George Memorial Library

Writing Standout
Resumes

How to impress recruiters and land your dream job




What We're Learning Today

Here are the topics we will cover this morning:

What is a resume?

Resume vs CV.

Different resume formats.

What you need to know before making a resume.

Resume writing tips to help you get hired.

WRITING STANDOUT RESUMES



How to Write
A resume is what stands between you
a n Awes o m e and your dream job. So make sure your
resume game is strong!
Resume

WRITING STANDOUT RESUMES



Resume vs. CV

Many people use resume and CV
Interchangeably — but they are not the
same.




CVS a re m O re A curriculum vitae includes the full extent

of your academic credentials and

eXt ens i Ve. professional experience.




Resumes
are concise.

Include only the skills and qualifications
related to the position you want.




Preparation is key.

What you need to know before writing your resume.




HR DEPARTMENTS OF MAJOR COMPANIES RECEIVE AS MUCH AS

1,000
resumes

per month.

Some receive 200 resumes
per available position

Many companies use Applicant Tracking Systems (ATS) to

filter resumes before they even reach a human recruiter.

To pass an ATS, your resume needs to include keywords from
the job posting. These systems often reject resumes with
fancy formatting, images, or non-standard fonts.



KNOW YOU RSE LF Understand your strengths and skills

KNOW THE
JOB DETAILS

Align your experience with the role



3 Types of Resume Formats

REVERSE CHRONOLOGICAL: FUNCTIONAL OR FRESHER: COMBINATION:
LATEST WORK FOCUSES ON SKILLS BEST FOR THOSE WHO
EXPERIENCE FIRST. AND ACHIEVEMENTS. HAVE A DIVERSE SKILL SET.



JOHN SMITH

123 YOUR ADDRESS
CITY, STATE, Dk CODE
() X X NN
YOURGEMAIL COM

- Resume Summary Resume Summary
| Introduce your relevant experience, *———}._ Administrative Assistant with 6+ years of expenence organizing presentations, preparing facilty
achievements. and skills reports, and maintaining the utmost confidentiality. Possess a B.A. in History and expertise in —
! ) - Microsoft Excel. Looking to leverage my knowledge and experience into a role as Project Manager.
. |

Professional Experience

REDFORD & SONS, BOSTON, MA
Administrative Assistant, Seplember 2015 - Present

= Schedule and coordinate meetings, appointments, and lravel arrangements for supervisors

and managers

» Traingd 2 administrative assistants dunng a pericd of company expansion to ensura attention
. c to detail and adherence to company policy
Professional EKPEHE“CE _ + Developed new filing and organizational practices, saving the company $3,000 per year in -

! : contracted labor expenses

Past jobs or relevant experiences e + Mainlain utmost discretion when dealing with sensitive opics
(most recent at the top). 3-5 « Manage travel and expense reports for department team members

descriptive bullets per experience.

BRIGHT SPOT LTD, BOSTON, MA
Secrelary, June 2011 - August 2015
» Typed documents such as comespondence, drafts, memos, and emails, and preparad 3
reports weekly for management
= Opened, sorted, and distributed incoming messages and comespondence
+ Purchased and maintained office supply inventories, and being careful lo adhere to

budgeling practces
» Greeted visitors and determined to whom and when they could speak with specific —
- : individuals
Educu tinn LIS #» Recorded, transcribed and distributed minutes of meetings
. ——i .

Highest degree, school name, and Education
academic honors, | S— RICHER BROOK UNIVERSITY, CHICAGO, IL

— « Honors: cum laude (GPA: 3.6/4.0)

__« Additional Skills
Additional Skills » Expert in Microsoft Office, with a focus on Excel

, . = « Bilingual in Spanish and English
— Relevant technical skills and soft [I= - e Web and tech sawvy, require litle to no training

skills (bullet format).




Resume Sum mary

Introduce your relevant experience, =
achievements, and skills.

Relevant Skills

Create skill categories (instead of
job titles). 3-5 bullets under each
that proves you have that skill.

|

Work History

Short list of past jobs (employer —
name, job title, years employed).

Education

I

Highest degree, school name, and
academic honors.

JOHN SMITH

123 YOUR ADDRESS
CITY. STATE, ZIP CODE
(XXX NN XA
YOUR@EMAIL COM

Professional Summary

Experience customer service reprasentative with a proven track record of boosting month-to-month sales. Able
to predict, evaluate, and meet the specific needs of customers while maintaining an efficient work schadule.
Awarded “Employes of the Month® for consislantly recsiving positive customer feadback. Soaking o leverage
my expafence in customer sendce Lo fill a Sales Clerk position al Blamey's.
Relevant Skills
CUSTOMER SERVICE

= Rective a +95% on cuslomer service feadback surveys on a consistent basis by providing a friendly in-

store environment

* Enhance the cuslomer experience by providing quality assistance and in-depth product knowledge

» Educate customers on up-and-coming brands and the latest fashion trends
SALES

* Exceeded sales goals an average of 10% for 5 straight months

* Upsell customers through the recommendation of products that meet their specific needs

* Process 30+ customer ransactions a day and factored sales, discounts, and promolions into the final

price
MERCHANDISING

= Restock and organize new shipments of inventory in a timely manner, cutting average of 2 days off the
merchandising process

= Develop and create unkque displays that attract customers to a desired product

= Team worker who is able 1o adapl in highly dynamic and changing situations in the office

Work History

Uita, Mamhatian, NY
(2016-2017)
Sales Clark

GAP, Albany, NY
(2014-2015)
Sales Representative

Education

Associates Degree | Fine Arts
Nassau Community College, Garden City, NY
3.7T GPA




JOHN SMITH

123 YOUR ADDRESS, CITY. STATE. ZiF CODE | (XXXj-XXX-AXXE | ¥YOURGEMAIL. COM

Resume Summary Sl el
. A general bookkeeper with 8+ years of experience using both single-entry and double-enlry systems for
Introduce Your relevant experience, —— medium-sized businesses. Speclalize in performing bookkeeping for multimillion-dollar companies. Possess

- - expertise in numérous piéces of bookkeaping software. Identified and aliminated departmental inafficiencies 1o
achievements, and skills. : productivity by 15%.

