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Created and Designed by Bryan M. Kopp and the Business Writing Consulting/Tutoring Staff with the Assistance of Liz Thelen and Johndan Johnson-Eilola.
What is a resume?
Some people think of a resume as their "life on a page," but how could anyone put everything important about herself on a single piece of paper (or two)? Actually, resumes are much more specific, including only relevant information about yourself for specific employers. 

Like a life, however, a resume is always growing and changing. As your career goals shift or the job market changes--as you grow personally and professionally--chances are you will need to re-write your resume or at least create new versions. Writing a resume is a lifelong process. 

How do you know what in your life--past, present, and future--is most relevant to prospective employers? How do you select which information to include? The quick answer to both these questions is "it depends." It depends on your individual career goals as well as on the professional goals of the companies hiring in your area or field of interest. In the end, only you, through research, planning, questioning and self-reflection, can determine the shape and content of your resume, but the strategies below along with those on the job search, can help you ask the right questions and begin exploring your options. 

Why write a resume?
A silly question--to get a job of course! But why else? 

· to persuade your readers you are the best person for the job

· to construct a professional image of yourself and establish your credibility

· to provide a sample of your written communication skills

· to convince prospective employers you deserve an interview

What kind of resume should you write?
This is a trick question. You will likely need to create more than one kind of resume. Moreover, your resume(s) will grow and change dramatically as you travel down your career paths. What are the most common kinds of resumes? Which ones are right for you given your career goals? To help answer these questions, you will need to think about your overall job search strategy and make some decisions about current resume technologies. 

· Overall job search strategies: main approaches
· Technological considerations
· Questions to ask
	PRIVATE
Overall job search strategies: main approaches


	PRIVATE
Approach 
	When to use 
	Drawbacks 

	A generic approach to writing a resume involves creating one version for a broad range of readers. 
	· large number of applications

· placing a resume on the Internet or in a job search database

· creating a resume for an employment portfolio
	· casts you as a "generic applicant" with undefined career goals

· makes it difficult for recruiters to decide whether you are the right person for the job

· implies you are not especially interested in the organization or position

	A tailored approach to writing a resume involves creating multiple versions, each one customized for a single company or position. 
	· whenever possible!

· for "top choice" positions

· for small number of applications

· previous contacts or connections with the organization
	· takes more time to research each company/position and customize each resume

· increases chances to make mistakes with multiple versions

	A combined approach to writing a resume integrates the above two approaches, creating tailored resumes for "top choices" and creating a generic resume for all others. 
	· when you want to maximize your chances for success
	· can be difficult to keep organized


	PRIVATE
Technological Considerations


	PRIVATE
Type 
	Advantages 
	Disadvantages 

	Traditional print resumes are printed on paper, usually to be mailed or hand-delivered. 
	· allows you to use page design and formatting to emphasize your qualifications and skills
	· difficult for computers to scan your resume

· requires knowledge of advanced formatting features in word-processing or desktop publishing programs

	Scannable resumes are often printed on paper as well, but they are designed to be scanned first by a computer rather than a human eye; they include little visual and textual formatting (i.e. columns, varied font styles and sizes, etc.). 
	· can be scanned by a computer so that employers can search for keywords

· required by some prospective employers (check job ad)

· can be easily sent via e-mail
	· limits options for page design and layout

	On-line web resumes are placed on a web server/site so they can be accessed by web browsers such as Internet Explorer or Netscape. 
	· adds many design/layout options

· allows links to other sites/files
	· often not easily printable

· requires basic web design and authoring skills, an Internet connection, and server space


back to top 

	PRIVATE
Questions to ask


	PRIVATE
About you 
	About the company or organization 

	How much time and energy can you dedicate to finding the right job for you? 
	Which companies/positions would be your top choices? Which would be second choices? Which jobs are most worth tailoring your resume for? 

	Which writing technologies are you comfortable using? Which could you learn given the time you have available? What resources are available to help you learn? 
	What kind(s) of resume do companies in your area of interest request? What writing and computer technologies do they typically use? 


back to top 

Tailoring for your audience
A tailored resume shines light on those qualifications a particular employer most wants to see. As you might expect, tailored resumes are most likely to get you an interview. To tailor your resume, though, you'll need to do some research into specific companies and positions. If you are unsure how to conduct research or what to look for, please see read more about the job search . 

Regardless of the approach you take to writing your resume (generic or tailored), if you are creating a traditional print resume, you should write with two kinds of readers in mind: 

1. Skimmers: Resume readers are usually very busy and will probably not read every word. Especially on their first reading, busy readers will scan for desired information. Try to make such information easy to find "at a glance." Give your resume the 15-second test: What information stands out? What information gets lost in the rush

2. Skeptics: Once your resume has been skimmed, resume readers will look more closely and critically. Your resume may leave a good first impression on readers, but how will it look on closer inspection? Do you provide evidence and details for the careful reader? How can you make your resume look convincing "under the microscope"?

How can you write for both kinds of readers at once? A key strategy involves using organization and page design to create a resume that can be skimmed easily and read critically. 

Developing your content
After completing a job search self-analysis and researching the company and position, you can begin identifying which of your experiences and goals are most relevant for your tailored resume. To help identify which of your credentials are most relevant, create two columns on a blank piece of paper. In one column list your general qualifications, skills, or experiences. In the other column, write down the qualifications most desired by the company that interests you. 
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The goal, of course, is to identify matches between the two columns. Once you have identified some matches, you can begin developing each of these qualifications in your resume. For example, if you listed good communication skills in both columns, then you'd start listing different experiences you've had that prove you have these skills. Maybe you worked as a customer service representative or took a class in business writing. In either case, you'll want to start listing the details of these experiences. Try to answer all the "journalistic questions" for each experience. 

