The Damn Good Resume:  http://www.damngood.com  by Yana Parker is an example of many sites that contain advice and examples for crafting effective resumes.

Scannable Resumes

Many employers are now using the latest technology to review resumes.  If you want to increase the chances of your resume being reviewed and considered for open positions, you should make sure it is a scannable resume.  This enables employers to electronically file your resume and then track it by using keywords.   In order for employers who use this new technology to be able to locate your resume quickly, you should put it in scannable form.  Click here for additional suggestions and examples to assist you in preparing a scannable resume.  

http://jobsearchtech.about.com/od/gettingthejob/a/HowToMakeResume.htm
Resume Tips

 

1.   Begin with a clear objective that states exactly what you want. If you don’t have a clear objective, skip it – presenting a vague one will not help you.



If you are an entry-level employment seeker, your resume should include an objective statement because your work history may not clearly define your goals. This can be as simple as stating the position for which you are applying.

 

    
If you choose to write a Qualifications Summary it should relay your key qualifications. This will enable the hiring manager to immediately recognize your goal. If you have been working in the same career field for a lengthy period of time and want to continue on this track, the summary statement is a good way to send the message, “this is who I am”, rather than “this is who I’d like to be”.

 

Example of Objective Statement for Entry Level Worker:

Dedicated DelTec graduate pursuing position of Machinist.

 
Example of Qualifications Summary:
Talented and dependable Machinist, skilled in all aspects of industrial assembly machinery within production oriented environments.

 

2.   Examine job postings to learn which skills employers are looking for. Be sure to highlight your relevant skills to the posted position. Your goal is to sell your skills so there is no question in the employer’s mind that you are right for the position.

 

3.   Keep your resume brief and to the point. Use plain simple English that gets your point across quickly.

 

4.   Don’t describe details of prior jobs; rather, explain what you accomplished. Your achievements are what will make you stand out to an employer. List specific accomplishments.  For example, perhaps you implemented a new process of some kind that resulted in saving time and/or money.

 

5.   Other than your primary skill(s), master machinist or senior auto mechanic, for example, mention additional skills used on the job, such as managing the shop when the boss was away, or taking the initiative to work with customers and explain a product or service. Don’t forget to mention relevant courses or training you have taken to update your skills.



Writing a Data Sheet

The data you record by completing this exercise is intended to assist you in completing an application for a job.  Record this information on the resume/data worksheet, print it out, and take it with you when you apply for a job.  

Important Pointers

A potential employer is interested in what you can do to make things better for them, especially if you can find ways to save or make money for the organization.  

A resume is an advertisement for a product . . .  and the product is YOU!  

Therefore, keep the following points in mind:

1. Prove Your Value

Hiring managers scan your resume looking for clues about what type of worker you are.  If you show that you consistently produced positive results for previous employers, you will be seen as a desirable candidate.  The key is to emphasize your accomplishments and provide proof of your potential value.

2. Quantify Results

Which statement has more impact?  

A. Significantly increased revenues and grew client base between 1997 and 2000.

B. Increased revenues from $250,000 in 1997 to $1.5 million in 2000 and tripled client base from 
2,500 to 7,000.

In both cases, the candidate is trying to convey he increased revenues and expanded the client base, but statement B measures how well he achieved this growth.  Whenever possible, include measurable results of your work.  Note that not everyone can release company performance figures.  If presenting this information is a breach of confidentiality, find another way to present your accomplishments.  For example, use percentages rather than actual dollar figures.

3. Are You Up to PAR?

PAR stands for Problem Action Results and is a good starting point for thinking about your accomplishments. Accomplishments are the key to distinguishing you as a person that an employer would want to hire. Employers hire people to solve problems and to meet their organizational needs. They look for past successes and experiences that indicate you can do the job. Accomplishments provide concrete, measurable examples of what you did for past employers that may be transferable to future employers. What types of challenges did you face?  What actions did you take to overcome the problems?  What was the result of your efforts, and how did your performance benefit the company?  Write down a list of your PAR accomplishments and incorporate the most impressive ones into your resume.   

