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Unit 6 Communicating for Employment

Traditional job-search techniques include
checking classified ads, examining an-
nouncements in professional publications,
and developing your own personal network
of people who may help you find the right
position. Maintaining communication with
the people in your network is made
easier by the rich array of communication
options available today, including cell
phones, e-mail, instant messaging,

voice mail, and fax.

may find dates that way, but they don't get married that way.”'® Another professional
placement expert said, “If you think just [posting] your résumé will get you a job,
you're crazy. [Electronic services are] just a supplement to a core strategy of net-
working your buns off.”"*

Finding the perfect job requires an early start and a determined effort. Whether you
use traditional or online job search techniques, you should be prepared to launch an
aggressive campaign. What's more, you can't start too early. Some universities now:
require first- and second-year students to take an employment seminar called “Reality
101." Students are told early on that a college degree alone doesn't guarantee a job.
They are cautioned that grade point averages make a difference to employers. They
are also advised of the importance of experience, such as internships and partici-
pation in campus activities and clubs. Traditional job-search techniques, such as
those described here, continue to be critical in landing jobs.
® Check classified ads in local and national newspapers. Be aware, though, that
classified ads are only one small source of jobs.
Check announcements in publications of professional organizations. If you do:
not have a student membership, ask your professors to share current copies of
professional journals, newsletters, and so on. Your college library is another good
source.
Contact companies in which you're interested, even if you know of no current
opening. Write an unsolicited letter and include your résumé. Follow up with a
telephone call. Check the company's Web site for employment possibilities a
procedures. Put on professional business attire and deliver copies of your résum
in person.
Sign up for campus interviews with visiting company representatives. Campus
recruiters may open your eyes to exciting jobs and locations.
Ask for advice from your professors. They often have contacts and ideas fo
expanding your job search.
Develop your own network of contacts. Networking still accounts for most o
the jobs found by candidates Therefore, plan to spend a considerable portio
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of your job-search time developing a personal network. The Communication
Workshop at the end of this chapter gives you step-by-step instructions for tra-
ditional networking as well as some ideas for online networking.

After using both traditional and online resources to learn about the employment mar-
ket and to develop job leads, you'll focus on writing a persuasive résumé. Such a ré-
sumé does more than merely list your qualifications. It packages your assets into a
convincing advertisement that sells you for a specific job. The goal of a persuasive
résumé is winning an interview. Even if you are not in the job market at this moment,
preparing a résumé now has advantages. Having a current résumé makes you look
well organized and professional should an unexpected employment opportunity arise.
Moreover, preparing a résumé early can help you recognize weak areas and give you
time to bolster them. Even after you've accepted a position, it's a good idea to keep
your résumé up-to-date. You never know when an opportunity might come along!

Choosing a Résumé Style

Résumés usually fall into two categories: chronological and functional. In this sec-
tion we present basic information as well as inside tips on how to choose an appro-
priate résumé style, how to determine its length, and how to arrange its parts. You'll
also learn about adding a summary of qualifications, which busy recruiters increas-
ingly want to see. Models of the résumés in the following discussion are shown in
our comprehensive résumé section beginning on page 390.

CHRONOLOGICAL

The most popular résumé format is the chronological résumé, shown in Figures 13.6
through 13.9 in our résumé collection. It lists work history job by job, starting with the
most recent position. Recruiters favor the chronological format because such résumés
quickly reveal a candidate’s education and experience record. Recruiters are familiar
with the chronological résumé, and as many as 85 percent of employers prefer to see
2 candidate’s résumé in this format. ' The chronological style works well for candidates
who have experience in their field of employment and for those who show steady ca-
reer growth, but it is less appropriate for people who have changed jobs frequently or
who have gaps in their employment records. For college students and others who lack
extensive experience, the functional résumé format may be preferable.

FUNCTIONAL

The functional résumé, shown in Figure 13.10, focuses attention on a candidate’s
skills rather than on past employment. Like a chronological résumé, the functional
résumé begins with the candidate’s name, address, telephone number, job objec-
tive, and education. Instead of listing jobs, though, the functional résumé groups skills
and accomplishments in special categories, such as Supervisory and Management
Skills or Retailing and Marketing Experience. This résumé style highlights accom-
plishments and can de-emphasize a negative employment history. People who have
changed jobs frequently, who have gaps in their employment records, or who are
entering an entirely different field may prefer the functional résumé. Recent gradu-
ates with little or no related employment experience often find the functional résumé
useful. Older job seekers who want to de-emphasize a long job history and job hunters
who are afraid of appearing overqualified may also prefer the functional format. Be
aware, though, that online job boards may insist on chronological format. In addition,
some recruiters are suspicious of functional résumés, thinking the candidate is hid-
ing something.
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Unit 6 Communicating for Employment

Deciding on Length

Experts simply do not agree on how long a résumé should be. Conventional wisdom
has always held that recruiters prefer one-page résumés. That's because busy recruiters
are said to give no more than 30 seconds to each résumé they peruse. A carefully con-
trolled study of 570 recruiters, however, revealed that they claimed they preferred one-
page résumeés. But the recruiters actually chose to interview the applicants with two-page
résumés.'® Recruiters who are serious about candidates often prefer a full picture with
the kind of details that can be provided in a two-page résumé.

The entire question may become moot as more
and more recruiters encourage online résumés, which
are not restricted by page lengths. Perhaps the best
advice is to make your résumé as long as needed to
sell your skills to recruiters and hiring managers. Indi-
viduals with more experience will naturally have longer
résumés. Those with fewer than ten years of experi-

’1}
ence, those making a major career change, and those
y who have had only one or two employers will likely
have a one-page résumé. Those with ten years or more

of related experience may have a two-page résume.
Finally, some senior-level managers and executives
GLASBERGEN . \ith a lengthy history of major accomplishments might

“What do you mean, it’s not a good résumé? have a résumé that is three pages or longer.™
It’s the most expensive one they had on eBay!”

Arranging the Parts

Although résumés have standard parts, their arrangement and content should be strate-
gically planned. The most persuasive résumés emphasize skills and achievements
aimed at a particular job or company. They show a candidate’s most important qualifi-
cations first, and they de-emphasize any weaknesses. In arranging the parts, try to cre-
ate as few headings as possible; more than six generally looks cluttered. No two résumés
are ever exactly alike, but most writers consider including all or some of these items:
main heading, career objective, summary of qualifications, education, experience, ca-
pabilities and skills, awards and activities, personal information, and references.

