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INTRODUCTION 
 
 
Welcome!   

We know that this may be a very trying time in your life and we are praying daily that God will see you 
through it. We would like to take a moment to introduce you to the Job Assistance Ministry at The Heights.  

We want you to know how this Ministry can help in your job search. We would also like you to know 
what role you should play to assist in your own job search.   
The Job Assistance ministry was developed primarily to help unemployed members of The Heights Baptist 
Church find new employment.   

Our goal is not to teach you how to write a resume or conduct an interview.  Rather, our goal has 
been to help you identify resources that can help you transition into a new opportunity. With a wealth of 
information at your disposal, you can sometimes feel overwhelmed and we want to help you sort out what 
information you need and provide you with ways to obtain it. And of course our most important goal, prayers, 
prayers and more prayers! 
 
What The Ministry Can Do For You: 

 
1. Post your name on the prayer list at THBC 
 
2. Post your resume in the Job Seekers book located in the administration building on the south end of 

the church. (Your resume will remain in the book for 90 days from the date of posting. It is your 
responsibility to inform us if your resume is still valid before the 90-day period has expired). 

 
3. Provide you with this Job Search Survival Guide to help you identify how to successfully search for a 

position. (Don’t forget to check out the Internet Job Search Guide, which is also available for 
downloading from our web site). 

 
4. Provide encouragement and prayer.  Each team member is available to help you if you have 

questions or just need someone to talk to regarding your search. 
 
5. Provide ongoing communication regarding events (not jobs) in the community that can also help in 

your search. 
 
6. Maintain a Job Opportunities Book, which is located in the administration building on the south end of 

the church.  
 
What You Can Do For Yourself: 

 
1. Review this Job Search Survival Guide and the Internet Job Search Guide.  There are places listed 

were you could join networking groups, learn interview techniques and review resume samples 
among other things.  We think you will find it to be very valuable guide. 

 
2. Review the Job Posting book located in the administration building or the current job postings on the 

web site at least weekly.  The book and web site will have many current openings that have been 
forwarded to THBC along with a description of the position, requirements and application procedures 
provided by the hiring company. The web site will also include many upcoming job events. 

 
3. Tell us how you’re doing.  As this is an on going ministry and we want to know if and how we have 

helped you, as well as, any other feedback or suggestions you may have. 
 
4. Now this last item is, without a doubt, the most important thing you can possibly do for your self – stay 

grounded in his word and ALWAYS trust in our Lord and Savior. He will never let you down nor 
abandon you.  
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A Little More Info For You To Digest: 

 
If you are new to this document, we are glad you have decided to use it. This document was created 

to provide a resource for unemployed members of The Heights Baptist Church. No website, networking 
group, etc. is endorsed or recommended. The author takes no responsibility for the operation or content of the 
websites listed in this document, nor are the websites presented here a complete list of all the job search and 
career information available on the Internet.  

 
We hear quite a bit about job searching on the Internet these days. You might think it is the only place 

to do a job search. Absolutely not! Using the Internet is a very passive job search. Once you have searched 
and e-mailed, once you have posted your resume and set up e-mail notification accounts, there's not much to 
do until a prospective employer or recruiter contacts you. Rarely do you know if anyone has seen your 
resume, much less read it. There is nothing you can follow up on, no one to contact. Keep in mind, though, 
that the Internet is one more tool to use in your job search, not the only one. 

 
 Next, we encourage you to take charge of your job search! It is your job search — not the fax 

machines or Postal Service's or the Internet's or your local newspaper's job search. Follow up on all contacts 
you make and everywhere you send your resume, if at all possible. We are always surprised when an 
individual says, "I can do that?" Well, yes, you can — and you should. Just remember that there is a fine line 
between taking care of yourself and being a pest! 

  
Finally — network, network, and network. Talk to anyone and everyone possible. Let them know you 

are looking for work and what you are looking for. Networking — using personal contacts — is still where the 
majority of the job offers originate. Ideally you want your first contact with a prospective employer to be a 
personal one — usually by phone. If asked for a resume, you can then direct it to a specific person who truly 
wants to read it. Be sure to let friends, relatives, former coworkers and supervisors, neighbors, and people 
you meet at various groups know that you are in the job market, what you are looking for, and how to contact 
you. 

 
Here is a hint: Create a business card that lists your name, contact information and a powerful, 

concise, focused statement about yourself and the type of work you are seeking. Hand the card out whenever 
it seems right. It is just different enough to be noticed.  

 
Be sure the people who agreed to be your references each have a copy of your resume. Touch bases 

with your references every month or so; check to see if they are being contacted by employers, and let them 
know how you are doing with your job search. Let each of them know when you start working again. Send a 
thank you when you are done. 

 
If you know someone (or two or three) in your industry that has experience reviewing resumes or 

interviewing candidates for openings in your line of work, ask if they will review your resume and offer 
suggestions.  

 
And finally, whatever your individual needs and however you use this document, the Jobs Assistance 

Ministry has this request: Enjoy, have fun, explore, and share the Good News of Jesus Christ!  With all that 
out of the way, let's go! Good luck and God Bless. And remember, we are praying for you. 
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HELPFUL SCRIPTURE 
 
 
 
We are hard pressed on every side, but not crushed; perplexed, but not in despair; persecuted, but not 
abandoned, struck down, but not destroyed.  
(2 Corinthians 4:8-9) 
 
Get rid of all bitterness, rage and anger, brawling and slander, along with every form of malice. 
(Ephesians 4:32) 
 
For everything that was written in the past was written to teach us, so that through endurance and the 
encouragement of the Scriptures we might have hope. 
(Romans 15:4) 
 
I guide you in the way of wisdom and lead you along straight paths. 
(Proverbs 4:11) 
 
The blessing of the LORD brings wealth and he adds no trouble to it.  
(Proverbs 10:22) 
 
If any of you lacks wisdom, let him ask of God, who gives to all generously, and without reproach, and it will 
be given to him. 
(James 1:5) 
 
I will instruct you and teach you in the way which you should go; I will counsel you with My eye upon you. 
(Psalm 32:8) 
 
Your word is a lamp to my feet and a light to my path. 
(Psalm 119:105) 
 
Your ears will hear a word behind you, “This is the way, walk in it, whenever you turn to the right or to the left” 
(Isaiah 30:21) 
 
For such is God, our God forever and ever; He will guide us until death. 
(Psalm 48:14) 
 
Commit your works to the LORD, and your plans will be established. 
(Proverbs 16:3) 
 
For you are my rock and my fortress; for your name’s sake you will lead me and guide me. 
(Psalm 31:3) 
 
Trust in the LORD with all your heart and do not lean on your own understanding. In all your ways 
acknowledge Him, and He will make your paths straight. 
(Proverbs 3:5-6) 
 
