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Introduction
Facts:

Employers generally only scan through resumes.
They usually do not read them until they find one 
that catches their eye.
The average time spent on scanning is 10-20 
seconds.
The first top or half of your resume will make or 
break you. The first two sentences are crucial.
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The Purpose of a Resume

It is a tool with one specific purpose.
To win an interview

It is an advertisement of a product.
You!

“If you buy this product, you will get these 
benefits”.

Me and the talents that I bring to the company
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Tailoring?  The ONLY Way To Do It!

Resumes must be tailored to the position that you are seeking, 
so you must RESEARCH the position and the prospective 
company and their actual needs. It is imperative to do this 
RIGHT.
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Preparation of a Resume – Ask 
Yourself

In preparing to write your resume, put yourself in 
the place of the employer.
Ask yourself:

What would make someone the perfect candidate?
What does the employer really want and need?
What special talents or abilities would this person 
have?
What would set apart a truly exceptional person from 
a merely good one?
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Preparation of a Resume (contd.)
Find out what the employer is looking for before you 
write.

Write down each answer about the perfect candidate on a 
separate sheet of paper

Prioritize the sheets, based on which abilities and 
qualities you think would be most important to the person 
doing the hiring.
Start with the highest priority page and fill in the rest of 
the sheet.
Brainstorm about why you are the person who best fulfills 
the employer’s needs.
Write down everything that you have done which 
demonstrates that you are perfect for this position.
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Preparation of a Resume (contd.)

Use every accomplishment in your life, not just your job 
history.
You will begin to see a relationship between yourself and 
the employer’s needs. This should open up some more 
brainstorming ideas.

Write it all down.
This will be the material, from which you will create your first draft 
of your resume.
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Types of Resumes
Chronological
Functional
Combined
Regardless of the type, it should contain two main 
sections:

The Assertion Section
The Evidence Section

Too often resumes are seen to contain only the evidence 
section – this is not good advertising copy. (boring!)
You want not only to inform the employer – you want 
them to be excited about having found you…..
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Sample Chronological 
Resume

The traditional structure 
for a resume.

Contains an Experience”
section which is the focus 
of the Evidence part of the 
resume.

Each job is described in 
some detail and placed in
chronological order.

Most recent jobs are 
listed first.
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Sample Functional 
Resume

Highlights your major 
skills and accomplishments 
from the very beginning.

Reader can plainly see 
what you can do for them, 
rather than read through the 
job descriptions. 

It helps focus the resume 
into a new direction or 
position. 
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Sample Combination 
Resume

A combination of the 
chronological and functional 
elements, but using different 
approaches. 

May have a shorter chronology 
of job  descriptions preceded by 
a short “Skills & 
Accomplishments” section or 
with a longer “Summary”
including a skills list or a list of  
qualifications”.



12

Another Sample 
Combination Resume
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Assertion Section

The Assertion Section can be divided into 2 or 3 
sub-sections.

Objective
Summary
Skills & Accomplishments

You may omit one or two sections depending on 
your experience. Some prefer to combine 
Objective and Summary into one section.
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Objective

You start by naming your intended job.
This can be a separate section (Objective) or 
combined with the Summary. Your resume 
should focus on why you are the perfect 
candidate for this one specific job or position.
You must be crystal clear in your objective and 
with your career direction.
A vague or broad objective will be perceived by 
the employer that you are not sure that this 
position is right for you.
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Writing The Objective
First decide on a specific job title for your objective.
Think of 2 or 3 qualities, achievements, and abilities that 
make you standout?
Highlight your major skills and accomplishments from the 
very beginning.
Reader can plainly see what you can do for them, rather 
than read through the job descriptions.
The Objective must be to the point.
Remember, you have only a few seconds while the 
reader scans your resume.
Your first sentence must jump out and grab them.
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Writing The Objective (contd.)
Objective: A(n) XXX position in an organization 
where YYY and ZZZ would be needed.

(Or, in an organization seeking YYY and ZZZ.)
Where XXX represents the name of the position 
you’re applying for (like maintenance, engineering, 
structural engineer) .
Where YYY and ZZZ represent your skills which  
match what the company is searching for.