MAIN HEADING

Your résumé, whether it's chronological or functional, should always begin with your
name; add your middle initial for an even more professional look. Following your name,
list your contact information, including your complete address, area code and phone
number, and e-mail address. If possible, include a telephone number where mes-
sages may be left for you. The outgoing message at this number should be in your
voice, it should mention your full name, and it should be concise and professional.
Don't give a number that is always busy because you're using a modem on that
line. Prospective employers tend to call the next applicant when no one answers.
For your e-mail address, be sure it sounds professional instead of something like
toosexy4dyou@hotmail.com or sixpackguy@yahoo.com. Also be sure that you're using a
personal e-mail address. Putting your work e-mail address on your résumé announces
to prospective employers that you're using your current employer’s resources to ool
for another job. Keep the main heading as uncluttered and simple as possible. Format
your name so that it stands out on the page. Finally, don't include the word résumé;.
it's like putting the word letter above correspondence.

CAREER OBJECTIVE

Opinion is divided about the effect of including a career objective on a résumé. Re-
cruiters think such statements indicate that a candidate has made a commitment to
a career and is sure about what he or she wants to do. Career objectives, of course,
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make the recruiter’s life easier by quickly classifying the résumé. But such declara-
tions can also disqualify a candidate if the stated objective doesn’t match a com-
pany’s job description.'® In addition, many hiring managers find that career objectives
are poorly written, vague, or self-serving.'® Such objectives end up harming more
than helping a job applicant. However, a well-written objective that explains specifi-
cally what the applicant can do to meet the organization’s needs can add value to
a chronological or functional résumé.

If you decide to include a career objective on your résumé, you must keep sev-
eral things in mind in order to make it powerful. First of all, your objective should be
specific. Make sure the objective is not so general that it's meaningless. A typical
example of a vague objective is A challenging position in the accounting field with
opportunity for growth. This objective can be improved by adding detail, such as the
job title, the area of specialization, and the type of company. A person applying for
an auditor position might include the following objective: An auditor position in an in-
ternal corporate accounting department where my accounting skills, computer ex-
perience, knowledge of GAAP, and attention to detail will help the company run
efficiently and ensure that its records are kept accurately. Aggressive job applicants
today prepare individual résumés that are targeted for each company or position
sought. Thanks to word processing, the task is easy.

Your objective should also focus on the employer’s needs. Therefore, it should
be written from the employer’s perspective, not your own. Focus on how you can
contribute to the organization, not on what the organization can do for you. A typical
self-serving objective is To obtain a meaningful and rewarding position that enables
me to learn more about the graphic design field and allows for advancement. Instead,
show how you'll add value to the organization with an objective such as Position with
advertising firm designing Web sites, publications, logos, and promotional displays
for clients, where creativity, software knowledge, and proven communication skills
can be used to build client base and expand operations.

Also be careful that your career objective doesn't downplay your talents. For ex-
ample, some consultants warn against using the words entry-level in your objective,
as these words emphasize lack of experience or show poor self-confidence. Finally,
your objective should be concise. Try to limit your objective to no more than two or
three lines. Avoid using complete sentences and the pronoun- /.

If you choose to omit the career objective, be sure to discuss your objectives
and goals in your cover letter. Savvy job seekers are also incorporating their objec-
tives into a summary of qualifications, which is discussed next.

SUMMARY OF QUALIFICATIONS

In Chapter 10 you learned about writing executive summaries that condense the in-
formation in long reports for busy executives. Recruiters are also busy, and smart
job seekers add a summary of qualifications to their résumés to save the time of re-
cruiters and hiring managers. Once a job is advertised, a hiring manager may get
hundreds or even thousands of résumés in response. A summary at the top of your
résumé makes it easier to read and may help ensure that your most impressive qual-
ifications are not overlooked by a recruiter, who may be skimming résumés quickly.
A well-written summary motivates the recruiter to read further.

A summary of qualifications will include three to eight bulleted statements that
prove you're the ideal candidate for the position. When formulating these statements,
consider your experience in the field, your education, your unique skills, awards
you've won, certifications, and any other accomplishments that you want to highlight.
Include numbers wherever possible. Target the most important qualifications an
employer will be looking for in the person hired for this position. You'll find examples
of summaries of qualifications in Figures 13.6, 13.7, 13.8, 13.9, and 13.11 in the
résumé models found in our collection starting on page 390.

A summary of qualifications is more likely to be included in the chronological resumé
of an experienced job candidate. It is less likely to be found in a functional résume.
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Unit 6 Communicating for Employment

EDUCATION
The next component in a chronological résumé is your education—if it is more note-
worthy than your work experience. In this section you should include the name and
location of schools, dates of attendance, major fields of study, and degrees received.
By the way, once you've attended college, you don’t need to list high school infor-
mation on your résumé. Your grade point average andjor class ranking may be im-
portant to prospective employers. One way to enhance your GPA is to calculate it in
your major courses only (for example, 3.6/4.0 in major). It is not unethical to show-
case your GPA in your major—as long as you clearly indicate what you are doing. If
your GPA is low, you might choose to omit it. Remember, however, that many em-
ployers will assume your GPA is lower than a 3.0 if you omit it."”

Under Education you might be tempted to list all the courses you took, but such
2 list makes for very dull reading. Refer to courses only if you can relate them to the
position sought. When relevant, include certificates earned, seminars attended, work-
shops completed, and honors earned. If your education is incomplete, include such
statements as B.S. degree expected 6/08 or 80 units completed in 120-unit program.
Title this section Education, Academic Preparation, or Professional Training. If you're
preparing a functional résumé, you'll probably put the education section below your
skills summaries, as Kevin Touhy has done in Figure 13.10 on page 394.

WORK EXPERIENCE OR EMPLOYMENT HISTORY

If your work experience is significant and relevant to the position sought, this infor-
mation should appear before education. List your most recent employment first and
work backward, including only those jobs that you think will help you win the targeted
position. A job application form may demand a full employment history, but your ré-
sumé may be selective. Be aware, though, that time gaps in your employment his-
tory will probably be questioned in the interview. For each position show the following:
e Employer's name, City, and state

e Dates of employment

e Most important job title

e Significant duties, activities, accomplishments, and promotions

When listing your dates of employment, be sure to include both months and
years. Some employers are suspicious when they see only years listed. In addition,
if you're currently employed, make that clear. For example, you could write your dates
of employment as March 2004 to present.

Describe your employment achievements concisely but concretely. Avoid gen-
eralities such as Worked with customers. Be more specific, with statements such as
Served 40 or more retail customers a day; Successfully resolved problems about
custom stationery orders; or Acted as intermediary among customers, printers, and
suppliers. If possible, quantify your accomplishments, such as Conducted study of
equipment needs of 1 00 small businesses in Houston; Personally generated orders
for sales of $90,000 annually; or Keyed all the production models for a 250-page em-
ployee procedures manual. One professional recruiter said, “I spend a half hour every
day screening 50 résumés or more, and if | don't spot some [quantifiable] results in
the first 10 seconds, the résumé is history.”"®

Your employment achievements and job duties will be easier to read if you place -
them in a bulleted list. When writing these bullet points, don't try to list every single i
thing you've done on the job; instead, keep the prospective employer’s needs in mind.
Make sure your list of job duties shows what you have to contribute and how you're
qualified for the position you're applying for. Do not make your bullet points complete:
sentences, and avoid using personal pronouns (I, me, my) in them. If you've per-
formed a lot of the same duties for multiple employers, you don't have to repeat them.

