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RESUME PACKAGE

Below is a list of items that you will find in this resume package.  PLEASE fill out the resume work sheet before coming to class.  It is critical to have all the important information before you can write a resume.

1.   Resume Work Sheet

2.   References Work Sheet

3.   Sample Resume Outline and Structure
4.   Resume Do’s and Don’ts

5.   Skill list and Action Words
6.   Electronic Resume Guidelines

7.   Sample Cover Letter

8.   Employment Letters

9.   Building a Portfolio
10. Training Programs and Degrees Options

If you have any questions or would like to enroll in a resume class, please call            1-800-235-3453 option #3 or 253-931-3577.
We look forward to having you participate.

www.iam-boeing.com
RESUME WORK SHEET
NAME












ADDRESS











CITY





STATE

ZIP



TELEPHONE: HOME (        )


_WORK (       )



EMAIL






__________

OBJECTIVE:  (Optional)
SPECIAL SKILLS:  (Include languages spoken)

EMPLOYMENT (SUMMARY OF QUALIFICATIONS)

(Begin with the most recent job and work backwards)

COMPANY:











ADDRESS:












DATES:  FROM



TO







JOB TITLE












DUTIES AND RESPONSIBILITIES   (What did you do?)

EMPLOYMENT (SUMMARY OF QUALIFICATIONS)

COMPANY:












ADDRESS:












DATES:  FROM



TO







JOB TITLE












DUTIES AND RESPONSIBILITIES   (What did you do?)

EMPLOYMENT (SUMMARY OF QUALIFICATIONS)

COMPANY:












ADDRESS:












DATES:  FROM



TO







JOB TITLE












DUTIES AND RESPONSIBILITIES   (What did you do?)

EMPLOYMENT (SUMMARY OF QUALIFICATIONS)

COMPANY:












ADDRESS:












DATES:  FROM



TO







JOB TITLE












DUTIES AND RESPONSIBILITIES   (What did you do?)

EDUCATION AND SPECIAL TRAINING

Begin with the last school attended and work backwards

SCHOOL/COLLEGE










CITY/STATE












DATES ATTENDED:  FROM


TO





AREA OF STUDY











DEGREE












SCHOOL/COLLEGE










CITY/STATE












DATES ATTENDED:  FROM


TO





AREA OF STUDY











DEGREE












SCHOOL/COLLEGE










CITY/STATE












DATES ATTENDED:  FROM


TO





AREA OF STUDY











DEGREE












LICENSES OR CERTIFICATES (Optional)

AWARDS OR RECOGNITION (Optional)
REFERENCES

There will be 2 separate lists of references: PROFESSIONAL and PERSONAL.  This will be a worksheet for filling out job applications as well.  Sometimes a job applicant will be asked for references as part of an application as well as being asked for a separate list of references.

This information must be current and complete.  A potential employer will want to contact your references before hiring you for a job.  MAKE SURE YOU TALK TO THE PEOPLE ON YOUR LIST AND ASK IF IT IS OKAY TO USE THEM AS REFERENCES.  Verify that addresses and telephone numbers are current and correct.

PROFESSIONAL references are people who have worked with you: boss, supervisor, and co-worker.

PERSONAL references are people who know you but haven’t worked with you.  

For professional references, it is important to include:

· The name of the business

· The title of the person

· A complete address:  street, city, state, zip code

· Telephone number:  include area code

· Fax number

· Email address

If you are using a Boeing address, the mail stop or mail code is very important.


The Boeing Company


P.O. Box 3707


M/C




Seattle, WA 98124


USA

PROFESSIONAL REFERENCES

NAME













TITLE












COMPANY











ADDRESS












TELEPHONE:  WORK: (          )


____________HOME:





EMAIL













NAME













TITLE












COMPANY











ADDRESS












TELEPHONE:  WORK: (          )


               HOME:


______________

EMAIL













NAME













TITLE












COMPANY











ADDRESS












TELEPHONE:  WORK: (          )
__________________
HOME:



_______

EMAIL













PERSONAL REFERENCES

NAME












ADDRESS











TELEPHONE:  HOME  (       )



WORK  (         )