	PRIVATE
Use the journalistic questions


	PRIVATE
who? 
	write down position titles, names of your supervisors, leaders, etc. 

	what? 
	list your responsibilities and duties, special projects, etc.; describe the nature of your experience (volunteer, intern, academic, work, etc.) 

	where? 
	indicate place where you acquired such experience (the organization, program, department, division, etc.) 

	when? 
	write down important dates (starting date, ending date, dates of promotion, etc.) 

	why? 
	write down the goals--personal, professional, or organizational--you were trying to achieve 

	how? 
	itemize different procedures, techniques, technologies, etc. you used to achieve goals 


	PRIVATE
Use the skills list


Another way to generate content for your resume is to look over the skills list. Go through the entire list of action words and put a checkmark next to all those that apply to you. Next go through the list again and check all those you think are most desired by employers hiring in your field. All those skills checked twice are the ones you want to develop and emphasize most in your resume. Apply the journalistic questions (above) to each skills word that was double-checked. 

Skills List:

These aresome words commonly used to describe your skills on your resume .

	PRIVATE
Accomplish
	Delegate
	Innovate
	Publish

	Achieve
	Demonstrate
	Inspect
	Qualify

	Act
	Design
	Install
	Raise

	Adapt
	Detail
	Institute
	Recommend

	Administer
	Determine
	Instruct
	Reconcile

	Advertise
	Develop
	Integrate
	Record

	Advise
	Devise
	Interpret
	Recruit

	Aid
	Direct
	Interview
	Rectify

	Analyze
	Distribute
	Introduce
	Redesign

	Apply
	Draft
	Invent
	Reduce

	Approach
	Edit
	Investigate
	Regulate

	Approve
	Employ
	Lead
	Relate

	Arrange
	Encourage
	Maintain
	Renew

	Assemble
	Enlarge
	Manage
	Report

	Assess
	Enlist
	Manipulate
	Represent

	Assign
	Establish
	Market
	Reorganize

	Assist
	Estimate
	Mediate
	Research

	Attain
	Evaluate
	Moderate
	Resolve

	Budget
	Examine
	Modify
	Review

	Build
	Exchange
	Monitor
	Revise

	Calculate
	Execute
	Motivate
	Scan

	Catalogue
	Exhibit
	Negotiate
	Schedule

	Chair
	Expand
	Obtain
	Screen

	Clarify
	Expedite
	Operate
	Select

	Collaborate
	Facilitate
	Order
	Sell

	Communicate
	Familiarize
	Organize
	Serve

	Compare
	Forecast
	Originate
	Settle

	Compile
	Formulate
	Oversee
	Solve

	Complete
	Generate
	Perceive
	Speak

	Conceive
	Govern
	Perform
	Staff

	Conciliate
	Guide
	Persuade
	Standardize

	Conduct
	Handle
	Plan
	Stimulate

	Consult
	Head
	Prepare
	Stimulate

	Contract
	Hire
	Present
	Summarize

	Control
	Identify
	Preside
	Supervise

	Cooperate
	Implement
	Process
	Support

	Coordinate
	Improve
	Produce
	Survey

	Correct
	Increase
	Program
	Synthesize

	Counsel
	Index
	Promote
	Systematize

	Create
	Influence
	Propose
	Teach

	Decide
	Inform
	Provide
	Train

	Define
	Initiate
	Publicize
	Transmit

	Update
	Write
	
	


Organizing your sections
Now you can begin to cluster your experiences, skills, and goals into separate sections and begin to think about how to arrange your sections on your page. If you were simply to list all your various qualifications, nothing would stand out and readers would have a difficult time finding specific information. 

To make your resume readers' job a little easier, you should consider developing a two-level text, using 

3. headings to help skimmers find what they are looking for, and 

4. details to convince skeptical readers you really have the qualifications you say you do. 

Sample: 
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One of your first steps involves finding the right headings for your resume, those which will enable you to organize the content you've generated. 

A common approach to organizing sections is to use the following scheme: 

· Objective Statement (or Career Goal, Professional Objective, etc.) 

· Education
· Work Experience (or Work History, Professional History, Experience, etc.)

· Honors and Activities (or Activities, Hobbies, etc.)

However, what if you want to emphasize your extracurricular leadership activities, your language proficiency, volunteer work, publications, or technical skills? The above scheme doesn't leave a space for you to emphasize such qualifications. What should you do? Simply create your own headings to match the content of your resume and the job ad. You can do this by modifying, for example, Experience or Activities with descriptive adjectives that describe your skills more accurately (like Supervisory Experience, Leadership Activities, etc.). 

Or you may use altogether different headings. Here are some others to consider: 

	PRIVATE
Alternative Headings


	PRIVATE
honors and awards 

publications 

language proficiency 

presentations 

in-house seminars 

achievements 

internships 

military experience 

qualifications 

career profile 

community service 

relevant coursework 
	continuing education 

advanced career training 

specialization 

special projects 

career-related skills 

familiar computer applications 

technical training 

licenses and certification 

accomplishments 

skills summary 

volunteer work 

memberships 


Your next step is to determine the right order for your sections. Generally speaking, for tailored resumes, the most important or impressive sections go closer to the top of the page. For example, if you have a great deal of relevant work experience, you might place work experience right below your objective statement; or, if your language proficiency will help your resume stand out from the crowd, place it closer to the top.

Since each individual possesses a unique set of talents, skills, abilities, experience, and training, there is no one format best for everyone.

Resume Writing Guidelines I

What is the most effective resume format?
Although there are more than a dozen different formats, they are all a variation of 3 basic categories:

1) Chronological: 
In most cases, a chronological résumé is benefited by a summary of qualifications that quickly shows relevant skills to an employer.

The chronological format — with a summary of qualifications — is typically the most effective type of chronological format as it quickly shows relevant skills to an employer, thus enhancing your first impression and making relevant skills less likely to be missed in a quick screening.

The chronological format — without a summary of qualifications — stresses your past, rather than your current goals, so it is easy to be pegged unfavorably and/or screened out if your work history does not match your current employment objectives.

The chronological format works well if your past employment meets several criteria, including:

· Your work history is directly related to the type of job for which you are now applying, and ideally shows progressive responsibility in a specific career direction 

· The amount of experience you have (number of years) falls into an appropriately marketable range 

· You are presently employed 

· The industry (or type of organization) where you worked in the past is similar to that for which you are now applying 

· Your length of employment at each position falls into an acceptable range 

If your most recent work history is not directly related to your current employment objective, it would be better to use a Combination Format that focuses more completely on your relevant functional skills, training, and accomplishments before getting to your employment history.