The LORD will continually guide you, and satisfy your desire in scorched places, and give strength to your 
bones; and you will be like a spring of water whose waters do not fail. 
(Isaiah 58:11) 
 
When He, the Spirit of truth, comes, He will guide you into all the truth; for He will not speak on His own 
initiative, but whatever He hears, He will speak; and He will disclose to you what is to come. 
(John 16:13) 
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AREA NETWORKING GROUPS 
 

 
CAREER/HITECH CONECTION  
 
Every Tuesday 
8:30am - 9:30am (New member orientation) 
9:30am - 10:30am (Round Robin Networking or a Speaker)  
10:30am - 11:30am (Job leads, Recruiters & Prospecting) 
11:30am -??? (Resume Review Workshop by Don Brock) 
Preston Hollow Presbyterian Church  
9800 Preston Road, Dallas (at Walnut Hill Lane)  
www.careerconnection.org 
 
Professional Networking Groups for all industries. Establishes to assist professionals between jobs to 
network. Over 8,000 members have found new positions. Energetically directed by Lisa Miller, with 120 
members, including about 20 new joiners each week. Check out the website for the meeting calendar as well 
as the calendar for the focus groups.  
 
CAREER TRANSITION 
 
(Executives & Professionals) 
Mondays 6:00pm  – 9:00pm 
Northwest Bible Church (Held in the Christian Life Center) 
8505 Douglas Avenue, Dallas (NW Highway & Douglas next to the Toll Road) 
972-763-2439 
 
The Career Transition Workshop, delivered by John McDorman, is a powerfully effective series of 13 
seminars, guiding you through the process of career transition. The series is cyclical, so you can join anytime. 
 
ALLEN JOB TRANSITION FOCUS GROUP 
 
Wednesdays 9:30am - 11:30am 
First Baptist Church of Allen 
201 E. McDermott 
972-359-7219 
 
ALLEN JOB/CAREER TRANSITIONS 
 
Richardson First Baptist Church  
Arapaho & Central Expressway, Richardson  
(Building C, covered entrance Room C243, 2nd Floor)  
972-489-4820 
 
JOB CONNECTION 
 
Wednesdays 7:00pm – 9:00pm 
Lake Point Church 1-30 
701 I-30, (In Room A225) (At Ridge Road exit in Rockwall) 
972-771-2322 
 
MID-CITIES CAREER NETWORK 
 
Thursday 6:30pm - 8:30pm 
William Martin United Methodist Church  
2621 Bedford Road, Bedford  
817-354-9038 
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AREA NETWORKING GROUPS 
 

 
JOB LINK 
 
(Human Resource Professionals) 
1St & 3rd Tuesday of each month - 8:30am – 10:00am 
8500 Stemmons Freeway, Dallas (Empire Central exit - NE corner, white 2-story Bldg.)  
214-631-8775  
www.dallashr.orq 
 

JOB NET OF PLANO  
 
Thursdays 7:00pm 
Reform Church in Plano 
5333 Independence Parkway, Plano  
972-867-6704 
www.jobnet.org 
 
RESOURCE DALLAS 
 
(Attorneys & Financial Professionals)  
Wednesdays 9:00am – 11:00am 
Wilshire Baptist Church 
4316 Abrams Road, Dallas 
972-407-4473 
 
EMPLOYMENT RESOURCE GROUP 
 
Meetings are usually the 2"d Tuesday of the month from 7:30pm - 9:00pm 
Jewish Family Service  
5402 Arapaho Road, Dallas 
Contact - Camille Kramer  
972-437-9950 (Call for information on Employment & Career Services programs offered. 
No fee to attend.) 

 
CHRIST EPISCOPAL CHURCH 
 
Call for Dates And Times  
4550 Legacy Drive, Plano  
Contact - Bruce Boyd 
972-618-1554  
 
CHRISTIAN CAREER TRANSITION 
 
Call for Dates And Times 
Fellowship Bible Church, Plano 
Contact - Rod Taylor 
972-442-8510 
CAREER TRANSITION WORKSHOP MID-CITIES 
 
Thursday 6pm - 9pm 
First Baptist Church 
1000 W. Airport Freeway Euless (Former Euless Worship Center) 
817-267-3313 
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AREA NETWORKING GROUPS 

 
CAREER CARE 
 
Call for Dates And Times 
St. Andrew United Methodist Church 1401 Mica 
Vista Blvd, Plano 
 
This ministry is established to help those individuals who are out of work or in the process of a career change. 
A support network bas formed to lend spiritual support, as well as assist with job skills and contacts. Various 
programs and special speakers are offered. Meets each Monday, except for certain holidays that will be 
noted. Meeting registration and networking begins at 6:30pm. Meetings start at 7:00pm. Meeting information 
and other important Career Care information can be found at www.standrewumc.org - click on Career Care 
tab. 
 
CUSTER ROAD CAREER OUTREACH 
 

Tuesdays 6:30pm - 8:30pm  
Custer Road United Methodist Church 
6601 Custer Road, Plano 
 
Program consists of an information session and informal networking as well as a speaker. You may pre-
register by contacting Kathy Blank, Director of Congregational Care 972-618-3450, ext 242 or email 
kblank@crumc.org. 
 
EMPLOYMENT TRANSITION & YOU 
 
Tuesdays 6:30pm - 8:45pm 
Prestonwood Baptist Church 
6801 W. Park, Plano (at Park & Midway) 
Main Bldg Rooms 205-206 
Church: 972-820-5111 Ext. 6119 
Cost: Free 
 
Eight week program covering: How to Organize a Job Search, Resume Tips, Networking Skills, Perfecting the 
2 -Minute Presentation, Interviews and Negotiations.  
Facilitator: Lynn Guillory, Human Resource Executive 
 
POWER LUNCH AT PRESTENWOOD BAPTIST CHURCH 
Wednesday 11:45am -12:45pm 
Prestonwood Baptist Church 
6801 W. Park, Plano (at Park & Midway) 
(Temporary Location - Sports and Fitness Center) 
Church: 972-820-5111 Ext. 6119 
 
Buffet Lunch - $7 per person (No advance reservations required) 
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Phone Call Organizer 

 
1. Contact 

Name: 
 

2. What materials are 
needed? 

 

3. Purpose of 
call 

 

4. Who referred you?  

5. Beginning 
Statement: 

 

 

 

 

6. Comments to create common interests; reason for your interest: 

 

 

 

 

7.  Questions you have about the company/position/contact. 

 

 

 

 

8.  Confirm what you agreed to and clearly understand any steps. 

 

 

 

9. Thank You 
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Weekly Goals and Objectives 
 

For The Week Of: __________________________________________________ 
 

Daily Activities 
Monday Tuesday Wednesday Thursday Fr iday 

1.  1.  1.  1.   

2.  2.  2.  2.   

3.  3.  3.  3.   

4.  4.  4.  4.   

5.  5.  5.  5.   