EMAIL












NAME












ADDRESS











TELEPHONE:  HOME  (          )



WORK  (           )





EMAIL













NAME












ADDRESS











TELEPHONE:  HOME  (          )



WORK  (           )





EMAIL













NAME












ADDRESS











TELEPHONE:  HOME  (          )



WORK  (           )





EMAIL













SAMPLE/OUTLINE RESUME 1
First Name MI Last Name

Street Address or PO Box

City, State Zip Code
(123) 123-1234
jane.i.doe@msn.com

[image: image2.png]



Note it is recommended that you use Arial 10/Bold font for all type on your resume.  Your resume should include the following:

Objective or Overview

Special Skills

Summary of Qualifications

Education

Special Training

Licenses and Certificates

Awards and Recognitions

Memberships

Community Service

≈
Professional and personal references are available upon request.
Note: The statement above is optional.  If you need the space leave this statement off.

Sample Resume 2

John I. Smith
PO Box 123
Happy Valley, WA  98000
(123) 123-3456
john.i.smith@happyvalley.ing
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Objective

To obtain a position as an inspector.

Special Skills

Experienced inspector of products, parts, assemblies and international and domestic conformance to specifications.

Possess management and leadership team building skills.

Knowledge and expertise in scheduling for employee work schedule and leave time.

Able to identify workplace related problems and provide resolutions for implementation.

Able to conduct training for specific department in the organization, on-the-job training and employee orientation.

Hired and evaluated job performance of employees.

Possess efficient and effective planning and organization skills.

Maintained inventory control and extensive experience in shipping and receiving.

Able to complete comprehensive records and detailed paper work.

Ensured quality control through examination and audit.

Able to use hand and power tools, floor mounted power tools and precision measuring instruments accurately.

Work History

The Boeing Company, Seattle, WA


Inspector: Shipping and Receiving





6 years

Conducted visual and dimensional inspections of major assemblies, parts or other materials received or shipped for conformance to specifications.  Responsible for the inspection of crating, packing, identification markings, shipping documents and storage of all materials, parts or other items received or shipped and for conformance to export or domestic specifications.


Quality Assurance Inspector






3 years

Performed visual and dimensional inspections on raw materials.  Inspected and performed functional testing per specifications.  Interpreted and used drawings, documents and specifications to complete work.  Accountable for making decisions regarding the usability of material, workmanship and processes.

Lowes Hardware, Puyallup, WA

Assistant Manager/Operation Lumber Management 



18 years

Managed flow of daily work and over-all operations.  Responsible for hiring and discharging personnel.  Developed and provided on-the-job graining for new and experienced personnel as needed.  Delivered high quality customer service and resolving customer complaints.  Kept maintained store’s inventory and ordered all supplies for stocking.  Supervised safety and security of customers and store personnel.

Education

Renton Technical College, Auburn, Washington, present: Coursework: Computers.

Spokane Community College: Awarded Associate Degree in Applied Sciences.

Special Training



Blueprint reading


Hazardous Waste Management



Precision Measuring


Equal Employment Opportunity



Security Procedures


DCAC Training

Resume Do’s and Don’ts

The purpose of your resume is to get you a job interview.

Do:

· Emphasize your skills, abilities, education and training that relate to the employer’s needs.

· Put your strong point first.  This includes those items that meet the needs of the job.

· Be brief and keep to one page.

· List colleges and universities attended.

· Include only relevant job information.

· List your references on a separate page, and give to the perspective employer only if asked to provide them.

· Make your resume easy to read.

· Be neat and include headings so that information is easy to spot.

· List work history in chronological order, start with your most recent or current job.

· Break down experience only when necessary.

· Use action verbs.  This shows that you are a “doer”.

· Focus on experiences that relate to the job or your career objective.

· Keep your resume current.

· Update your resume to compliment each job or career objective.

· Let others review and comment on your resume.

Review your resume.  Make sure it demonstrates to an employer that you have the skills, knowledge and abilities needed.  Make sure your resume focuses on contributions you can make.  Each word, phrase or sentence must sell you to the potential employer.

Don’t:

· Do not include personal information such as; age, sex, family information, marital status, cultural, religious, racial and or political affiliations.

