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Preface 

The purpose of your resume is to obtain an interview.

A successful resume will attract an interviewer’s interest in meeting you. 

What, exactly, is a resume? It is a summary of your skills and employment background. It is not an autobiographical profile, nor is it intended to make people like you or admire you.

Think of your resume as a special tool with one specific purpose: winning an interview.

Bottom line: You’ve got to make an effort to win your interview, and only the inexperienced and naïve think otherwise. Your resume is a wedge designed to get your foot inside the doors of companies where you might like to work.  Obviously, if you fail to win the interview, you’re not likely to get the job.

Equally obvious, there are other resumes out there in competition with your own. So yours must be at least as good as all the others if you’re to stand an even chance. If your resume is better, it may give you the advantage.

Writing an interview-winning resume requires an understanding of what to say, and how to say it. For this, you need The Resume Handbook. 

Just as the purpose of your resume is to obtain the interview, the purpose of The Resume Handbook is to illustrate successful resume techniques. The Resume Handbook tells you what kind of information to include in your resume and what to leave out. Then it provides you with the tools and techniques to present your chosen facts in a convincing and engaging manner. 

The Resume Handbook will help you win the interview.

The rest is up to you!


Introduction 

After reading many thousands of resumes over the years, one recurring impression looms large and dominant: An astonishing number of resumes are poorly written, and the overwhelming majority are overwhelmingly dull!

Ah, but a veritable work of “art vitae” does happen by on rare occasion, illuminated with a spark of creative thought and pleasing to the eye. If this alone is not enough to render life exciting, it may at least make your resume interesting to read, and perhaps inspire sufficient curiosity to get you invited for a closer look, which is, of course, the purpose of your resume.

To this end, the purpose of this book is to improve the quality of some of the resumes we, and others, may be called upon to read over the coming months.

We have taken care to avoid the fat and wordy formats to which some resume books are prone. Instead, we’ve tried to heed our own advice on writing resumes by making our book interesting and relevant. The Resume Handbook presents the essential ingredients that go into successful resumes, with lucid explanations and the clearest of examples.

You can read through this book in less time than it takes to write a resume, then use it as a reference source when you are ready to begin writing your very own.

You will find many examples in Chapter 4, The Best Resumes We’ve Ever Seen. Once you’ve learned what makes them so effective, you will be able to apply these winning techniques to your own purposes. Chapter 5, The Worst Resumes We’ve Ever Seen, illustrates some of the pitfalls to be avoided.

The Resume Handbook focuses on three major objectives:



• Organization: How to structure and infuse visual impact into your resume to capture the reader’s attention.

• The Basic Principles: What to include and what to leave out of your resume, to avoid wasting the reader’s time and running the risk of turning him/her off.

• Accomplishments: How to write action-oriented accomplishments by using action verbs, enabling you to represent yourself as a highly motivated achiever.



You’ll also find sections on networking, using the Internet, cover and personal sales letters, and other helpful advice. As always, our emphasis remains on writing resumes to help you present yourself in the most appealing and engaging manner possible, to help you win the interviews you want.

A Message from the Author 

Since the original edition of The Resume Handbook was published in 1985, more than 280,000 copies have been sold. Comments and reviews from our readers confirm that the reasons for our book’s success lie in its clearly written style, direct and practical advice, and occasional touch of humor. After all, a helpful book need not be dull and lifeless, any more than a winning resume.

The job market has somewhat improved since the last edition of The Resume Handbook, but the competition for the best positions has, if anything, intensified. Consider this to be our offering to help you navigate the swirling clouds and currents toward positioning yourself in the direction of your choice.

Your feedback will be welcome at art.rosenberg@att.net.


CHAPTER ONE 
Looking for a New Job 

Looking for a new job? Nearly everyone does, sooner or later. The U.S. Bureau of Labor Statistics informs us that the average American worker seeks a new employer every 3.6 years; in fact, the National Bureau of Economic Research suggests that Ethan, Emily, and Angel are likely to work for ten different employers during their respective lifetimes. With job-market volatility still on the rise, we need to be ready for an accelerated rate of change.