6.  6.  6.  6.   

7.  7.  7.  7.   

8.  8.  8.  8.   

9.  9.  9.  9.   

10.  10.  10.  10.   
Goals: 

 

Number  of Meetings:_____________ (network contacts) 

Number  of Telephone Calls:___________(follow-up cal ls, set appointments, etc) 

Letters:___________ (ad responses, j ob leads, etc.) 

 

Results: 

 

Number of Job Leads Obtained:_________ (fr om all  sources) 

Number of Interviews Set:_____________ (appointments mad this week 
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Job Search Log 
Date 

Complete 
Company Name Contact Person Contact 

(Letter, phone, interview) 
Result  Follow-up / Next Steps 
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[ Y o u r  N a m e  H e r e ]  
[Street Address] 
[City, State/Province Zip/Postal Code] 
[E-Mail Address] 

 
Fax Cover Sheet 

 

Date: May 10, 2004 Time: 7:30 AM 
To: 
 [Names]  Phone: [Their phone number] 
 [Company Name] Fax: [Their fax number] 
From: 
 [Names]  Phone: [Their phone number] 
 [Company Name] Fax: [Their fax number] 
CC: [Names]   

Responding to the advertisement from: [CLASSIFIED ADVERTISED NAME AND 
DATE] 

RESUME OF [YOUR NAME HERE] ATTACHED. 

Number of pages including cover sheet: [Type number of pages here] 

Message 
 

[Type your message here] 
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Sources for Developing a Contact List 
 

•  Your Friends - make sure you contact your friends and be specific with them about what you 
want; contact them often to remind them of your progress. 

•  Social acquaintances - health clubs - other clubs; school organizations 

•  Your university - buy a copy of the university directory to investigate the college alumni that 
live locally. 

•  Classmates from any level of schooling 

•  Your current and past neighbors 

•  Family and other relatives 

•  Co-workers and former co-workers 

•  Organizations that you worked with in your previous job: advertising agency, PR agency, 
outside contractors 

•  Recruiters that you have worked with in the past 

•  Venture Capitalists 

•  Church acquaintances 

•  Your local minister 

•  Teachers/Professors that you have had  

•  Anyone that you do business with: this includes your insurance agent, accountant, real 
estate agent, stock broker, doctor, dentist, banker 

•  Local Chamber of Commerce executives and members 

•  E-mail acquaintances 

•  Local Business organizations 

•  Trade Associations 

•  Peers that you me that you met at conventions 

•  Competitors that you know by name 

Tips & Techniques: 
·  Been There, Done That:  One of the best sources of information is someone 

who has recently completed a similar job search. 
·  Double Exposure: If you are currently employed then you usually need to be 

discreet. If you are unemployed, let everyone know that you are looking. 
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Resume Check List 

Resum e Lead-in  (Objec t ive  or Pr o f i le ): 
•  Does it use business language that is action oriented? 

•  You need to have a specific job title that you are seeking (resumes must be tailored to each 
recipient, particularly if you are sending a resume for a specific position) 

•  Show your most prominent strengths. 

•  Indicate the type of responsibility that you can hold. 

•  Show how your contributions will specifically benefit the employer. 

Professiona l  Qua l i f i c at ions: 
•  Does this section highlight each of your major strengths? 

•  Are all of the qualifications/achievements related to the career objective? 

•  Is there appropriate usage of key action words that connote your sense of urgency? 

•  Have you described each in such a way that the reader clearly understands the benefits of 
your achievements? 

Ex per ienc e: 
•  For each job listed, have you listed the Job title, Function and Employer's name? 

•  Have you updated the language of your resume to include updated jargon that is widely used 
in your targeted industry? 

•  Will the reader understand the level of responsibility that you had from reading the 
information? 

•  Does this section talk about accomplishments and not about responsibility? Do you try to 
quantify your accomplishments? 

•  Don't be timid about listing non-paid accomplishments that you may have achieved for an 
organization. 

Educ at i on: 
•  Does the section begin with the highest academic achievement and work downwards? 

•  Did you include other training (even if it is non-academic) that might be relevant? 

•  Have you listed credits that might be irrelevant? 

Professiona l  Organ izat ions and Com m uni t y Ac t iv i t i es: 
•  List only those items that have specific relevance to your career objective 

•  Does it list any organizations that don't present a professional image? 

•  Does it highlight organizations that will give you prospective employer an advantage with your 
contacts and business relationships? 

•  Does it refrain from personal information 
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Overa l l : 
•  Does the resume look great? Have you highlighted or boldfaced titles, subtitles and other 

important information? 

•  Is there enough white space  - does the text flow for ‘easy reading’? 

•  Has the resume been checked by you and at least two others for spelling, punctuation, 
syntax and grammar? Have you checked it at least 10 times? 

•  Does the body of the resume complement the career objective? 

•  Does the resume focus on what the employer wants to see? 

•  Does the resume use the word "I" - it shouldn't. 

•  Don't include references on the resume. 

•  Would you consider this resume to be an excellent sales tool for your performance and past 
accomplishments? 

When you are ready: 
Print it as needed on a laser printer i f you have one. Avoid paper colors other than white 
or ivory. Modify the resume for a position that you are keenly interested to personalize 
your specific advantages. 

Tips &  Tec hniques: 
·  It’s All She Wrote: A resume should never be longer than two pages. It’s your 

job to get noticed not the interviewers to find out what matters on your 
resume. 

·  Industrial Strength: If you have worked for Blue Ribbon companies use a 
resume format that highlights employers.  If you had interesting assignments, 
then highlight experiences with resume format 

·  Power Statement: Replace job objectives with a power statement that 
describes your area of expertise (e.g. “Organizational Design Specialist” not 
“Human Resources Generalist”), demonstrates what you do (e.g. “align HR 
systems with organization strategy “not” design and develop . . .”) and how 
you do it (e.g. “value - added consultative style”) 
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Resume Action Word List 
 
Accelerated 
Accepted 
Accompanied 
Accomplished 
Accounted For 
Achieved 
Acquired 
Acted 
Adapted 
Added 
Addressed 
Adjusted 
Administered 
Adopted 
Advanced 
Advertised 
Advised 
Aided 
Allocated 
Allotted 
Alphabetized 
Altered 
Amended 
Amplified 
Analyzed 
Anchored 
Announced 
Answered 
Anticipated 
Appeared 
Applied 
Appointed 
Appraised 
Approved 
Arbitraged 
Arbitrated 
Argued 
Arranged 
Articulated 
Assembled 
Assessed 
Assigned 
Assisted 
Assumed 
Assured 
Attained 
Attended 
Audited 
Auditioned 
Authored 
Authorized 
Awarded 
Balanced 

