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RESUMES

Target



Self Marketing

• Why do we market things?

– To sell a product

• What’s your product?

– You!



What is a Resume?

• A brochure

or 

• A product sheet

– Should include highlights, things that set your 

product apart and make it irresistible to your 

prospective customers

– Like a product sheet, it should show the features 

of the product -- You -- in a compelling way

– Regardless of what the marketing guys may tell 

you content is everything -- presentation is 

important, but you need content!



How to Start?

Get yours out, and we’ll get going!

• If you don’t have yours with you right now, why 

not?

– When you’re looking for work, always have one!

Start with a list

• Begin with all the places you’ve worked

• For each, put down the title -- or titles -- you held 

there and your dates of employment

Let your list go as long as you need –

worry about trimming and focusing it later



Get Specific

• For each title/job, list the particulars of what you did 
in it

– Duties and responsibilities

– Accomplishments

– Quantifiable results

• !ƎŀƛƴΣ Ƨǳǎǘ ǿǊƛǘŜ ƛǘ ŀƭƭ ŘƻǿƴΣ ŘƻƴΩǘ ǿƻǊǊȅ ŀōƻǳǘ 
having too much yet!



Re-Write

• Now, re-write all those duties and 

accomplishments

– Put the verbs up front, so the reader sees Action

• Before:

Manager of four engineers

• After:

Led four-person engineering team

– Replace dull verbs and flabby words with

POWER WORDS, words that grab the reader’s 

attention



Power Words



Power Word Example

• Change 

– Did publications group management

to

– Led publications team

• Piloted intranet help site

• Reduced support call volume by 15%

• Oversaw 5 writing specialists

• Coordinated project schedules with organization needs



Power Word Example (contôd)

• But avoid empty jargon!

– “Implemented win-win strategies to synthesize 

with corporate goals”

They’ll know you got your shovel out for that one, and 

they’ll wonder if you’ll use it in your job!



Start Pruning

• Now, go through your lists and start circling the 
things you definitely want a potential employer to 
ǎŜŜΣ ŀƴŘ ŎǊƻǎǎ ǘƘǊƻǳƎƘ ǘƘŜ ǘƘƛƴƎǎ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ƻǊ 
think are repetitive 



List All Your Skills

• Your skills are the features you’re trying to sell 

your product -- you -- on

– Write down all the software applications, 

certifications, programming  languages, etc. you 

know, as well as  certifications you have --

anything someone might be specifically looking 

for 



Donôt Forget Your Education

• List schools, degrees, and certifications



Find Your Symbol

• A symbol instantly identifies you

• Your symbol differentiates you, creates an icon 

of you in your audience’s memory -- it makes 

you stand out in interviewers’ minds when they 

recall you

– Not literally a graphic, but a unique detail about you

• What’s your symbol?

http://www.google.com/imgres?imgurl=http://www.officialpsds.com/images/thumbs/Superman-Logo-psd35701.png&imgrefurl=http://www.officialpsds.com/Superman-Logo-PSD35701.html&usg=__l6xv5aiwlY8LiQoHgGXn7rwCXNM=&h=286&w=400&sz=90&hl=en&start=186&um=1&itbs=1&tbnid=vr3tAo1mpDZ77M:&tbnh=89&tbnw=124&prev=/images%3Fq%3Dsuperman%2Bemblem%26start%3D180%26um%3D1%26hl%3Den%26sa%3DN%26ndsp%3D20%26tbs%3Disch:1


Choose the Resume Format You Want to 
Use

Time to organize all those lists! 