More than 50 million Americans (out of about 140 million employed and 7 million unemployed) are currently involved in some sort of career change or transition. More than a third of these searchers are currently employed, motivated in large part by economic uncertainty, job and career dissatisfaction, fierce competition in the job market, and an increased awareness of alternative career opportunities.

These statistics are partially skewed by firms that hire nearly as many new workers in a given year as their total number of employees. For example, a construction company with 100 workers may have to hire as many as 200 per year, due to enormous turnover. And service firms with as few as twenty-five full-time employees often need to hire four times that number each year in order to maintain a stable staff.

The bottom line is that if you are looking for a job, you are in excellent company. To compete successfully, however, you need a method that will give you an advantage. This is where The Resume Handbook can help, because whatever job-search methods you may use, you’d better have a darned good resume to penetrate the screening processes used by most employers.

All They Know of You 

The purpose of your resume is to get you invited for an interview. It precedes you in your job search like an emissary of good will, an advertisement of your skills, experience, and knowledge presented in their most favorable light. Until you meet the interviewer (if you ever do), the resume is all they know of you. Approximately one interview is granted for every 300 to 400 resumes received. Obviously, a mediocre resume will rarely win an interview; a poor one has no chance!

Research tells us that a piece of advertising matter has about a second and a half in which to attract the reader’s interest. Someone sitting with a towering stack of resumes is simply unable to accord them equal time. Your objective is to position yours to receive its fair share of the interviewer’s attention.

Read on . . . we’ll show you how.

Who Needs a Resume?

You do, even if you’re not looking for a job.

Fact: The majority of desirable positions are offered to individuals who are employed and may not even be seeking a new job. You never know when opportunity will knock, when the “job of a lifetime” may dangle within reach. Obviously, it pays to have an updated copy of your resume at hand for unexpected opportunities.

Fact: It is a valuable experience to observe your own career on paper. A well-organized resume can place your past experience, growth, and goals into perspective and help chart the path of your future career.

Fact: Having a resume may help protect you from the unexpected, like losing your job in an economic turndown. A good resume takes some of the anxiety out of the job search. This is especially true for the experienced professional who suddenly finds him- or herself competing for jobs against young professionals who may be better versed in the latest job-hunting techniques.

Resume Organization 

There are three commonly used resume formats (examples in Chapter 4):



1. Chronological resumes are standard for people with unbroken records of employment. This straightforward, easy-to-follow format lists the dates of current and past employers.

2. Functional (thematic) resumes focus rather on accomplishments than dates. This format is practical for those with employment gaps due to unemployment, or other activities they might prefer not to reveal (such as jobs from which they were fired or left after a short time, unsuccessful self-employment, addiction rehabilitation, and a host of other reasons). 

It is also a better way to emphasize specific aspects of your career. 

Example: If you spent eleven years teaching engineering and only two years as an industrial engineer, a chronological resume would draw attention to your teaching background. But if you happened to be looking for an engineering position, the functional format would allow you to play up your industrial experience and de-emphasize the academic side. 

     Another rationale for choosing the functional approach is if you have little to list by way of experience. This tends to be the case with recent graduates and also people seeking new (or planning to resume) careers after prolonged periods at home.

3. Combined chronological/functional resumes can, under the right circumstances, combine the best of two worlds.

Resume Preparation 

Composing an autobiographical outline requires serious thought and preparation. Find a quiet spot (office, den, or dining room table) where you feel comfortable and undisturbed. Set aside a period of four to five hours and, if possible, turn off the phone.

Collect all the materials you will need, including:



• Pens, pencils, or PC—whatever you like using best 

• A lined pad (at least 8½" x 11")

• A good dictionary and a thesaurus 

• Records of your past employment, education, and related materials 

• Copies of former job applications and correspondence, if available 

• Descriptions of some jobs for which you plan to apply 

• A copy of The Resume Handbook 



Now that you’re suitably equipped, you can begin to formulate your own resume strategy. Be careful to observe the basic principles of resume writing, which follow next.


CHAPTER TWO 
The Basics of Writing Resumes 

Having a successful resume is a necessity for all career-minded people. Writing one is a cross between art and science, a balance of logic and aesthetics. The final result must look good while reflecting certain basic principles.