Bargained 
Began 
Bolstered 
Briefed 
Broadcast 
Brought 
Budgeted 
Built 
Calculated 
Caste 
Cataloged 
Caught 
Caused 
Chaired 
Changed 
Charted 
Checked 
Chose 
Clarified 
Classified 
Cleared 
Cleared Up 
Closed 
Coached 
Collaborated 
Collected 
Combined 
Commended 
Communicated 
Compared 
Compensated 
Competed 
Compiled 
Completed 
Composed 
Computed 
Conceived 
Conceptualized 
Concluded 
Condensed 
Conditioned 
Conducted 
Conferred 
Confirmed 
Conserved 
Consolidated 
Constructed 
Consulted 
Contacted 
Continued 
Contracted 
Contributed 
Controlled 

Converted 
Conveyed 
Convinced 
Cooperated 
Co-Opted 
Con 
Coordinated 
Copied 
Copyrighted 
Corrected 
Corresponded 
Counseled 
Counted 
Crafted 
Created 
Critiqued 
Dealt 
Debated 
Debugged 
Decided 
Decreased 
Defined 
Delegated 
Delivered 
Demonstrated 
Described 
Designed 
Detailed 
Detected 
Determined 
Developed 
Devised 
Diagnosed 
Diagrammed 
Digested 
Diminished 
Directed 
Disciplined 
Discovered 
Discussed 
Displayed 
Distributed 
Documented 
Downsized 
Drafted 
Dramatized 
Drew Up 
Dropped 
Earned 
Edited 
Educated 
Effected 
Elaborated 
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Elicited 
Eliminated 
Emphasized 
Employed 
Encouraged 
Energized 
Enforced 
Engineered 
Enhanced 
Enjoyed 
Enlarged 
Enlisted 
Ensured 
Entered 
Entertained 
Established 
Estimated 
Evaluated 
Examined 
Exceeded 
Excelled 
Executed 
Exercised 
Expanded 
Expedited 
Experimented 
Explained 
Exploited 
Explored 
Expressed 
Extinguished 
Extracted 
Facilitated 
Familiarized 
Filed 
Financed 
Fixed 
Focused 
Forecast 
Foresaw 
Forged 
Formulated 
Fortified 
Forwarded 
Fostered 
Found 
Founded 
Freelanced 
Furnished 
Furthered 
Gained 
Gathered 
Gave 
Generated 
Governed 
Graded 

Greeted 
Grossed 
Guided 
Handled 
Harmonized 
Hastened 
Heightened 
Helped 
Highlighted 
Hiked 
Hired 
Hosted 
Housed 
Hunted 
Identified 
Illustrated 
Implemented 
Improved 
Improvised 
Incepted 
Included 
Incorporated 
Increased 
Indicated 
Individualized 
Influenced 
Informed 
Initiated 
Innovated 
Inspected 
Inspired 
Installed 
Instilled 
Instituted 
Instructed 
Insured 
Integrated 
Interacted 
Interpreted 
Intervened 
Interviewed 
Introduced 
Invented 
Inventoried 
Investigated 
Involved 
Issued 
Jointed 
Kept 
Labored 
Launched 
Learned 
Lectured 
Led 
Licensed 
Listened 

Litigated 
Lobbied 
Located 
Looked 
Made 
Maintained 
Managed 
Mapped Out 
Marketed 
Mastered 
Maximized 
Measured 
Mediated 
Memorized 
Mentored 
Met 
Modeled 
Modified 
Monitored 
Motivated 
Moved 
Named 
Narrated 
Negotiated 
Netted 
Observed 
Obtained 
Offered 
Opened 
Operated 
Ordered 
Organized 
Originated 
Outlined 
Overcame 
Overhauled 
Oversaw 
Paid 
Painted 
Participated 
Perceived 
Performed 
Permitted 
Persuaded 
Photographed 
Pinpointed 
Pioneered 
Placed 
Planed 
Planned 
Played 
Policed 
Portrayed 
Practiced 
Predicted 
Prepared 



 19

Presented 
Presided 
Prevailed 
Prevented 
Processed 
Produced 
Programmed 
Projected 
Promoted 
Pronounced 
Proofed 
Proofread 
Proposed 
Proved 
Provided 
Publicized 
Published 
Purchased 
Put 
Qualified 
Quickened 
Ran 
Realized 
Received 
Recharged 
Recommended 
Reconciled 
Recorded 
Recruited 
Rectified 
Reduced 
Referred 
Registered 
Regulated 
Rehabilitated 
Reinforced 
Related 
Rendered 
Renewed 
Renovated 
Renovated 
Reorganized 
Repaired 
Replaced 
Reported 
Represented 

Rescued 
Researched 
Reserved 
Resized 
Resolved 
Responded 
Re-Staffed 
Restored 
Restructured 
Resulted In 
Retained 
Returned 
Revamped 
Revealed 
Reviewed 
Revised 
Revitalized 
Rewarded 
Rotated 
Said 
Sampled 
Satisfied 
Saved 
Saw 
Served 
Set 
Set Up 
Settled 
Shaped 
Shared 
Shipped 
Shored Up 
Showed 
Sifted 
Simplified 
Smoothed 
Sold 
Solved 
Sorted 
Sought 
Spearheaded 
Specialized 
Specified 
Spoke 
Standardized 
Stated 

Stopped 
Straightened 
Streamlined 
Strengthened 
Stripped 
Structured 
Studied 
Submitted 
Suggested 
Summarized 
Supervised 
Supplied 
Supported 
Surmounted 
Surpassed 
Surveyed 
Systematized 
Tabulated 
Tackled 
Targeted 
Taught 
Tested 
Tightened 
Took Over 
Totaled 
Toured 
Tracked 
Trained 
Transferred 
Transformed 
Translated 
Transmitted 
Traveled 
Treated 
Tutored 
Typed 
Uncovered 
Underscored 
Unearthed 
Updated 
Upped 
Utilized 
Welcomed 
Worked 
Wrote 
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Resume Example 1 

J AMES R. SMITH 
100 Lake Shore Drive 

Any Town, USA 00000-0000 
Voicemail (000) 000-0000 

Fax (000) 000-0000 
E-mail: jrsmith@address.com 

 

OBJECT IVE 
Create a strong opening objective using tools provided in Resume Checklist and Action Word List 

CAREER SUMMARY 
Create a brief summary of experience throughout your career.  

PROFESSIONAL SUMMARY 
Since 1996 Company Name, Corporate Location Any Town, USA 
Title, Department 
Create a brief summary of responsibilities and highlight specifics with bullet information below. 

·  Use bullets to concisely convey measurable achievement, or defined activity  
·  Avoid using terms such as “responsibilities included” or "responsible for" and select 

words from the Action Word list 
·  Generate positive image of your activities, responsibilities and achievements 

 
1994-1996 Company Name, Corporate Location Any Town, USA 
Title, Department 
Create a brief summary of responsibilities and highlight specifics with bullet information below. 

