Tips for Writing Winning Resumes

1. Determine your job search objective prior to writing the resume. Once you
have determined your objective, you can structure the content of your resume
around that objective. Think of your objective as the bull's-eye to focus your
resume on hitting. If you write your resume without having a clear objective in
mind, it will likely come across as unfocused to those that read it. Take the time
before you start your resume to form a clear objective.
2. Think of your resume as a marketing tool. Think of yourself as a product,
potential employers as your customers, and your resume as a brochure about
you. Market yourself through your resume. What are your features and benefits?
What makes you unique? Make sure to convey this information in your resume.
3. Use your resume to obtain an interview, not a job. You don't need to go into
detail about every accomplishment. Strive to be clear and concise. The purpose
of your resume is to generate enough interest in you to have an employer
contact you for an interview. Use the interview to provide a more detailed
explanation of your accomplishments and to land a job offer.
4. Use bulleted sentences. In the body of your resume, use bullets with short
sentences rather than lengthy paragraphs. Resumes are read quickly. This
bulleted sentence format makes it easier for someone to quickly scan your
resume and still absorb it.
5. Use action words. Action words cause your resume to pop. To add life to your
resume, use bulleted sentences that begin with action words like prepared,
developed, monitored, and presented.
6. Use #'s, $'s and 's. Numbers, dollars, and percentages stand out in the body
of a resume. Use them. Here are two examples:
• Managed a department of 10 with a budget of $1,000,000.
• Increased sales by 25 in a 15-state territory.
7. Lead with your strengths. Since resumes are typically reviewed in 30 seconds,
take the time to determine which bullets most strongly support your job search
objective. Put those strong points first where they are more apt to be read.
8. Play Match Game. Review job postings and employment ads for positions that
interest you. Use the key words listed in these ads to match them to bullets in
your resume. If you have missed any key words, add them to your resume.
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9. Use buzzwords. If there are terms that show your competence in a particular
field, use them in your resume. For marketing people, use "competitive
analysis." For accounting types, use "reconciled accounts."
10. Accent the positive. Leave off negatives and irrelevant points. If you feel your
date of graduation will subject you to age discrimination, leave the date off your
resume. If you do some duties in your current job that don't support your job
search objective, leave them off your resume. Focus on the duties that do
support your objective. Leave off irrelevant personal information like your height
and weight.
11. Show what you know. Rather than going into depth in one area, use your
resume to highlight your breadth of knowledge. Use an interview to provide
more detail.
12. Show who you know. If you have reported to someone important such as a
vice president or department manager, say so in your resume. Having reported
to someone important causes the reader to infer that you are important.
13. Construct your resume to read easily. Leave white space. Use a font size no
smaller than 10 point. Limit the length of your resume to 1-2 pages. Remember,
resumes are reviewed quickly. Help the reader to scan your resume efficiently
and effectively.
14. Have someone else review your resume. Since you are so close to your
situation, it can be difficult for you to hit all your high points and clearly convey
all your accomplishments. Have someone review your job search objective, your
resume, and listings of positions that interest you. Encourage them to ask
questions. Their questions can help you to discover items you inadvertently left
off your resume. Revise your resume to include these items. Their questions can
also point to items on your resume that are confusing to the reader. Clarify your
resume based on this input.
15. Submit your resume to potential employers. Have the courage to submit your
resume. Think of it as a game where your odds of winning increase with every
resume you submit. You really do increase your odds with every resume you
submit. Use a three-tiered approach. Apply for some jobs that appear to be
beneath you. Perhaps they will turn out to be more than they appeared to be
once you interview for them. Or perhaps once you have your foot in the door
you can learn of other opportunities. Apply for jobs that seem to be just at your
level. You will get interviews for some of those jobs. See how each job stacks
up. Try for some jobs that seem like a stretch. That's how you grow - by taking
risks. Don't rule yourself out. Trust the process.
Resume Writing Tips Web Site
http://www.rockportinstitute.com/resumes.html
http://accent-resume-wntinQ.com/tips
http://www.free-resume-tips.com/10tips.html
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Resume Action Words
Use past-tense action words to describe your experience and accomplishments. Here are
some actions words you can use:
achieved


drafted


originated
acquired                 
edited                     
oversaw
adapted                  
eliminated               
performed
addressed              
enforced                 
planned
administered           
established             
prevented
analyzed                
evaluated                
produced
anticipated              
expanded               
programmed
assembled              
explained               
promoted
assisted                  
forecasted               
provided
audited                   
formed                    
publicized
budgeted                
founded                   
published
calculated              
generated                
recruited
centralized             
guided                     
reorganized
changed                
hired                        
reported
collaborated           
implemented           
researched
composed               
improved                
resolved
condensed              
informed                
reviewed
conducted               
insured                   
selected
constructed             
interpreted              
separated
contracted               
interviewed              
set up
converted               
launched                  
simplified
coordinated             
maintained              
solved
created                   
managed                
surveyed
cultivated                
marketed                
staffed
demonstrated          
minimized               
supervised
designed                
motivated                 
taught
developed               
negotiated               
tested
devised                   
obtained                  
trained
discovered              
operated                 
used
doubled                  
organized
JRR’s Definition of ACCOMPLISHMENTS

