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Resume Book
3rd Edition

      Dear Reader,

      To the inexperienced eye, the difference between an average resume and a great one is minimal. To the sophisticated eye of the corporate recruiter or prospective employer, the difference is enormous. It translates into getting the interview or simply being dismissed, even if your credentials and work experience are strong.

      This book is meant for all readers — the ones who are writing their resume from scratch and the ones who are eager to improve it. You always want to present your best version of yourself so that hiring authorities are eager to meet you. The Everything® book format makes creating a great resume easy for all levels of job candidates. It will also help you navigate the technology and methods today's job seeker uses to get noticed.

      Use your resume as your key to a world of job opportunities!

      Good luck with your career!

      
        
          
        
      

      Certified Staffing Professional

    

  
    
      

      For Tommy Czizik, who has always done it his way and never with a resume.

    

  
    
      

      Welcome to the [image: illustration] Series!

      These handy, accessible books give you all you need to tackle a difficult project, gain a new hobby, comprehend a fascinating topic, prepare for an exam, or even brush up on something you learned back in school but have since forgotten.

      You can choose to read an Everything® book from cover to cover or just pick out the information you want from our four useful boxes: e-questions, e-facts, e-alerts, e-ssentials. We give you everything you need to know on the subject, but throw in a lot of fun stuff along the way, too.

      We now have more than 400 Everything® books in print, spanning such wide-ranging categories as weddings, pregnancy, cooking, music instruction, foreign language, crafts, pets, New Age, and so much more. When you're done reading them all, you can finally say you know Everything®!
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      Top Ten Reasons to Update Your Resume

      
        	You've been promoted!

        	Economic ups and downs in your industry mean you might be subject to downsizing or a layoff.

        	You can do the job better than your boss.

        	Your contact information has changed, or you have a new cell number, married name, address, or e-mail provider.

        	You are thinking about moving to a new city, state, or industry.

        	You have new career goals, aspire to a better position, or want to transition to a different field.

        	Your education has changed; you've just gotten a new degree, taken new classes, or been trained in a new skill.

        	It's been more than two years since your last update.

        	You've been asked for your credentials for an award, board position, membership, or networking opportunity.

        	You might be recruited when you least expect it.

      

    

  
    
      

      
      Introduction

      [image: illustration]THE PHRASE, “IT'S time to get your resume together” sends shivers down many a spine, causing headaches as well as heartaches. Graduating from college, hunting for a new, more responsible position, and losing a job can all cause nervous palpitations. It is possible, however, to be invigorated by a review of your achievements and to look forward to a challenging and rewarding future.

      There is something very positive about seeing your education, experience, and achievements presented in a visually appealing document. Creating this document need not make you anxious or uncomfortable. Resume writing is not as difficult as you might think, and by following the rules and advice outlined in this book, you will be on your way to getting the job you want. The first step in this process is a well-written resume that calls attention to your strengths and skills and makes the prospective employer want to interview you. That's really the main purpose of a resume — to get your foot in the door.

      To do this, you need a great resume, one that sets you apart from your competition. Of course, times have also changed, so you need to make sure that you pay attention to keywords, consider today's technology, and follow new methods for job seeking and personal networking. The Everything® Resume Book, 3rd Edition is designed to help you conduct an effective job search using both traditional techniques and those associated with the Web. Read and act upon the powerful ideas presented in this book to create a dynamic resume, which will inspire and facilitate an effective job search.

      For centuries, we have used documents to confirm our identities, make introductions, and inspire others to see us as useful, valuable, and capable. Regardless of its origins or the new formats and methods used to present the modern resume, it still is one of the most important tools necessary to getting or changing jobs and advancing your career.

    

  
    
      

      
      PART 1: Resume Writing

      

    

  
    
      1

      
      Resume Writing and the Job Search

      A resume is an important tool in your search for employment. Internet advances have vastly altered the realm of job searching in a few short years. Technology has also changed the way job seekers write and transmit their resumes. Job seekers need to keep pace with the technology and hiring methods of today's employers, and their resumes must reflect the new recruiting practices and the ways employers identify and consider talent. The right resume will help you get the job, while the wrong resume will completely eliminate you from the competition.

      
Resume Writing for Today's Job World

      The vast number of books written on the subject of resume writing is mind-boggling. Over the years, there have been almost as many suggestions for format, content, and approaches as there are resume books in print.

      Books published only a few years ago are already out of date. As technology changes, so do the concepts that have always applied to resume writing. While books once detailed how to prepare a resume suitable for scanning, today's resumes are typically transmitted by e-mail or posted on the Web. That means greater focus on developing strong content and a resume that can be viewed easily by the reader, regardless of platform or application, and increased attention to keywords for online searches. Many employers now target the passive job seeker — someone who isn't currently seeking employment, but whose work experience makes him or her desirable for hire. Such candidates are often identified via the Internet.

      This book addresses traditional resumes as well as e-resumes. Samples like those included in these chapters should inspire you. Resume illustrations can often appear intimidating, as presentations of perfect job candidates. Don't worry! You aren't competing with these mythic people for jobs, but you can use their examples to make your resume as dynamic as theirs.

      
Seeking Inspiration

      One search of an online book retailer's inventory returned more than 1,000 results on the keyword search “resume.” You, too, have probably encountered the confusion of shelf after shelf of titles in the career section of your local bookstore. No matter how, where, or why you purchased this edition of The Everything® Resume Book, you have taken a solid first step toward new employment. You are now ready for education as well as motivation. Knowing the latest trends in resume design and delivery tells your prospective employer that you are aware of contemporary practices. It enhances communication opportunities between the Gen X/Gen Y and baby boomer generations, regardless of which one is the candidate and which one the hiring manager.

      The Old Approach: Resumes Any Way

      For years, resume books have established and advocated a “resumes any way” attitude. No matter the title, these books all espoused the same belief: “There is no one perfect resume.” Ironically, even those authors who did promote the so-called “perfect” resume did little more than echo the others. Most, if not all, of those books focused on creating the resume that potential employers (the infamous “they”) would want to see.

      Readers were encouraged to assume the thoughts and preferences of their prospective employers. Energies and attitudes were focused on what they — meaning human-resources professionals, managers, recruiters, and executives — wanted to see in job-search documents like resumes, cover letters, and other supporting material. The resumes any way approach covered too many bases and included long, often contradictory, laundry lists of what they wanted.

      Such an approach has an obvious disadvantage. There's no way that you, the job hunter, can possibly know what they want to see in your resume. A far more sensible — and effective — approach is to focus on what you do know: yourself. A successful, useful resume presents you as a person who knows the job and has the skills and abilities to do that job better than anyone else. It's that simple!