·  Use bullets to concisely convey measurable achievement, or defined activity  
·  Avoid using terms such as “responsibilities included” or "responsible for" and select 

words from the Action Word list 
·  Generate positive image of your activities, responsibilities and achievements 
 

1990-1994 Company Name, Corporate Location Any Town, USA 
Title, Department 
Create a brief summary of responsibilities and highlight specifics with bullet information below. 

·  Use bullets to concisely convey measurable achievement, or defined activity  
·  Avoid using terms such as “responsibilities included” or "responsible for" and select 

words from the Action Word list 
·  Generate positive image of your activities, responsibilities and achievements 

 
EDUCAT ION 

 
University of Massachusetts, Amherst, Massachusetts 

Degree and Courses Studied 
University, Location 

Degree and Courses Studied 
 

PROFESSIONAL & COMMUNITY AFFILIATIONS 
 

Name of Affiliation, Title held within the group 
Name of Affiliation, Title held within the group 
Name of Affiliation, Title held within the group 
Name of Affiliation, Title held within the group
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Resume Example 2 

J AMES R. SMITH 
100 Lake Shore Drive 

Any Town, USA 00000-0000 
Voice-mail (000) 000-0000 

Fax  (000) 000-0000 
E-mail: jrsmith@address.com 

 

PROFESSIONAL T ITLE 

 
SUMMARY ·  Highlight your qualifications succinctly 

·  Use bullets to emphasize them 

·  Alter qualifications to match specific job you are seeking 

·  Qualification #4 

·  Qualification #5 

·  Qualification #6 

 
EXPERIENCE 
1986-1994 Company Name, Any Town, USA 

Create clear and concise statements to convey your activities and 
responsibilities in the company. Avoid using terms such as “responsibilities 
included” or "responsible for" and select words from the Action Word list. 
Generate positive image of your activities, responsibilities and achievements. 

 
 
1984-1986 Company Name, Any Town, USA 

Create clear and concise statements to convey your activities and 
responsibilities in the company. Avoid using terms such as “responsibilities 
included” or "responsible for" and select words from the Action Word list. 
Generate positive image of your activities, responsibilities and achievements. 

 
 
1981-1984 Company Name, Any Town, USA 

Create clear and concise statements to convey your activities and 
responsibilities in the company. Avoid using terms such as “responsibilities 
included” or "responsible for" and select words from the Action Word list. 
Generate positive image of your activities, responsibilities and achievements. 

 
 
1980-1981 Company Name, Any Town, USA 

Create clear and concise statements to convey your activities and 
responsibilities in the company. Avoid using terms such as “responsibilities 
included” or "responsible for" and select words from the Action Word list. 
Generate positive image of your activities, responsibilities and achievements. 

 
 
EDUCATION University or College, Title of Degree, 1980 

University or College, Title of Degree, 1976 

 
PROFESSIONAL 
MEMBERSHIPS 

Enter group names here 

 
CIVIC ACTIVITIES Director, Member on boards, task forces 
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Resume Example 3 

J AMES R. J ONES 
100 Lake Shore Drive 

Any Town, USA 00000-0000 
Voicemail (000) 000-0000 

Fax (000) 000-0000 
E-mail: jrjones@address.com 

SUMMARY  OF QUALIFICAT IONS 

·  Highlight your qualifications succinctly 

·  Use bullets to emphasize them 

·  Alter qualifications to match specific job you are seeking 

·  Qualification #4 

·  Qualification #5 

·  Qualification #6 

 

EMPLOYMENT  

Com pany  Name, Any  Tow n, USA 1984-1996 

Title & Position Held 
·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" and select words 
from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 

Title & Position Held 
·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" and select words 
from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 

RELEVANT SK ILLS AND ACCOMPLISHMENTS 
 
Job Skill / Title:  Develop creative and concise paragraphs to help convey accomplishments and 
skills acquired and where. 

Job Skill / Title:  Develop creative and concise paragraphs to help convey accomplishments and 
skills acquired and where. 

Job Skill / Title:  Develop creative and concise paragraphs to help convey accomplishments and 
skills acquired and where. 

EDUCAT ION 

Degree Title, 1984 - University or College, Any Town, USA 

Degree Title, 1980 - University or College, Any Town, USA 

AWARDS AND RECOGNIT ION 

List awards and certificates presented. 

PROFESSIONAL A FFILIATIONS 

Current and past professional affiliations should be listed here. 
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Resume Example 4 

J AMES R. SMITH 
100 Lake Shore Drive 

Any Town, USA 00000-0000 
Voicemail (000) 000-0000 

Fax (000) 000-0000 
E-mail: jrsmith@address.com 

 

OBJ ECTIVE 
Create a strong opening objective using tools provided in Resume Checklist and 
Action Word List 

 

SUMMARY 
·  Highlight your qualifications succinctly 

·  Use bullets to emphasize them 

·  Alter qualifications to match specific job you are seeking 

·  Qualification #4 

·  Qualification #5 

·  Qualification #6 

 

EXPERIENCE COMPANY NAME—brief  desc r ip t ion of  c om pany 

Title, Any Town, USA (1984-1996) 
Generalize overall responsibility 

·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" and 
select words from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 

 

 COMPANY NAME—brief  desc r ip t ion of  c om pany 

Title, Any Town, USA (1980-1984) 
Generalize overall responsibility 

·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" and 
select words from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 

 

 COMPANY NAME—brief  desc r ip t ion of  c om pany 

Title, Any Town, USA (1975-1980) 
Generalize overall responsibility 

·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" and 
select words from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 

 

EDUCATION 
Degree Title  
University or College Any Town, USA 
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Resume Example 5 

J AMES R. SMITH 
100 Lake Shore Drive 

Any Town, USA 00000-0000 
Voicemail (000) 000-0000 

Fax (000) 000-0000 
E-mail: jrsmith@address.com 

 
 

Sum m ary of 
St rengt hs 

Create a strong opening statement describing related skills using tools provided in 
Resume Checklist and Action Word List 

  

Pro fess iona l Sk i l ls  
·  List specialty skills that may or may not apply to position. They may be assets they 

weren’t looking for but will appreciate. 