The suggestions offered in this and later chapters have been formulated through long years of exposure to all sorts of resumes. Major deviations from these guidelines are at your own creative—and professional—risk.

Brief Is Often Better 

If you are launching your career and have limited work experience, keep your resume to a single page. Avoid unnecessary and irrelevant materials. Even experienced individuals can, and usually should, limit theirs to two pages. Bear in mind that no one wants to read long, rambling resumes, especially when they are poorly organized and overly wordy.

See Chapter 4 for more about the following exceptions:



• Specialized resumes, as in the sciences and academia, may need to reflect extensive and diverse experience, publications, and related information.

• Consulting resumes are expected to list relevant technical skills, projects, and a comprehensive list of clients.

Format 

Your name (in bold type or capital letters), address, and cell/home/work telephone number(s) belong on top:





Rose Shagorofsky 

275 Palisades Avenue           bevdoc@college.com 

Bridgeport, CT 06610            cell (203) 650-4321 










Devon H. McCormick, CFA 
521 E. 14th St., #11H 
New York, NY 10009 
D: (212) 938-6551; E: (212) 529-2418; C: (646) 729-5817 
devon@acm.org 






Objective 

Next comes your objective (if, in fact, you decide to include this topic) and a summary of your qualifications, accomplishments, employment history, education, and related activities and affiliations. Select the resume from the samples provided in Chapter 4 that most closely meets your needs and suits your style and use it as a model, or combine elements from several of the examples:





Objective 

A paralegal position in a legal firm that includes insurance among its specialties. Seeking an opportunity to apply my experience in insurance law and expand it into other legal areas.






Only include objectives on a resume if they are clearly stated and consistent with your accomplishments and demonstrated skills. Also, be sure they address the position you are responding to. If they’re looking for a lion tamer, they’re not interested in reading about floral arrangements.

If you do include an objective, understand the difference between career and job objectives:


• A career objective is a long-range plan that may or may not relate directly to the job for which you are applying; 

• A job objective is targeted to a specific job. To avoid confusion, consider using the term objective by itself, which would be appropriate for many situations.

There are potential dangers of stating an objective:



• Limiting your job search to a narrow or dead-end arena 

• Discovering at the interview that the employer has a need that is different from the job you were considering, but is one in which you may be qualified and interested 

• Confusing or turning off the reader 



Avoid terms like challenging and rewarding which are self-serving and of little interest to most employers. Their challenge and reward is to hire employees who can help their company. In other words, hone your objectives to the job for which you are applying.

Education 

Education should precede employment history only if you are a recent graduate with little or no work experience, or if you are trying to change your career and have a degree that is more closely related to the position you are seeking than your employment history.

Optional Categories 

Optional categories include objectives, summary of qualifications (and similar topics), and personal details (in most cases these are best left out) such as date of birth, marital status, military record, and health.

Summary of Qualifications 

A detailed resume that includes a wealth of professional experience can employ this idea effectively. The summary may be inserted in addition to, or instead of, objectives, or the two can be combined into a qualifications and objectives section.

Note that there are many ways to represent a summary, and other labels to identify them:





     Business Experience:

     Over fifteen years of administrative and sales management in finance and insurance. Consistent record of improving financial results, operational effectiveness, and customer service.

     Profile:

     A highly motivated and effective business analyst experienced in project management and software implementation. Specialties encompass financial,  institutional, and retail applications. Proven strengths include problem solving, system specifications development, and system test coordination. Consistent record of promotions and increased responsibilities over the past thirteen years from programmer to project and business manager.

     SERVICE 
     Team and project management; business analysis and testing; assessment and creation of innovative documentation and training materials, compliance and requirements documents, RFP’s, and proposals. Applications include a wide range of financial services, pharmaceuticals, telecommunications, insurance, sales and marketing, publishing, and human resources.






A well-worded summary may entice the reader to read further or, conversely, to stop reading. It can be helpful if the applicant has had an extremely diversified background, including (for instance) teaching and industry, especially if the resume extends beyond a single page. A well-written summary attracts the reader’s eye, brings the essence of your resume into focus, and compels the reader to move on to the main details.