In addition to technical skills, employers seek individuals with communication,
management, and interpersonal capabilities. This means you'll want to select work ex
periences and achievements that illustrate your initiative, dependability, responsibility,
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_encouraged managed revitalized
engineered organized screened
established originated served
expanded overhauled spearheaded
expedited pioneered spurred ‘
fagﬂita!ad reduced strengthened I
~ improved resolved targeted
increased restructured transformed

Emphasize the skills ang
aptitudes that prove you're
Qualified for-a specific:positiol

You'll also want to highlight exceptional aptitudes, such as working well under

stress, learning computer programs quickly, and interacting with Customers. If possi-
ble, provide details and evidence that back Up your assertions; for example, Mastered
PhotoShop in 25 hours with little instruction. Search for examples of your writing, speak-

ing, management, organizational, and interpersonal skil!s——pam’culariy those talents

4 [ Usin Action Verbs to Strengthen Your Résumé

Identified weaknesses ini

nternships and researched five alternate programs

Calculated shipping charg
onomical rates

Managed 24-station computer network linking data in three departments
Distributed and explained voter registration form:
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Unit 6 Communicating for Employment

that are relevant to your targeted job. For recent graduates, this section can be used
to give recruiters evidence of your potential. Instead of Capabiities, the section might
be called Skills and Abilities.

Those job hunters preparing a functional résumé will place more focus on skills
than on any other section. A well-written functional résumé groups skills into categories

such as Accounting/Finance, Skills, Managemen[/Leadership Skills, Communication/

Teamwork Skills, and Computer/ Technology Skills. Each skills category includes a bul-
leted list of achievements and experience t

hat demonstrate the skill, including specific
numbers whenever possible. These skills

categories should be placed in the begin-
ning of the résumé, where they'll be highlighted, followed by education and work ex-
perience. The action verbs shown in Figures 13.3 and 13.4 can also be used when
constructing a functional résumé.

AWARDS, HONORS, AND ACTIVITIES

If you have three or more awards or honors, highlight them by listing them under a
separate heading. If not, put them with activities or in the education or work experi-
énce section if appropriate. Include awards, scholarships (financial and other), fel-
lowships, dean’s list, honors, recognition, commendations, and certificates. Be sure
to identify items clearly. Your reader may be unfamiliar, for example, with Greek
organizations, honoraries, and awards; tell what they mean. Instead of saying
Recipient of Star award, give more details: Recipient of Star award given by Pep-
perdine University to outstanding graduates who combine academic excellence and
extracurricular activities.

It's also appropriate to include school, community,
activities. Employers are interested in evidence that you
This section provides an opportunity to demonstrate le
skills. Strive to use action statements. For example, instead of saying Treasurer of
business club, explain more fully: Collected dues, kept financial records, and paid
bills while serving as treasurer of 35-member business management club.

volunteer, and professional
are a well-rounded person.
adership and interpersonal

PERSONAL DATA

Today's résumés omit personal data, such as birth date, marital status, height, weight,
national origin, health, and religious affiliation. Such information doesn't relate to
genuine occupational qualifications, and recruiters are legally barred from asking

for such information. Some job seekers do, how-
ever, include hobbies or interests (such as skiing
or photography) that might grab the recruiter's at-
tention or serve as conversation starters. Naturally,
you shouldn’t mention dangerous pastimes (such
as bungee jumping or motorcycle racing) or time-
consuming interests. You could also indicate your
willingness to travel or to relocate since many com-
panies will be interested.

“Allen is an incredible,

exciting, kind, loving, brill

References are unnecessary:for
therésume; but they:should be
available:for:the interview.

= tant, very special human being. mally instrumental in securing an interview—few
This personal reference from your dog is quite impressive.”

SRV Ay

GlasEERGE]
wonderful, fun, generous,

REFERENCES

Listing references directly on a résumé takes up
valuable space. Moreover, references are not nor-

companies check them before the interview. In-
stead, recruiters prefer that you bring to the inter-
discuss your qualifications. Therefore, you should
at in Figure 13.5, when you begin your job search. 1
urrent employer or previous employers, colleagues

ssional contacts whether they would be willing to

view a list of individuals willing to
prepare a separate list, such as th.
Ask three to five instructors, your ¢
or subordinates, and other profe:
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éa}nplg Befefence Listﬂ b

Prints reference
list with heading
® ———— that matches

heading on

References
Casey J. Jepson
1103 Wood Road
Boscobel, Wi 53805

Lists professional,
not personal, — o
references

résumé
Home: (608) 375-1926 Cell: (608) 778-5195 E-mail: cjepson@tds.net
Mr. Jeff Schmitz Ms. Sue Winder
Loan Supervisor Work Study Supervisor
Community First Bank Southwest Wisconsin Technical College Lists only people

925 Wisconsin Avenue
Boscobel, WI 53805
(608) 375-4116

Jsehmitz@commfirstbank.com

Ms. Sondra Ostheimer
Uses parallel form

for ntries —— ig
ficll entites 1800 Bronson Boulevard

Fennimore, WI 53809

(608) 822-3622, Ext. 1266

sostheimer@swtc.edu

answer inquiries regarding your qualifications for employment. Be sure, however, to
provide them with an opportunity to refuse. No reference is better than a negative one.
Do not include personal or character references, such as friends, family, or neigh-

Business/Communication Instructor
Southwest Wisconsin Technical College

1800 Bronson Boulevard
Fennimore, WI 53809
(608) 822-3611, Ext. 1200
swinder@swic.edu

&—————— who have given

permission

With careful research and planning, you
can put together a persuasive and profes-
sional résumé that will win you interviews.
Traditionally hard copies of résumés were
mailed to employers. Although you may stil
submit your résumé by mail today, it's more
likely that you'll fax it, e-mail it, or post it
online. Always remember, though, to bring
several copies of your traditional print-
based résumé with you to job interviews.
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FIGURE |, Chronological Résumé:

. Related Experience

Courtney Castro uses a chronological résume to highlight her
work experience, most ol which is related directly to the
position she seeks, Although she is a recent graduate, she
has accumulated experience in two part-time jobs and one
full-time job. She includes a Summary of qualifications to
highlight her skills, experience, and interpersonal traits
aimed at a specific Pposition.

