M. I. Super?
My Street Address  





     

myemailaddress.com
City, State, Zip






       
Phone # 

Education

Party HEARTY UNIVERSITY  



Year of Grad  

B.S., or Whatever Degree

GPA – If above 3.2, 5 yrs, above 3.5, 10yrs, above 3.8 15 yrs, 4.0, lifetime 
Experience Summary

BLOCK PARAGRAPH – 4-6 line that is the functional experience summarization of your skills.  Starts with your key area of competence (Programmer, Analyst, Manager, Executive) with general number of year’s skills (5+, 10+, 15+ or 20+).  Mention key technologies like Web, Client/Server, Widely accepted packages (SAP, ORACLE, Microsoft Suite).  Mention key “soft” skills like communication (written, presentation, one on one).  Use Active verbs, not needed to be complete sentences, NO Pronouns.  
Technical Summary

BLOCK PARAGRAPH – Whatever it takes to list key technical skills with marketplace relevance.  Packages, DBMS, Key Programming Languages, Operating Systems, Key tools or proficiencies.  THIS IS OPTIONAL, depending on position you are in or are seeking.  Can also move to the back of the resume.  Separate skills with commas. 

Professional Experience (EMPLOYMENT history):
My Employer, City, State
 



 
Dates of employ -present
FUNCTIONAL TITLE or Significant title.
BLOCK PARAGRAPH – 4-6 line that is the JOB DESCRIPTION with functional responsibilities and skills used to do the job. Use Active verbs, not needed to be complete sentences, NO Pronouns,  Typically can start with the phase Responsible for lah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah.  Significant accomplishments include, but are not limited to:

· BULLET – describe an accomplishment or significant differentiator about you in comparison to your peers. 
· BULLET – describe an accomplishment or significant differentiator about you in comparison to your peers. 
· BULLET – describe an accomplishment or significant differentiator about you in comparison to your peers. 
· BULLET – describe an accomplishment or significant differentiator about you in comparison to your peers. 
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My Previous Employer, City, State
 



 
Dates of employ
FUNCTIONAL TITLE or Significant title.
BLOCK PARAGRAPH – 4-6 line that is the JOB DESCRIPTION with functional responsibilities and skills used to do the job. Use Active verbs, not needed to be complete sentences, NO Pronouns,  Typically can start with the phase Responsible for lah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, , blah, blah, blah.  Significant accomplishments include, but are not limited to:

· BULLET – describe an accomplishment or significant differentiator about you in comparison to your peers. 
· BULLET – describe an accomplishment or significant differentiator about you in comparison to your peers. 
· BULLET – describe an accomplishment or significant differentiator about you in comparison to your peers. 
My Next Previous Employer, City, State



 
Dates of employ
FUNCTIONAL TITLE or Significant title.
BLOCK PARAGRAPH – 2-3 line that is the JOB DESCRIPTION with functional responsibilities and skills used to do the job. Use Active verbs, not needed to be complete sentences, NO Pronouns,  Typically can start with the phase Responsible for lah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, blah, , blah, blah, blah.  Significant accomplishments include, but are not limited to:

· BULLET – describe an accomplishment or significant differentiator about you in comparison to your peers. 
· BULLET – describe an accomplishment or significant differentiator about you in comparison to your peers. 
Additional Training

Significant seminars, classes, etc.

References Available Upon Request

AGENDA FOR TONIGHT’S MEETING

· WHAT A RESUME IS NOT

· WHAT A RESUME IS

· HOW A RESUME IS READ

· BEST PRACTICES FOR A RESUME 

· WRITING


· DISTRIBUTION

· RESUME TEMPLATE REVIEW

· COVER LETTER CONTENT

· GUINEA PIG RESUME REVIEW 

_________________________________________________
INTERACTIVE KEEPS IT INTERESTING

START WITH A BRIEF GENESIS COMMERCIAL

· Independents

· 80/20 self managing business model

· 20 years in business, me with Genesis since 1992

SURVEY OF THE COMMUNITY

· Who has their resume with them

· Who in the audience has done hiring

· Who in the audience are commissioned recruiters

· Who in the audience are in house human resources (the enemy)

WHAT I HAVE TO SAY IS BASED ON MY EXPERIENCES

· Placement business since the mid-80s

· Hiring consultants since 1990

· 3000+ resumes touched, evaluated, improved, rewritten

I DO NOT HAVE ALL OF THE ANSWERS, JUST OPINIONS….THESE OPINIONS SHOULD CREATE QUESTIONS IN YOUR MIND AND HELP YOU FORM SOME ANSWERS ABOUT YOUR RESUME DEVELOPMENT AND IMPROVEMENT

SOME OF WHAT I WILL SAY IS PRETTY BASIC, AND WE THINK WE KNOW BETTER, BUT I AM SURE, BASED ON MY EXPERIENCES ALONE, THAT THE BASICS ARE AN IMPORTANT FOUNDATION OFTEN OVERLOOKED
NO OUTLINE OR POWERPOINT PRESENTATION…….I WANT YOU TO TAKE NOTES……..I WANT YOU ENGAGED…..I WILL GIVE OUT A TEMPLATE OF A RESUME WITH LOTS OF WHAT WE TALK ABOUT ON IT