      The New Way: Web 2.0

      Web 2.0 is generally understood to be the second generation of how computer users relate to and utilize the Internet. This matters to job seekers because the venues associated with Web 2.0 impact how you conduct your job search in this age of technology. New tools include Web logs (blogs), videos, podcasts, social-networking sites, and more. These tools allow personal opinion and general information to be shared by various Web users in ways that were not possible before.

      Do you really need to know this techie stuff?

      Absolutely. This know-how will give you greater opportunity to direct your resume to the employers of your choice and will demonstrate that you are Internet-savvy and familiar with sources and methods used by organizations to locate candidate talent.

      For example, a blog, which is a kind of online diary or commentary (typically interactive between writer and reader), can help you identify names of people who work at your target company and what they think about the organization's corporate corporate culture. You will learn more about these new techniques in Chapter 5.

      Focus on Yourself

      With the proper attitude, guidance, and communication tools, anyone can successfully look for a job. You don't have to be a hotshot Ivy League graduate. Whoever you are, and whatever you have done to date, you can develop a powerful resume that will help you achieve your career goals. As your resume will reveal, you are the best candidate for the job.

      Your Personal Brand

      Some resume professionals currently advocate creating a personal brand for yourself and using your resume to convey this strategy. Your brand is what differentiates you from the next candidate, the same way one product is set apart from another. Why do some people spend $4 on a cup of coffee? It is because of the perceived value of that coffee and what it says about image, taste, and quality. You can make the same principle apply to yourself.

      
        
          
            [image: illustration]
          
        

        To have a clear brand, all of your job search materials must be consistent with each other. This starts with simple design. Your resume and all correspondence must be on the same type of paper with the same letterhead and the same font.

      

      You can probably think of real people who have their own personal brand. A few good examples include Madonna, Tiger Woods, Oprah Winfrey, and Bill Gates. You can identify who they are and what they do in 100 words or less. After looking at a cover letter and resume, prospective employers should be able to do the same for you. The key to successful branding is making yourself stand out from the other candidates in your field.

      Your resume brand must showcase your unique skills and the value you can bring to the employer. What makes you different from the next candidate? You must be able to articulate your unique value by detailing your distinctive talents, skills, and abilities. This will come across in your resume and during your interview.

      You want the prospective employer to invest in you, the same way the coffee company wants you to invest in their high-priced beverage. Additionally, the design, format, and content of your resume, cover letter, and any other correspondence must be consistent and appealing. They create an image for you the moment the employer sees them. In essence, they presell you before you even walk through their door.

      
Simplified Steps to Job-Search Success

      Great resumes are the beginning of job-search success! Through the process of resume writing, you will also be empowered to do the following:

      
        	Set and articulate professional goals.

        	Create or update a goal-directed resume.

        	Develop a target list of potential employers and a network of advocates both through one-on-one contact and through the Web.

        	Respond to job postings in all mediums, as well as apply directly to desirable employers.

        	Submit your resume, cover letter, and any appropriate supporting materials by the employer's preferred method (Web posting, e-mail, fax, or snail mail).

        	Follow up, assess strategies, follow up, enhance competencies, then follow up again and again.

        	Interview using your resume for guidance.

        	Receive offers and accept one.

      

      Set and Articulate Professional Goals

      Your resume does not have to state your lifelong goals. But it should express the aim of your immediate job search, and you should understand how this goal fits into your long-term career plan. Preresearch is the key to goal setting. Before you officially kick off your job search, take an inventory of your achievements and qualifications. Use your inventory to update your resume and other important documents. A successful, goal-oriented resume projects focus and mirrors self-knowledge. The most powerful resumes make clear statements of the job hunter's objectives.
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        Preresearch, the time before putting your resume together when you investigate your chosen job field, is conducted using four techniques:

        
          	Paper and pencil or eyes to screen (using printed and Web resources)

          	Person to person (conducting information conversations)

          	Exploration by academics (taking courses or seminars)

          	Exploration by experience (including internships or special projects)

        

      

      An objective like, “I'm looking for anything, anywhere” is not focused enough to be effective. As you create and update your resume, focus will become easier, and it will be easier to project the confidence you gain from self-assessment. Goal setting often begins by assessing yourself and identifying your values, interests, and skills.

      Next comes research into careers, job functions, and academic options. When you write your resume and other job-search documents, you project the knowledge you've gained about yourself and your chosen field, creating a powerful self-presentation. The interview, at that point, is your opportunity to flesh out in person the image you've already created on paper or onscreen.

      The list on page 5 spells out eight steps to a successful job search. You must be able to articulate your goals and qualifications in order to complete all eight — in other words, to get the job you want. Career counseling is available from a variety of sources that can help you with your self-assessment.
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        Looking in the mirror is self-reflection for some, but it's not the kind of assessment you need for job-search success. Don't confuse introspection with assessment or active exploration. Meditation rarely yields goal articulation, but reading a book or two might help. Printed and online resources also help. Reference librarians and Web search engines are excellent and often underused resources.

      

      If you are a college student or graduate, your college career center may provide services to address your needs. There are also private counselors or career coaches who can work with you one-on-one to help you personally manage your job search. Many career guidance books include do-it-yourself assessment exercises designed to help you find your chosen career. Some Web sites also provide assessment exercises.

      One of the best and simplest ways of focusing your career goals is to read the trade magazines and other publications of a few industries. In as little as a few hours of reading, you can learn enough about job requirements and your own skill set to contribute to a powerful and clear statement of professional objectives.

      Goal-Directed Resumes Your Way

      Not coincidentally, the steps for creating or updating your resume run parallel to the steps you take toward identifying and articulating your professional goals. In turn, a strong resume inspires you to write dynamic cover letters and follow-ups. This chapter prepares you to complete a fast, effective resume. (Chapter 6 provides more guidance and inspiration for painless resume writing.)

      Develop a Target List of Potential Employers

      Just as important as your resume is your target list of people, places, and organizations that might be potential employers. You develop this list starting with professional directories and other printed and online resources. Online resources especially can provide a wealth of contact information.

      Your colleagues, friends, family, faculty, and fellow graduates can also help with preresearch, networking, and actual job-search efforts. When you ask around for assistance and job referrals, always include a copy of your resume with your request. This is a good way of both projecting your potential and inspiring continued support from your advocates. Go online. Read a prospective company's home page.

      Explore opportunities listed under “Employment” or “Careers” on Web pages. If there is a “Media” section, review current and archived press releases, particularly those that reference department heads or corporate leadership. Once you've collected some names and numbers, it's time to do some detective work online. Use a search engine like Google to see if your contact's name appears with any helpful information. You should also see if the individual is listed on social networking sites like LinkedIn, MySpace, or Facebook.