Courtney M. Castro (714) 455.9231

2403 Mira Loma Drive, Costa Mesa, CA 90415 emeastro@aol.com
OBJECTIVE Position with fnancial services organization installing accounting software
e ading User SpPOr, where compuer experience and poybn ror ", |
h munication and interpersona skills can be used to improe operations,
S most
impressive —— L S anuvor oo five years” experience in the accounting field
qualifications QUALIFICATIONS nced in designing, installing, and
accounting software, including SAP,
- Exoficientin Word. Access, PowerbPoint, Excel, ang. quic e
" eed in technieal writing, including proposals, ncr masens o doc.
mentation

- Fivmended fo tactfl, professional, and frendly communication skll

*+ Fluent in speaking and writing Spanih
Arranges jobs
in reverse — _ ENRLTENE Accounting software consultant, South Coast Software, Huntington
chronological Beach. CA June 2006 to present
* Design and install accounting systems for businesses such s Century21 o §

prner Realty. Captal Financial Services. Pacifc Lumper sog oo

S e— * i cngoing technical support and consultation for e ke
llo“‘"n','(‘:" ';(":u’ ""'(‘.. . * Help write proposals such as successful $400,000 govers contract

easier to read Office manager (part-time). Coastal Productions, Fountain Valley, CA

June 2005 to May 2006

2 Conceived and implemented improved order processing and filing system

i le pieces to export and convert data
SQL database to QuickBooks format for automated o— |
check printing and invoice billing
) * Trained three employees to operate QuickBooks software

Shows job titles

in bold for — et EriR TR ELELRRER Bookkeeper (part-time). Home Roofing, Santa Ana, CA
5

readability August 2001 to May 200 5 :
: * Kept books for and repair company with $240,000 gross income
Ping tasks including quarterly internal audit ang

order

e
EDUCATION Orange Coast College, Costa Mesa, CA

Associate of Ants degree in business. administration, June 2005

GPA in major 3.6 (4.0 = A)

Oracle University - curcently enrolled in database training seminars
leading to Oracle certification

HONORS AND * Dean’s list, three semesters
ACTIVITIES * Elected to Alpha Beta Sigma business student honorary

Includes
— detailed
objective in

adverti;

—— relevant

targeted
Pposition

around

headings tg
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7%__jﬂ Chronological Résumé: Current College Student With
Limited Experience

To highlight her skills and capabilities, Casey placed them in the summary
of qualifications at the top of her résumé. She used the tables feature of her
word processing program to help her format. Because she wanted to describe
her skills and experience fully, she used two pages.

Casey J. Jepson
1103 Wood Road
Boscobel, Wl 53805
Home: (608) 375-1926 Cell: (608) 778-5195 E-mail: cjepson@tds.net

Omits objective
SUMMARY OF * Over three years’ experience in administrative positions, working  e- — to keep all
QUALIFICATIONS  with business documents and interacting with customers
* Ability to keyboard (65 wpm) and use ten-key calculator (150 kpm)
* Proficient with Microsoft Word, Excel, Access, PowerPoint,
FrontPage, and Publisher (passed MOS certification exam) "
+ Competent in Web research, written and oral communication, Focuses on
records management, desktop publishing, computer software ¢! skills and
troubleshooting, and proofreading and editing business documents aptitudes that
* Trained in QuickBooks, Flash, Photoshop, Dreamweaver employers seek
* Experienced in planning all-day seminars and travel arrangements

options open

EXPERIENCE Administrative Assistant, Work Study
Southwest Wisconsin Technical College, Fennimore, Wisconsin,
August 2006—present Uses present-
* Create letters, memos, reports, and forms in Microsoft Word  e———§ tense verbs for
* Develop customized reports and labels using Microsoft Access current job
* Maintain departmental Microsoft Excel budget

Loan Support Sp i

Community First Bank, Boscobel, Wisconsin, May 2004—

September 2006

* Prepared loan documents for consumer, residential, mortgage,
agricultural, and commercial loans

* Ensured compliance with federal, state, and bank regulations Arranges

* Originated correspondence (both oral and written) with customers — employment by
and insurance agencies job title for

* Ordered and interpreted appraisals, titles, and credit reports i

* Created and maintained paper and electronic files for customers

* Protected the confidentiality of all clients

v
recognition

Customer Sales Representative
Lands’ End, Dodgeville, Wisconsin, Winter seasons 2004-2006
* Answered phones and assisted customers with orders

* Resolved customers’ merchandise questions and problems

* Entered catalog orders into computer system

* Enjoyed working in teams to achieve company goals

ncludes T
second page T Casey J. Jepson Page 2
theading

EDUCATION Southwest Wisconsin Technical College, Fennimore, Wisconsin,
Major: ‘Administrative Assistant with Help Desk certificate
AA degree expected May 2008. GPA in major: 3.8 (4.0 = A)

ACTIVITIES AND  + Assisted state president in all functions and coordinated all
AWARDS activities of the BPA (Business Professionals of America) Torch
Awards Program while serving as state vice president
Combines * Placed first in state BPA Administrative Assistant competition
activities and ————— * Earned second place in Bill Wolfe Writing Contest
awards to fill out i * Served as SWTC Student Senate Representative for
section Administrative Assistant program
* Nominated for SWTC Ambassador Award (recognizes
outstanding students for excellence in and out of classroom)
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| . Curonological Résumé: Current University Student With
Limited Related Experience

Rick's résumé answers an advertisement specifying skills for a staff
accountant. In responding to the ad, he targeted his objective and
shaped his statements to the precise job requirements mentioned by
the employer.

To produce this attractive print-based résumé, he employed italics,
bold, and scalable font features from his word processing program. He
realized that this résumé might not be scannable and could not be
embedded in an e-mail message. That's why he was ready with a
scannable version that shortened the line length and stripped the
fancy formatting in case he had to submit it electronically.

RICK M. JAMESON

Uses ital 4938 Mountain Avenue Objective: Position as Staff Accountant with progressive ®————
larger type i Sunnyvale, CA 94255 Bay Area firm, where my technical, computer, and.
size, and Phone: (408) 479-1982 communication skills will be useful in managing accounts
bold Cell: (408) 412-5540 and acquiring new clientele
underline to E-mail: rmjameson@rrbay.com
enhance —e
appearance SUMMARY OF QUALIFICATIONS
Accounting
——————e  Abilityto journalize entries accurately in general and specialized journals
i « Proficient in posting to generalledger, preparing trial balance, and detecting discrepancies
«Trained in preparing and analyzing balance sheet and other financial statements
Computer
« Experienced in using Word, Excel, HTML, and Dreamweaver
« Comfortable in Windows and Internet environments
« Able to learn new computer programs and applications quickly, with little instruction
Communication and Interpersonal
« Enjoy working with details and completing assignments accuratelyand on time
« Demonstrate sound writing and speaking skills acquired and polished in business letter
writing, report writing, and speech classes
« Interact well with people as evidenced in my successful sales, volunteer, and internship
work; enjoy meeting new people