The following information is illegal for the perspective employer to ask about and is not necessary for most jobs:

· Do not include hobbies, unless job-related.

· Do not include information 10 years or older UNLESS it is related to the job you are seeking.

· Do not date your resume.

· Do not include gaps in employment except Boeing lay off periods.
· Do not include reasons for leaving a company or job.

· Do not include your opinion.

· Do not write long paragraphs.  Give work highlights, not your life history.

· Do not make demands such as; seeking a high paying position with immediate advancement potential.
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	Account Management
	Electronics Engineering
	Policy Making

	Accounting
	Employee Relations
	Presentation

	Administration
	Environmental Planning
	Printing

	Advertising
	Equi0pment Maintenance
	Product development

	Advocacy
	Expense Reduction
	Production

	Analysis & Evaluation
	Family Counseling
	Program Design

	Audio-Visual Presentation
	Field Research
	Promotion and Publicity

	Bookkeeping
	Film & Video
	Public Relations

	Budgeting
	Financial Planning
	Public Speaking

	Business Communications
	Food Preparation
	Publishing

	Business Management
	Forecasting
	Purchasing

	Career Development
	Fundraising
	Quality Control

	Classroom Teaching
	Graphic Design Y Layout
	Real Estate

	Client Services
	Group Benefits
	Records Management

	Communications
	Inspection & Maintenance
	Recruiting

	Community Organizing
	Interviewing
	Reporting

	Community Relations
	Inventory Control
	Resource Development

	Computer Programming
	Investigation/ Research
	Restaurant Management

	Computer Usage
	Labor Relations
	Retailing

	Contracts & Agreements
	Language Interpreting
	Sales

	Coordination
	Management Analysis
	Special Education

	Corporate Administration
	Market Research
	Statistical Analysis

	Cost Analysis
	Marketing
	Supervision

	Counseling
	Media
	Systems Analysis

	Customer Relations
	Merchandising
	Technical Writing

	Customer Service 
	Negotiation
	Telecommunications

	Data Processing
	Office Management
	Testing

	Decorating
	Outreach
	Training

	Display
	Performing Arts
	Visual Arts

	Drafting
	Personnel Training
	Word Processing

	Editing
	Photography
	Writing



	Clerical or Detail Skills

Approved

Arranged

Catalogued

Classified

Collected

Compiled

Dispatched

Executed

Generated

Implemented

Inspected

Monitored

Operated

Organized

Prepared

Processed

Purchased

Recorded

Retrieved

Screened

Specified

Systematized

Tabulated

Validated
	Communication Skills

Addressed

Arbitrated

Arranged

Authored

Corresponded

Developed

Directed

Drafted

Edited
Enlisted
Formulated

Influenced

Interpreted

Lectured

Mediated

Moderated

Motivated

Negotiated

Promoted

Publicized

Reconciled

Recruited
Spoke

Translated
Wrote


	Creative Skills

Acted
Conceptualized
Created
Designed
Developed

Directed

Established

Fashioned
Founded

Illustrated

Instituted

Integrated

Introduced

Invented

Originated

Performed

Planned

Revitalized

Shaped


	Financial Skills

Administered

Allocated

Analyzed

Appraised

Audited

Balanced

Budgeted

Calculated

Computed

Developed

Forecast

Managed

Marketed

Planned

Projected

Researched


	Helping Skills

Assessed

Assisted

Clarified

Coached

Counseled

Demonstrated

Diagnosed

Educated

Expedited

Facilitated

Familiarized

Guided

Referred

Rehabilitated

Represented
	Management Skills

Administered

Analyzed

Assigned

Attained

Chaired

Contracted

Consolidated

Coordinated

Delegated

Developed

Directed

Evaluated

Executed

Improved

Increased

Organized

Oversaw

Planned

Prioritized

Produced

Recommended

Reviewed

scheduled

Strengthened

Supervised
	Research Skills

Clarified

Collected

Critiqued

Diagnosed

Evaluated

Examined

Extracted

Identified

Inspected

Interpreted

Interviewed

Investigated

Organized
Reviewed

Summarized

Systematized


	Teaching Skills

Adapted

Advised

Clarified

Coached

Communicated

Coordinated

Developed

Enabled

Encouraged

Evaluated
Explained

Facilitated

Guided

Informed

Initiated

Instructed

Persuaded

Set Goals

Stimulated


	Technical Skills

Assembled

Built

Calculated

Computed

Designed

Devised

Engineered

Fabricated

Maintained

Operated

Overhauled

Programmed

Remodeled

Repaired

Solved

Trained

Upgraded




Electronic Resume Guidelines

· Check with employer regarding individual scanning requirements
· Left justify the entire document
· Use 12 point Courier font
· Set 1 inch margins
· Do not use underlining, bold, shading, italics, parentheses or graphics.