2) Functional:
The functional format presents qualifications that support your current employment objective by focusing on your skills and experiences without showing your work history. A functional format may also show a brief work history at the end of the résumé, but without job descriptions and accomplishments.

The functional format is often used to hide unfavorable elements in a candidate's employment history, therefore it may be viewed with caution by human resource professionals, i.e., causing them to ask "What is this candidate trying to hide?" This is particularly true when the work history is omitted entirely (which we do not recommend).

The functional format gives you greater control than a chronological format over the way in which skills, experience, and training are presented. This format is appropriate for those whose current employment objectives are completely unrelated to their work history. It is best not to combine non-complementary skills, e.g., truck driving and office management, as it can do more harm than good; it may appear that you do not have a solid focus.

3) Combination:
The combination format combines the features of the chronological and the functional formats. It allows you to focus more thoroughly on your marketable skills and qualifications first and foremost before presenting your employment history. In almost all instances, the combination format is a better choice than a straight functional format.

The combination format is also a better choice than the chronological format with a summary of qualifications — if your most recent work history is not directly related to your current employment objectives — as it focuses more completely on your relevant functional skills, training, and accomplishments before presenting your employment history.

How can a recent grad’s skills best be presented?

Create a qualitative résumé that focuses on skills gained academically along with other related experience.

An effective résumé should gain an employer's interest in the first 15 to 30 seconds. Typically a new graduate does not have related work experience from which to draw in order to make a strong first impression. Unless a candidate's education is in a highly sought after area, competing with more experienced candidates can be a challenge, thus the need for a well designed résumé with a qualitative, versus quantitative, focus on skills gained through education and practicum.

A degree does not always indicate the hard skills you have obtained during the course of your education that relate to the job for which you are applying. An Academic Skill Conversion™ résumé quickly shows an employer what skills you are able to contribute to the organization. These skills, although not utilized in a job, were gained and developed in an academic environment as practicum within a classroom, project, or lab setting.

An Academic Skill Conversion™ treatment in a résumé is created by listing all of your hands-on classroom, project, lab, and internship activities containing skills and experience related to your career goals. If you have related work and volunteer experience, list that as well.

You may also have transferable skills from work unrelated to your education. For example, if you were a customer service supervisor in a retail environment, though retail skills may not be relevant to your career goals, it may be advantageous to show general customer service and supervisory abilities along with your degree-specific skills.

Summarize all of your academic skills, along with any related work skills in a qualifications profile in a combination format. This will quickly show an employer a qualitative summary of the skills and experience you have to offer.

In addition to creating your qualifications profile, you can present more specific details of projects in the chronological section of your résumé, following your profile and education as shown in our examples. If you have work, volunteer or internship experience, it should be listed in your chronology as well. For examples, visit the "Special-New Grads" section of our Sample Résumés.

What are resume screen-out factors?

Screen-out factors are elements in your résumé, cover letter, or other personal marketing documents, which cause you to be screened out or eliminated as a candidate.

A screen-out factor in a résumé may not necessarily be a screen-out factor in an interview where it can be explained, and where you have the opportunity to build rapport and sell yourself. The goal of your résumé is to get you to the next step: the interview. Screen-out factors in résumés provide an easy way for an employer to narrow down the number of candidates to be interviewed, as an interview requires a much greater investment of time.

In most cases screen-out factors can be substantially minimized or eliminated in your résumé so as not to adversely affect your candidacy. There are several elements that may be screen-out factors; however, they vary with the circumstances of one's past experience and future career direction.

The following are examples of potential screen-out factors with solutions:

Elements of your past experience differ substantially from the direction in which you are now going ...
This can raise the obvious question about whether your skills match the requirements of the position, but also about your interest in, commitment to, and likelihood of staying with a new direction. A functional or combination résumé format would be best. Lead off with your relevant skills and experience. Start by thoroughly assessing and making a list of all of your skills, whether from employment, volunteer work, avocational experience or your education. Then do the same with your strengths and accomplishments. Now, based on your current goals, highlight the needed skills, strengths, and accomplishments that match these goals. From this list you can start the functional part of your résumé. Next, be brief on the chronological section of your résumé, again emphasizing the skills that are most important for your current goals.

Numerous short term jobs ...
This can send a signal that you are not likely to stay long enough to justify the expense of hiring and training. A combination or functional résumé may be best. This way you can focus your skills, strengths, and accomplishments first and foremost in a functional format to make a positive first impression. For the combination format, the chronological section should follow. In the chronology, it may not be necessary to list a position if it was short term and occurred in the same year as another position, unless the position adds important skills not duplicated elsewhere. Don't leave off dates entirely on the chronology, as the employer may feel you have something to hide; however, you may use years rather than months and years. Focus positively on the skills, responsibilities, and accomplishments of any longer term position you have held, and emphasize positive aspects of your experience and skills in all of your positions.

Many unrelated jobs in your work history ...
This can appear as though you do not have a focus or a clear career goal and raises questions about your interest in, commitment to, and likelihood of staying with a new position. Try to find a common thread in each position (based upon your goals today); whether it be the people aspect you enjoyed, working with tools or equipment, technical aspects, etc. Indicate in your cover letter that with this varied experience, you have been able to determine where your career goals are today.

Long gaps between jobs ...
This raises the question about what happened during the gaps in your employment, and as to your motivation to work. It is acceptable to use "sabbatical" on your résumé if necessary. If you were travelling, say so; this can be valuable experience. If you were continuing your education, fill in this time with "Student." If you were out for personal reasons, you can indicate this in your cover letter and convey that you are ready and enthusiastic about returning to work.

Dating your past experience several decades back when such experience does not relate to current goals ...
The basic rule of thumb is that you need only put the last 10 - 15 years of experience on your résumé. If the experience you had prior to the last 10 - 15 years is important experience to list based on your current goals, it should be included. One way to address this issue, would be to include a category in the chronological section called "Additional Experience" or "Prior Experience" without dating the experience. This way you would be able to include important skills and strengths you have gained in the prior experience. If you are applying to a very senior level position where more years of experience would be expected, it is wise to include this experience with dates in the chronological section of your résumé.