• You have three basic choices:

– CV

– Chronological resume

– Functional resume



CV

A long, multi-page document detailing your 

educational and academic background as well as 

teaching and research experience, publications, 

presentations, awards, honors, and affiliations

• Typically, in the U.S., it’s used only in 

academia/education, medicine, law, science, 

and media



Chronological Resume

The typical resume -- contact information at the top, and 
a list (most-ǊŜŎŜƴǘ ŦƛǊǎǘύ ƻŦ ŀƭƭ ǘƘŜ ǇƭŀŎŜǎ ȅƻǳΩǾŜ ǿƻǊƪŜŘ 
ŀƴŘ ǘƘŜ Ǉƻǎƛǘƛƻƴǎ ȅƻǳΩǾŜ ƘŜƭŘ ŀǘ ŜŀŎƘ

• Pros of using the Chronological format

– Good for showing longevity in employment

– Standard -- everyone uses it, everyone knows it, everyone 
expects it

• Cons of using the Chronological format

– Focuses on the employers and titles, not skills and 
accomplishments

– Can emphasize job changes and create an 
ƛƳǇǊŜǎǎƛƻƴ ƻŦ άƧƻō ƘƻǇǇƛƴƎέ



Chronological Resume
Sample



Functional Resume

A more recent development, a functional resume 

emphasizes skills and accomplishments, highlighting 

what you know and what you’ve done

• Pros of using the Functional  format

– Focuses attention accomplishments and transferable 

skills (especially good if you’re trying to move into a 

different type of role or into another industry)

– De-emphasizes job changes

• Cons of using the Functional  format

– If unfamiliar with the format, the reader may stop

– Some people don’t even trust them, and believe applicants 

use this format to hide things in their employment history!



Functional Resume
Sample



Regardless of Format

• Use bullet lists

– Bullet lists make your resume quickly scannable

by a reader -- they’re eye-friendly, especially with 

a power word next to each bullet

• Get the “crap” off your resume

– Keep it focused on your selling points 

– If something isn’t making a point about why 

you’re the person they need to talk to -- or making 

you stand out -- get rid of it!



Regardless of Format (contôd)

• Keep the layout open and friendly

– Don’t crowd or use very small type

– White space can help you stand out in a stack of 

paragraph-heavy resumes

– Open layouts attract readers



or



So, Which Resume Format Do I Use?

It’s a gamble . . .

• Stick to Chronological, and readers may miss 

the skills and accomplishments you want them 

to see

• Create a Functional, and you risk putting off the 

people who don’t like or trust them

• So, do both!



Wait -- More than one resume?

Yep.

• Some reviewers request a specific format!

• Besides formatting, tailor a resume for 

each position you apply for

– Move skills and experience relevant to the job 

description to the top of each section

– Target the job you’re applying for and massage 

your qualifications toward it

• If the listing says they need an MS Excel expert, make 

sure Excel is the first thing they see listed; If they need 

a project manager, put that experience at the top



Lay Out Your Resume

• There’s a lot of good books -- and websites --

with great samples of resumes and directions for 

margins, fonts, spacing etc.
– The Resume.Com Guide to Writing Unbeatable Resumes by Warren 

Simons and Rose Curtis

– Knock 'em Dead Resumes: Features the Latest Information on: Online 

Postings, Email Techniques, and Follow-up Strategies by Martin Yate

– Guerrilla Marketing for Job Hunters 2.0: 1,001 Unconventional Tips, 

Tricks and Tactics for Landing Your Dream Job by Jay Conrad Levinson, 

David E. Perry, and Darren Hardy

– Susan Ireland’s Resume Site (http://susanireland.com/resume/examples/)

– JobStar Central (http://jobstar.org/tools/resume/samples.php)

– Get a Job! (getajob-tips-for-getting-hired.blogspot.com/)



Lay Out Your Resume (contôd)

• Research a bit, pick one you like, and apply the 
content pointers we went over to create the resume 
you want to represent you out in the world



Layout Tips

• Heading -- at the top of your resume  always 

include your:

– Name

– Address

– Phone number

– Email

– LinkedIn URL

– Website/online portfolio URL (if you have one)

(if you don’t have one, get one!)



Layout Tips (contôd)

• Don’t use the templates MS Word provides

– They’re nice and functional, but everyone has 

Word and everyone uses them -- so your resume 

looks likes everyone else’s -- and your goal here is 

to stand out from the crowd!

• Length -- forcing your resume to fit on one page is 

almost as bad as letting it go in for six and a half; If 

you need a second page, use it, but make sure it 

all fits, and it’s all concise, solid information



Layout Tips (contôd)

• Objective -- The typical resume objective is a 

“duh” for your reader

– “Seeking a position where I can use my skills to 

benefit my employer” -- since you’re applying for 

the job, they already know that!