Highlights
skills

named in
advertisement

EXPERIENCE
Tax Preparer, Volunteer Income Tax Assistance program (VITA)
Sponsored by the Internal Revenue Service and California State University, San Jose. Prepare
state and federal tax returns for individuals with incomes under $25,000. Conduct interviews .T
with over 50 individuals to elicit data regarding taxes. Determine legitimate tax deductions and
Uses | record them accurately. (Tax seasons, 2005 to present)
paragraph i Accounting Intern, Software, Inc., Accounting Department, Santa Clara, CA
style instead — Assisted in analyzing data for weekly accounts payable aging report. Prepared daily cash activity
of bulleted report for sums up to $10,000. Calculated depreciation on 12 capital asset accounts with a total
items to pack | | valuation of over $900,000. Researched and wrote report analyzing one division's budget of i % ==
in more data $150,000. (Spring 2005)
in a small | Salesperson, Kmart, Santa Clara, CA
space Helped customers select gardening and landscaping supplies. Assisted in ordering merchandise,
stocking the department, and resolving customer problems. (Summers 2004, 2005)

EDUCATION
California State University, San Jose. B.S. degree expected June 2007
Major: Business Administration
Specialization: Accounting Theory and Practice. GPA: 3.2 (A =4.0)
Participated as member of Accounting Club for two years
San Jose Community College. A.A. degree June 2005
Major: Business Administration and Accounting. GPA: 3.4 (A =4.0)
Received Award of Merit for volunteer work as orientation guide and peer tutor
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| Substantial Experience

Because Rachel has many years of experience and seeks executive-level
employment, she highlights her experience by placing it before her education.
Her summary of qualifications highlight her most impressive experience and
skills. This chronological two-page résumé shows the steady progression of
her career to executive positions, a movement that impresses and reassures
recruiters.

RACHEL M. CHOWDHRY
374 Cabot Drive E-Mail: rchowdhry @west.net
‘Thousand Oaks, CA 91359 (805) 490-3310

OBJECTIVE Senior Financial Management Position

SUMMARY OF  « Over 12 years’ comprehensive experience in the accounting industry.
QUALIFICATIONS  including over 8 years as a controller
Certified Public Accountant (CPA)
Demonstrated ability to handle all accounting functions for large.
midsized, and small firms
Ability 10 isolate problems, reduce expenses. and improve the bottom
line. resulting in substantial cost savings
Proven talent for interacting professionally with individuals at all levels,
as demonstrated by performance review comments
Experienced in P&L, audits. taxation. interal control. inventor
management. A/P, A/R. cash management

PROFESSIONAL  11/03 to present CONTROLLER
HISTORY AND  United Plastics, Inc., Newbury Park, California (extruder of polyethylene s—& — [xplains
ACHIEVEMENT i c aprons and gloves) 3 nature of
f accounting and cash management for 160- employee, employ
$3 billion business Fudinees
Supervise inventory and production operations for tax compliance, b i
Talked owner into reducing sales prices. resulting in doubling first .
quarter 2006 sales moy P
Created c inting by product and pricing based on gross margin immediately
Increased line of credit with 12 major suppliers recognizable

1/01 to 10/02 CONTROLLER
Burgess Inc.. Freeport. Tllinois (major manufacturer of flashlight and
lantern batteries)
* Managed all accounting, cash, payroll, credit. and collection operations
for 175-employee business
* Implemented a new system for cost accounting, inventory control, and
accounts payable, resulting in a $100,000 annual savings
* Reduced staff from 10 persons to 5 with no loss in productivity
* Successfully reduced inventory levels from $1.1 million to $600.000 &

8/991011/00 TREASURER/CONTROLLER achievements
‘The Builders of Winter, Winter, Wisconsin (manufacturer of modular housing)
+ Supervised accounts receivable/payable, cash management, payroll, insurance
+ Directed monthly and year-end closings, banking relations, and. product costing
* Refinanced company with long-term loan, ensuring stability

Rachel M. Chowdhry Page2

4/95106/99  SUPERVISOR OF GENERAL ACCOUNTING
Levin National Batteries, St. Paul, Minnesota. (local manufacturer of
flashlight bateries)
+ Completed monthly and year-end closing of ledgers for $2 million
busi
3 freight bills, acted as interdepartmental liaison, prepared
financial reports
use

BiStory is ————— s ADDITIONAL Education: B.B.A. degree, University of Minnesota, major:
mportant INFORMATION ~ Accounting. 1994

- cation: Certified Public Accountant (CPA), 1996

3 Personal: Will travel and/or relocate
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RE13.10 Functional Résumé: Recent University Graduate With
| Unrelated Part-Time Experience

Recent graduate Kevin Touny chose this functional format to de-
emphasize his meager work experience and emphasize his potential in
sales and marketing. This version of his résumé is more generic than
one targeted for a specific position. Yet, it emphasizes his strong
points with specific achievements and includes an employment section
to satisly recruiters.
The functional format presents ability-focused topics. It illustrates

vhat the job seeker can do for the employer instead of narrating a
history of previous jobs. Although recruiters prefer chronological
résumés, the functional format is a good choice for new graduates,
career changers, and those with employment gaps.

KEVIN M. TOUHY
P.0. Box 341 Phone: (412) 359-2493
Monroeville, PA 15146 Cell: (412) 555-3201 E-mail: ktouhy @aol.com

OBJECTIVE Position in sales, marketing, or e-marketing in which my marketing,
communication, and technology skills can help an organization achieve its goals.

SALES AND * Developed people and sales skills by demonstrating lawn-care equipment in
. < . n » MARKETING central and western Pennsylvania
Uses functional | | SKILLS + Achieved sales amounting to 120 percent of forecast in competitive field
headings that « Personally generated over $30,000 in telephone subscriptions as part of the
President's Task Force for the Northeastern University Foundation
* Conducted telephone survey of selected businesses in two counties to discover
potential users of farm equipment and to promote company services
* Successfully served 40 or more retail customers daily as clerk in electrical
appliance department of national home hardware store

skil
sales and
e-marketing

COMMUNICATION  » Conducted research, analyzed findings, drew conclusions, and helped write
————* AND COMPUTER 20-page report contending that responsible e-marketing is not spam

SKILLS * Learned teamwork skills such as cooperation and compromise in team projects
Employs * Delivered PowerPoint talks before selected campus classes and organizations
action verbs encouraging students to participate in campus voter registration drive
and bullet * Earned A's in Interpersonal Communication and Business Communication
points to * Developed Word, Outlook, Excel, PowerPoint, and Internet Explorer skills &
describe skills + Commended by instructors for ability to learn computer programs quickly

‘ORGANIZATIONAL Helped conceptualize, organize, and conduct highly effective campus