      Then take a deep breath and pick up the phone. Telephone calls are your best way to confirm the proper contact people and, if possible, to clarify the nature of any jobs available. Keep updating your list, and maintain clear records of your contacts. Know whom you've talked to, when you talked to them, and what you talked to them about. Follow-up is critical, so you must always know the status of your interactions with those on your hit list.
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          What is a job-search advocate?
        

        Job-search advocates are those people who actively support your efforts to find your ideal job. They offer ongoing advice and regularly refer you to postings and, when possible, to prospective employers. Advocates are most often nurtured, not just found. Some people call them career mentors. Often, they are simply regular people in your life who are well connected to the career, industry, or company you seek. Tap into your resources!

      

      Talking to people is the best way to gather, analyze, and prioritize information regarding employment options and referrals. Initiate the networking process with a call or an e-mail. When you e-mail, introduce yourself and state that you will soon follow up with a call. Always be courteous and clear about why you're getting in touch. You can ask for specific referrals or informal information dialogues. Conversations like these are a good way to learn about the careers of people in your chosen industry and to solicit their help in your job search. These contacts can act as advocates within their organizations, offering direct referrals and providing recommendations. They can also introduce you to associates in other companies, thus increasing the scope and power of your network.

      Building Your Network

      The purpose of networking is twofold. First, you want to know as much about your chosen field as possible. You network with as many people as you can in that field to get all of their input and points of view. Second, you want to become known in your chosen field. The more people you meet, the more your name and your qualifications become known. Networking is a powerful component of any successful job search.

      Professional groups and online resources like field-focused Web sites or mailing lists are good ways to begin networking. Go slowly. Instead of introducing yourself right away as a job seeker, ask for a business card. Then, in follow-up communications, you can identify your career goals and ask for guidance. Once the person has responded to your request, share your resume as an effective way of presenting your goals and qualifications.

      Today's job seeker should also explore social networking Web sites. Some popular ones at the moment include LinkedIn, Facebook, and MySpace, particularly with Gen X and Gen Y candidates. These sites allow you to create a personal profile and to opt in to one or more of the many networking groups on their sites, some relating to shared pursuits such as schools attended, employment/industry, or personal interests. By doing so, you are able to communicate with members, read public profiles (or blogs), view photos, and meet people you might never have come into contact with previously. Your contacts might be able to assist you in your quest for your ideal employment. Additional information about social networking sites will be discussed in Chapter 5.

      End each networking conversation by getting guidance on what you should do next, whom you should contact, and, of course, with a resounding, “Thank you!” Keep communications current by dropping a line every now and then to keep your contact informed of your progress.

      
        
          
            [image: illustration]
          
        

        Successful job seekers often cite networking as one of the most important factors in their success. Most polls of experienced job candidates rank networking as a top tool. Even in this Internet age, person-to-person networking is still important, yet few people do it effectively.

      

      Finding Job Postings and Advertisements

      Many people fool themselves into thinking they are conducting a comprehensive job search just because their resumes are uploaded onto a few of the big-name job boards. It's true that Web-based job postings are part of an effective job-search strategy. But answering these ads is a reactive effort — that is, a reaction, rather than an action — and that's just part of a comprehensive campaign. An effective job search must also include proactive strategies, including networking. In later chapters, you will learn some effective proactive strategies. You will also be directed to some excellent Web sites as well as more traditional resources.
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        Comprehensive job-search campaigns include proactive as well as reactive strategies and resources. No matter how proactive you are, you should still be prepared to maximize your reactive efforts. Newspaper classified ads can't be discounted as a good source of information about potential jobs. And don't forget about postings printed in general and subject-specific periodicals or niche Web sites. Professional newsletters and journals are also too often ignored.

      

      Get Your Resume into the Marketplace

      Your goal is to inform as many people as possible about your goals. Keep the flow of communications persistent, but make sure they're appropriate, too. Here are some communication tips for strengthening your network and approaching others effectively:

      
        	Don't ever wait to communicate! First, call to confirm your contact person. When possible, request detailed information regarding available positions and posting methods.

        	If you are told not to contact someone directly, respect this request.

        	Submit documentation as instructed, confident that it will be processed and forwarded appropriately.

        	After making the initial call, submit your resume. Attach a resume to your initial correspondence as well as any future follow-up e-mails, faxed notes, or printed correspondence.

      

      Don't worry about how your initial inquiries are interpreted; it's okay to ask for basic information. In fact, if you fail to take those courageous first steps, you will be unlikely to succeed at all. Typical first contacts might sound like the following.

      
        “Hello. I would like to speak with the person in charge of hiring for your firm. Could you provide me with his/her name and title, then forward me to him/her? Thank you.”
      

      
        “Hello. My name is Chris Smith. I am interested in a position with your firm. I would like to submit my resume. What is the most convenient method, and to whom should I address my inquiry?”
      

      Be prepared for the employer to tell you to apply online or to review the firm's current openings on their Web page. If you have seen a posting that interests you, you might ask if it has been filled, or if you can submit your resume to a manager directly, rather than generically applying online or to an anonymous e-mail address.

      The best way to view your job search is to think of it as a communication process. You initiate the communication reactively when you answer postings; you are proactive when you contact the people on your target list. Don't hesitate to communicate, and be polite and respectful when doing so.
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        Use the Web as a navigational tool to identify employment opportunities. According to the National Association of Colleges and Employers (NACE), 90 percent of employers prefer to receive electronic resumes via e-mail or on their company homepage instead of print versions through the mail.

      

      Follow Up, Follow Up, Follow Up

      There is always an appropriate way to follow up. E-mail has become the most widely acceptable format. It's usually easier to be clear in writing, and you can send your message after hours, when you have time to clearly pose questions or convey your appreciation. You can also e-mail a thank-you note, but don't fax one. However, a hand-written mailed note shows a personal touch and attention to detail. Continue to build your relationships with prospective employers, and reinforce your existing networking relationships via a well-crafted series of e-mails or phone calls.

      Enthusiastic and upbeat questions and comments are obviously much more effective than impatient and demanding inquiries. Be sensitive and creative in your follow-up communications. Be persistent, but don't pester.

      It's sometimes difficult to pick up the phone or compose yet another friendly follow-up e-mail. But remember that each follow-up effort increases your chances of reaching your goal and getting that job. Regularly assess the effectiveness of your follow-up efforts (did your follow-up lead to another conversation? a return letter? an interview?) and refocus if you need to.

      Be polite and persistent. Always call to confirm whether materials were received. This gives you a chance to ask your contact what will happen next and when you should take your next step. You can ask whether you should communicate again within a designated time period. If the answer is, “Be patient,” don't make a pest of yourself by calling back anyway. However, others in your network — particularly your job-search advocates — can support you with calls or e-mails to a potential employer.

