Guide to Resumes

· Everyone needs and is expected to have a resume in today’s job market. It doesn’t matter if you’re applying for a position as a janitor, dishwasher, or office manager, employers expect you to have a well prepared resume. 

· For some, it’s difficult to accept the fact that they now need a resume. It may be that they never had one or perhaps they have been a laborer who always secured a position by walking onto the job site with their own tools. These situations are fine for some, but they are inappropriate for the majority of individuals seeking and obtaining a position within their career fields. 

· The purpose of a resume is to get an interview, pure and simple. Your resume should be written in a way to convince an employer that you are the one they have been searching for. Remember, a resume is an example of the quality of your work!
Rules of the road

1. Select the appropriate style of resume to enhance your skills and abilities.

2. Keep it simple and short - one page if you can.

3. Be clear on your career objective, if you are not sure, “find out!”
4. Emphasize the skills, abilities, and education that you have that are relevant to your career.

5. Keep it accurate, clear, professional and truthful. Leave the baloney in the refrigerator.

6. Use action verbs in describing your skills and abilities.

7. Make it easy to read. Use wide margins and good spacing between sections.

8. Use off-white paper. It’s easier on the eyes.

9. Proofread, and then have a friend proofread it.

10. Above all, it has to be neat. Remember, your resume is all the employer has to go on in deciding whether or not to call you in for an interview.

11. Always keep it ready for the next great opportunity!
What not to put on a resume

1. Negative information about yourself. (Don’t give them reason not to hire you.)

2. Race, religion, or marital status. (These cannot be legally asked of you.)

3. Salary and benefit needs. (Only after they offer you the job do you talk about money.) 

4. Weight, height, and status of health. (Legally can’t be asked.)

5. Photographs. (Tacky!)

6. Social Security number. (Save this for the application.)

OK......Don’t panic!   Resumes may seem overwhelming at first but remember, preparing a resume is a new skill and you need to take your time. After collecting your information, you will be able to successfully put it all together and feel confident in your work.

Most people have their resumes professionally written for them ($65-$250). These individuals haven’t the ability or the desire to learn this important skill. You are one more step ahead of all the other job hunters! 

Which resume is right for you?

No single format is right for everyone. As an individual, you have a unique background and abilities. The important thing is to develop a resume that expresses who you are and what you can do for that employer! 

Here are several of the most popular resume formats from which to choose.

1. Chronological

2. Functional

3. Combination Chronological/Functional

Chronological Resume

If you happen to have an impressive work history, this is one of the best formats to use. This traditional resume is arranged to show the last job position you held at the top of the page, then the rest of your job positions are arranged in the order of their occurrence with a brief description of the duties performed. This is most useful for people with no breaks in their employment record and when each new job position indicates growth or advancement.

Functional Resume

This resume is especially useful if you have a limited amount of work experience or “gaps” in your employment record. It usually doesn’t list dates of employment which is great for those who are re-entering the job market after a period of absence. This style of resume requires some serious thinking and creative writing skills. You must be able to identify the skills you have (at least three), the skills must be usable in the career field you wish to pursue, and you will probably want to write a concise description of each skill.

Combination Chronological/Functional Resume

The Combination Resume combines the best elements of both previous formats. This resume stresses skills, but also gives some employment history such as dates, job titles, and employers. For the individual who is changing careers, the combination format is most useful in showing off the transferable skills that match the position you are trying to obtain.
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