AND
MANAGEMENT
SKILLS

campaign to register student voters
* Scheduled events and arranged weekend student retreat for Marketing Club
* Trained and supervised two counter employees at Pizza Planet
* Organized courses, extracurricular activities, and part-time employment to
graduate in seven semesters

e EDUCATION Bachelor of Business Administration, Northeastern University,
June, 2006

Major: Business Administration with e-marketing emphasis
Highlights GPA: Major, 3.7; overall, 3.3 (A = 4.0)
recent Related Courses: Marketing Research; Internet Advertising, Sales, and &
education ———] Promotion; and Competitive Strategies for the Information Age
and Associate of Arts, Community College of Allegheny County, 2004
contemporary Major: Business Administration with marketing emphasis.

ng while GPA:3.7

de-emphasizing
employment T © EMPLOYMENT Sept., 2004—-May, 2006, Pizza Planet, Pittsburgh
Summer, 2004, Bellefonte Manufacturers Representatives, Pittsburgh
Summers, 2002-2004, Home Depot, Inc., Pittsburgh
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 Scannable Résumé

Leticia P. Lopez prepared this “plain Jane” résumé free of
graphics and fancy formatting so that it would scan well if
read by a computer. Within the résumé, she includes many
Job titles, skills, traits, and other descriptive keywords that
scanners are programmed to recognize. To improve accurate
scanning, she avoided bullets, italics, underlining, and
columns. If she had more information to include, she could
go on to a second page since a résumé to be scanned need
not be restricted to one page.

Places name
alone at top of
résumé where

LETICIA P. LOPEZ
2967 Ocean Breeze Drive
Clearwater, FL 33704

913 742-5839 scanner expects
LLopez@scoast.net to find it
OBJECTIVE

Customer-oriented, fast-learning, detail-oriented individual seeks teller position with
financial institution.

SUMMARY OF QUALIFICATIONS &
* Over three years' experience as a bank teller
* Proven ability to interact professionally, efficiently, and pleasantly with customers
* Reputation for accuracy and ability o work well under pressure

Ions: ——————e . gpeak Spanish fluently Uses typical
* Experience using Excel, Word, PowerPoint, accounting software, banking CRT, headings for
and the Internet easy
* Member of First Federal Bank's Diversity Committee recognition

* Received First Federal Bank Certificate of Merit as an outstanding new employee

EXI NCE
First Federal Bank, Pinellas Park, FL

——= July 2005 to present

Teller
Cheerfully greet customers, make deposits and withdrawals, accurately enter on
computer. Balance up to $10,000 in cash with computer journal tape daily within
15-minute time period. Solve customer problems and answer questions patiently.
Issue cashier’s checks, savings bonds, and traveler's checks. Complete tasks
under pressure with speed, accuracy, and special attention to positive customer
service. Communicate well with customers who speak English or Spanish.

Bay Aviation Maintenance Company, St. Petersburg, FL
June 2003 to June 2005 -—
Bookkeeper
Managed all bookkeeping functions, including accounts payable, accounts
receivable, payroll, and tax reports for a small business. Demonstrated ability to
work independently, took responsibility for establishing and meeting deadiines, and
learned new computer programs without instruction. Commended for honesty as well

LE 2oy as being a self-starter who could handle multple priorities and deadiines.
Provides ample
EDUCATION Reiay i iaar oo
University of South Florida, Tampa, FL pult Fage for
Bachelor of Science in Business Management expected in 2008 accurate-scanning

Hillsborough Community College, Tampa, FL-
Associate of Arts Degree, 2005
Majors: Business Administration and Accounting
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print-based résumés that may include attractive formatting. Larger organizati
however, must deal with thousands of incoming résumés. Increasingly, they are
ing those résumés directly into searchable databases. So that you can optimize
chances, you may need three versions of your résumé: (1) a traditional print
résumé, (2) a scannable résumé, and (3) an embedded résumé for e-mailing.
should also be aware of the significant role of résumé keywords. Finally, you
decide to create an e-portfolio to showcase your qualifications.

Designing a Traditional Print-Based Résumé

Traditional print-based résumés are attractively formatted to maximize readability.

layouts that are easily duplicated. You can also examine résumé templates for des
and format ideas. Their inflexibility, however, leads to frustration as you try to fo
your skills and experience into a predetermined template sequence. What's more,
cruiters who read hundreds of résumés can usually spot a template-based résy
Instead, create your own original résumé that fits your unique qualifications,

Your print-based résumé should use an outline format with headings and bu
points to present information in an orderly, uncluttered, easy-to-read format. An
tractive print-based résumé is necessary (1) when you are competing for a job
does not require electronic submission, (2) to present in addition to an electro
submission, and (3) to bring with you to job interviews. Even if a résumé is subn
ted electronically, nearly every job candidate will want to have an attractive
tional résumé handy for human readers. ;

Preparing a Scannable Résumé

usually from six months to a year.

Before sending your résumg, find out whether the recipient uses scanning sof
ware. If you can't tell from the job announcement, call the company to ask wheth

TIPS FOR MAXIMIZING SCANNABILITY

A scannable résumé must sacrifice man

used to make your traditional print résu
L]

y of the graphic enhancements you might have
me attractive. To maximize scannability:

Use 10- to 14-point type. Because touching letters or unusual fonts are likel
be misread, it's safest to use a large, well-known font, such as 12-point Ti
New Roman or Arial. This may mean that your résumé will require two pa

After printing, inspect your résumé to see whether any letters touch—especi
in your name.
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Avoid unusual typefaces, underlining, and italics. Moreover, don't use borders,
shading, or other graphics to highlight text. These features don't scan well. Most
applicant-tracking programs, however, can accurately read bold print, solid bul-
lets, and asterisks.

Be sure that your name is the first line on the page. Don't use fancy layouts
that may confuse a scanner. Reports generated by applicant-tracking software
usually assume that the first line of a résumé contains the applicant's name.
List each phone number on its own line. Your land and cell phone numbers
should appear on separate lines to improve recognition.

Provide white space. To ensure separation of words and categories, leave plenty
of white space. For example, instead of using parentheses to enclose a tele-
phone area code, insert blank spaces, such as 212 799-2415. Leave blank lines
around headings.

Avoid double columns. When listing job duties, skills, computer programs, and
so forth, don't tabulate items into two- or three-column lists. Scanners read across
and may convert tables into nonsensical output.

Use smooth white paper, black ink, and quality printing. Avoid colored or tex-
tured paper, and use a high-quality laser or ink-jet printer.

Don't fold or staple your résumé. Send it in a large envelope so that you can
avoid folds. Words that appear on folds may not be scanned correctly.