      It is your responsibility to communicate effectively during your job search. Don't expect prospective employers to follow up with you, and don't expect your resume to get you in the door all on its own. Your resume is a crucial part of your job search, but it is the personal follow-up that fuels a job seeker's success.
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        “Phone-a-phobia” can be fatal. E-mail may be state of the art, but the telephone is still a powerful communication tool. In fact, it's essential to your job search. Decide what you will say before you call. Your call can offer you a distinct advantage over your competition since many job seekers never think to go beyond hitting the send button.

      

      The Interview

      Chapter 8 provides detailed preparation for interviews, with specific questions and answers. The first and most basic thing to remember about interviewing is to project confidence, whether the interview is in person or over the phone. To be confident, you need to be prepared.

      Your resume is the focal point and foundation for interview preparation. Be confident in the abilities you describe in your resume and in your qualifications to perform the job. It is best to know as much as possible about the interview situation.

      
        
          
            [image: illustration]
          
        

        In preparing for your interview, don't memorize answers to typical questions, and don't practice too much or else your responses might sound false or canned. Role-playing is a good way to become familiar with topics and build confidence, while still improvising as you go. Use your resume as a checklist, but be prepared to talk about other topics and concepts.

      

      Offers and Acceptance

      You are going to get a job offer, and you will need the skills to analyze and appropriately respond to it. Remain focused. Comparative salary data is available online and in books.

      Here's where your network comes in really handy; ask around to see what kind of offer you should expect and how to negotiate, if necessary. Try to get a sense of salary range for the position you seek and determine if your target number falls within that range. Once you accept an offer, stop your job search. Period. Do not take another offer and renege on the first one.

      If you need to know about the validity of an offer, conduct your research before you accept. If you are wavering between two companies and have an offer from one but not the other, you can always try to leverage the opportunity to your advantage. With an offer in hand, it is much easier to call other prospective employers and talk about your chances of their offering you a position to determine if an offer might be forthcoming. Don't hesitate to make those calls if you think their input might help you make a good decision.

      
Psychological Barriers

      For some, the idea of updating or creating a resume generates a counterproductive attitude. These negative beliefs include the following:

      
        	I can't create a resume if I don't have anything to offer.

        	Even the sample resumes look better than mine.

        	I haven't done much, so I shouldn't update my resume.

        	If I don't have an ideal job in mind, I can't create or update my resume.

        	I don't know what employers want to see, so I can't start or finish my resume.

        	I've heard they don't really read resumes, so why bother.

        	It's not really the right time to look for a job, so I don't have to create or update my resume.

      

      
Resumes Created in a Day

      The search for the perfect resume and the ideal time to create or update one may last forever for those suffering from self-doubt and lack of focus. You know you need a resume to start and complete your job search. In fact, you should have a current resume whether or not you are currently seeking new employment because you never know when you might be approached or recruited by an employer who desires your skills and experience. Ironically, if you delay your resume writing and subsequent job search, you also delay the ultimate positive reinforcement that comes with interviews and, yes, offers.

      Some Excuses

      The reasons and excuses for avoiding creating and updating a resume are too numerous to name. The following examples show how futile and pointless these excuses are in the face of such an important need, the need for a powerful resume.

      
        	I can't find my old version, and I don't have time to create a new one.

        	I don't have enough money to pay for one of those professional resume developers, so I'll wait.

        	I can't seem to get it to one page, so it's hopeless.

        	I missed the deadline for that job posting, so I have some time before I need to finish my resume.

        	I don't know what employers want to see, so I can't start or finish my resume.

      

      Creating a resume is frustrating work, and it is easy to procrastinate. At this early stage, though, you have already begun the journey toward updating or creating a powerful resume. You will soon have travel papers in hand for the voyage that will end with meaningful employment.

      Easy Steps to Get You Started

      Even people who think of the job search as difficult and fraught with anxiety must agree that it ends with success! You will attain your goals! It all begins with a few easy steps. Chapter 2 describes the seven steps to a successful resume, which are illustrated throughout this book (especially in the sample resumes). Here's how you get your start:

      
        	Review some samples, including your old resumes and the examples in this book. Pay particular attention to those related to your goals.

        	Pick the approach that you want to model. Imitation is more than flattery. It is the best strategy in writing your resume.

        	Determine the format, content, and order of your resume. Will you use headlines? What entries will be presented within these categories? In what order will these sections appear?
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        Most experts agree that a job search takes at least three months. Be surprised if it takes only a few weeks, and remain determined and upbeat if it takes longer than the estimated three months. Everything starts with the proper attitude. Eventually, all true job searches end with success.

      

      Next, if you have not already done so, identify your objectives and target audiences. What is your job-search target? This is not necessarily the same as your career goal. Can you clearly and concisely articulate your goals? If not, don't fret. Chapter 4 will take you through this step with minimal pain.

      Once you've defined your goals, you can really create a resume in just one day. Put your goals on paper, then list your relevant qualifications and achievements. Examine your general qualifications, and present your specific competencies and capabilities in terms of their importance. Once you have a draft together, read it over with an eye to the person (you) it represents. Your aim is to present yourself as qualified, knowledgeable, and self-confident. By following these steps, you can create a resume in just one day. Why not make it today?

      
Your Job-Search Foundation

      Resume writing happens through a series of cognitive and behavioral steps. These steps also form a foundation for your effective job-search campaign. Each of the eight steps toward job-search success (the steps outlined earlier in this chapter) depends on a powerful, goal-oriented resume. The only way to write a focused, targeted resume is to set and articulate your goals. For many people, goal articulation is the missing link in their resume writing and job search. Those seeking anything, anywhere often find nothing, nowhere.

      With focus, you will create or update goal-directed resumes — you can have more than one targeted resume, each reflecting a different goal. These are your tools for initial contact, follow-up, interview prep, and interviews themselves.

      When you call first, then fax or e-mail, and, finally, mail your resumes to potential employers, you begin a communication process that includes your resume at every step. As you follow up and assess your strategy, you refocus your job-search efforts. This includes updating your resume. Ultimately, when your efforts yield an interview, your resume will be your preparation tool. Throughout the process, your resume is your key communication device. It presents your past performance and your future potential; it is the reference point for potential employers to use in selecting you as a worthy job candidate.
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        Here's a confidence-building exercise. Take out a piece of paper or open a new file on your computer. At the top of the page, write your name, address, telephone number, and e-mail address. You've just started your resume.

      

      After you ace the interview — using your resume as a powerful tool — and accept an offer, update your resume right away. No, you don't have to begin your next job search so soon, but entering your new position on your resume makes a bold, confident statement.

