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Overview
Millions of people submit millions of resumes to countless employers every single year.  Unfortunately, many of those resumes either receive a cursory review or are never even looked at.  Despite the exceptional qualities an applicant might have, they are never considered for the position because the employer never read the resume.  How can you ensure that your resume doesn’t suffer that fate, but instead rises to the top of the pile?

The most important thing to remember is that a resume is not a autobiography.  Many people treat it as such, thinking that it should simply be a recitation of everything they have ever done in every job.  Instead, you must think of your resume as a marketing tool.  How can you best tell your story in a way that will both highlight your important skill sets and interest a prospective employer?  As an effective marketing tool, your resume will generate interest and hopefully land you that all important interview.

During this workshop we will examine how to best turn your resume into that very effective marketing tool.  We’ll examine two different types of resume (chronological and skills-based), discuss when each is most appropriate, and review the format of each and the content that should be included.  You’ll also use several worksheets to begin the process of building your marketing-based resume.
What Is a Chronological Resume?

The most commonly used type of resume is the chronological resume.  It’s quite straight-forward and reflects your work experience and education in reverse chronological order.  Although the format borders on being autobiographical, you must be sure that your skills stand out.  A chronological style resume  must not become just an extensive laundry list of  everything you have ever done in your career.  

A chronological style is preferred by most employers.  Because they are accustomed to the format, they tend to be most comfortable with it.  They know where to look and find the various pieces of information that they need and want.  Veering away from a chronological resume may set off alarm bells in some employers’ heads, so you really should think through carefully your reasons for not using this very standard format.
As a job seeker, a chronological resume will work best if your background is related to the job you are seeking.  Your skill sets will usually be directly applicable and your accomplishments focused on areas that will be of interest to a prospective future employer.  If you do a good job with a chronological resume, it will be relatively easy for the employer to see how your experience and skills relate.  Let’s take a look at the various sections of a chronological resume and what content you should include.

Heading

Your heading should make it as easy as possible for a potential employer to reach you.  A heading that is difficult to read or that includes incomplete information could result in a potential employer not considering you for an opportunity.  Although a heading in a very ornate font may look pretty on the computer screen or on paper, it will probably be difficult to read.  Believe it or not, a number of resumes will arrive lacking such fundamental information in the heading as a phone number or an e-mail address.  A prospective employer will move on to the next applicant rather than conduct a search for your phone number.  Use this outline to plan the information in your resume heading:
· Your full name:
· Your mailing address:

· Telephone numbers, including a cellular phone number to provide easy access:
· E-mail address – many employers find it easier to send e-mail to set up an interview:
Objective

Although having an objective on your resume used to be mandatory, it is now considered optional.  If you do chose to include an objective, it should be specifically targeted to the job for which you are applying.  A general, all-purpose objective is meaningless and will work against you, making you appear unfocussed.  

A good objective should also address what skills and competencies you can provide for a new employer…NOT what it is you want to get from the employer and the new job.  Too many objectives, even if they are targeted, don’t focus on what the candidate can to for the employer.
Summary/Qualifications

Regardless of what you call this section, it should serve as the “headline” for your resume.  Your real “hot buttons” should go here in terms of what will attract an employer and persuade them to review the rest of your resume.  You’ll provide more detail about these hot buttons later in the resume, but promoting them briefly here could really attract an employer’s attention.  

Think about it this way…How do you decide whether or not you will read a newspaper or magazine article?  Many of us decide by scanning the headlines and reading those stories that sound interesting.  The same goes for the “headline” section of your resume.

Determining what to include in your “headline” section involves a skills assessment.  What skills that you identify are both strengths and skills in demand for the types of jobs you are applying for?  They should be what you highlight in this section.  Because many large employers use software packages to scan resumes for key words and phrases, it’s critical that you include in both your Summary/Qualifications and Experience sections the key skills that you identify when you review the job description for the position.  These are truly the “hot buttons” that will generate employer interest.
My “Hot Buttons”:

Experience

You need to include the basic information about each of your previous employers (Job Title, Company/Organization, City and State, Dates Employed).  You should list your work experience in reverse chronological order (meaning start with your current or most recent experience and work backwards).  Starting with the current or most recent employer is important because prospective employers will be most interested in what you have accomplished recently.  This format provides them that information up front.