TIPS FOR MAXIMIZING “HITS”

In addition to paying attention to the physical appearance of your résumé, you must
also be concerned with keywords that produce “hits” or recognition by the scanner.
To maximize hits:

Focus on specific keywords. Study carefully any advertissments and job de-
scriptions for the position you want. Select keywords that describe skills, traits,
tasks, and job titles. Because interpersonal traits are often requested by employ-
ers, consult Figure 13.12. It shows the most frequently requested interpersonal
traits, as reported by Resumix, a pioneer in résumé-scanning software.
Incorporate words from the advertisement or job description. Describe your
experience, education, and qualifications in terms associated with the job ad-
vertisement or job description for this position.

Interpé;sonal Keywords Most Requested by Emplo}érs
Using Résumé-Scanning Software* ) )

Ability to delegate Persuasive
Ability to implement Problem solving
Ability to plan Public speaking
Ability to train Results oriented
Accurate Safety conscious
Adaptable Self-accountable
Aggressive work Self-managing
Analytical ability Setting priorities
Assertive Supportive
Communication skills Takes initiative
Competitive Team building
Creative Team player
Customer oriented Tenacious
Detail minded Willing to travel

*Reported by Resumix, a leading producer of résumé-scanning software.
Source: Joyce Lain Kennedy and Thomas J. Morrow, Electronic Résumé Revolution (New York: John Wiley & Sons),
70. Reprinted by permission of John Wiley & Sons, Inc.
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Use typical headings. Include éxpected categories such as Objective, Summa
of Qualifications, Education, Work Experience, Skills, and Accomplishme;
Scanning software looks for such headings. '
Use accurate names. Spell out complete names of schools, degrees, and d
Be careful of abbreviations. Minimize unfamiliar abbreviations, but maximize ea
recognized abbreviations—especia”y those within your field, such as CAD, JPG,
JIT. When in doubt, though, spell out! Computers are less confused by whole word
Describe interpersonal traits and attitudes. Hiring managers look for keyword
and phrases such as time management skills, dependability, high energy, lea
ership, sense of responsibility, and team player.

Use more than one page if necessary. Computers can easily handle more f

one page so include as much as necessary to describe your qualifications and
maximize hits.

Preparing an Embedded Résumeé for E-Mailing

ments. They prefer embedded résume V
the scanning step.® Many online job boards also require embedded résumes, T us,
you should be prepared with a plain-text résumé that can be pasted directly intc
e-mail message. To create an embedded plain-text résume:
® Follow all the tips for a scannable résumé. A résumé that will be embe
into an e-mail message requires the same attention to content, formatting,
keywords as that recommended for a scannable résumé.
Consider reformatting with shorter lines. Many e-mail programs wrap
longer than 60 characters. To avoid having your résumé look as if a chain |
attacked it, use a short line length (such as 4 inches).
Think about using keyboard characters to enhance format. In addition to
capital letters and asterisks, you might use spaced equals signs (= = =)
tildes (~ ~ ~) to create separating lines that highlight résumé categories.
® Move all text to the left. Do not center items; start all text at the left mar
Remove tabs.
Save your résumé in plain text (.txt) or rich text format (_rtf). Saving your résu

in one of these formats will ensure that it can be read when pasted in an €l i
message.

Test your résumé before sendin

any necessary changes.

When sending an embedded résumé to an employer, be sure that your subject |

clearly describes the purpose of your message. In addition, use the profession
€-mail techniques you learned in Chapter 5.

Creating an E-Portfolio

gly digitized, you have yet another way 1o dig|
ployers—the digitized e-portfolio. Resourceful jo
rly writers, models, artists, and graphic artists—
eir qualifications and achievements. Now busi
using electronic portfolios to show off their talent
digitized materials that provides viewers with
ce, talents, and accomplishments. It may includ

your qualifications to prospective em
candidates in other fields—particula
Created print portfolios to illustrate th
and professional job candidates are

An e-portfolio is a collection of
snapshot of a candidate’s performan
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° Embedded Résumé

L

To be sure her résumé would transmit well when embedded
within an e-mail message, Leticia prepared a special version
with all lines starting at the left margin. She used a 4-inch
line length to avoid awkward line breaks. To set off her
major headings, she used the tilde character on her
keyboard. She saved the document as a text file (.txt or .rtf)
s0 that it could be read by different computers. At the end
she included a statement saying that an attractive, fully
formatted hard copy of her résumé was available on request.

LETICIA P. LOPEZ

2967 Ocean Breeze Drive
T ® Clearwater, FL 33704
i Phone: 813 742-5839
E-Mail: LLopez@scoast.net

Shortens lines to
Customer-oriented, fast-learning, detailed-oriented individual  ———— avoid awlkward
seeks teller position with financial institution. | line wrapping

* Over three years’ experience as a bank teller

* Proven ability to interact professionally, efficiently, and
pleasantly with customers

* Reputation for accuracy and ability to work well under
pressure empty space that

* Speak Spanish fluently is unavoidable in
Experience using Excel, Word, PowerPoint, accounting this format
software, banking CRT, and the Internet 4

* Member of first Federal Bank’s Diversity Committee

* Received First Federal Bank Certificate of Merit as an
outstanding new employee

Creates large

First Federal Bank, Pinellas Park, FL 33705

July 2005 to present

Teller

* Cheerfully greet customers, make deposits and withdrawals

* Balance up to $10,000 in cash with computer journal tape
daily within 15-minute time period

* Solve customer problems and answer questions patiently

* Issue cashier’s checks, savings bonds, and traveler's checks

* Complete tasks under pressure with speed, accuracy, and
attention to positive customer service

* Communicate well with customers speaking English or Spanish

a copy of your résumé, reference letters, special achievements, awards, certificates,
work samples, a complete list of your courses, thank-you letters, and anything else
that touts your accomplishments. An advanced portfolio might include links to
electronic copies of your artwork, film projects, blueprints, and photographs of class-
work that might otherwise be difficult to share with potential employers. Moreover, you
can include attention-getting effects such as color, animation, sound, and graphics.

Jobcandidatesgenerallyofferas E-portfolios are generally presented at Web sites, where they are available around

esportiolios at Webisitesbutthey  the clock to employers. Some colleges and universities not only make Web site space

mayalsoburn themionto:a:CDior  available for student e-portfolios, but also provide instruction and resources for scan-
g -

RN

ning photos, digitizing images, and preparing graphics. E-portfolios may also be
burned onto CDs and DVDs that you mail to prospective employers.
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E-portfolios have many advantages. At Web sites they can be viewed wl
convenient for an employer. Let's say you are talking on the phone with an emplo
in another city who wants to see a copy of your résumé. You can simply f
employer to the Web address where your résumé resides. E-portfolios can
seen by many individuals in an organization without circulating a paper cop!
the real reason for preparing an e-portfolio is that it shows off your talents and
ifications more thoroughly than a print résumé does.

Because your résumé is probably the most important message you will ever
you'll revise it many times. With so much information in concentrated form ai
so much riding on its outcome, your résumé demands careful polishing, proofr
ing, and critiquing.