    

  
    
      2

      
      Writing Your Resume

      During the years that the “resumes any way” attitude prevailed, authors echoed the belief that there is no one perfect resume. This mentality made it difficult for resume writers to find the focus necessary to present themselves successfully on paper. The focus of this chapter is on creating resumes your way, following a methodical approach to creating successful resumes.

      
The Seven Key Steps to Writing a Resume

      Gaining focus and creating a strong, content-rich resume is easy when you follow these seven simple steps:

      
        	Review as many resume samples as you can. Look over old versions of your own resume, and ask friends and associates if they'd mind letting you take a look at theirs. This book includes many samples of many different resumes, designed for many different fields. You can also find a wide range of resume samples on the Web.

        	Analyze those resumes. Think about what makes them work (or not work). Effective elements might include things like format, content, typeface, and the order of information.

        	Identify your job objectives and your target audience. This doesn't mean you need to include a career objective on your resume. It does mean that you need an understanding of the field you plan to pursue. Be sure you know the proper terminology, the job functions that will make you valuable, and how to present yourself as a viable candidate.

        	Perform an inventory of your qualifications and achievements. Knowing yourself and being confident in your abilities is key to creating a powerful resume.

        	Analyze your competencies and capabilities as they relate to your job goals and your chosen field. This is another aspect of the “know yourself” mantra. How do you see yourself contributing to this field? Remember your unique value proposition and identify what makes you the most desirable candidate for the job you seek.

        	Draft your resume and critique it. Compare your draft to the samples you've analyzed and admired. How does it compare in terms of format, content, and order of information? Fix those elements you see that can be stronger. Proofread it carefully, and after you're sure it's perfect, ask a friend to look it over.

        	Make plenty of copies, and distribute your resume whenever appropriate. Try sending it by e-mail to several friends. See if any of them have trouble opening up the document or if your layout or fonts become altered.

      

      
The Resume Your Way

      If there is no perfect resume, how can you hope to create a document that all employers would want to see? The answer comes from a change in emphasis. Stop thinking about resumes any way, designed to present yourself as you think an employer would want to see you. Start writing resumes your way.

      A good resume presents your past achievements as well as the assets and capabilities that qualify you for this new job. As you get better at communicating your qualifications, you will approach the job of writing your resume with confidence. The seven steps to success are good guidelines, and they should inspire confidence. But before you start writing, it is also a good idea to understand the different types of resumes and the purposes they serve. The following sections describe some traditional types and formats of resumes.

      Chronological, Functional, and Combined Resumes

      Chronological resumes present information in reverse chronological order, starting with the present and working backward. Students and recent graduates usually list education first, and all other job seekers list experience first. They traditionally use one-word headers to identify content sections. As you've read and heard again and again, they are usually no longer than one or two pages in length.

      Functional resumes present candidate skill sets and discussions independent from job descriptions, if those descriptions are included at all. In this resume type, skill listings come before all other content. Such summaries tend to be lengthy, presented with hope that some broadly chosen phrases might stick in the minds of readers and encourage interviews. In this model, it's employers, not the job seekers, who define the job being sought. Most resume guides recommend functional formats for career changers or for those who are keeping their options open, while the chronological format is usually recommended for all others.

      Combined resumes contain skill or qualification profiles, like the functional format, but they also incorporate the chronological format by presenting work history, educational background, and other content in reverse chronological order.
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        Be careful about using a functional resume. Almost all inquiries to prospective employers reveal that this format is ineffective and difficult to review. According to studies and polls, the pure functional resume format is the least preferred. To strengthen your functional resume, link each of your job skills to a particular position or responsibility. Tell your prospective employer where and how you used your skills.

      

      Targeted and Customized Resumes

      Recent resume guides use words like targeted and customized. Targeted resumes include either a branding statement or a clear objective and/or description of professional goals. They are aimed at a specific job opening and allow you to address your skills and qualifications in regard to the position. Like targeted resumes, customized resumes are often created for a specific job title or employer, particularly when you know the desired skills and hiring criteria. These are the most powerful resumes because they speak directly to potential employers.
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        Many large employers now use software programs to help them sort through the volume of resumes they receive. A targeted approach will help your resume appear in keyword searches done by recruiters or the services they employ. Post a targeted resume on job boards; recruiters often search the boards for potential job candidates.

      

      Combinations, Permutations, and Confusion

      Some guides advise you to include all the schools you attended. Some suggest you include only those schools where you were conferred a degree. Many books and articles emphatically suggest that you list courses, while as many others strongly urge you not to because your potential employers will already have a good idea of what courses someone with your major took. Some suggest you present all scholarships and honors, no matter how small, because the longer the list, the more impressive it is to potential employers. Still others encourage you to present a selected list of scholarships and honors. But when it comes to grades, everyone agrees: Only include good grades and averages!

      Advice regarding experience is equally conflicted. Some say describe all jobs — no matter how small — in active terms, in hopes that some of those verbs will catch a prospective employer's eye. Others state with conviction that you should only include impressive jobs. Should you list volunteer and community service experience? Some say yes, but some say no; the same goes for personal interests. In years past, the phrase “References available upon request” indicated the standard close of the resume. Most resume professionals now omit this phrase and see it as unnecessary.

      The Modern Resume Your Way

      As you focus on your chosen career field and articulate your abilities, your resume writing and your job search will be inspired. A resume that projects “me and my goals” will strengthen the rest of your job search; it will also have an impact on the outcome. Keep your goals firmly in mind; they will enhance the power and purpose of your resume. Plan and implement strategic actions.

      Goal setting is critical to all resume-writing and job-search efforts. Overall, goal development and articulation are the most crucial components of resume writing and your comprehensive job search.

      
State-of-the-Art Documents Focused on You

      A resume that focuses on you makes you the central figure in the resume-writing and job-search process. You must clarify and articulate your goals on paper but also in person. If anyone asks how you created such an effective resume, you can tell them you place a high value on your career goals and have a good understanding of what will mutually benefit you and your employer.

      The first sample resume (shown in FIGURE 2-1) is an adaptation of the “Harvard Business School Resume.” For generations, this was the required format for graduates of this prestigious school, and it illustrates a frequently copied and generally effective resume.

      
        FIGURE 2-1
      

      
        Sample Resume: Harvard Business School Format
      

      CHRIS SMITH

      100 Main Street, Apartment 1 • Hometown, NY 00000 csmith@company.com • H (555) 555-1234 C (555) 555-5678

      
        
          
          
          
        
        
          
            	
              
                education
              
            
            	
            	
          

          
            	2005–2007
            	HARVARD GRADUATE SCHOOL OF BUSINESS
            	BOSTON, MA
          

          
            	
            	
Candidate for Master in Business Administration degree, June 2007.
Vice President of Marketing Club. Codirector of Marketing Project. Outreach 2006 Volunteer Program. Tutor first-year students.
          