4. Lead with Your Work’s Outcome

An effective strategy is to write the result of your work before listing the problem and action. This allows you to lead with the most compelling aspect of your accomplishment.  For example:  Reversed an annual $2 million decline in market share by streamlining the benchmark process and building a top-flight sales team.

5. Make it Readable

Some resumes use bullets to outline work histories, but this tends to blur duties and accomplishments, which dilutes the impact of achievements.  Other resumes use a narrative style to describe work history, which tends to be cumbersome to read, especially for hiring managers who are quickly scanning resumes to extract key information.  Instead, use a combination of paragraphs and bullets. For each employer, provide a brief paragraph that details the scope of your responsibilities.  Then create a bulleted list of your top contributions.  The bullets draw attention to your accomplishments, while giving the eye a place to rest.  Preface accomplishments with a heading such as Key Accomplishments or Significant Contributions.

6. Target Your Experience to Your Goal

Resumes are marketing tools. Your employment history should effectively market you for your current job objective.  Focus on accomplishments that relate to your goal and remove job duties and accomplishments that don’t support your objective.  

7. Use Power Words

The quality of the writing makes or breaks your chances for an interview, so select your words carefully.  Avoid dull or stale phrases such as “responsible for” and “duties include.”  Rather, whenever possible use words like, “implemented,” “developed,” “initiated.”

8. Be Honest

Studies indicate that job seekers can misrepresent their work experiences on their resumes.  But with honest and well-written employment histories, even job seekers with less-than-perfect backgrounds will secure interviews.  The best strategy for your resume is to always be truthful about your background.

Resume/Data Worksheet

Personal, Professional and Contact Information

Name:  ___________________________________

Address:  _________________________________

Social Security Number:  _________________________________________________

Driver’s License Number:  ________________________________________________
Certification/Professional License Identification (if applicable): 

Type  ______________________________     Number  ______________________

Phone Number (where you can actually be reached, such as a cell phone):  ___________________________

E-Mail  _____________________

Home Phone:  _______________

Past Work Experience (Most Recent Employer Listed First)

Organization:  _____________________________________________________

City:  ____________________________________   State:  _________________

Dates of Employment:  From  __________________  To:  __________________

What was the organization’s major activity/purpose?  ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Your Position/Title  __________________________________________________________

Overall Purpose of Your Job:  In one or two sentences, describe the overall purpose of your position. What were you hired to do? Was this a newly created position? To accomplish what? _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

List the major functions of your job by answering these questions:  How did I go about accomplishing that purpose? What specific tasks/functions did I perform?  


	

	

	

	


What You Learned From Your Job:  What did you learn from this job/position that may be of benefit to your next employer? (It is helpful to first look at the job ad for which you are applying and search for key words – key words describe what the employer is looking for.) Include specialized training, skills and technical knowledge.


	

	

	

	



Accomplishments - An accomplishment is something that you personally did or contributed to solve problems and meet the organization’s need such as: 

Improved a situation

Solved a problem

Met a need

Made a contribution

Demonstrated leadership

Accomplished a goal

Performed a job very well

Implemented an idea

Set and met a deadline

Take credit for your accomplishments!  

A. Situation/Problem 

	

	

	

	


B. Action I Took 

	

	

	

	


C.  Result/Outcome  

	

	

	

	


References (Individuals who will attest to your good character and exceptional abilities)  
List 3 work references:  

Name  ___________________________________________________________
Title (Supervisor, Co-worker, President, etc.)  _________________________________________________________________

Address  _________________________________________________________
Contact Number _________________________________________________________________

Name  ___________________________________________________________

Title (Supervisor, Co-worker, President, etc.)  _________________________________________________________________

Address  _________________________________________________________
Contact Number  _________________________________________________________________

Name  ___________________________________________________________
Title (Supervisor, Co-worker, President, etc.)  _________________________________________________________________

Address  _________________________________________________________ 
Contact Number  _________________________________________________________________
Major Function Examples:


Supervised 10 production workers


Conducted a wide range of ship repairs in accordance with OSHA and NAVOSH regulations.


Accurately calculated and made daily deposits of up to $20,000





Examples:


Blueprint Reading


Sheet Metal Layout/Fabrication


Microsoft Office (Outlook, PowerPoint, Access, Excel and Word)