Poor grammar, spelling and typographical errors ...
This raises the immediate question about your quality of work and attention to detail. Proper grammar, and correct spelling are essential. Use a spelling (and grammar) checker if you have one on your computer. Also, it is best to have several people proof your résumé and cover letter before submitting them.

Resume Writing Guidelines II

Keep it short and sweet

Are you asking yourself any of these questions: 
How long should my resume be? How can I fit all my experience on one page? What can I eliminate, and what should be highlighted? 

If you are, you're not alone. As millions of workers update their resumes, one of the top concerns is length. Not long ago, job seekers followed the resume golden rule: No resume should exceed one page. However, today's job seekers are finding that rule no longer applies.

In this time of mass confusion, the solution is simple: Use common sense. If you are just graduating, have fewer than five years of work experience or are contemplating a complete career change, a one-page resume will probably suffice. Some technical and executive candidates require multiple-page resumes. If you have more than five years of experience and a track record of accomplishments, you will need at least two pages to tell your story.

Your Resume Is Not an Autobiography

Don't confuse telling your story with creating your autobiography. Employers are inundated with resume submissions and are faced with weeding out the good from the bad. The first step involves quickly skimming through resumes and eliminating candidates who clearly are not qualified. Therefore, your resume needs to pass the skim test. Dust off your resume and ask yourself:

· Can a hiring manager see my main credentials within 10 to 15 seconds? 

· Does critical information jump off the page? 

· Do I effectively sell myself on the top quarter of the first page? 

The Sales Pitch

Because resumes are quickly skimmed during the first pass, it is crucial your resume gets right to work selling your credentials. Your key selling points need to be prominently displayed at the top of the first page. If an MBA degree is important in your career field, your education shouldn't be buried at the end of a four-page resume.

An effective way to showcase your key qualifications is to include a Career Summary statement at the top of the first page. On your Monster.com resume, use the Objective section to relay your top qualifications. The remainder of the resume should back up the statements made in your summary.

Use an Editor's Eye

Many workers are proud of their careers and feel the information on a resume should reflect all they've accomplished. However, the resume shouldn't contain every detail. It should only include the information that will help you land an interview.

So be brutal. If your college days are far behind you, does it really matter that you pledged a fraternity or delivered pizza? The editing step will be difficult if you are holding on to your past for emotional reasons. If this is the case, show your resume to a colleague or professional resume writer for an objective opinion.

Eight Tips to Keep Your Resume Concise

1. Avoid Repeating Information.

Did you perform the same or similar job tasks for more than one employer? Instead of repeating job duties, focus on your accomplishments in each position.

2. Eliminate Old Experience.

Employers are most interested in what you did recently. If you have a long career history, focus on the last 10 to 15 years. If your early career is important to your current goal, briefly mention the experience without going into the details. For example: Early Career: ABC Company - City, State - Served as Assistant Store Manager and Clerk, 1980-1985.

3. Don't Include Irrelevant Information.

Avoid listing hobbies and personal information such as date of birth or marital status. Also, eliminate outdated technical or business skills.

4. Cut Down on Job Duties.

Many job seekers can trim the fat off their resumes simply by removing long descriptions of job duties or responsibilities. Instead, create a paragraph that briefly highlights the scope of your responsibility and then provide a bulleted list of your most impressive accomplishments.

5. Remove "References Available Upon Request."

Many job seekers waste the valuable last line of the resume on an obvious statement. Unless you're using this as a design element, remove it.

6. Use a Telegraphic Writing Style.

Eliminate personal pronouns and minimize the use of articles when preparing your resume.

7. Edit Unnecessary Words.

Review your resume for unnecessary phrases such as "responsible for" or "duties include." The reader understands you were responsible for the tasks listed on your resume.

8. Customize Your Resume for Your Job Target.

Only include information relevant to your goal. This is particularly important for career changers who need to focus on transferable skills and deemphasize unrelated career accomplishments.

Clean up your shady work history

While hiring managers are more understanding of an imperfect work history than they used to be, you still need to carefully present your experience to avoid being seen as unstable. Start by evaluating your situation and determining how bad it really is. If you are panicking about two months of unemployment back in 1984, your job search will probably not be affected. However, if you are dealing with recent periods of unemployment extending for months or even years, you will need to start strategizing.

If You're Concerned About Employment Gaps:

· Think about other activities you can use to fill that time period. You might have experience relevant to your job target, regardless of whether you were paid. Volunteer activities, community involvement, special projects, consulting engagements and continuing education can be used in the Experience section. 

· Short gaps might not be apparent if you eliminate months from your traditional resume. Use the Objective statement to summarize your goal as well as your top qualifications. This will draw attention to your selling points and downplay your work chronology. 

· If you're returning to the workforce after an extended absence, show how you've kept up-to-date with changes in your industry. 

· If you've been out of work because you raised a family, continued your education, cared for a sick family member or recovered from an injury, be sure your tone is not apologetic. There's nothing wrong with being out of work for whatever reason, and a negative attitude might affect your resume's quality. 

If You're Concerned About Job-Hopping:

· Some fields are prone to short periods of employment, and job-hopping might not be a concern. For many other occupations, there is less of a stigma regarding job-hopping than in the past. 

· The best way to handle job-hopping on your resume depends on your specific job titles and companies. You may be able to lump two or more similar positions under one heading (for example, Sales Representative, ABC Company and DEF Company, 2/94-4/96). You can list your combined work experience's highlights. Independent contractors and temporary workers should consider grouping their experience under one time period (such as IT Consultant/Network Specialist, 4/95-present) with project highlights. 

· You don't need to include every job you've ever held. Short-term positions that don't do anything for you can certainly be omitted. Keep in mind: A resume is a marketing piece, but you will need to provide a complete work history if you are asked to fill out a job application, which is a signed legal document. 