          
            	1997–2000
            	CORNELL UNIVERSITY
            	ITHACA, NY
          

          
            	
            	
Bachelor of Arts degree, double major in American Civilization and French, May 2000.
Studied international relations and political science in Paris at L'institut d'Etudes Politiques. Freshman Advisor. Chair, Visiting Prospective Students Program and Student/Alumni Network.
          

          
            	
            	
              experience
            
            	
          

          
            	Summer 2006
            	UNIVERSAL STUDIOS LOS
            	ANGELES, CAy
          

          
            	
            	
Summer Assistant Marketing Manager, Consumer Products/Interactive Division:
Worked with Vice President of Sales and Marketing to create business vision and branding strategy for introduction of new brand in educational interactive products industry.

	Developed brand elements and positioning statements and contributed to brand-name generation.

	Created preliminary marketing and communications programs for brand launch and national product rollout, targeting both home and academic markets.

	Analyzed economic and consumer trends and conducted competitor analysis, resulting in entry strategy recommendation.




          

          
            	2002–2005
            	THE MAXIMUM MARKETING GROUP
            	NEW YORK, NY
          

          
            	
            	
Associate Supervisor: Directed marketing communications activities for Nikon, agency's largest account, representing 65% of annual billings at start-up firm specializing in consumer products.

	Created strategic plan to increase brand awareness and loyalty in consumer and professional photography markets. Addressed shrinking market share and increased competition.

	Managed new product launches from concept development to market for existing and new products. Led multifunctional team responsible for product positioning, competitor analysis, media coverage, and dealer/sales education.




          

          
            	2000–2002
            	PUBLIC RELATIONS ASSOCIATES
            	NEW YORK, NY
          

          
            	
            	
Account Coordinator: Developed and implemented national media campaigns in support of new product launches for Nikon Lite-Touch, Reebok Pump, and Step Reebok aerobic workout program.
          

          
            	
              
                personal
              
            
            	Fluent in French. Active Cornell alumni interviewer and volunteer for youth hockey program.
          

        
      

      The Harvard Business School format was generally considered appropriate for investment banking and consulting positions. However, no single resume format is specifically required by any particular field. The samples presented in this book are aimed at many popular fields. It's up to you, the job seeker, to establish your targets and create or update the formats you deem appropriate.

      This format is a multipurpose chronological resume. Note the use of one-word headers and the condensed presentation of educational information. Work experience is first described in general terms, and specific achievements are then highlighted using bullets. The format efficiently uses space and highlighting techniques, including capitalization, bold, and italics. In some ways, this resume is still employer oriented, presented to meet the (unknown) expectations of the potential employer. This is a solid example of this type of resume, but it's not quite evolved to the approach suggested in this book. Samples shown later in this book illustrate techniques for building a stronger resume, including the following:

      
        	Headlines or objective statements that clearly project focus. Well-crafted headlines advertise the nature of your content and reinforce your stated job goal or career focus.

        	A comprehensive summary of qualifications section, including appropriate terminology and field-focused verbs and nouns, which projects a knowledge of self as well as a knowledge of the field (and is critical for keyword searches).

        	Information is presented to highlight the most important information first rather than chronologically.

        	Relevant courses, academic accomplishments, and other pertinent activities are listed briefly.

        	Descriptions of work experience appear under headlines in order of significance. They project your capabilities and industry knowledge, as well as your accomplishments.

        	Left-justified and text block formats are easy to e-mail and to upload into PDF-based resume banks and job board sites.

      

      When you're reviewing these resume samples, examine those that match your field(s) of interest, but don't limit yourself. Review all the samples, and pick out the formats and contents you'd like to model. Be analytical and curious. Your background may be different from the fictional Chris Smith, whose qualifications are presented over and over, but you and Chris are not in competition. Avoid focusing your resume on the faceless employers who will be reading it. Project your knowledge of field and functional goals. Focus on you, because when you do get the interview, the hiring manager will use your resume to establish a dialogue. Your resume must say everything important to help you get the offer.

      FIGURE 2-1 shows an effective resume for a soon-to-be business school graduate. If it inspired you to think about what your resume should look like, this book has already been effective. Remember that the first two steps in resume writing involve review and analysis of samples.

      
        
          
            [image: illustration]
          
        

        The best resumes have common components. They use headlines rather than headers. They include qualifications summaries, lists of courses and projects, and highlights of specific accomplishments. The best resumes use field-focused terminology and present information in order of importance.

      

      
The College Graduation Benchmark

      The people who most need resume guidance are those who have little or no experience preparing a resume. Many of those who find themselves in the market for their first “real” job belong in the college grad category, which includes the following:

      
        	First- and second-semester college seniors

        	Recent graduates

        	College juniors, seniors, and others seeking internships

      

      Campus career centers offer counseling and job-search coaching, and seniors are the most likely to take advantage of these services. First-semester seniors spend a lot of time on resumes for on-campus recruiting, career fairs, and other job-placement offerings. On-campus counseling usually produces resumes focused on what the recruiter expects, rather than the candidate's qualifications and focus. In their urgency to create and update their resumes, first-semester seniors often overlook the assessment and research steps that lead to goal setting. Fear of focus often motivates them to avoid these critical steps to college resume-writing success.

      New job candidates usually hope that a large quantity of data will overcome any issues of quality. Anxious about what recruiters want to see and hoping that something in their arsenal will get them interviews, they include everything. Myths about recruiters seeking well-rounded individuals inspire this kind of unfocused volume. Ironically, candidates are actually screened with narrow, rather than diverse, criteria. Reviewers of college resumes are mostly on the lookout for field-focused majors, high grade-point averages, and pertinent internships.
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        An Internet poll of more than 500 top entry-level employers revealed that hiring employers ranked a student's major as most important (42.8 percent), followed by interviewing skills (25 percent), and internship experience (15.9 percent).

      

      Second-semester seniors are either inspired by reactions of recruiters during the fall, or they become anxious and pessimistic because few recruiters responded favorably to their resumes. Those with goals matching the fields and functions that recruiters are looking for often use the same resume and reactive strategies through the spring semester and beyond. Those whose goals do not match recruiters' needs, and those who cannot express their goals, get very anxious around commencement time. This anxiety often inspires unfocused, multipurpose resumes or leads to procrastination that lingers well past commencement day.

      Approximately 30–50 percent of college graduates keep looking for a job after commencement. About 15–25 percent did not set goals or start their job search before graduation. For these candidates, like anyone else looking for a new job, it's important to work through the seven steps to resume success.

