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RESUMES



Self Marketing
]

 Why do we market things?
— To sell a product
 What's your product?
— You!



What is a Resume?
N

 Abrochure
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?
S

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
B

 For each title/job, list the particulars of what you did
In It
— Duties and responsibilities
— Accomplishments
— Quantifiable results
el LAY 2dza0 SNRGS AU | f
having too much yet!



Re-Write
N

 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

adapted
advised
advocated
accelerated
accomplished
abolished
advanced
attained
achieved
awarded
benefited
branded
boosted

budgeted

built
bolstered
benchmarked
converted
consolidated
collaborated
conceived
coordinated
diagnosed
developed
decreased
devised
directed

expanded

expedited
factored
financed
formulated
fostered
identified
implemented
innovated
launched
mediated
mandated
netted
originated

proved

prepared

prevented

perfected

pinpointed

qualified

realigned

realized N\O‘SN @0°
rebuilt o\Ne \)3‘; ot
shaped \\°“
taught

targeted
uncovered

united

validated



Power Word Example

I
« 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 Exampl e (ci
N

« 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
E—

* Now, go through your lists and start circling the
things you definitely want a potential employer to
4SSYT YR ONR&aa UOKNRIAK |
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



Donot Forget Your Edu:d
.

« List schools, degrees, and certifications



Find Your Symbol
B

« 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



CvV

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
B

The typical resume -- contact information at the top, and
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* 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
AYLINBaAaAzYy 2F a220 Kz2LILAyYy3IE



Chronological Resume
Sample

Shannon K. Mahoney

123 Nosegav Street * Northampton, MA 12345 » (123)555-1234 * smahol@®bamboc.com

Technical Instructor

SUMMARY OF QUALIFICATIONS

* More than 10 vears’ experience as a technical instructor. Skills include:
Curriculum Development Technical Expertise
Individual and Group Training Client Service

* Effectivelv communicate technical information to non-technical audiences, improvising
curricula and style to meet diverse andience needs.

* High-energy, confident professional with an infectious enthusiasm for technology.

PROFESSIONAL EXPERIENCE

2002-pres. Computer Networking & Data Communications Instructor, TTL, Northampton, MA

* Developed enfry-level and ad vanced curricula on a wide range of topics, consistently
meeting tight deadlines. Subjects included:
- Networking basics (topologies, protocols, architectures, cabling schemes)
- Windows NT4.0
- UNIX and Novell 312 (courses and labs)
- Client/server applications vs. peer-to-peer networking
- Fiberophics
* Geared curricula and presentation style to needs of diverse audiences, from recent
high school grads to foreign-born Ph D s, addressing learner issues such as:
- English as a second language.
- Differing levels of computer skills and technical ability.
- Culture-based learning styles and classroom etiquette.

* Earned 2002 “Rookie Teacher of the Year” award for teaching excellence.

199902 Electronics Instructor, Hammersley Training Institute, Boston, MA

* Incorporated field experience and technical knowledge into learner-centered
presentations emphasizing interactive, hands-on practice.
* Ensured that curriculum was current with changing industry requirements.
- Surveyed past graduates and conducted a needs analysis.
- Acted as ongoing liaison betiween management and learners.
* Presented programs to prospective clients on:
- Organizational vision and goals.
- Program opportunities and applications relevant to client needs.

* Promoted a relaxed, supportive learning atmosphere that featured teamwork and
students teaching one another.




Functional Resume
N

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

Ken C. Hartsock
3-D Modeler and Animator

123 Elmo Avenue

St Paul, MN 125345
(123)555-1234
khartsock@bamboo.com

HIGHLIGHTS OF QUALIFICATIONS
* Skilled at generating organic models and character animation.
* Creative interest in surreal productions.
* Proficient in: SGI:
Alias Power Animator with all advanced modules
Macintosh: MacroModel, StradaVision, Sketch, lllustrator, and FreeHand

* Lifelong pursuit of drawing, painting, modeling, music, and acting,

RELEVANT ACCOMPLISHMENTS

3 DMODELING, RENDERING, AND ANIMATION
* Contracted by Crux Corporation as 3-D animator for Virtual Space Chase video game for the
new 32-bit Morris by Glenco (to be released this December):
- Generated all animation.
- Created human and object models.
- Produced a realistic feel despite restricted resolution.
- Completed project prior to deadline.

* Modeled and animated pyrotechnical effects for Blast Off's new CD-EOM game.
* Applications engineer for Flashtech, one of the largest Alias refailers in the US.

* Generated models and flving logos for Channel b in Montreal.

