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Guide to Writing an Effective Resume
Key Points Summary for Discussion
Step 1: Make it easy for the screener to see that you match the qualifications. 
· The resume screener may be an experience Recruiter or an untrained clerk.
· The screener spends only 8-12 seconds on the initial review.  If it passes, may spend 30 seconds for a second review to decide “yes” or “no”.
· It is very important to tailor your resume for every position you apply for.
· Look for key words and analyze qualifications in job postings.  Use these same key words and phrases in your resume.
· Make it easy to read.  Large font (12 pt), wide margins, white space.  Heading (16 pt) above Summary matching exact job title.  Use action verbs and short sentences.
· Two pages maximum!
· Exclude employment history more than 10-12 years ago, salary history, graduation dates (unless new grad), hobbies/activities not relevant to the job, and references. Omit your home address (unless near to the employer, then include city).
Step 2: Types of Resumes (examples at www.vision4work.org files section)
· Chronological Resume
· Summary-explains your Strengths & Key Skill Sets (customize for each job.
· May use bullet points for key skills or expertise (optional).
· Professional Experience – In chronological order, most recent job first.
· Describe accomplishments and responsibilities in bullets points, not paragraphs.  Use action verbs and quantify achievements if possible.
· Education – If no degree, list relevant training and certificates.
· Professional Associations & Affiliations (or Community involvement)-List only organizations that are relevant or show leadership ability.

· Functional Resume
· Summary – same as above.
· Professional Experience – Take the same information about your work history and organize it differently.  Instead of organizing by job, organize the information by Function.  Advantage: emphasizes what you have done instead of where you have done it. Highlights transferrable skills if changing occupations or industries.  Modify the headings and priority bases on the job – make it match what employer needs.
· Company Affiliations (employers) – Simply list the companies you worked at with title and dates of employment.
· Education – same as above.
· Professional Affiliations – same as above.
· Achievement or Accomplishment Resume.

· Achievement or Accomplishment Resume
· Summary – same as above.
· Achievements section – List 3-5 key achievements that are relevant to the specific position you are applying for.  Bullet points with 1-2 sentences each.
· Modify to match the job opening. (Describe Problem, Action. Result).
· Advantage:  the most important achievements are not buried under each job – they are at the top of page 1 where the screener will see them.
· Professional Experience – List positions in chronological order and describe additional accomplishments and responsibilities.
· Education – same as above.
· Professional Affiliations – same as above.

· Your “Power Stories” are your accomplishments in all 3 types. (PAR) Don’t be too humble.  Spend identify and describe your accomplishments.  May need to discuss with your spouse, friend or co-worker.  Use action verbs and quantify if possible.  Continue to edit & polish them.  Explain concisely and powerfully.
Step 3: Cover Letter
· The purpose is to emphasize you have the skills and qualifications that match the requirements.  Again, you are making it easy for the screener or hiring manager to see that you are a good fit for the opening.
· Subject line of email should always list the job title and reference #.
· First. A simple introductory paragraph to introduce yourself.
· Style #1:  Bullet point your qualifications that match the job requirements (4-6 bullet points).  Be sure to use the same words and terminology as in the posting. Customize this section for every job you apply for!
· Style #2:  Two columns:  The 1st column heading is “Position Requirements” and list the top five job requirements as stated in the ad.  The 2nd column heading is “My Qualifications” and lists your qualifications that match the job requirements.  Be sure to use the same words and terminology as in the posting.
· Conclude by stating you are a good fit for the job opening and requesting an opportunity to discuss the position with them 

Step 4: Steps before sending your resume
· Analyze the job posting.  What are the requirements?
· Research the company, job and hiring manager. (Website & LinkedIn)
· Try to network with a contact inside the company. (LinkedIn)
· Take time to revise your resume to match the required qualifications.
· It is okay to wait a few days to do it right.  It is more important to tailor your resume and cover letter than to be the first one to apply.
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