· Employers might be leery of hiring candidates with a history of job-hopping due to recruiting and training expenses. Use your cover letter to explain your work history and put a positive spin on your circumstances. Also, indicate your interest in a long-term position. 

What About a Functional Resume?

Many hiring professionals say they prefer chronological resume presentations to the functional format. They are often suspicious of functional resumes, which are usually used to hide something. Only select this format if you have an extremely poor work background with extended gaps or a terrible history of job-hopping. 

Accentuate the Positive

There's nothing you can do to change your work experience, so the best strategy is to develop a forward-looking resume that shows the value you offer potential employers. If you are sticking with a chronological resume format, lead with a Qualifications Summary, a narrative profile summing up your key qualifications for the position. This will draw attention to your strengths.

Layoffs and Downsizing: Quick Tips to Improve Your Resume

· Update your resume right away and be sure to showcase your recent achievements no matter how you may feel about your employer. 

· Ask your former employer or colleagues to supply you with written reference letters. Consider including a positive quote from a reference letter in the Qualifications Summary or Experience section. 

· Read as many job openings as possible to evaluate the skills and experience employers find desirable. Incorporate your matching credentials into your resume. 

· Don't misrepresent your employment status by indicating "to present" on your resume. 

Don't write the reason for leaving on your resume, but do use the cover letter to explain your circumstances.

More than one goal

Are you torn between two or more career directions? Are you thinking about returning to a former career? Are you multitalented with the potential to perform more than one role? 

If you answered "yes" to any of these questions, you need to examine your resume strategy.

Many job seekers who are pursuing more than one objective make the mistake of preparing a one-size-fits-all resume. These resumes often include vague, objective statements: "Seeking a challenging position with potential for growth and advancement in a team-friendly environment." The problem with this approach is that the hiring manager may get confused about your objective, or frustrated that the key information needed to make a decision is buried within the resume.

The Solution

If you have more than one career goal, the best strategy is to develop multiple resumes that target your different objectives.

Why Should I?

The most effective resumes focus on specific career goals. Hiring managers are busy and often process hundreds of resumes. They have a job opening and are looking for a candidate who meets their criteria. Resumes that appear to solve their problems will get a closer look, and the ones that are unfocused are often discarded.

Did you ever receive a promotional sales letter but were unsure about what the company was actually selling? If the marketer's message is unclear, the campaign is likely to be unsuccessful. The same goes for your resume, which is really just a sales piece designed to market your credentials. To maximize the success of your resume campaign, your resume needs to address the needs of your potential employer.

How Do You Determine If You Need More than One Resume?

· If your job targets are similar, you might do very well with only one resume. Think about whether or not the positions are intricately linked, requiring the same or similar skills, experience, training or personal attributes. If you decide the objectives are similar, use a tagline at the top of the resume that includes each job title. On your Monster.com resume, the Title section is a good place to include your goals. For example: "Director of Procurement/Commodity Manager." 

· If your job targets are unrelated and would be considered distinct positions, you would probably be more successful with a different resume for each goal. A great way to decide how many resumes you need is to do a job search on Monster.com. Enter the keywords for your job titles and see how employers list the positions. If they always come up under separate listings, then you need separate resume versions. 

How Do I Create Different Resumes?

Start with your objective or tagline, because these will differ depending on the job you target. Your resume challenge will be to highlight only the experience and training related to the particular goal. Follow your objective with a Highlights of Qualifications section, which provides the resume reviewer with the top reasons why you should be called for an interview (your highlights can be incorporated into the Objective section on your Monster.com resume). Even though your experience might be diverse, concentrate on including the main reasons why you're qualified for the goal listed on each resume.

When you describe your work history, emphasize your relevant experiences and achievements. Tone down any emphasis on jobs, skills, training and characteristics that are unrelated to your resume's goal. Also, keep in mind that Monster.com allows users to store up to five resumes in the system.

The Importance of Tracking

The downside to using multiple resumes is that you need to track where you distribute each version. Keep a log that includes company contact information, dates, resume version sent, your actions, company actions and follow-up needed. This will not only help you remember where you sent each resume but will keep your job search organized and on track.

If your career goals warrant it, writing a resume tailored for each objective allows you to directly appeal to the employer's needs. By distributing targeted resumes, you will grab the attention of hiring managers and increase your chances of getting that all-important job interview.

Use numbers to highlight your accomplishments

If you were an employer looking at a new college graduate’s resume, which of the following entries would impress you more?


Wrote news releases. Wrote 25 news releases in a three-week period under daily deadlines. 

Clearly the second statement carries more weight. Why? Because it uses numbers to quantify the writer’s accomplishment, giving it a context that helps the interviewer understand the degree of difficulty involved in the task.

Numbers are powerful resume tools that will help you draw to your accomplishments the attention they deserve from prospective employers. With just a little thought, you can find effective ways to quantify your successes on your resume. Here are a few ways to do just that:

Think Money 

For-profit and nonprofit organizations alike are and always will be concerned about money. So as you contemplate your accomplishments and prepare to present them on your resume, think about ways you’ve saved money, earned money, or managed money in your internships, part-time jobs and extracurricular activities so far.   A few possibilities that might appear on a typical college student’s resume:

· Identified, researched and recommended a new Internet Service Provider, cutting the company’s online costs by 15 percent. 

· Wrote prospect letter that has brought in more than $25,000 in donations so far. 

· Managed a student organization budget of more than $7,000. 

Think Time

You’ve heard the old saying, "Time is money," and it’s true. Companies and organizations are constantly looking for ways to save time and do things more efficiently. They’re also necessarily concerned about meeting deadlines, both internal and external. So whatever you can do on your resume to show that you can save time, make time or manage time will grab your reader’s immediate attention. Here are some time-oriented entries that might appear on a typical college student’s resume:

· Assisted with twice-monthly payroll activities, ensuring that employees were paid as expected and on time 

· Attended high school basketball games, interviewed players and coaches afterward, and composed 750-word articles by an 11 p.m. deadline. 

· Suggested procedures that decreased average order-processing time from 10 minutes to 5 minutes. 