·  Use bullets add emphasize 

·  Ease of reading is important 

  

Com puter  Sk i l ls  
·  List hardware 

·  Application 

·  Application 

·  Networking 

  

Profess iona l 
Ex per ienc e   

Com pany Nam e, Any Tow n, USA 1992-Present  

Title & Position Held 
Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select 
words from the Action Word list 

Generate positive image of your activities, responsibilities and achievements 

 

 Com pany Nam e, Any Tow n, USA 1990-1992 

Title & Position Held 
Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select 
words from the Action Word list 

Generate positive image of your activities, responsibilities and achievements 

 

 Com pany Nam e, Any Tow n, USA 1986-1990 

Title & Position Held 
Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select 
words from the Action Word list 

Generate positive image of your activities, responsibilities and achievements 

 

Educ at ion Unive rsi t y  o r Col lege, Any Tow n, USA 1990 

Degree Title 
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Resume Example 6 

J AMES R. SMITH 
100 Lake Shore Drive 
Any Town, USA 00000-0000 
Voicemail (000) 000-0000 
Fax (000) 000-0000 
E-mail: jrsmith@address.com 
 

Rela ted  Sk il l s  

 Create a strong opening statement describing related skills using tools provided in 
Resume Checklist and Action Word List 

 

Educ at ion 

1990 University or College, Any Town, USA 
Degree Title 

 

Ex per ienc e  

1992-Present Company Name, Any Town, USA  
Title & Position Held 

Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select 
words from the Action Word list 

Generate positive image of your activities, responsibilities and achievements 

 
1990-1992 Company Name, Any Town, USA  

Title & Position Held 

Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select 
words from the Action Word list 

Generate positive image of your activities, responsibilities and achievements 

 
1986-1990 Company Name, Any Town, USA  

Title & Position Held 

Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select 
words from the Action Word list 

Generate positive image of your activities, responsibilities and achievements 

 

Profess ional  A ff i l ia t ions 

1992-1994 Board, chairman, director, organization 
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Resume Example 7 

J AMES R. SMITH 
100 Lake Shore Drive 

Any Town, USA 00000-0000 
Voicemail (000) 000-0000 

Fax (000) 000-0000 
E-mail: jrsmith@address.com 

 
 

Sum m ary of 
St rengt hs 

Create a strong opening statement describing related skills using tools provided in 
Resume Checklist and Action Word List 

  

Pro fess iona l Sk i l ls  
·  List specialty skills that may or may not apply to position. They may be assets they 

weren’t looking for but will appreciate. 

·  Use bullets add emphasize 

·  Ease of reading is important 

  

Com puter  Sk i l ls  
·  List hardware 

·  Application 

·  Application 

·  Networking 

  

Profess iona l 
Ex per ienc e   

Com pany Nam e, Any Tow n, USA 1992-Present  

Title & Position Held 
Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select 
words from the Action Word list 

Generate positive image of your activities, responsibilities and achievements 

 

 Com pany Nam e, Any Tow n, USA 1990-1992 

Title & Position Held 
Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select 
words from the Action Word list 

Generate positive image of your activities, responsibilities and achievements 

 

 Com pany Nam e, Any Tow n, USA 1986-1990 

Title & Position Held 
Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select 
words from the Action Word list 

Generate positive image of your activities, responsibilities and achievements 

 

Educ at ion Unive rsi t y  o r Col lege, Any Tow n, USA 1990 

Degree Title 
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Resume Example 8 

J AMES R. SMITH 
100 Lake Shore Drive 

Any Town, USA 00000-0000 
Voicemail (000) 000-0000 

Fax  (000) 000-0000 
E-mail: jrsmith@address.com 

 

Sum m ary of  St rengt hs 

Create a strong opening statement describing related skills using tools provided in Resume Checklist and Action 
Word List 

Profess ional Sk i l ls  

·  List specialty skills that may or may not apply to position. They may be assets they weren’t looking for but will 
appreciate. 

·  Use bullets add emphasize 

·  Ease of reading is important 

Oc c upat ional  Spec ia l t ies  

·  Highlight your qualifications succinctly 

·  Use bullets to emphasize them 

·  Alter qualifications to match specific job you are seeking 

·  Qualification #4 

Profess ional Ex per ienc e  

Company Name, Any Town, USA 1992-Present 
Title & Position Held 
Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select words from the Action Word 
list 

Generate positive image of your activities, responsibilities and achievements 

 
Company Name, Any Town, USA 1990-1992 
Title & Position Held 
Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for" and select words from the Action Word 
list 

Generate positive image of your activities, responsibilities and achievements 

Company Name, Any Town, USA 1986-1990 
Title & Position Held 
Use bullets to concisely convey measurable achievement, or defined activity  

Avoid using terms such as “responsibilities included” or "responsible for". 

Generate positive image of your activities, responsibilities and achievements 

Educ at ion 

University or College, Any Town, USA 1990 
Degree Title 
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Resume Example 9 

J AMES R. SMITH 
100 Lake Shore Drive 

Any Town, USA 00000-0000 
Voice-mail (000) 000-0000 

Fax  (000) 000-0000 
E-mail: JRSMITH@ADDRESS.COM 

 
OB J ECTIVE Example text placed here for your for your creative objective using select words from the 

Action Word List 
 

HIGHLIGHTS OF 
QUA LIFICA T IONS 

ü  Enter Years of experience of a particular qualification. Don’t forget to use the Action Word List. 

ü  Describe special qualifications that you hold personally in your field. 

ü  Enter more bullet text describing your qualifications here. 

ü  Enter more bullet text describing your qualifications here. 

ü  Enter more bullet text describing your qualifications here. 

 
PROFESSION AL 
EX PERIENCE 

Experience Title 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 

Descriptive text highlighting specifics of the above titled experience. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 

Descriptive text highlighting specifics of the above titled experience. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 

Experience Title 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 

Descriptive text highlighting specifics of the above titled experience. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 

Descriptive text highlighting specifics of the above titled experience. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 

Experience Title 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 

Descriptive text highlighting specifics of the above titled experience. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 
·  Descriptive text highlighting specifics of the above titled experience. Use words for the Action Word List. 

 
WORK  
HISTORY 

1990-91 Title of Position Held Company Name, City, ST 
1987-90  Title of Position Held Company Name, City, ST 
1989  Title of Position Held Company Name, City, ST 
1984-1987  Title of Position Held Company Name, City, ST 
1981-1984  Title of Position Held Company Name, City, ST 
1980  Title of Position Held Company Name, City, ST 

 
EDUCA TION College or University Name, City Location, ST 

Degree, Title 

College or University Name, City Location, ST 
Degree, Title 

College or University Name, City Location, ST 
Degree, Title 
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Resume 10 

J AMES R. SMITH  

100 Lake Shore Drive 
Any Town, USA 00000-0000 

Voicemail (000) 000-0000 
Fax  (000) 000-0000 

E-mail: jrsmith@address.com 
 

EDUCA TION   

 U nive rs it y  o r Co llege, Any  Tow n, U SA                                           Ex pec t ed  1999 
Degree Title 

U nive rs it y  o r Co llege, Any  Tow n, U SA                                                   J une  1984 
Degree Title 

 

EX PERIENCE   

Fie ld  T it le &  Pos i t ion  Hel d                                                J anuary  1993-Pres en t  
Company Name, City, State 

·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" Select words from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 

T it le &  Pos i t ion  Hel d                                          Sep t em ber-Dec em ber 1 992 
Company Name, City, State 

·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" Select words from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 

