RESUME WRITING

The importance of your resume cannot be overemphasized. Your resume represents you and your skills to those who have not met you, so it should be your masterpiece, prepared with considerable care and thought. 

What to Include

Resume layouts differ among job-seekers and vary as widely as do the individual applicants. A good recommendation to follow is to try to keep all your information contained on one typed page (well-reproduced copies are also acceptable). The use of: white space is important -in creating the impression of neatness and orderliness, BE CAREFUL TO PROOFREAD ALL YOUR MATERIAL Careless erasures and misspelled words are inexcusable and may cost you a good chance at getting the job, or even the necessary interview to get a chance at the job, 

Resume Information: 

a. Personal Data: name, address, and telephone number

b. Occupational Goal: type of employment sought, areas of employment interest, and 

    limitations you wish to set. This career objective will be discussed later in this guide.

c. Education: degree received, date, major, minors, grade point, courses of particular 

    value, percentage of self-support while in school. 

d. Activities, Honors, Awards and' Scholarships: student organizations, professional 

    societies, campus activities, sports, offices held, special projects, and committee  

    assignments. 

e. Experience: work experience, military service, school projects, summer work, part-

    time or volunteer jobs, and applicable hobbies. 

I. References: contact past employers, teachers, and club leaders who will agree to 

    provide character and professional references in case a prospective employer requests 

    them. 

Word Choice

In your resume you need to describe yourself and what you can do in a way that will attract the attention of a prospective employer. Many people possess significant, marketable skills~ but yours may be just as strong, or stronger Use your knowledge to find the unusual within yourself, the things that will attract the eye, and the character traits that will set you apart in. the mind of your prospective employer. Don't use words that appear to be static; action verbs have stronger force. Describe your skiffs in functional terms using action verbs to express your uniqueness, creativity and drive. You want to stand out from the others applying for the position. 

Vocabulary to Broaden Your Skill Identification

After identifying your skills in your own words, many of the following sample vocabulary words may help broaden your identification of your skills. These are universal words, applying across all fields. 

ACCOMPLISHING
         DIRECTING
              ORGANIZING

ACHIEVING
                     ENTERPRISING
  ORIGINATING

ACTIVATING
         ESTABLISHING
  PERFORMING

ADJUSTING
                     ESTIMATING
              PERSUADING

ADMINISTRATING
         EVAWATING
              PLANNING

ADVANCING
         EXECUTING
              PREDICTING

ANALYZING
                     EXPEDITING
              PREPARING

ARRANGING
         FORECASTING
  PRODUCING

ATTAINING
                     FORMULATING
  PROGRAMMING

CHAIRING
                     IMPLEMENTING
  PROJECMNG

COMMUNICATING
         IMPROVING
              PROMOTING

COMPARING
         INFLUENCING
              PROPOSING

CONDUCTING
         INFORMING
              RECONCILING

CONTROLLING
         INITIATING
              REPORTING

CONVINCING
         INSPECTING
              RESEARCHING

COORDINATING
         INSTITUTING
              REVIEWING

COUNSELING
         INSTRUCTING
              REVISING

CREATING
                     LEADING
              SUCCEEDING

DEALING
                     MANAGING
              SUGGESTING

DEFINING
                     MONITORING
              SUPERVISING

DESIGNING
                     MOTIVATING
              TRAINING

DEVELOPING
         NEGOTIATING
  WRITING

DEVISING
                     OPERATING

Developing a Career Objective

Since the career objective is often the first item on a resume or one of the first sentences in your cover letter, a poorly written objective may not convince Your reader that your career goals are the right match for the position and that means no interview. Meaningless, non-specific objectives do not serve any applicant well, not do those objectives that focus on what the applicant wants from the organization. Rather, you’ll want to describe what abilities, skills, and qualities are being offered to that organization. 

Always Relate Your 0bjective to Your Audience!!!

While you want a good job~ your audience wants to know what you can do for them. Always relate your objective to the workplace rather than using it as a self-centered plea to a prospective employer. Often, the best objectives state the functional area that the applicant wants to be considered for while presenting the skills reflecting the abilities of the applicant. 

Avoid phrases such as: opportunity for advancement; a challenging position; a progressive company; a Position requiring creativity; a company that recognizes ...; and a chance to... 

While these terms sound very nice to the preparer they mean absolutely nothing to the person who will be-making-the decision to interview you for the position. Any candidate that implies vague generalities will get a. vague response in return; vague objectives tell the Prospective employer that the candidate has no idea what an objective is all about. 

Some Examples: 

Weak, Non-Specific Objectives

A challenging and demanding position of responsibility, offering me training and advancement with a goal-oriented organization. 

To obtain a management position in marketing, production, personnel, or purchasing, in a company offering opportunity for growth and advancement 

A position in social services, which will allow me to work with people in a helping capacity. 

A position in personnel administration with a progressive firm. 

A supervisory position offering opportunities to gain recognition and prestige in a large corporation. 

Strong, Clearly-Stated Objectives

A position in real estate management or development, requiring financial, analytical, and communication skills. 

Entry-level position in a consumer goods manufacturing company which would draw on chemical engineering education, research-oriented interests, and high levels of involvement and results orientation. 

A public relations position which will maximize opportunities to develop and implement programs, to organize people and events, and to communicate positive ideas and image & 

To provide a large manufacturing, wholesaling, or retailing corporation with creative, imaginative, sales-building advertising programs. 

To join a corporation in the Columbus, Ohio area and contribute knowledge, creative insights, and leadership to a major department or division requiring imaginative design and control of processed information. 

Format

There is no generally preferred way to format a resume, although three styles are more widely acceptable than others. The Chronological Resume presents your education and work experience in a reverse time sequence that reveals Your most recent jobs and most recent degrees first. In this form, you will list responsibilities and achievements under each category either in a -certain job or from a certain degree, If you've had several part-time or summer jobs that relate to the position for which you are applying, the Chronological Resume may be the best way to highlight your experience. 

The Functional Resume allows you to group your experiences under skill categories featuring your strengths. In this form, job titles and work history dates are de-emphasized by a separate listing of work experience. This form may be desirable if you have not had internships, held work outside college courses, or participated in extracur6culars related to your intended field. It combines all of your experiences that relate to a specific skill or talent that employers may be looking for in a prospective employee. 

The Targeted Resume is designed to focus almost exclusively on the capabilities You have for a specific job. The job objective is always included in t1iis type of resume. In addition, the Targeted Resume lists your achievements in a separate category. This form can be advantageous if you know what type of position you want and if you have strong qualifications for that position

In the next few pages, examples of these three forms of resumes are. displayed as a guide to assist you in preparing your own. The Chronological, Functional, and Targeted Resumes follow in order: 

Overall Resume Writing Tips

a. Write the resume yourself; no one else knows your background as well as you do. 

b. Write the resume in terms of what you can do for the employer and what value you can 

     be to an organization. 

c. Rank your order from most important to least important, not only down the page but 

    within categories as well. 

d. Eliminate all unnecessary words. Avoid use of the first person "I" Completely avoid 

    the third person "He' or "She:' 

e. Keep everything short with no paragraph containing more than ten lines, and use 

    phrases where appropriate. 

f. Place your career objective beneath your name and address and include it in your cover 

   letter.

h. Don’t make it cramped

i. Highlight using caps, bold print.

j. Use single space, but double between paragraphs, and triple between sections

k. If you use two pages, number the second with your name included. No address is 

   needed. 

l. Have someone with good English skills check for spelling, punctuation, and grammar. 

m. Be prepared to write your resume several times. 

n. Enclose your resume with an individually typed cover letter when mailing to a 

    prospective employer.
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