Think Amounts 

It’s very easy to neglect mentioning how much or how many of something you’ve produced or overseen. There’s a tendency instead to simply pluralize your accomplishments -- e.g., "wrote news releases" or "developed lesson plans" -– without including the important specifics -- e.g., "wrote 25 news releases" or "developed lesson plans for two classes of 20 students each." Don’t fall into the "no figures included" trap. Instead, include amounts, like these entries that might appear on a typical college student’s resume:

· Recruited 25 members for a new student environmental organization. 

· Trained five new employees on restaurant operations procedures. 

· Introduced 17 student-service-improvement proposals as residence hall representative for student government 

The more you focus on money, time and amounts in relation to your accomplishments, the better you’ll present your successes and highlight your potential -– and the more you’ll realize just how much you really have to offer prospective employers. Add it all up, and you’ll see that playing the "numbers game" is yet another way to convince employers that you should be a part of their equation for success.

Get attention with a balanced resume objective

When it comes right down to it, employers considering candidates for a job really only want to know two things: 

· What do you offer in the way of education, experience and skills? 

· What sort of job are you looking for? Do your career goals match the job that's available? 

One of the best ways to answer these questions is with an objective statement at the beginning of your resume. Simply put, an objective concisely tells prospective employers what you want in a job and what you can bring to an organization.

You may have heard that some employers don't want to see an objective on your resume. It's true. But for every hiring manager who says something like this:

"We advise candidates to leave off the objective. It's better to use the objective space to include more information on accomplishments and experience."

There's a hiring manager who says something like this:

As an in-house recruiter, any resume I receive without an objective tells me the candidate:

5. Is desperate and willing to take any job offered. 

6. Has not thought about his career enough to know what he wants. 

Both are huge red flags."

Clearly, you're going to be targeting this latter group of employers if you decide to develop an objective for your resume. But even then, your objective has to stand out. 

So be sure:

It's Brief 

Ideally, your objective will be just one sentence, and it won't go longer than a couple of lines on your resume. Employers aren't looking for a novel here; they just want a concise statement they can read and understand at a glance.

It's Written in Plain English 

Compare the following objectives, which both say basically the same thing:

Objective 

To obtain a challenging, meaningful entry-level sales position in the food and beverage industry, which will enable me to utilize my hard-earned communication and persuasion skills in the pursuit of organizational objectives.

Objective

An entry-level food and beverage sales position that requires exceptional communication and persuasion skills.

There's no need for you to use one-dollar words in your objective when 10-cent words will do just fine.

It's Specific and Customized 

If you're going to bother using a resume objective in the first place, make sure you customize it for each resume you send out. While public relations and advertising are similar fields, for example, they're not at all the same. So don't try to use the same resume objective when you're applying for PR and advertising jobs.

It Describes What You're Offering as Well as What You Want 

The most common mistake people make in their resume objectives, by far, is stating only what they want, and not what they have to offer as well. Compare the following objectives:

Objective

A help desk position that challenges me to learn continuously and gives me the opportunity for professional growth and advancement.

Objective

A help desk position that allows me to contribute my proven troubleshooting and customer service skills.

See how the second objective asks for something -- a help desk position -- and also offers something -- proven troubleshooting and customer service skills? Remember: Employers reading and evaluating your resume look for what you can give them, not what they can give you.

A good resume objective won't necessarily win you job interviews on its own. But a bad objective will send your resume straight into the trashcan. In fact, a bad objective is far worse than no objective at all. So give your resume objective the attention and care it needs. That way, employers will easily understand who you are, what you have to offer and why you're worth interviewing -- and perhaps hiring.

How to decide on resume length

"How long should my resume be?" is one of the most commonly asked questions about resumes. Not too long ago, job seekers were told that a resume should never exceed one page. Those who broke this golden rule were destined for the circular file. Times have changed, and so has the criteria for resume length.

The new guideline is: A resume should be long enough to entice hiring managers to call you for job interviews. That may sound vague, but there is no hard-and-fast length rule that works for everyone. Factors to consider include career objective, occupation, industry, years of experience, number of employers, scope of accomplishments and education/training.

Keep these facts in mind when deciding on your resume's length:

· Your resume is a career marketing tool, not an autobiography. Strive to keep your resume concise and focused on your key selling points. Be willing to let go of past experiences that don't market you for your current goal. Every word in the resume should sell your credentials and value to a potential employer. You should also leave something to talk about in the interview. 

· It's common for employers or recruiters to sort through hundreds, or even thousands, of resumes to fill one position. Hiring managers often give resumes just a cursory glance before deciding if the applicant deserves to be added to the "maybe" pile. While your resume will probably get a more thorough read if you are called for a job interview, ensure that your strongest selling points are immediately visible to make the first cut. 

Consider a One-Page Resume If:

· You have less then 10 years of experience. 

· You're pursuing a radical career change and your experience isn't relevant to your new goal. 

· You've held one or two positions with one employer.

Consider a Two-Page Resume If:

· You have 10 or more years of experience related to your goal. 

· Your field requires technical or engineering skills, and you need space to list and prove your technical knowledge. 

Put the most important information at the top of the first page. Lead your resume with a career summary so your key credentials appear at the forefront of the resume. On the second page, include a page number and include your name and contact information.

Consider a Three-Page Resume or Longer If:

· You're a senior-level manager or executive with a long track record of leadership accomplishments. 

· You are in an academic or scientific field with an extensive list of publications, speaking engagements, professional courses, licenses or patents. 

Multiple-page resumes can use addendum pages after page two. Job seekers can decide whether or not to send the full document or just the first two pages to a potential employer, based on the job opportunity requirements.

Out-takes - don’ts, blunders, & bloopers

Ten resume don’ts

Resumes are a necessity for almost every job on the planet -- accountant, teacher, CEO or municipal employee. But unless you carefully and objectively examine your resume before sending it out, recycling bins across America may be filling up with those ill-planned documents. 

Before mailing your next resume, check the ten resume "don'ts" below: 

1. Appearances Count -- Don't try to save money by printing your resume on cheap copy paper instead of good quality stock. Check for typos, grammatical errors and coffee stains. Use the spellcheck feature on your word processor and ask a friend to review the resume to find mistakes you might have missed. 