Personal Data 

Conventional and straightforward personal details may lend an air of respectability to your image, but nonessential information is more likely to work against you.

Realistically, prejudices do exist against single women, unmarried men over a certain age, and senior job seekers. Your date of birth may only serve to persuade potential employers to believe that you are too young (or old) for the job before the interviewer has even met you. Further, unless your physical or mental condition might limit your ability to perform traditional job functions, you should leave out references to health.

On the other hand, a military record may be worth mentioning if it includes specific job training or experience (such as technical or organizational).

Leave out:

• Reasons for leaving a job: They can be covered at the interview.

• Salary (past or desired): You need to know about the job in order to make sure you do not ask for too little or too much. Never risk eliminating yourself from the running before the race has started.

• Hobbies/memberships in social or religious organizations: A potential employer has no need of these details, and you cannot predict what may turn them off.

• Reasons for not having served in the military.

• Any potentially negative information about you—unless it involves a prison term, lost lawsuits, or handicaps that may affect your job performance.

• The label “Resume” or “Vitae”: If a glance fails to clearly identify your resume as such, the label will not help.

Visual Impact 

Use a consistent type style throughout your resume—boldface, italics, and caps will serve for headings and emphasis. Never send photocopies; either have your resume professionally printed, or use a high-quality laser printer. The difference is well worth the cost.

Print your resume on white or off-white quality paper. Make sure the resume is letter perfect by having it critiqued and proofread by someone reliable. Errors, typos, stains, abbreviations (etc., e.g., i.e.), technical jargon, and hip slang or buzzwords are strictly taboo.

Ensure Integrity 

Poorly conceived and written resumes tend to lack internal integrity, so make sure yours is consistent. If you include a job or career objective, support it by accomplishments. If you are interested in a high-level management position, emphasize your accomplishments in related management areas, any creative programs you may have developed, and so on.

If you include a Summary of Qualifications, assure that it briefly and truly represents the bulk of your resume. Otherwise you will alienate the reader. All the information in your resume needs to be consistent and interrelated.

Employment History 

A chronological resume should strike a balance between job content and accomplishments (as you will see in the following chapter). Begin with your current position and work back chronologically. Provide more detail on recent jobs, less on those you held further back in time. Avoid verifiable exaggerations that might constitute grounds for dismissal, and remember to use action verbs and phrases to present the facts to your advantage (Chapter 3).



Here is an example of a balanced job history:





1999 to present Flinthall Electronics, Dover, Ohio. Manager of product testing. Supervised testing group consisting of five industrial engineers whose mission was to institute methods for testing performance, job safety, and durability of projected products. While heading up this group:

• Initiated testing methods that reduced annual budget of group by 29%.

• Received award of excellence for innovations in testing by American Society of Research Engineers—2002.

• Increased group efficiency (time and quantity parameters) by 19%.

• Developed eleven patented testing procedures.








Use the opening paragraph to clarify the job’s objective. This lends clarity and objectivity to the accomplishments.

Organizations to Which You Belong 

It is okay to list groups that demonstrate achievement or professional standing, such as the National Association of Certified Public Accountants, or the Tool & Diemaker’s Guild. You can also indicate your leadership abilities as an officer or official in a strictly uncontroversial association, like the PTA or Junior Achievement. On the other hand, stay clear of political, religious, and potentially controversial groups, which absolutely do not belong on resumes.

Awards 

Do list awards that may relate to the employment you are seeking (for instance, Pulitzer Prizes, honorary doctorates, and so on). Leave out references to bowling or karate championships. Although such achievements may bolster your ego, they can create uncertain images in the mind of the interviewer. In addition, they have nothing to do with the job of winning the interview.




With these basic resume strategy guidelines in mind, we will now move on to creating a resume that will stand out from all the others.


CHAPTER THREE 
Describing Your Accomplishments 

The way you describe your accomplishments is at least as important as the facts you list. Active, energetic phrases attract the reader’s attention—dull and passive words will put him/her to sleep.