• As valuable as your resume “real estate” is, 

you’re better off creating a section at the top of 

your resume highlighting your primary skills

– Use the space instead to list the things you 

uncovered in the job description that you want the 

reader to see right away!



Layout Tips (contôd)



Layout Tips (contôd)

• References -- άwŜŦŜǊŜƴŎŜǎ ŀǾŀƛƭŀōƭŜ ǳǇƻƴ ǊŜǉǳŜǎǘέ 
only takes up more real estate that you can use for 
listing all the features that make you the best choice 

– Instead, create a separatereferences sheet to attach 
to your resume or to hand to an interviewer when you 
meet



Distributing Your Resume

• For hardcopies, use good paper (not the standard 
20# white copy paper everyone has)

• For electronic copies,

– Put it your resume in .doc (MS Word) format

• Most everyone can read it
– Be careful not to save as .docx (Windows Vista, Windows 7) --
ƻƭŘŜǊ ǾŜǊǎƛƻƴǎ ƻŦ ²ƻǊŘ ŎŀƴΩǘ ƻǇŜƴ ŦƛƭŜǎ ƛƴ ǘƘŜ ƴŜǿŜǊ ŦƻǊƳŀǘ

• Some companies use software to extract info from a 
resume, and the extraction programs are usually made 
to work with Word files

– Also put your resume in .pdf (Acrobat) format

• Displays exactly how you formatted it (no filter or font issues)



Summary

• Your resume is a sales tool, like a brochure

– Use it to show all your best features in the best way!

• Use bulleted lists with power words to show your 

skills and accomplishments

– Find a symbol to help you stand out!

• Create multiple versions of your resume

– Different formats for different readers

– Re-write for specific job descriptions

• Make sure your resume is eye-friendly



COVER LETTERS

Target



What is a Cover Letter?

• It’s a pitch

• You’ve got less than  minute (typically thirty 

seconds) to grab a reader’s attention 

– The first (top) third of your letter is crucial!



Salutation

• Whenever possible, use the person’s name

– People love to hear their own name

• Be sure to use a title (Mr., Ms., Dr., etc.)



Salutation (contôd)

• If you’re unsure of anything (is it Mr. Robin 

Carter or Ms. Robin Carter?), research!

– Check LinkedIn

– Check the company’s website

– Call the company and ask the receptionist

– Look up the person on Google

– You can get around it by just writing 

“Dear Robin Carter”



Salutation (contôd)

• LŦ ǘƘŜ ƭƛǎǘƛƴƎ ȅƻǳΩǊŜ ǊŜǎǇƻƴŘƛƴƎ ǘƻ ƛǎ ŎƻƳǇƭŜǘŜƭȅ ōƭƛƴŘ 
(no name)

– You can get away without a salutation in email

ōǳǘ ƛǘΩǎ ŀƭǿŀȅǎ ōŜǎǘ ǘƻ ǇŜǊǎƻƴŀƭƛȊŜΗ

– Go with a simple generic salutation

• Dear Hiring Manager

• Dear Future Employer 
(brassy, but some readers may appreciate the brass!)



First Paragraph

This is a sales letter -- Hook the reader at the 

beginning

• Not

I read your ad with great interest, and think I’m a good 

match.

• But
As an engineer with over fifteen years of managing a CAD team 

delivering aircraft part designs, I can bring considerable experience 

to solving the challenges of the CAD manager position you listed 

on Craigslist.



First Paragraph (contôd)

• Better still
As an engineer with over fifteen years of experience managing a 

CAD team delivering aircraft part designs, I’m confident that as 

CAD manager I can solve the parts design challenges we 

discussed over lunch after Tammy Finn introduced us.

– If you can note a personal connection, 

do it!