      The assessment and research steps are particularly effective for gaining and projecting focus. This is critical; a complete, effective job search mirrors the candidate's knowledge of qualifications and field-specific competencies.
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        College graduates are commonly confused by misunderstood job-related data and statistics. Many feel that the top students take all the good jobs, with nothing left by commencement. In reality, recruiting seasons are on-campus anomalies. In the real world, the job search goes on well after June. Many, many candidates get their jobs three to six months after they graduate.

      

      Here are a few common questions among recent or soon-to-be graduates:

      [image: illustration] How do I make my resume stand out? Flawless spelling, punctuation, and sentence structure. Use an appealing visual format. Emphasize professionalism. Write strong content that plays up work experience while in school, internships, coursework, and extracurricular activities, as well as any honors.

      [image: illustration] What if I don't have related experience or education? Emphasize the contributions and skills you can make or possess that are universal to all employers, and focus on transferable skills such as coordinating events, customer service, computer skills, or budget planning. Find the common thread between what you've done and what you want to do. Talk to a professor or mentor to see if they can help you bridge any relevancy gaps based on their knowledge of the workplace.

      [image: illustration] Should I include education or experiences from high school? If you are an entry-level grad, it is permissible to do so if you were a stellar student who received awards or scholarships or held officer titles in school clubs or community groups. Otherwise, focus on college experiences.

      [image: illustration] When and how do I present my most significant work experience? Lead it off directly under the “Employment” heading, but recent grads need to list education first. Use descriptive keywords that illustrate actions taken and any important on-the-job achievements.

      [image: illustration] If I had one very relevant course and project, how do I highlight both, or either? It can be set off under “Education” as “Thesis” or “Case Study.” Treat it like a work experience.

      [image: illustration] If I haven't been successful getting an interview, should I change my resume? Probably — or maybe your methodology. Ask for some critical feedback from any senior-level business professionals you know. See if anything strikes them as problematic. Compare your resume to others you can view on the Web. Assess whether you are being proactive enough in your approach or are just being a passive job seeker, waiting to be called.

      [image: illustration] My GPA in my major is higher than my cumulative average. Should I include it? Include a GPA in your major or overall GPA only if it is 3.5 or above. Otherwise, leave it for discussion at the interview should it come up.

      More than any other kind of job candidate, if you are a soon-to-be or recent graduate, you must work hard on identifying and articulating your goals. Identify and analyze what you learned in the classroom and beyond. Pick out your most significant courses, labs, and projects, and present those in terms of their potential for making you valuable and effective on the job. Focus your resume and your search for a job or internship on your academic achievements, but don't forget to analyze what you've learned in terms of your personal exploration and your choice of a career field.

      
Intern Candidates

      About 75 percent of college students use resumes in their search for an internship. Internships are difficult to define. In general, an internship is more sophisticated than a summer job. There are both paid and unpaid positions.

      Some internships offer academic credit, while others are more project-focused, offering the opportunity to build skills and explore a field of interest. Some internships are promoted through large, well-publicized, and structured programs, and others are identified through networking and self-initiated efforts. Internships are growing in importance. Students in search of an internship should use their resumes to project their curiosity, competence, and awareness of the field.
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        As college students become more sophisticated about their career aspirations, internships have grown in importance and popularity. A 2007 poll by MonsterTrak showed that 78 percent of college students plan to complete one or more internships before interviewing for their first job.

      

      Just like any other job candidate, those seeking internships must project focus, since competition is high. You're probably looking for an internship to get a deeper knowledge of your field of interest, but — in an ironic twist — you need to project focus and some familiarity with the field before you can get that internship. Do that on your resume!

      
First Jobs

      Many college grads do not get their dream jobs right away, nor do they usually start out on a clearly defined career path. Often, these young men and women lack the focus to begin their true career development or to implement a goal-directed job search. So, naturally, they find transition positions.

      These positions include a variety of experiences. Some people plan to enter graduate school, so they seek something meaningful to do. The jobs can be for experience or adventures, such as the Peace Corps, Americorps, Teach for America, or a job teaching English in another country. The job might also be something practical, such as a retail sales job, just for a paycheck. Still others might be in positions unrelated to their majors, but are with a well-known employer and offer name recognition and prestige.

      No matter what the position is, the resume must support and inspire a first step onto a true career path. In these cases, it is best to avoid the reverse-chronological format, as experience is still limited and the format will make it difficult to project any sense of goal or focus. It's most important to present your potential and identify your goals for the future.

      Here are some common questions that new job seekers generally ask:

      [image: illustration] If what I am doing now has nothing to do with my goals, how and where do I present my experience? Spend some time on self-assessment. Find some commonality between your goals and current or past experience. If there is no connection, employers will not view you as qualified for their opening. Consider taking additional coursework with your goals in mind. Or, take a step back and go for a lower-level job in the area of your goal to gain some credible work history.

      [image: illustration] What about education; specifically, my major? Build this up as it applies to your job target. Show how your education and recent training will be advantageous to the new employer.

      [image: illustration] Do I highlight what I have been doing for the past few years? Yes — but focus on specific responsibilities that are similar in scope or typical of what you will be doing in your new job. What can you bring to this position that others cannot?

      [image: illustration] Where and how do I present my most recent experiences? Any job candidate except a recent college graduate should place work experience above education, near the top of the resume and/or a qualification summary. Follow the examples in this book on formatting and presentation.

      [image: illustration] If I wasn't given enough responsibilities to yield achievements, how do I leverage my current job? Surely, something you did makes you proud — what is it? Did you streamline a process? Did you generate more reports than your predecessor? Did you volunteer for any committees? If you think you haven't had any notable achievements, you need to re-examine your work and the challenges you've faced. Almost all employment experiences can be positioned to showcase the job seeker in some way. Additionally, consider your present employer's reputation. A position with negligible responsibilities at a company that is a household name may generate interest simply because of the kind of environment or leadership interaction you faced on a daily basis.

      Candidates seeking their first jobs must focus their resumes, job-search correspondence, and interviews on the qualifications they already have and those they will need to succeed in the future. Resumes must target the newly identified goals. Your objective must be presented clearly and supported with powerful summaries of your qualifications.

      Focus here is critical. You must use the resume writing process to identify and articulate your goals. Working through the first five of the seven steps will help. You must abandon the attitude of leaving your options open if you're going to focus on future goals.

      
Beyond Entry Level

      Some people take their first steps (or giant leaps) on their career paths right after they graduate. Two or three years later, they're ready for more responsibility. Job advice from career centers is easy to come by for college seniors, but sound guidance is much less accessible later on. Entry-level workers, those with two to five years of experience, can become confused and anxious; as with anyone, fear of change plus fear of focus yields procrastination and anxiety.
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        Some recent graduates seek change in a subconscious effort to recapture their college experience. In college, you got to choose your courses. Your life changed from semester to semester, always offering something new. As a new member of the work force, either seeking promotion or a new position, you must decide what is driving you. Do you miss the cyclical changes of academic life or are you motivated by ambition and the need to develop your career?