Accomplishments should never begin with “Responsible for …”, and avoid “Part of the team…”, “ Acted as…”, “Helped …” etc..  Regardless of the type of resume (Reverse Chronology or Functional) Accomplishments must A) start with a past-tense action verb, such as “Created”, “Designed and Implemented”;  Avoid jargon and acronyms – words or phrases, and initials unique to a specific industry or work practice; B) state what you did and how or with what and under what circumstances (if unique); C) quantify the effort within at least 30% of the Accomplishments (e.g., with a budget of $xxx; valued at $xxx; etc.); D) specify the result to the business and quantify or qualify these results (e.g., “…resulting in sales increases of 23%”  or “improved the competitive position by…”  or “shortened the supply chain cycle by …”)   State only major accomplishments, especially in support of the attributes listed in your SUMMARY or PROFILE (and/or your list of key words – skills); list about 2 – 6 accomplishments per position, depending on length of service in that position, 2-3 typed lines each.  
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Words that Sabotage Your Resume
By Alesia Benedict 

Creating a winning executive resume isn't always easy. The strongest first step you can take is to build a strategy and choose the right words. This may seem simple, but in my experience working with thousands of resumes, one of the most common resume mistakes candidates make is not paying enough attention to strategy and word selection.

When most job candidates write their own resumes, they don't consider word choice. Their primary concern is getting down the basic information. What you might not realize is that verbiage is critical, and the wrong word choice can sabotage your resume. 

When writing your resume, it's important to consider your audience. The average recruiter and/or hiring manager sees hundreds of resumes from qualified candidates for any given job opening. Resumes begin to look and sound the same. Using run-of-the-mill wording in your resume hurts your candidacy; you end up fading into the pile of hundreds of others instead of standing out.

Don't let this happen to you! Here are some words and phrases to avoid.

Soft-Skill Descriptions
A lot of job seekers feel they need to communicate their soft-skills to the employer to make them appear unique. There is nothing further from the truth. Soft-skills are claimed by nearly all job candidates and are so common that hiring managers pay no attention to them. 

Soft-skill phrases to avoid or severely limit: 

· excellent communication skills 

· goal-driven 

· strong work ethic 

· multi-tasker 

· personable presenter 

· goal-oriented 

· detail-oriented 

Don't bore your reader with these overused and tired phrases. After all, no one writes that he/she takes long lunches, is lazy, and argues a lot with peers. Hence, it is much more effective to write descriptions that are action-based and demonstrate these abilities rather than just laying claim to them; show, don't tell. 

For example, rather than just stating you are an "excellent presenter," you could say something like "Developed and presented 50+ multi-media presentations to C-level prospects resulting in 35 new accounts totaling $300,000 in new revenues." 

Age, Health, Appearance
Many executives haven't had to write a resume in years. Either they've been promoted progressively from within or have been recruited aggressively by other companies. Now they're facing that scary time known as pre-retirement, and they fear age discrimination. They feel they can counter this perceived hurdle by giving a description of their age or health to "prove" they are not ready for the nursing home! But rather than helping your resume, this approach significantly hurts it. Not only are you toying with hiring laws, but you also make the very issue you are trying to hide stand out in neon letters. 
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Age, health, appearance phrases to avoid: 

· young 

· energetic 

· youthful 

· athletic 

· fit 

· healthy 

· professional appearance 

· mature 

I recently saw the following on a resume: "Healthy, young-at-heart executive ready to make a difference rather than play golf all day. Trim, fit marathon runner seeks position as National Sales Director." This person might as well have written "57 year old male terrified of age discrimination and worried that he'll be passed over for a younger candidate". While being a marathon runner is an accomplishment at any age, it doesn't belong on your resume.

Passive Voice
Many people write in passive voice because it's how we've been taught to write "formally." This habit-driven writing style is prevalent in self-written resumes. The problem with passive voice is that it is just that - passive! A resume needs to have punch and sparkle and communicate an active, aggressive candidate. You can't achieve that while using the passive voice. 

Phrases indicative of the passive voice: 

· responsible for 

· duties included 

· served as 

· actions encompassed 

Rather than saying "Responsible for management of three direct reports," change it to "Managed 3 direct reports." It is a shorter, more direct mode of writing and adds impact to the way the resume reads. 

On the other hand, while action verbs are great, be sure you don't overdo it. 

Here are some over-the-top phrases I have actually seen on executive resumes: 

· smashed numbers through the roof 

· electrified sales team to produce 

· pushed close rate by 10% 

Remember to keep your resume professional. Don't go overboard trying to use phrases with shock value!

Myers-Briggs and DISC Profiles
Many job seekers have gone through personality and style profiles such as the Myers-Briggs Type Indicator or the DISC Profile. While the results from these evaluations can be invaluable to the job seeker for evaluating an opportunity in terms of "fit", employers and recruiters are more interested in performance results. Do not inadvertently "pigeon-hole" yourself by including your profile results in the resume. 
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Carefully Considered Word Choice
A resume is a marketing document for your career just as a brochure is a marketing document for a product or service. Companies put careful thought and consideration into each and every word that goes into marketing copy and you should do the same in your resume. These words represent you to the recruiter when you cannot be there to speak for yourself, so they need to showcase you in a powerful way. In a perfect world, these things would not matter, but in the reality of job search today, they matter a great deal. Be wise -- stop and give some thought to the words you choose to use. 

Alesia Benedict, CPRW, JCTC, is the Executive Director of GetInterviews.com. She's also been cited by Jist Publications as one of the "best resume writers in North America," quoted as a career expert in The Wall Street Journal, and is published in 20+ career books. Alesia's services come with a guarantee -- interviews in 30 days or they'll rewrite for free! 
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