Rather than simply providing a list of responsibilities in each of your jobs (an autobiographical approach), consider this results oriented alternative:  

· Provide a one or two sentence summary that provides a concise but descriptive overview of what you did in each job.  

· Follow that with a bulleted list of accomplishments/achievements.  

· Start each of your accomplishments with an “action verb” that conveys results.  

Employers are looking for results oriented individuals and this approach will demonstrate that to a potential employer.

Think about your current or most recent job.

1. Write a one or two sentence summary of your responsibilities:

2. Identify and briefly describe two or three accomplishments:

Education

Your education should also be listed in reverse chronological order.  Once again, a prospective employer will be most interested in your most recent (and usually highest level) degree.  You should include the school attended, location, major(s), and degree(s) earned.

References

Many years ago, contact information for references was included at the bottom of a resume.  More recently, the reference section simply said “available upon request.”  Since it is assumed that you will have a list of references available, there is no longer a need to have a references section on your resume at all.

What Is a Skills-Based Resume?
A skills-based resume places the bulk of the attention on your skill sets and minimizes the attention on your employment history.  It works particularly well for someone making a change in career fields who wants to emphasize the strong skill sets that they can bring to the new field.   This format also works well for someone who has been out of the workforce for a period of time and wants to de-emphasize the time period away and the breaks in employment history.  Because the emphasis is on skill sets, employers see those skills up front.

As we already noted, the downside of a skills-based resume is that it may raise a red flag in the mind of a prospective employer.  Most employers are used to seeing chronological resumes. Some employers become suspicious that the applicant is trying to hide something if they see any other kind of format.  Carefully consider your situation and whether a skills based resume will be your best bet.

Heading

The format and information included in your heading should be the same as described in the description of the chronological resume format: full name, mailing address, telephone numbers (including cellular), e-mail address.

Summary

Most skills-based resumes include a short summary section.  This section can be as short as two or three sentences and provides a quick overview of your “hot buttons.”  You’ll probably want to change this section for each job that you apply for in order to ensure that you truly are hitting on those “hot buttons” for this particular job and employer.  By identifying and highlighting the two or three skills included in your skills/qualifications section that you think will really attract the employer, you’re delivering a message that you are a strong candidate.  You encourage the employer to keep reading to find more details about both your “hot buttons” and other skills.
Skills/Qualifications

Regardless of what you use as a heading, this is the “meat” of a skills based resume.  You need to provide an excellent overview of your skills (both technical and transferable) that directly relate to the job or career field.  One approach is to use the job description for each position for which you apply and highlighting the skills mentioned in the description.  These are the skills you should emphasize in your skills-based resume.
Avoid the temptation to simply provide a laundry list of skills.  Although you may have a long list of excellent skills, if you simply provide too long of a list it will be difficult for an employer to sift through and find the skill sets in which they are interested.  Instead, identify a few major overall categories into which your skills fit, and organize them accordingly.  Make sure those categories align with the major skill sets in the job description.  This will make it much easier for an employer to quickly identify those skill sets that they want.

Use the space below to categorize a few of your major skill sets, and list a few skills in each category:

Skill Set One

Specific Skills Used

Skill Set Two

Specific Skills Used

Skill Set Three

Specific Skills Used
Experience

Although skills-based resumes occasionally don’t include an experience section, not having one is a big gamble.  A resume that totally lacks an overview of work experience immediately sets off red flags in an employer’s head.  So DON’T take the risk.  Include at least a minimal section outlining your experience.

The experience section in a skills-based resume is much more brief than in a chronological resume.  You do need to include the basic information about the employer (Job Title, Company/Organization, City and State, Dates Employed) that would also be in a chronological resume.  Beyond that, just a sentence or two providing a brief overview of what you achieved is sufficient.

Education

This section should also follow the same format and guidelines as described for the chronological style resume: schools attended, location, major(s), degree(s) earned.

References

As described in the guidelines for the chronological style resume, there is no need for a references section.
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