T it le &  Pos i t ion  Hel d                                                                    1990 -199 2 
Company Name, City, State 

·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" Select words from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 

 
Fie ld  T it le &  Pos i t ion  Hel d                                                               Sum m er 1 990 

Company Name, City, State 

·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" Select words from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 

T it le &  Pos i t ion  Hel d                                                                    1989 -199 0 
Company Name, City, State 

·  Use bullets to concisely convey measurable achievement, or defined activity  

·  Avoid using terms such as “responsibilities included” or "responsible for" Select words from the Action Word list 

·  Generate positive image of your activities, responsibilities and achievements 
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Sample Reference Page 

J am es R. J ohnson 
100 Lake Shore Drive 
Any Town, USA 01234-0000 
(000) 000-0000 (000) 000-0000 Fax 
E-mail: jrjohnson@address.com 
 
 

REFERENCES  
 
James D. Carlton, President 
Adams Transportation Group 
800 Madison Road 
Any Town, USA 00000-0000 
(000) 000-0000  (please see attached letter of recommendation) 
 
Paul William, Manager 
Jamestown Manufacturing, Inc. 
481 Fifth Avenue 
Any Town, USA 00000-0000 
(000) 000-0000 
 
Meredith Brown, Vice President 
Jefferson Industries 
1200 Industrial Way 
Any Town, USA 00000-0000 
(000) 000-0000 
 
 

Tips &  Tec hn iques: 
·  With friends like you.  Few resumes include references because the 

candidate usually likes to brief the reference on the job before the company 
calls. Once you have given someone as a reference, make sure you brief the 
person. 
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Sample Cover Letter-Classified Ad 

J am es R. Sm i t h  
100 Lake Shore Drive 
Any Town, USA 01234-0000 
(000) 000-0000 (000) 000-0000 
E-mail address: jrjones@address.com 
 

December 12, 2002 
 
Ms. Jane Jones 
ABC Company, Inc. 
100 North West Street 
Any Town, USA 01234-0000 
 
Dear Ms. Jones: 

This letter is in reply to your advertisement in (list the name of the publication) on (date ad ran in 
the advertisement) for the position of (name the position). 

Then use a two-column format that matches the requirements of the job and your qualifications. 

Example: 

Requirement Qualification 

Seeking senior Manager of Software Quality 
Control. 

Seasoned Quality Assurance Manager for 
World Class Software Companies. 

 

Follow this with requirement 2, 3, 4 and match with Qualification 2,3,4 etc. 

As you can see from your list of requirements, there is an excellent match with my qualifications. I 
would like to set up a time when we might meet to discuss this further. I will call on [specify date] 
to confirm a convenient time. 

Your interest and consideration are greatly appreciated and I look forward to hearing from you. 

Sincerely, 

James R. Smith 

Enc.: Resume 
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Sample Cover Letter-References  

J am es R. J ensen 
100 Lake Shore Drive 
Any Town, USA 01234-0000 
(000) 000-0000 
E-mail address: jrjensen@address.com 
 

 

December 12, 2002 

 

Ms. Jane Jones 
ABC Company, Inc. 
100 North West Street 
Any Town, USA 01234-0000 

Dear Ms. Jones: 

[Name of referrer] suggested that I contact you. [Name of referrer] and I [define your relationship 
with this person - for example, worked together at Acme Corporation]. 

The reason I am contacting you is to [briefly state your professional direction]. Then briefly 
describe your experience. 

Please understand that I do not expect 

I will call you on [specify date] to set up a meeting at a convenient time. 

Sincerely, 

 

James R. Smith 
Enc.: Resume 
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Sample Letter-Confirming Receipt Of Resume 

J am es R. Sm i t h  
100 Lake Shore Drive 

Any Town, USA 01234-0000 
(000) 000-0000 

E-mail address: jrsmith@address.com 
 

 December 12, 2002 

 

Ms. Jane Jones 
ABC Company, Inc. 
100 North West Street 
Any Town, USA 01234-0000 

Dear Ms. Jones: 

I am writing to confirm the receipt of my resume for the position of [name position]. 

I remain interested in the position because [state reason]. 

In this paragraph, state the skills that you have that are relevant to the position. 

I look forward to a meeting with you to discuss this further. Please contact me at the address 
above or you can also reach me at [telephone number]. 

  

Sincerely, 

  

James R. Smith 
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Arm Yourself With a First-Rate Resume  
 

Your resume has only a few seconds to impress - or to end up in the trash. A strong resume 
needs a solid foundation, and no amount of trickery can mask poor organization.  

 
Start with these basics: 
 

·  Contact Information:  List your contact information at the top of the resume. Include your 
full name, mailing address, phone number and e-mail address. If you have a personal 
Web site, include the URL only if the site shows off your skills or applies to your career 
goals. 

·  Objective: The objectives section gives recruiters an immediate sense of who you are 
and what you’re looking for, without forcing them to wade through the entire resume. If 
you decide to include an objective, stress what you’ll add to the company, not what you’re 
looking to take away. 

·  Experience: List your experience chronologically, with your most recent job first. If your 
latest experience wasn’t the most impressive, arrange your list by importance. Include the 
company name, location, your title and dates of employment. Also, give a brief 
description of your accomplishments. 

 
Remember these tips: 
 

·  Emphasize your most important responsibilities even if they weren’t your primary duties.  
·  Use an active voice. Strong sentences are those in which a subject performs an action 

(active voice) as opposed to an action being performed on the subject (passive voice). “I 
planned an event,” creates a stronger impression than “An event was planned by me.”  

·  Impress employers with cause-effect relationships and tangible results. Quantify your 
achievements with percentages and numbers like “increased enrollment 20 percent” and 
“supervised three-person staff.”  

·  Use descriptions to highlight your sense of initiative. Paint yourself as a “go-getter” with 
strong verbs like “proposed,” “launched” and “managed.”  

·  Skills/Interests: Today’s workers are more tech-savvy than ever, so make sure you 
mention your technical and computer skills. List programming languages, software 
programs and operating systems you’ve used as well as certifications you have. Don’t 
forget “soft skills” like foreign languages and public speaking. 

·  Always include memberships in professional organizations, because it shows you’re 
serious about your career. Mentioning your interests is optional. Listing activities and 
hobbies can portray you as a well-rounded person, but it can raise eyebrows, too. Be 
careful what you list. (You should probably keep your passion for professional wrestling 
to yourself.) 

·  Education: List your most recent education first and work backward. State your degree, 
major, minor, dates of attendance and the school’s name and location. You may also 
want to add your GPA (if 3.0 or higher). 

·  References: Don’t waste valuable space on references. Employers assume you’ll provide 
them upon request. 
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Finishing Touches:  

 
·  Create several versions of your resume, each tailored to the type of position you’re 

applying for. Writing multiple resumes can be time-consuming, but it’s a small price to 
pay for the job you want.  