2. Does Size Matter? -- If your career warrants a two-page resume, then go ahead and create a document that reflects the full range of your experience and accomplishments. Don't reduce the type size to such a degree that your resume becomes difficult to read. 

3. Truth or Consequences -- Don't fudge over dates or titles on your resume to hide the fact that you have been unemployed, that you switched jobs too frequently or that you held low-level positions. If a prospective employer conducts a background check and discovers that you lied, you can kiss the job good-bye. 

4. State Your Case -- If you are seeking a job in a field in which you have no prior experience, don't use the chronological format for your resume. By using a functional or skills-oriented format, you can present your relevant experience and skills up front. 

5. Put Your Best Foot Forward -- Don't simply copy the job description jargon from your company's HR manual. To show that you are more qualified than the competition for the positions you are seeking, you need to do more than simply list your job responsibilities. Present specific accomplishments and achievements: percentages increased, accounts expanded, awards won, etc. 

6. No Excuses -- Don't include the reasons you are no longer working at each job listed on your resume. The phrases "Company sold," "Boss was an idiot" and "Left to make more money" have no place on your resume. 

7. What Have You Done Lately? -- While it is certainly acceptable to have a two-page resume, don't list every single job you've ever held. Personnel managers are most interested in your experience from the last 10 years, so focus on your most recent and most relevant career experience. 

8. Target Your Audience -- Don't mail out your resume to every ad in the Sunday newspaper. If you are not even remotely qualified for a position, don't apply. Read the ads, determine if you have the right credentials and save the wear and tear on your printer. 

9. No Extra Papers, Please -- When you send out your resume, don't include copies of transcripts, letters of recommendation or awards, unless you are specifically asked to do so. If you are called in for an interview, you may bring these extra materials along in your briefcase for show-and-tell. 

10. Don't Get Personal -- Personal information does not belong on a resume in the United States. Don't include information on your marital status, age, race, family or hobbies.

Common resume blunders

Make sure your resume is top-notch by avoiding the top resume blunders: 

1. Too Focused on Job Duties 

Your resume should not be a boring listing of job duties and responsibilities. Go beyond showing what was required and demonstrate how you made a difference at each company, providing specific examples. When developing your achievements, ask yourself: 

· How did you perform the job better than others? 

· What were the problems or challenges faced? How did you overcome them? What were the results? How did the company benefit from your performance? 

· Did you receive any awards, special recognition or promotions as a result? 

2. Flowery or General Objective Statement 

Many candidates lose their readers in the beginning. Statements like "A challenging position enabling me to contribute to organizational goals while offering an opportunity for growth and advancement" are overused, too general and waste valuable space. If you’re on a career track, replace the objective with a tagline stating what you do or your expertise. 

3. Too Short or Too Long 

Many people try to squeeze their experiences onto one page, because they've heard resumes shouldn’t be longer. By doing this, job seekers may delete impressive achievements. There are also candidates who ramble on about irrelevant or redundant experiences. There is no rule about appropriate resume length. When writing your resume, ask yourself, "Will this statement help me land an interview?" Every word should sell you, so only include information that elicits a "yes." 

4. Using Personal Pronouns and Articles 

A resume is a form of business communication, so it should be concise and written in a telegraphic style. There should be no mentions of "I" or "me," and only minimal use of articles. 

For example: 

I developed a new product that added $2 million in sales and increased the market segment’s gross margin by 12 percent. 
should be changed to: 

Developed new product that added $2 million in sales and increased market segment’s gross margin by 12 percent. 

5. Listing Irrelevant Information 

Many people include their interests, but they should only include those relating to the job. For example, if a candidate is applying for a position as a ski instructor, he should list cross-country skiing as a hobby. 

Personal information, such as date of birth, marital status, height and weight, normally should not be on the resume unless you’re an entertainment professional or a job seeker outside the US. 

6. Using a Functional Resume When You Have a Good Career History 

It is irksome for hiring managers not to see the career progression and the impact made at each position. Unless you have an emergency situation, such as virtually no work history or excessive job-hopping, avoid the functional format. 

The modified chronological format is often the most effective. Here’s the basic layout: 

· Header (name, address, email address, phone number) 

· Lead with a strong profile section detailing the scope of your experience and areas of proficiency 

· Reverse chronological employment history emphasizing achievements in the past 10 to 15 years 

· Education (New grads may put this at the top.) 

7. Not Including a Summary Section that Makes an Initial Hard Sell 

This is one of the job seeker’s greatest tools. Candidates who have done their homework will know the skills and competencies important to the position. The summary should demonstrate the skill level and experiences directly related to the position being sought. 

To create a high-impact summary statement, peruse job openings to determine what’s important to employers. Next, write a list of your matching skills, experience and education. Incorporate these points into your summary. 

8. Typos 

One typo can land your resume in the garbage. Proofread and show your resume to several friends to have them proofread it as well. This document is a reflection of you and should be perfect.

Ten classic resume bloopers

If you've ever watched those TV blooper shows, you know how funny slip-ups, gaffes and blunders can be. But while laughter may be good for the soul, it's certainly not the response you want your resume to produce. 

Baby Boomers (or Gen-X and Gen-Y fans of Nick at Nite) will recall the often hilarious pronouncements of Archie Bunker, the patriarch of the popular 1970s sitcom "All in the Family." With just a slight slip of the tongue, Archie's intended meanings frequently became completely convoluted (e.g., "consecration" instead of "concentration" and "mental pause" instead of "menopause"). 

If your resume contains any such Archie-like malapropisms, it's sure to be memorable, but it won't leave the lasting impression you're shooting for. Proofread your resume meticulously, and share it with trusted friends and colleagues to make sure you haven't inadvertently substituted one word for another. Keep in mind that your computer's spell-check function often will not catch these errors, since the problem is one of incorrect word choice rather than misspelling. To help ensure that your resume finds its way to the interview pile and not the circular file, avoid these 10 classic resume bloopers, culled from real-life resumes of job seekers from all levels, industries and career fields: 

1. "Revolved customer problems and inquiries." Just what every employer is looking for -- an expert in passing the buck. 