· To emphasize a word or words, use CAPITAL LETTERS
SAMPLE COVER LETTER

Your Street Address

City, State  Zip Code

Phone Number with Area Code

Date

Name of Person You Are Contacting

Person’s Title

Company Name

Address

City, State Zip Code

Dear Mr. or Ms.
Enclosed please find my resume for the                position you recently advertised.  As you will note, my experience includes:

· __________________________________________________
· __________________________________________________
· __________________________________________________
· __________________________________________________
· __________________________________________________
· __________________________________________________
· __________________________________________________
· __________________________________________________
The combination of my _____________, __________________,
_______________ skills make me well qualified for this position.  I will contact you next week to discuss interviewing with you.  If you have any questions please contact me at (your area code and phone number).  Thank you for your time and consideration.







Sincerely,







Your name
Employment Letters

· Address your letter to a specific person by name and title when known.

· Keep the cover letter short (1page).

· Always include the position for which you are applying.

· Your letter should sum up what you have to offer and act as an “introduction card” for your resume; however, it should not cover the same information as your resume.

· Emphasize your qualifications in terms of the contribution you can make to the employer.

· Close the letter with a request for an interview to discuss you qualifications.

· Use simple, direct language, correct grammar, and correct spelling.  When possible, use a laser printer, avoid dot matrix printers.  Print on standard 8 ½ x 11 bond paper.  Proofread carefully.  Legibly sign your name.

· Enclose a resume.

Thank You Letters:

· Send a follow-up or thank you letter to the person(s) that interviewed you

· Send the letter within three days of the interview.

· In the letter, thank each interviewer and express your interest in the position.

· Include any information you forgot during the interview that is relevant to the position.

· If you felt you did not answer an interview question well, give a better answer in the letter.

Decline Letters:

· Send a decline letter if you are offered a job and decide it is not one that interests you.

· In the letter, thank the employee for the offer.

· You do not have to tell the employer why you are not accepting, but you do want to maintain your good impression.

· You may want to come back in the future for a job.
Building a Portfolio

A portfolio is a record of an individuals life experiences, accomplishments and work history.  Having this information readily available allows for preparation for any opportunity, including a job and job interview.

With a portfolio, you can easily find information on the things that you know or have done that could be valuable to an employer or a career option.  A portfolio contains documentation, information and records of the following:

· Workshops completed

· Education and training records

· Transcripts

· Test results

· Diplomas

· Hobbies

· Favorite school subjects

· Military service and training records

· On-the-job training

· Internships

· Letters of commendation or recommendation

· Performance reports or job appraisals

· Awards or award letters

· Past and current résumés

· Volunteer work and training

· Proof of high school completion

· Things that you have taught yourself

· Home activities

· Remodeling

· Computers

· Ham radio

· Apprenticeships

· Languages studied or spoken

· Citizenship and birth records

You might want to keep this information in a large envelope or notebook and add to it as you receive documentation.

Training Programs and Degrees Options

[image: image4.wmf]
· Certificates

· Average three to twelve months.

· Associate Degrees

· Represent 2 years of full-time college training.

· Bachelor Degrees

· Usually four to five years of full-time college training.

· Master Degrees

· Additional two years of college.

· Doctorate

· Represent seven to ten years of academic training and experience.
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· Correspondence Courses

· Telecourses and Distance Learning Programs

· Prior Learning Assessment (PLA)

[image: image6.png]



Some Skills and Skill Areas


Both Transferable skills and special knowledge skill areas





Action Verbs
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