If you apply for different positions, adapt your 
resume to each position.
Each job position should have an its own 
objective that matches it perfectly.
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Example of OBJECTIVE

OBJECTIVE: Position of Rotating Machinery 
Specialist in an organization seeking an 
extraordinary track record of machinery 
problems identification, creative & cost 
effective solutions implementation and 
enthusiastic inter-personal relations.
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Summary
The “Summary of Qualifications”.

Consists of concise statements that focus on the 
abilities, achievements and qualities you have to offer.
It should be strong and convincing.
It may be your one and only chance of grabbing their 
attention.

Focus every word on your targeted goal.
Pick the experience that best demonstrates why 
they should hire you.
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Skills and Accomplishments
The final part of the Assertion Section of your 

resume.
You go into more detail but are still selling yourself.
Bring out the most important highlights in your 
summary.
Let them know what results you have produced.
Not to much detail, preserve a bit of mystery.

In a chronological resume some prefer to 
incorporate the Skills and Accomplishments into 
the Evidence section.

It becomes the first few phrases of the descriptions of 
the various jobs you have held.
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Skills & Accomplishments (contd.)

Other possible titles, depending on your 
situation.

Summary of Accomplishments
Areas of Expertise
Professional Highlights

You can list skills or accomplishments separately 
or both together if using bullets.
Under each heading you should mention specific 
accomplishments which help illustrate your skills.
If using a chronological resume,

List of bulleted accomplishments or skill paragraphs 
under each job.
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Things to Consider when Naming 
Your Accomplishments 
Did you:

save the company money? How much and how?
help improve sales? By how much?
improve productivity and efficiency?
implement any new systems or processes?
help launch any new products or services?
achieve more with (same or fewer) resources?
resolve a major problem with little investment?
participate in any technical/operational improvements?
exceed accepted standards for quality or quantity?
identify the need for a program or service?
resolve customer problems?
get rated as outstanding in performance reviews?
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The Evidence Section
The “Evidence” section includes some or all of 
the following:

Experience
Education
Awards
Professional Affiliations
Civic/Community Leadership
Publications
Comments from Supervisors
Personal Interest
References
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Experience
List jobs in reverse chronological order.
Don’t go into detail on jobs held early in your 
career.
Focus on the most recent and/or relevant jobs.
You can summarize the earliest jobs in one line 
or a very small paragraph.

List only the basic facts with no position descriptions.
Decide which is more impressive.

Your job titles or
Company names you worked for.
Then consistently begin with the more impressive of 
the two – use boldface type for emphasis.
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Top 10 Do Not’s in Your Resume
Do not use "I", "me" or "my" statements; use the 
telegraphic method and drop the pronoun to make it 
more active. Instead of “I wrote the 40-page operations 
manual”, say “Wrote 40-page operations manual”
Avoid giving locations of your educational institutions
Do not include location or addresses of past employers
Avoid the use of the words “responsible for" and "duties 
included”
Do not include personal information, such as age, health, 
ethnicity, marriage and family status. Employers will 
throw your resume out if it has such information because 
they could someday be accused of hiring bias
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Top 10 Do Not’s in Your Resume 
(Continued)

Do not include your photograph
Don't send extra papers such as letters of 
recommendation, certificates or samples of your 
work. They clutter your presentation and are too 
premature. Use in the interview if appropriate. 
There are EXCEPTIONS to this rule!
Never include salary information
Do not provide a list of references
Do not explain your reasons for leaving your 
previous jobs or gaps in your employment history
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Accuracy/ Honesty/ Stretching the 
Truth

Make sure you can back up what you say.
Keep the claims within the range of your 
own integrity.
There is no harm in pumping up things –
so communicate who you are and what 
you can do at your very best.
Remember it is an ad copy – so go ahead 
and toot your own horn.
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Use Power Words
Power words are verbs that convey a sense of 
dynamism
These descriptor words should be used for 
every:

Skill
Accomplishment
Job description

They are especially useful if an employer is 
searching a resume database for these words. 
Begin sentence with these verbs except when 
sentences must be varied to avoid repetition.
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Web Resources
Check out this web link – you will find most of the 
stuff we have talked about today there:

http://www.rockportinstitute.com/resumes.html
A very useful website which provides information 
on marketing yourself:

http://www.csun.edu/~sp20558/dis/market.html

http://www.rockportinstitute.com/resumes.html
http://www.csun.edu/~sp20558/dis/market.html
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The End
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