WE WILL ALSO PICK ON SOME SELF DESIGNATED GUINEA PIGS TO SEE WHAT WE CAN DO TO IMPROVE ON THE RESUME………BECAUSE OF THE NUMBER OF VOLUNTEER PIGS and LIMITED TIME, I HAVE DEVISED A GROUP PARTICIPATION PROJECT THAT I BELIEVE WILL HELP EVERYONE IMPROVE THEIR OWN RESUMES WHILE HAVING A LITTLE FUN!!
LET”S GET  STARTED………………………………………

WHAT A RESUME IS NOT

· PERFECTION

· Truth in Lending Document

· Detailed History to the beginning of time

· A Novel --- Fiction or Fact
· Philosophy, psychology or theology presentation
· Work of Art that could hang in a museum
· Shell Answer Man ---

· Expression of Desire


WHAT A RESUME IS  

· Brochure – Sales Tool

· Talking Points, invoking questions
· Offer of a solution to a customer/employer problem
· Indication of Experience, Skills and Accomplishments
· Summary Document

· Reflection of Your Professionalism and Capabilities 
HOW A RESUME IS READ

· Scanned, not read
· 15 Seconds --- two decisions, one goal

· Decision One – should I read on

· Decision Two – which pile, toss or interview

· Goal – TOSS
· Remember that technology is doing some of the review
BEST PRACTICES FOR A RESUME 
· WRITING
· K.I.S.S. Method applies….content and construction

· Keep the following words in mind while composing:  BRIEF, SPECIFIC, ACTIVE, SELECTIVE (relevant), HONEST

· Less emphasis on older experience

· Little or no emphasis on irrelevant experience (COOP, High School, Wawa, etc.)

· 1-2 pages are ideal, slipping to 3 is OK

· Skip an Objective, save that for conversation or cover letter….Objectives are Limiting

· Play with font, bolding, etc. for best “effects.”
· Industry KEYWORDS for automated search are important
· Fonts no smaller than 10, no bigger than 16

· PUNCTUATION, FONT/BOLDING and SENTENCE STRUCTURE must be consistent and without mistakes or obvious flaws….your resume is an example of your work product…and….reflection of your “attention to detail and interest in professionalism

· Be iterative and try it out on a diverse population….peers, friends, in industry, out of industry, managers, subordinates….take input from all and use your intelligence to formulate your document
· Multiple but Similar versions of the resume OK
· DISTRIBUTION
· Always have a STATED PURPOSE for sending a resume

· Requested, Opening, Recommendation, Interest in Company

· Always have an ACTION PLAN OF FOLLOW UP on a sent resume, date specific

· Try to make a “PERSONAL CONTACT” for each resume sent, either directly or indirectly with someone at a company

RESUME TEMPLATE REVIEW

· Block/Bullet
· Font/Bolding for differentiation

· Cryptic English

· Dates of employ, separate or blend to hide or accentuate time at an employer or customer….make it easy to find or hard to find as suits your business purpose

· Education and Technical sections can be at front or back of resume, depending on perceived level of importance or focus…your choice

· ACTION-ORIENTED, ACTIVE, DESCRIPTIVE AND FUNCTIONAL WORDING

COVER LETTER CONTENT

· 3 points to make
· purpose of submittal (opening, referral, specific company interest, advice)

· reason for “validity” of submittal – qualifications, potential, interest, etc.

· call for action – absent of hearing a reply I will…….

GUINEA PIG RESUME REVIEW 
· Too many “pigs” too little time

· Group Session Game

· Each “team” has 5 minutes to review the “pig’s” resume and my notes for improvement

· Each team will present “findings” upon review while the resume is being passed throughout the entire room…agree/disagree with my findings, and add to the notes of improvement….TWO MINUTES ONLY

· All resumes must ultimately get back to the front

· I am happy to review “updated” resumes and comment or discuss as is appropriate

OTHER NOTES OF INTEREST / RANDOM THOUGHTS
· http://www.interviewbest.com/ - Eric Kramer, find him on Linked In.  http://www.linkedin.com/in/erickramer
· new product that helps you in interviews construct a better presentation of your capabilities.  Eric is an expert that you might want to get to know…..ask to connect, refer to TPNG meeting and my name.
· GOOD IDEA - KEYWORD SUMMARY AT THE BACK OF YOUR RESUME FOR THE ELECTRONIC/POSTED RESUME TO BE SEARCHED UPON….NOT NECESSARLY INTEGRATED IN YOUR RESUME, BUT A SEPARATE PAGE

· GOOD IDEA - SUMMARY OF REASONS FOR MAKING A JOB CHANGE…narrative explanation…..THIS IS FOR RECRUITERS ONLY, AS THEY WILL BE ASKING YOU ABOUT YOUR JOB HISTORY SO THEY CAN “SELL” TO IT OR AROUND IT WITH PROSPECTIVE EMPLOYERS….a time saver, consider putting pay history on the same doc

· GOOD IDEA – Have someone who knows nothing about our profession read your resume and tell you what you do for a living.  If they cannot, it might need some more work.

· My Linked In - http://www.linkedin.com/pub/0/42/322
