  Senior Marketing Manager – Cobalt Canada, California Division, San Diego, CA (2003-2010)




  



  Marketing Manager – Kento Technology, San Diego, CA (1995-1994)




  



  Education




  



  MBA, Washington State University, Pullman, WA, (1991-94)




  



  Combination / hybrid format




  This type of a résumé is taking the good parts of a functional résumé and adding in a simple work history in reverse chronological order to address the question of where and when accomplishments happened – which is what so many of the recruiters and employers are looking for in a résumé. So it’s a combination of the Functional and Chronological formats.




  



  This flexibility has made this format very popular. It highlights outstanding skills and achievements you want the recruiter to know while presenting, yet not emphasizing, your job history.




  



  This is the right format if:




  



  

    	

      

         

      


    




    	You have a diverse history of jobs that won’t show clear career growth




    	

      

         

      




      

         

      


    




    	When you have related experience but not an exact match




    	

      

         

      




      

         

      


    




    	If you have large employment gaps




    	

      

         

      




      

         

      


    




    	You have unique skills, education, or achievements that need to be accented




    




  Here is an example of the skills and employment history sections to show difference:




  

  




  Marketing and Sales




  



  

    	

      

         

      


    




    	Sold light fixtures and display products




    	

      

         

      




      

         

      


    




    	Researched and targeted new market leads




    	

      

         

      




      

         

      


    




    	Increased client base




    	

      

         

      




      

         

      


    




    	Organized and worked local trade shows




    




  Advertising and Promotion




  



  

    	

      

         

      


    




    	Designed new promotions that increased sales by 15%




    	

      

         

      




      

         

      


    




    	Researched new locations for advertising opportunities




    	

      

         

      




      

         

      


    




    	Designed and coordinated new research material




    




  Employment History




  



  Sales Manager - Tyson Fixtures, New York, NY




  



  Sales Associate - Lampworld, New York NY




  

  




  The building blocks for this type of résumé include:




  



  

    	

      

         

      


    




    	

      Contact information



      

         

      




      

         

      


    




    	

      Career goal – this is optional but helpful if you have one



      

         

      




      

         

      


    




    	

      Professional profile (also called Career Summary, Summary of Qualifications, Key Skills, etc.) – consider this a summary of your accomplishments. This section is critical. List accomplishments according to the jobs you’ve held. Be sure to show any innovative changes you implemented that showed an improvement for the company – even if you did this as part of a team. If you increased sales by 22% over the previous year’s sales, then state it here. Always use figures to give your statements more impact.



      

         

      




      

         

      


    




    	

      Education – can come next or it can go after the work section. List all of your education from highest degree first.



      

         

      




      

         

      


    




    	

      Work history – also called Employment or Experience. If you are a student, use the latter because it’s broader and covers more than paid work. If you are short on work experience, paid or unpaid, that relates to this career, then make the heading something like Transferable Skills. Be sure to list your experiences with the most recent one first and use a list instead paragraph form.



      

         

      




      

         

      


    




    	

      Affiliations – list any professional memberships that pertain to the job and won’t cause controversy. Don’t put down anything that might offend the recruiter.



      

         

      




      

         

      


    




    	

      Interests – list any outside hobbies or activities and interests you enjoy.



      

         

      


    


  




  The advantages of combining two résumé styles include the following:




  



  

    	

      

         

      


    




    	It allows you to address the weakness of the functional résumé.




    	

      

         

      




      

         

      


    




    	It allows you to highlight the best that you have to bring.




    




  The disadvantages of this format include:




  



  

    	

      

         

      


    




    	It’s still not a format that recruiters are used to and they may not like it.




    	

      

         

      




      

         

      


    




    	Potential duplicate information from the work section to the accomplishments.




    




  Remember some of these building blocks can be excluded entirely, such as the Career Goal. Also, some of the sections can be switched. The education section may come before or after the work history. You give relevance to what goes on the page. What goes on the top is given the most relevance. Each section moving down the page gets a little less.




  



  If your education is more relevant to the job you are applying for than your job history, then place it above. If it isn’t, then put your education below the job history.




  

  Sample combination format




  Name




  



  Address




  



  City, State, ZIP




  



  Phone Number / Cell Phone




  



  Email




  



  Objective – keep to one or two sentences




  



  Relevant Skills




  



  

    	

      

         

      


    




    	Name specific skills.




    	

      

         

      




      

         

      


    




    	List three to four points to warrant a separate section.




    




  Experience




  



  

    	

      

         

      


    




    	List the accomplishments you attained in your work experience.




    	

      

         

      




      

         

      


    




    	List several points.




    




  Employment




  



  

    	

      

         

      


    




    	List title, company, location, and the years you worked there.




    	

      

         

      




      

         

      


    




    	List second company, location, and the years you worked there.




    




  Education




  



  

    	

      

         

      


    




    	List degrees, institution where you received it, location, and year you graduated.




    	

      

         

      




      

         

      


    




    	List other training; include Company or Institution, location and year.




    




  

  Completed combination résumé




  John Jones




  



  No Résumé Way,




  



  Kent, WA 98022




  



  (333) 333-1234




  



  Objective: To obtain an IT technical support position




  



  Relevant skills:




  



  

    	

      

         

      


    




    	Operating systems: Apple, Windows, UNIX, LINUX




    




  Experience:




  



  

    	

      

         

      


    




    	10 years in computer systems, hardware and software




    	

      

         

      




      

         

      


    




    	Trained employees on new computer software




    	

      

         

      




      

         

      


    




    	Managed equipment and software purchases




    	

      

         

      




      

         

      


    




    	Developed and implemented computer database
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