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What Many People Don’t Know... @orena

» Employer focused vs. Job Seeker focused

o Why should | hire you?
o How do you solve my problem?

» Lessis More
» Tallor to each position description

» Accomplishment vs. Task oriented

o Generate revenue?
o Save time/money?
o Outperform industry average/competitors?

» Formatting IS important

» Reésumeé does not land you the job, nor replace networking



Components of a Résumé @JNoTRE DAk
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» Heading

» Summary of Qualifications

o Pulls double duty for career transitioners! EEPEI; I
o Established focus for reader

o Position yourself as the “perfect fit”

» Experience

o Selection of information
o Action Verbs

o Accomplishments vs. Tasks
o Quantify!

» Education, Skills, Certifications, Affiliations, etc.



Résumé Formats

Pros:

Cons:

Works

Best For:

Chronological

Highlights career
history/progression

Clear flow of information;
easy to read

Potential focus on irrelevant
experience

Gaps in employment more
apparent

Job seekers with extensive,
solid, uninterrupted work
history; pursuing job in same
industry as experience

Functional

Focuses on most relevant
experience and strengths

De-emphasizes positions,
dates, gaps in work history,

May appear to be hiding
something

Less commonly used, may be
more difficult to follow

Career changers, those who

lack job-related experience,

have varied experience, or
gaps in unemployment
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Combination

* Immediately lists relevant skills
and accomplishments, while
still illustrating clear history

* Requires strategic thought

and places heavy emphasis on
leading statements

Those with diverse employment
history and/or gaps, but strong
employers they’d like to highlight
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» Five C’s
o Consistent
o Clear
o Clean
o Creative
o Comfortable
> Balance

A 4
C?p

o  White space and words E |
o Margins D ’.
0 Perform the Wall Test

» Use templates and examples!

o  Google
o susanwhitcomb.com/resources
o alumni.nd.edu/career and ND Career Center
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Tips and Reminders ©/norre pav:

» Length

o 1 page < 7-10 years after graduation
1-2 pages > 7-10 years after graduation
Always try to condense!

> Font

Limit to 1 font type; Serif over Sans Serif
No more than 2-3 font sizes

>  Attention to Detall

> Bullets

o Limit of 5 bullets per section
o  Avoid sub-bullets

> Focus on Hard vs. Soft Skills

» Send to others to review and provide feedback

»  Avoid using personal pronouns, limit articles (a, an, the)
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» Include Accomplishments, and quantify!
» Choose most appropriate résumeé format for your situation

» There are no set rules to résumeé writing — except error free!



Submit your questions via Chat
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Thank Youl!

» Recorded presentation will be available on alumni.nd.edu/career

» Complimentary résume reviews for alumni by Career Advisor, CPRW
» Next Clear-Sighted Career Online Learning Series:

Personal Branding:

Your Résumé and LinkedIn Profile

Thursday, June 25, 12pm ET

Annie Duffy ‘06
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Professional Programs Team o
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career@alumni.nd.edu
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