As you revise, be certain to verify all the facts, particularly those involvin
previous employment and education. Don’t be caught in a mistake, or wo
tortion of previous jobs and dates of employment. These items likely will be ¢
And the consequences of puffing up a résumé with deception or flat-out
simply not worth the risk.

Being Honest and Ethical

A résumé is expected to showcase a candidate’s strengths and minimi;
nesses. For this reason, recruiters expect a certain degree of self-promoti
some résumé writers step over the line that separates honest self-marketing fi
ceptive half-truths and flat-out lies. Distorting facts on a résumé is unethical; lying
illegal. Either practice can destroy a career.

Given the competitive job market, it might be tempting to puff up your
What's more, you wouldn't be alone in telling fibs or outright whoppers. On
found that 44 percent of applicants lied about their work histories, 23 percel
cated licenses or credentials, and 41 percent falsified their educational backgro
Although recruiters can't check everything, most will verify previous employment &
education before hiring candidates. Over half will require official transcripts.

After hiring, the checking process may continue. If hiring officials find
crepancy in GPA or prior experience and the error is an honest mistake
probably meet with the new-hire to hear an explanation. If the discrepancy w
mistake, they will likely fire the person immediately. No job seeker wants to b

Newly appointed Notre Dame football
coach George O’Leary resigned in dis-
grace after admitting that he had lie
his academic and athletic credentials
his résumé. His revelation touched off
wave of investigations into résumes a
biographical sketches. Several coac
athletic directors, and even the presid
the U.S. Olympic Committee lost their
over long-forgotten lies or half-truths in
résumés. Once a lie becomes part of
résumé, it's difficult to correct later.
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unhappy position of explaining résumé errors or defending misrepresentation. Avoid-
ing the following common problems can keep you off the hot seat:
® Inflated education, grades, or honors. Some job candidates claim degrees from
colleges or universities when in fact they merely attended classes. Others in-
crease their grade point averages or claim fictitious honors. Any such dishonest
reporting is grounds for dismissal when discovered.
Enhanced job titles. Wanting to elevate their status, some applicants misrepresent
their titles. For example, one technician called himself a “programmer” when he
had actually programmed only one project for his boss. A mail clerk who assumed
added responsibilities conferred upon herself the title of “supervisor.” Even when
the description seems accurate, it's unethical to list any title not officially granted.
Puffed-up accomplishments. Some job seekers inflate their employment experi-
ence or achievements. One clerk, eager to make her photocopying duties sound
more important, said that she assisted the vice president in communicating and
distributing employee directives. An Ivy League graduate who spent the better part
of six months watching rented videos on his VCR described the activity as Inde-
pendent Film Study. That statement may have helped win an interview, but it lost
him the job. In addition to avoiding puffery, guard
against taking sole credit for achievements that re-
quired the efforts of many people. When recruiters
suspect dubious claims on résumés, they nail ap-
plicants with specific—and often embarrassing—
questions during their interviews.
® Altered employment dates. Some candidates
extend the dates of employment to hide unim-
pressive jobs or to cover up periods of unem-
ploymentand illness. Let’s say that several years
ago Emily was unemployed for fourteen months
between working for Company A and being
hired by Company B. To make her employment

history look better, she adds seven months to

“I typed up my résumé on the computer. her tenure with Company A and seven months

The spell-checker accidentally changed to Company B. Now her employment history has
‘Mid-State Junior College’ to ‘Harvard’.”

no gaps, but her résumé is dishonest and rep-
resents a potential booby trap for her.

Polishing Your Résumé

As you continue revising, look for other ways to improve your résumé. For example,
consider consolidating headings. By condensing your information into as few head-
ings as possible, you'll produce a clean, professional-looking document. Study other
résumés for valuable formatting ideas. Ask yourself what graphics highlighting tech-
niques you can use to improve readability: capitalization, underlining, indenting, and
bulleting. Experiment with"headings and styles to achieve a pleasing, easy-to-read
message. Moreover, look for ways to eliminate wordiness. For example, instead of
Supervised two employees who worked at the counter, try Supervised two counter
employees. Review Chapter 4 for more tips on writing concisely.

In addition to making your résumé concise, make sure that you haven't included
any of the following information, which doesn't belong on a résumé:

® Any basis for discrimination (age,
marital status, gender, national
origin, religion, race, marital status,

Your Social Security number
Salary history or requirements
High school information

number of children, disability) References
® A photograph Full addresses of schools or
Reasons for leaving previous jobs employers (include city and state

The word Résumé only)
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Above all, make sure your print-based résumé look professional. Avoid anyt
humorous or “cute,” such as a help-wanted poster with your name or picture insid

you from consideration.

By now you may be thinking that you'd like to hire someone to write your résu
Don't! First, you know yourself better than anyone else could know you. Second, you
end up with either a generic or a one-time résumé. A generic résumé in today’s hig
competitive job market will lose out to a targeted résumé nine times out of ten. E
useless is a one-time résumé aimed at a single job. What if you don't get that jo
Because you will need to revise your résume many times as you seek a vari
jobs, be prepared to write (and rewrite) it yourself.

Sending Your Résumé

Read the job listing carefully to make sure you know how the employer wants y
submit your résumé. Not following the prospective employer’s instructions can
inate you from consideration before your résumé is even reviewed.

If you're mailing your résumé the traditional way, don't send it on its own,
sumée should always be accompanied by a cover letter, which will be discusse
the next section. The résumé and cover letter should be printed on the same
quality paper. It's best to mail them in a large envelope to prevent folding.

In this fast-paced world, employers increasingly want information immediate
We've already discussed how to send your résumé embedded in an e-mail mess;
An employer, however, might prefer that you attach your résumé to an e-ma
sage. To do this, save your résumé as a text (.txt) or a rich text format (.rtf) fil
Remember that a cover letter, discussed later in the chapter, must accompany
e-mail résumé. To include your cover letter, (1) you may type your cover letter 2
with your résumé in the body of your e-mail message, or (2) you may attach
If you choose the second option, be sure that your subject line and e-mail me
clearly and professionally explain the purpose of your message; also include a
erence to your attachment in the body of your e-mail message. Type your full
at the bottom of your message.

Finally, an employer may request that you fax your résumé. The key to suc
in a faxed document is white space. Without it, characters blur. Underlines bl
with the words above, and bold print may look like an ink blot, If you are faxing \
printed résumé, select a font with adequate space between characters. Thin
fonts—such as Times, Palatino, New Century Schoolbook, Arial, and Bookman -are
clearer than thicker ones. Use a 12-point or larger font, and avoid underlines, wh
may look broken or choppy when faxed. Include a fax cover sheet and a cov
ter. Again, a résumé should never be faxed on its own. To be safe, get a trans
sion report to ensure that all pages were transmitted satisfactorily, or call or
the employer to verify that your fax went through. Finally, follow up with your polish
printed résumé.