FINE ARTS AND MUSIC
* Achieved scholarship to attend Frazer College of the Arts.

* Contracted by the Museum of Native American History to construct a model of a pueblo from
the first millennium.

* Won the Granby Society Scholarship for gifted painters.

WORK HISTORY (Concurrent with education)
2001-pres. Marketing Associate, Sleep Safe, Inc, St Paul, MN

EDUCATION AND TRAINING
BS, Multimedia, University of Minnesota, 2006
Computer:  SGISvstem Administration Course
Advanced Animation Course by Alias

Fine Arts: Watercolor Classes, Frazer College of the Arls
Architectural Modeling Workshop
Portrait Painting with Bridget Snyder

b P b P I RN T (I AR T . A . I S T T




Regardless of Format
—

 Use bhullet 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 For mat
I

« 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 atiract readers



CHAPTER 1

LOOMINGS

Carr me Ishmael.* Some years ago—never mind how long
precisely—having little or no money in my purse, and nothing par-
ticular to interest me on shore, I thought 1 would sail about a little
and see the watery part of the world. It is a way I have of driving off
the spleen, and regulating the circulation. Whenever [ find myself
growing grim about the mouth; whenever it is a damp, drizzly
November in my soul; whenever I find myself involuntarily pausing
before coffin warehouses, and bringing up the rear of every funeral |
meet; and especially whenever my hypos* get such an upper hand of
me, that it requires a strong moral principle to prevent me fr
deliberately stepping into the street, and methodically knocki
people’s hats off—then, I account it high time to get to sea as soon a®
I can. This is my substitute for pistol and ball. With a philosophical
flourish Cato throws himself upon his sword; I quietly take to the
ship. There is nothing surprising in this. If they but knew it, almost
all men in their degree, some time or other, cherish very nearly the
same feelings towards the ocean with me.

There now is your insular city of the Manhattoes * belted round
by wharves as Indian isles by coral reefs—commerce surrounds it
with her surf. Right and left, the streets take you waterward. Its
extreme down-town is the battery, where that noble mole is washed
by waves, and cooled by breezes, which a few hours previous were
out of sight of land. Look at the crowds of water-gazers there.

Circumambulate the city of a dreamy Sabbath afternoon. Go from
Corlears Hook to Coenties Slip, and from thence, by Whitehall,
northward. What do vou see? — Posted like silent sentinels all around
the town, stand thousands upon thousands of mortal men fixed in
ocean reveries. Some leaning against the spiles; some secated upon
the pier-heads; some looking over the bulwarks of ships from China;
some high aloft in the rigging, as if striving to get a still better
seaward peep. But these are all landsmen; of week days pent up in
lath and plaster—tied to counters, nailed to benches, clinched to
desks. How then 1s this? Are the green fields gone? What do they
here?
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lhe sun did not shine.

It was too wet to play.
So we sat in the house
All that cold, cold, wet day.

1




So, Which Resume Format Do I Use?
E—

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

S0, do both!



Wait -- More than one resume?
N

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
o

* 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 (¢
]
» 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

— Emall

— LinkedIn URL (if you don’t have one, get one!)
— Website/online portfolio URL (if you have one)



Layout Ti1ps (cont o0d)
R

* 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 Ti1ps (cont o0d)
R

* Objective -- The typical resume objective is a

“duh” for your reader

— “Seeking a position where | 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 (cont od)
I

Shannon K. Mahoney

123 Nosegav Street * Northampton, MA 12345 « (123)555-1234 * smahol@bamboo.com

Technical Instructor

SUMMARY OF QUALIFICATIONS

* More than 10 vears’ experience as a technical instructor. Skills include:
Curriculum Development Technical Expertise
Individual and Group Training Client Service

* Effectively communicate technical information to non-technical audiences, improvising
curricula and style to meet diverse audience needs.

* High-energy, confident professional with an infectious enthusiasm for technology.

Ken C. Haritsock
3-D Modeler and Animator

PROFESSIONAL EXPERIENCE 123 Elmo Avenue
St Paul, MN 12345
{(123)555-1234
khartsock@bamboo.com

2002-pres.  Computer Networking & Data Communications Instructor, TTL Nerthampton, MA

HIGHLIGHTS OF QUALIFICATIONS
* Skilled at generating organic models and character animation.
* Creative interest in surreal productions.

* Proficient in: SGI:
Alias Power Animator with all advanced modules
Macintosh: MacroModel, StradaVision, Sketch, llustrator, and FreeHand

* Lifelong pursuit of drawing, painting modeling, music, and acting.