Highlight Your Resume

• You resume has all the details -- give them the main 
points that make you a match

– If the ad mentions management experience, note 
ȅƻǳǊ ƳŀƴŀƎŜƳŜƴǘ ŜȄǇŜǊƛŜƴŎŜΤ LŦ ǘƘŜȅΩǊŜ ƭƻƻƪƛƴƎ ŦƻǊ 
ΦbŜǘ ŘŜǾŜƭƻǇƳŜƴǘ ŜȄǇŜǊƛŜƴŎŜΣ Ǉǳǘ ƛǘ ǿƘŜǊŜ ǘƘŜȅ ŎŀƴΩǘ 
miss it



Highlight Your Resume (contôd)

• Be specific

– Not
I’ve worked with .Net for five years.

– But
For the last five years, I’ve architected and coded everything 

from online commerce sites to internal customer management 

applications using .Net.

• Use your key points from your resume

• Use your POWER WORDS

• Build your case!



Summary Paragraph

• Highlight your highlights

– Thanks for your consideration. With the broad skill set 
LΩǾŜ ŀǇǇƭƛŜŘ ƭŜŀŘƛƴƎ ŎƻǊǇƻǊŀǘŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎ ŜŦŦƻǊǘǎΣ 
LΩƳ ŀƴ ƻǳǘǎǘŀƴŘƛƴƎ ŎŀƴŘƛŘŀǘŜ ŦƻǊ ǘƘƛǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎ 
manager role.

• Drop a name if you can

– A contact within the target company

– Someone they might recognize from outside the 
company

L ǘƘƛƴƪ Ƴȅ ǘƛƳŜ ƛƴ DƻǾŜǊƴƻǊ bƛȄƻƴΩǎ ƻŦŦƛŎŜ Ƙŀǎ ǇǊŜǇŀǊŜŘ 
me well for this executive assistant role.



Closing Line

• Iƛǘ ΩŜƳ ŀƎŀƛƴ ǿƛǘƘ ȅƻǳǊ ǎƪƛƭƭǎ ŀƴŘ ǿƘȅ ȅƻǳΩǊŜ ǘƘŜ ōŜǎǘ 
choice

• Close confident and strong -- and 
ask for action!

My resume is attached. For samples of my work, please go to 
my website, http://mywebsite.com/portfolio.html. Thanks for 
your consideration. I believe my skills and experience make 
me an outstanding candidate for this communications 
manager role, so please call me at 314.961.xxxx so we can 
ŘƛǎŎǳǎǎ ǘƘŜ ŎƻƴǘǊƛōǳǘƛƻƴǎ L Ŏŀƴ ƳŀƪŜ ǘƻ !./ LƴŎΦΩǎ ǎǳŎŎŜǎǎ ƛƴ ƛǘΦ



Layout

• For email, keep it short

– Five paragraphs of a few lines each -- readers will get 
tired of scrolling!

• For paper,

– Use a standard letter format (lots of books on this)

– Keep the layout open and friendly . . . remember . . .



or



Proof Your Letter!

• No matter how excited you are (actually, especiallyif 
ȅƻǳΩǊŜ ǊŜŀƭƭȅ ŜȄŎƛǘŜŘΗύ wŜŀŘ ȅƻǳǊ ƭŜǘǘŜǊ ƻǾŜǊ ōŜŦƻǊŜ 
sending it

– Read it again

– Read it backwards

– Have someone else read it (if possible) before you 
send it out

• ¢ȅǇƻǎ ŀǊŜ ōŀŘΣ ōǳǘ ƴƻǘƘƛƴƎΩǎ ǿƻǊǎŜ ǘƘŀƴ ŀǇǇƭȅƛƴƎ ŦƻǊ 
a job at Charter with a letter that says how excited 
ȅƻǳΩŘ ōŜ ǘƻ ǿƻǊƪ ŀǘ aŀǊƛǘȊΗ



Summary

• Your cover letter is another sales tool -- your first 
chance to hook a reader

• Personalize whenever you can

• Highlight your best points

– Make sure to emphasize skills and experience the job 
description lists

– Use Power Words

– Build your case!

• Close by repeating your qualifications and ask for 
action!



COMMITTEE VOLUNTEERING 
TALK

Obligatory