Relevant Skills
Finance

= Comected spreadsheet emor saving AP 53,500,
. 2 = Parformed financial calculations such as amounts due, interest charges, balances, discounts, aquity,
Technical Skills and principal for & multimillion-dollar company. /.

+ : = Corified QuickBooks AccountanL
Organize your relevant hard skills

. P Organization
“:_'E“ fnr:‘:e”"?r_le“ml' managerial, or = Checked figures, postings, and documents for correct entry, mathematical accuracy, and proper codes.
hlghlv skilled ]Db seekers). = Performed general office duties such as filing, answering telephones, and handling routing
comespondence.
= Mainlained emror-free financial books for over T years,

i

|

!

Work Experience

GENERAL BOOKKEEPER
Franklin & Rodgars Businass Solutions, Scolfsdale, AZ 7 Seplambar 2012 - Pragont
=  Accessed compulerized financial information Lo answer general questions as well as those related o
F spacific accounts.
Work HIStGI’Y + Formulated, prepared, and issued bills, invoices, and account and financial statements with 109

2-3 relevant jobs highlighting your increased efficiency to ensure timely deliverable.

. X . o = Trained 3 new administrative assistants and junior bookkee
expertise (skills + accomplishments), ‘ g Ju pors

3-5 bullets per job. ADMINISTRATIVE ASSISTANT BOOKKEEPER
Patton Group, Tempe, AZ / June 2010 - August 2012
* Operated computers programmed with accounting software to record, store, and analyze information.
= Operated 10-kay calculalors, typewrilers, and copy machings 1o perform calculations and produca
dacuments.
* Maiched order forms with involces, and record the necessary information.

Education
Education B.S. ACCOUNTING A.5. ACCOUNTING CERTIFIED BOOKKEEPER

Wilhem University, 2010 Wilhem University, 2008 American Institute of Professional
— Phoanix, AZ Phoenix, AZ Bookkeepers, 2006

o

Highest degree, school name, and
academic honors.




To Include or

not to Include
a professional
summary? evter. Lt way,

serves as your elevator
pitch.




My Best Resume
Writing Tips

ER Avoid vague terms like "detail- BER Cite instances your skills
oriented” or "hard worker.’ benefited your team or
employer.

ER Make your contactinformation [ Use bullet points for better
more prominent. readabillity.

WRITING STANDOUT RESUMES

a Use clean, job-appropriate
templates.



The hardest thing about writing
resumes Is having to be picky.

Be more critical of the information you share and the words you use.



Examples of Bad
Resumes

PROFILE

Soles Maesiro with more than 10 yeors
expenence in retal envircnments.
Fecognized for my ability to close
deals, provide excellent cusfomer

service, and genemfe cold hord cosh.

Hire me to boost your company and
get the job done.

CONTACT
PHONE:
678-555-0103

EMIAIL:
TheHamhan@hotmail_com

HOBBIES

Jjitsu
Philcsocphy

Eus’rt;mer ¥ Dugo [ J
HAM DUGO

Sdles Associate

EDUCATION

University of Phoenix - Tempe, AT
Groduated 2008

AL in Business Administration
Prezsident of Jiuqjitsu Cluk

WORK EXPERIENCE

Walmart Sales Associote

2071 5-Present

-Helg like 50 custorners per day by answering guestions and helping
thermn find products

-Recommended advanced merchandise deplay technigues to
management, which were implemented and resulted in better cales
-Close roughly 3500 in sales every week

-Harmed "Employee of the Monfh™ 4 separate fimes

IARA Sales Associote

20032015

-itocked ond orgonized inventory with cccurocy and efficiency
-Perscnally broke state-wide records for the number of bootcut jeans
sold

-On average, sold more than 31,500 in merchandise soch week
-Once convinced a Chechen businessman to buy cur entire collection
of button up shirts

SKILLS

MS Office
Itakaon lkangueage
Keeping it cool

Sales

Customer service



Examples of Bad
Resumes
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Examples of Bad
Resumes

200 H Streat, Washington, D-C-

Charles Foghorn et oo

(203) 457-22716

EXPERIENCE

Reporter at McClatchy Washington Bureau, Washington, D-C-

September 2018 - August 2020

o Fitched and wrote weekly stories for MeClatchy's national newspapers, the
HMiami Herald in particular

o Reported on 2018 congressional races, as well as Senate hearings

®  Assisted lead editors with short and long-term economic research

Organizer at Orange County Democratic Committee, Orange County, CA

June 2017 - August 2018
o Used NGF VAN to update voter profiles, pull voter registration lists, and track
contributions
o Planned and prepped for grassroots events aimed at recruiting new members from
more than 100 precincts-

o Ran voter registration drives, having received voter registration certification in

Virginia



Thank you
for attending!