RELEVANT ACCOMPLISHMENTS

3 DMODELING, RENDERING, AND ANIMATION
* Contracted by Crux Corporation as 3-D animator for Virtual Space Chase video game for the

g0 325018 Morgis by Glenco ffo be released this Decemberl




Layout Ti1ps (cont o0d)
]
« Referencesa wWSTFSNBy OSa | gl Af |
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
B

 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) --
2f RSNJ OSNARAAZ2Yya 2F 22NR Ol yQi

« 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
o

* 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



Target

COVER LETTERS



What is a Cover Letter?
N

 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
B

 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 (contod)
R

* 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 (contod)

LT GKS fAA0AY3 &2dzONB NI
(no name)
— You can get away without a salutation in email

odzi A0Qa Ffgléea oSad G2 L
— 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
| 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, | can bring considerable experience

to solving the challenges of the CAD manager position you listed
on Craigslist.



First Paragraph (cont
R

o 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 | 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
E—

* You resume has all the detalls -- give them the main
points that make you a match
— |f the ad mentions management experience, note
82dzNJ YIyI 3SYSy (il SELISNRASY
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miss it



Hi ghl 1 ght Your Resume
R

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
o

 Highlight your highlights
— Thanksﬂfor your considgra}tion. With tvhe broad slgill set
LQJS | LILIX A SR t SFRAYy3 O2ZN
LQY |y 2dziaudl yRAY 3 Ol YRA
manager role.
* Drop a name if you can
— A contact within the target company

— Someone they might recognize from outside the
company
L GKAY]l Y& GAYS Ay D2OSNY
me well for this executive assistant role.



Closing Line
B

el AU QSY |3FAY SAGK &2dzNJ
choice

 Close confident and strong -- and
ask for action!

My resume is attached. For samples of my work, please go t«
my website, http://mywebsite.com/portfolio.ntml. Thanks for
your consideration. | 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
RA&Odzaa (0UKS O2yUNROGdzUAZY A L



Layout
R

* For emall, 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. ..



CHAPTER 1

LOOMINGS

Carr me Ishmael.* Some years ago—never mind how long
precisely—having little or no money in my purse, and nothing par-
ticular to interest me on shore, I thought 1 would sail about a little
and see the watery part of the world. It is a way I have of driving off
the spleen, and regulating the circulation. Whenever [ find myself
growing grim about the mouth; whenever it is a damp, drizzly
November in my soul; whenever I find myself involuntarily pausing
before coffin warehouses, and bringing up the rear of every funeral |
meet; and especially whenever my hypos* get such an upper hand of
me, that it requires a strong moral principle to prevent me fr
deliberately stepping into the street, and methodically knocki
people’s hats off—then, I account it high time to get to sea as soon a®
I can. This is my substitute for pistol and ball. With a philosophical
flourish Cato throws himself upon his sword; I quietly take to the
ship. There is nothing surprising in this. If they but knew it, almost
all men in their degree, some time or other, cherish very nearly the
same feelings towards the ocean with me.

There now is your insular city of the Manhattoes * belted round
by wharves as Indian isles by coral reefs—commerce surrounds it
with her surf. Right and left, the streets take you waterward. Its
extreme down-town is the battery, where that noble mole is washed
by waves, and cooled by breezes, which a few hours previous were
out of sight of land. Look at the crowds of water-gazers there.

Circumambulate the city of a dreamy Sabbath afternoon. Go from
Corlears Hook to Coenties Slip, and from thence, by Whitehall,
northward. What do vou see? — Posted like silent sentinels all around
the town, stand thousands upon thousands of mortal men fixed in
ocean reveries. Some leaning against the spiles; some secated upon
the pier-heads; some looking over the bulwarks of ships from China;
some high aloft in the rigging, as if striving to get a still better
seaward peep. But these are all landsmen; of week days pent up in
lath and plaster—tied to counters, nailed to benches, clinched to
desks. How then 1s this? Are the green fields gone? What do they
here?
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lhe sun did not shine.

It was too wet to play.
So we sat in the house
All that cold, cold, wet day.

1




Proof Your Letter!
B

* No matter hqw excitAed you are (actAua}\IIyl especiallyf
¢ 2dzONBE NBIFffeé SEOAUSRHU
sending It
— Read It again
— Read it backwards

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

e ¢&L2a INBE O60FRX o0dzi y2iK)
a Job at Charter with a letter that says how excited
82dzQR 0S U2 2N} |4 al NJ




Summary
o

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 gualifications and ask for
action!



Obligatory

COMMITTEE VOLUNTEERING
TALK