Examples: “Created” has more impact than “began;” and “promoted,” “instituted,” and “produced” hold more attention than “worked on,” “became,” or “finished.”

In fact, the first words used to describe your accomplishments can make the difference between an impressive resume and one that’s just ho-hum. Which may determine if it is being read or tossed into the circular file.

With this in mind, let us pause to digest “Hizer’s 57”—a list of action verbs that introduce an action person, the kind employers notice. Then we’ll present the mechanics of how to state your accomplishments in their best possible light.

Action Verbs 


HIZER’S 57 









	administered
	directed
	negotiated



	advanced
	eliminated
	organized



	advised
	established
	planned



	analyzed
	evaluated
	prepared



	authored
	expanded
	produced



	automated
	focused
	promoted



	coached
	headed up
	provided



	    conceptualized    
	identified
	published



	conducted
	    implemented    
	reduced



	contained
	improved
	researched



	contracted
	increased
	restructured



	controlled
	initiated
	reversed



	coordinated
	innovated
	saved



	created
	instituted
	streamlined



	cut
	introduced
	supervised



	decreased
	led
	taught



	designed
	maintained
	trained



	developed
	managed
	trimmed







This may not be the ultimate list of all existing action verbs, but you can apply one or more of them to just about any field, industry, or profession in order to demonstrate why your skills would be an asset to an employer.

Now that you are equipped with these effective action verbs, let’s turn them into action phrases that illustrate your accomplishments in their best light.

Action Phrases 

Dull resumes tend to offer the kinds of images that look like they were copied right from corporate personnel files: little more than recycled and overused clichés. Clearly a poor resume strategy.

The Resume Handbook way is to use descriptions that stress your noteworthy accomplishments in a manner that attracts and holds the reader’s attention.

An interview-winning resume balances job content with accomplishments, weaving them into an attention-getting style. Call it flair, technique, or pizzazz . . . we think of it as impact.

To illustrate this point, we offer several typical and contrasting examples of the kinds of statements typically found in resumes. Those on the left are dull and tell only half the story: what was done. The action phrases on the right present a larger context in which accomplishments can be evaluated in a meaningful context. These are also more interesting to read because of their effective use of action verbs.












	Dull
	With Impact



	1. Raised sales from previous year.
	1. Reversed 3-year negative sales trend; sales up 17% over prior year and 22% over past 3-year average.



	2. Began new employee programs, lowering turnover.
	2. Created and launched two new employee relations programs (flextime and job posting), resulting in a 19% turnover reduction.



	3. Handled bookings for elderly pop group.
	3. Administered bookings, travel, and accommodations for octogenarian octet.



	4. Housewife for the past seven years.
	4. Managed and organized six-memberhouse hold with annual budget of $65,000.



	5. Marketed new travel plan to corporations, increasing sales $19 million.
	5. Initiated new market concept of packaging travel to corporations for incentive programs, resulting in sales of $19 million (more than double expectations).



	6. Worked for losing congressional candidate for ten months.
	6. Organized and coordinated political campaign for leading gubernatorial candidate.



	7. Opened new sales offices in two cities that made quotas ahead of schedule.
	7. Researched feasibility, then established two new sales offices; both operated above sales quotas within two years (eight months ahead of schedule).



	8. Hired and trained six new polarbear tamers since 2005. Only one serious casualty.
	8. Recruited, trained, and motivated six new polar bear tamers since 2005; five continue to excel.



	9. Lowered operating costs in my division by $2.1 million.
	9. Initiated cost reducing plan resulting in a 27% ($1,210,000) cost reduction with no negative effect on production capability.



	10. Scheduled and ran software orientation classes for managers.
	10. Conducted leadership training for forty-eight supervisory and management level staff members.



	11. Increased sales and profitability during budget cuts.
	11. Expanded profitability and market penetration sales by 14% during a period of budgetary cutbacks.



	12. Contributed to efficiency of our department.
	12. Increased group efficiency as measured by time and quantity parameters by 35%.



	13. Wrote ornithology procedures eightymanual for museum.
	13. Conceptualized and authored eightymanual eight-page ornithology procedures manual for museum zoological research department.
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