·  If you’re applying for a specific job, research the position and company. Pay attention to 
the job requirements, and highlight your qualifications as they reflect the hiring company’s 
needs.  

·  Be concise. Stick to one page. Make sure every word is meaningful.  
·  Choose fonts that are easy-to-read, clean and consistent. Don’t use non-traditional or 

overly creative fonts.  
·  Read, edit and re-read your resume to make sure it’s well written, clear and typo-free. Do 

it again. Then, ask your friends and family to do the same.  
 

·  If you use an online resume, consider saving a text (“.txt”) version that will look good on 
any computer. Send your resume as an attached file and also paste the text into the body 
of the e-mail just to be safe. Online resumes should also include plenty of keywords, 
since they may be searched.  

 
With some self-evaluation, careful organization and savvy choice of words, your resume will rise 
to the top of the pile on any recruiter’s desktop. 
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Decorate Your House -- Not Your Resume  

 
The least creative people I know for some reason love to muck up their resumes. You could put a 
jumbo box of crayons and a table-size drawing pad in front of these folks and they'd write their 
name. But, get them anywhere near a resume and stand back! They use childish fonts, like 
Comic sans; print their resumes on pastel yellow or pink paper; even add graphics. In a good 
resume, skills and experience speak for themselves. If recruiters want to see jazzy fonts and 
patterned paper, they'll dig through all those resumes in their trashcan. 
 
Make Quality Choices:  
 
For print resumes, use a common font like Arial, Helvetica or Times New Roman. Choose a high 
quality paper that looks like paper -- not gift-wrap. Print your resume on a laser printer. If you 
want to make copies of the original, use a good copy machine. If you don't have access to one, 
check the phone book for your closest copy center. Your brother's dusty dot-matrix printer or the 
10-year-old copy machine in the reference section of the local library will not do. 
 
Follow Directions:  
 
For e-mail resumes, pay special attention to the recruiter's instructions. Most HR folk will 
specifically ask for what they want: "Send Microsoft Word version of your resume," "Send text 
resumes only." Follow their instructions to the letter. For Microsoft Word resumes, avoid unusual 
fonts (Chiller, Gigi, RaveDaddy), as the recruiter who receives your resume may not have these 
fonts installed on his computer. Avoid excessive formatting. If you use bullets, use standard styles 
-- not smiley faces, pointing hands or other images you've downloaded from the Web. For text 
resumes, keep it clean and consistent. Since you cannot use standard bullets in a text document, 
consider using asterisks (*) or hyphens (-). 
 
Make Life Easier for Recruiters:  
 
If your image of a recruiter is someone sitting on the edge of their seat waiting for your resume to 
hit their in-box, you'd better wake up and smell the Sanka. Recruiters are busy! Too often, they're 
not only responsible for bringing in new talent, but also running HR -- making sure everyone gets 
their paycheck, for example. A good resume is a quick and easy read. It contains no fluff. There 
are no unnecessary words. It's a streamlined, job-getting machine. Recruiters appreciate people 
who make their lives easier. 
 
Words of Wisdom:  
 
When it comes to your resume, you have immediate control over three factors: How it looks, what 
it says and whom you send it to. This week, we looked at resume formatting -- that is, how your 
resume looks. I could write miles and miles of advice on this topic, but the reality is that at some 
point I have to go home. So, take this little rhyme and use it wisely:  “A good resume is clean, 
concise and consistent. On this, recruiters are quite insistent. To not follow these guidelines is a 
sin, which could land my resume in the recycle bin." 
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Effective Resumes: An 'Objective' Debate  
 

Are you for job objectives or against them? Most job seekers -- and even career experts -- have strong 
opinions. Those in favor say objectives are the simplest, quickest way to target a specific position. Those 
against charge that objectives waste valuable space and limit you to just one position when you might be 
qualified for others. Whether you are pro or anti-objective, here are tips for writing a resume that will grab 
recruiters' attention from the get-go. 
 
Putting Your Goal on Paper:  
 
Job objectives work best for two types of job seekers: 

·  Those who know exactly what job they want, and  
·  Those whose career goal is not obvious on their resumes.  

If you include an objective, place it directly under your name and contact information. An objective typically 
begins with "to." For example, "Objective: To obtain a position ... " Your objective should be simple, specific 
and brief -- no more than two or three lines. It should highlight what you have to offer the company, such as 
a specific skill or experience. A recruiter is more interested in what you can give the company than what you 
hope to get from it. Here's an example of an effective job objective: 

·  Objective: To obtain an entry-level account management position in financial services utilizing my 
strong analytical and interpersonal skills. 

·  Review your objective each time you send a resume and make sure it fits the job you're applying 
for. Just as you should have several versions of your resume, you should also have several 
versions of your job objective. 

 
Summarizing Your Skills:  
 
Not 100 percent sure what job you want? Then you may find a summary statement more effective than an 
objective. While an objective focuses on the job, a summary statement focuses on the job seeker. A 
summary statement is a one- to two-sentence overview that captures the essence of your skills and 
experience. It highlights what makes you a qualified candidate as well as what makes you different (and 
better) than other applicants. Tailor your summary statement to highlight the experience that is most relevant 
to the job. Here's an example of a strong summary statement. Summary: Public relations professional with 
five years of experience managing PR campaigns across multiple media, working with national and local 
press and coordinating large-scale events. 
 
Highlighting Your Achievements:  
 
Sometimes a job objective is too targeted. And sometimes a summary statement is too short to highlight all 
your accomplishments. If that's the case, you have another option: A summary of qualifications. A summary 
of qualifications is similar to a summary statement, but differs in two key ways: It's formatted as a list of 
items rather than a single statement, and it highlights specific accomplishments rather than general 
achievements. It's most useful for job seekers who have a long work history or who are applying for senior 
positions. It's an effective way to highlight the most important, relevant parts of a long, detailed resume.  
 
This section goes by many names, like "Key Accomplishments" and "Career Highlights." It's placed just 
where a job objective or summary statement is, under your contact information. A summary of qualifications 
is a list of your most significant career accomplishments. For maximum effectiveness, the list should include 
no more than five items and be results-oriented. The summary of qualifications is usually a list of short 
phrases. You can use a bulleted list, with each qualification on its own line. Or, to conserve space, you can 
arrange them in paragraph format, with a period after each one. Here's an example of an effective summary 
of qualifications: 
 
Summary of Qualifications: 
 

·  Skilled pharmaceutical sales manager/executive with nine years sales experience and advanced 
degree in biology.  

·  Consistently surpassed annual revenue goals by 35 percent-plus.  
·  Named 2001 "Salesperson on the Year." Managed regional sales staff of 175.  
·  Job objectives, summary statements, summaries of qualifications -- all are useful resume options. 

Your best choice will depend on your experience and the type of job you're interested in.
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