      

      Steps four and five of the resume-writing process encourage you to analyze your accomplishments so far and to assess your capabilities. This proactive approach is positive. It motivates you to present your experience dynamically, in terms of what you've accomplished. As you consider your past achievements, your performance potential for the future becomes clearer.

      
Resumes for All

      Whether you're called an hourly worker, nonexempt personnel, or — more traditionally — a blue-collar laborer, you may be working in an administrative, food-service, customer-service, or manufacturing position. People in these fields often do not create or update resumes that reflect their potential for continued success. Too often, when it's time to look for a new job, they depend upon applications, references, or word of mouth. Everyone needs and deserves a powerful resume. Word of mouth can be translated into words on paper, creating an effective resume that mirrors capabilities and projects a clear future focus.

      People at the other end of the professional spectrum are also often guilty of overlooking their resumes. In most cases, those we call senior management have old, vague resumes or no resume at all. Though they're responsible for large operations and organizations and generally supervise many others, these people may not be as ready for the job search as they should be. However, with our culture focusing more and more on career advancement and reinvention of self, many senior leadership professionals are taking the time to keep their resumes current in anticipation of being recruited or finding new ways to use their talents and enjoy meaningful job satisfaction.

      Anyone, on any rung of the job-success ladder, should use the resume-writing process to identify and articulate their goals. No matter how diverse your interests or background, creating a powerful resume will enhance your focus and effectively project your qualifications and commitment for your future performance.

      
Resumes Between Generations

      As baby boomers age and Gen X and Gen Y advance within the workplace, it is important that the generations understand each other's skills and strengths as denoted by their resumes. The younger millennials tend to like electronic resumes, and some do not even possess paper versions. On the other hand, baby boomers may feel more comfortable with printed resumes, and might be reluctant to post their resumes online or unsure how to format their resumes for readability by computer users. Each generation must be sure that their resume can be understood and appreciated by the other, even though the mindsets of each group might differ.
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        According to the U.S. Bureau of Labor Statistics, more than 25 percent of the working population will reach retirement age by 2010, resulting in a potential shortage of nearly 10 million workers. The number of people who are over age fifty-five will increase by 73 percent by 2020, while the number of younger workers will grow only by 5 percent. This means it will be a candidate's market, with employers competing hard for talent.

      

      Baby boomers must be sure that their resumes don't date them unnecessarily or to their detriment. They can't keep adding to a resume that was originally written twenty years ago. If you're guilty of this, it's time for a rewrite. Go online and review newer job descriptions, even for some of your old titles.

      Update your terminology. Industry speak is critical for keyword searches and to demonstrate you have kept pace with your field. Remove the “References On Request” close — that's old school. Have you included jobs that have no bearing on your current position or the one you desire? Go back only as far as your current employment objectives, and use the rule of relevancy to determine which jobs to highlight.

      If you've been with one employer for many years, separate your tenure by positions and changes in responsibility. Remember, one resume doesn't fit all. It may be necessary for you to have two or three different versions, each with a different focus. Maintain several formats to accommodate different users: a standard Microsoft Word-formatted resume, a PDF version for downloading, and a plain text version to paste into an e-mail message.

      Gen Xers and Gen Yers tend to hold more jobs with more employers than baby boomers. You might need to communicate the reason behind your multiple moves to the baby boomer hiring manager, who could perceive your job hopping as restlessness rather than growth. Millennials, who use text messaging and casual e-mails as a way of life, need to remember to be more formal in their approach to prospective employers by watching their use of abbreviations. Not everyone knows Web speak such as PTMM for “please tell me more” or NRN for “no reply necessary.”

      
The Video Resume

      The latest trend in the employment marketplace is the video resume. These presentations waver between homemade versions from job seekers equipped with Web cams and movie-making software to versions that are professionally produced by videographers, executive search firms, or special video resume services. While the popularity of such resumes is growing, they remain uncharted territory for most job hunters and employers, many of whom are wary of the potential discrimination based on race, age, or other factors that would not be obvious from a more traditional resume.

      You can view a variety of video resumes online by doing a simple search. You will also find sources for these productions in Appendix B. Be sure to view several samples before creating your own so that you have a good idea of what works and what doesn't and whether this format is a good fit for you. Many of them seem a little bit like infomercials, but it is usually the individual's overall appearance and comfort level speaking on camera that give some candidates leverage in their job hunt.
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        Eighty-nine percent of employers said they would watch a video resume if it were submitted to them, with the primary reason being to better assess a candidate's professional presentation and demeanor. Only 17 percent admitted to actually having viewed this kind of job search technology.

      

      No doubt the usage of video resumes will continue to grow as technology permeates all facets of our workplaces, but just like the traditional resume, you may want to have several versions depending on your target audience. What can you convey in video that would not be possible in print? Are you truly making yourself a more desirable candidate on screen or will your credentials be better represented in a traditional format? Be careful not to get caught up in a trend that isn't advantageous to your personality or skill set. You don't want your video resume to seem like a bad TV audition. However, if you are comfortable on camera, speak well, and have good stage presence, a video resume may give you a leg up on the competition.

      Tips for preparing an effective video resume:

      
        	Dress as though you were going to the interview

        	Talk into the camera; make good eye contact

        	Smile and speak clearly, without pauses, and not too fast

        	Introduce yourself by your first and last name

        	Outline your skills, experience, education, and what you can contribute

        	Eliminate background noises or other distractions

        	Keep it short — two to three minutes maximum

        	Conclude with a thank you and your contact information

      

      Some of the major job boards and specialty sites now have sections for you to upload your video. You can also create your own page and link to your video resume. Have others screen it to get their opinion. If the reaction is favorable, include a link for viewing on your e-resume.

      
The Vitae Alternative

      For professors, physicians, and scientists, resumes are not enough to present accomplishments and experiences. Vitae, or curriculum vitae, are comprehensive documentations of academic and employment performance. Still, it isn't a bad idea for these professionals to prepare a powerful resume that encapsulates their goals and abilities on a single page.
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        Don't be confused or delay your response if someone asks for a vita. Unless you are seeking positions outside the United States or within special fields, respond to requests with your resume. If applying overseas, create a vita by adding information including date of birth, sex, height and weight, marital status, and all educational experiences, including high school.

      

      Even though vitae are usually lengthy documents listing publication citations, research projects, presentations, affiliations, and educational and training experiences, they don't have to be passive collections of data. The same qualities that make for a powerful resume — self-knowledge, goal focus, and clear statement of objectives — also apply to a quality vita.
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