2. "Consistently tanked as top sales producer for new accounts." Sales managers aren't likely to be impressed with this self-proclaimed underachiever. 

3. "Dramatically increased exiting account base, achieving new company record." If customer accounts were leaving in droves as this statement implies, it's probably fair to assume that this candidate also tanked as a top sales producer. 

4. "Planned new corporate facility at $3 million over budget." Every hiring manager is searching for employees who exceed budgets by millions of dollars. 

5. "Directed $25 million anal shipping and receiving operations." Either this person is showcasing compulsively stubborn management qualities, or he has a challenging product packaging/storage problem. 

6. "Participated in the formation of a new telecommunications company." This job seeker was also in charge of bubble control. 

7. "Promoted to district manger to oversee 37 retail storefronts." This is a common resume typo. There must be literally thousands of mangers looking for jobs in today's modern world. Here's a tip: Use your word-processing program's find/replace feature to quickly correct this common mistake. You can also modify your application's spelling dictionary so it won't recognize the word "manger." 

8. "Experienced supervisor, defective with both rookies and seasoned professionals." Many of us have had a boss like this at some point in our careers, but you usually don't find them being so up-front about their leadership inadequacies. 

9. "I am seeking a salary commiserate with my training and experience." There are a couple problems with this statement. To begin with, salary requirements don't belong on a resume. Secondly, a salary should be "commensurate" with experience (meaning proportionate to), not "commiserate" with (meaning to express sympathy for). 

10. "Seeking a party-time position with potential for advancement." Sounds like a fun job.

Admin/Support Resume Tips 
by Kim Isaacs
Monster Resume Expert
As a support professional, you are the heart of the organization. Without you, there might be total disarray and confusion. You may only be appreciated after you're gone and your employer is left to figure out how you were able to get so much done. 

Pump up Your Resume 

Your resume needs to reflect all that you do and have accomplished, so a potential employer sees the value you bring to the table. Employers seek support staffers who are reliable and contribute to the smooth running of operations. A good way to incorporate your achievements is to first describe your job duties in a paragraph, and then provide a bulleted list of your top achievements. Here are several impact statements for a legal secretary: 

· Promoted from trainee position within nine months to provide legal support to high-profile managing partner. Simultaneously coordinated a minimum of 50 active cases. 

· Supervised multidocument court filings for international clients, often coordinating a team of several employees to ensure timely and accurate filings. 

· Provided support and training to secretarial staff and new associates in office orientation, filing procedures, computer applications and court requirements. Served as a calming influence in a fast-paced office. 

· Resolved various employee-relations problems to the satisfaction of five department heads and 500 employees.

Many administrative support workers have a hard time detailing their accomplishments. Some say that they just "do their jobs" and that's it. But after you reflect on each position, you will be amazed at how much you've accomplished. Here are a few questions to get you started: 

· Did you train or orient other staff on office policies and procedures? 

· Did you win any awards, such as "employee of the month" or "perfect attendance"? 

· Did you institute any procedures that improved office operations, enhanced customer service or reduced costs? 

· Did you organize any events or meetings that positively impacted the company? 

· Have you used technology to improve support functions? Have you created effective PowerPoint presentations? Do your word processed reports sparkle? Did you build a customer database to improve tracking, reporting and customer service? 

· Did you demonstrate the ability to multitask in a fast-paced environment, while maintaining an emphasis on quality? 

· Do you consistently present a professional image, both on the phone and in person, contributing to your company's positive reputation? 

· Did you assist with any special projects, such as creation of a newsletter or direct-mail campaign? What were the results of the projects? 

· Can you manage a multiline phone system? 

· Have customers or clients commended you for providing excellent service?

Keywords 

Positions: administrative assistant, secretary, office manager, executive assistant, executive secretary, customer service representative, data entry clerk, general office clerk, front desk receptionist, switchboard operator, mailroom clerk, returns clerk, service manager, processing clerk, office assistant 

Other: MS Office (Word, Excel, PowerPoint, Access), Windows NT/98/95, event planning, meeting planning, word processing, spreadsheets, database management, multiline phones, switchboards, scheduling, presentations, office support, customer support, shipping and distribution, accounts payable, accounts receivable, invoices, benefits administration, office management, inventory control, purchasing, facilities maintenance, vendor/contractor relations, project management, document preparation.

Resume Tips for Finance Professional
by Kim Isaacs
Monster Resume Expert
Career opportunities for finance professionals can be found in any business sector. Whether you're looking to be a CFO or controller, financial analyst or planner, portfolio management or investment counselor, the requisites for the resume are the same.

When developing your finance resume, focus on skills, areas of expertise, certifications and specific accomplishments. The resume must convey what you can do for the companies you are targeting. This can be accomplished by illustrating how you contributed to previous employers' or clients' fiscal health.

Identify Your Goal
Before you develop your resume, you need to have a clear job target. Do some preliminary research -- review job postings, see what types of positions are available and which companies are hiring, and get a good feel for the desired qualifications. This research will help you determine which skills and experience you should emphasize on your resume.

Summarize Your Key Qualifications
When constructing your resume, it is crucial your strengths and key qualifications are summarized within the top half of the first page. This can be accomplished with Professional Profile and Areas of Expertise sections. Here is an example of an opening paragraph for an individual seeking a CFO position:

Chief financial officer with 15 years of corporate accounting and management experience. Hands-on manager with expertise in accounting systems development, fiscal management and financial reporting. Proven record of developing and implementing financial and operational controls that improve P&L scenario and competitively position firm.

In reading this brief paragraph, a prospective employer or recruiter will immediately grasp the scope of this candidate's professional experience. Follow your profile section with an Areas of Expertise, a listing of keywords pertinent to your career choice. In the case of the above candidate, the section might include the following terms:

· Financial and strategic planning 

· P&L management 

· Auditing and compliance 

· Operating and working capital 

· Budget development and management 

· Merger and acquisition negotiations 

· Cash-flow management and modeling 

· Business valuations 

The Areas of Expertise should highlight your specific skills and knowledge base. You should also include your industry certifications and licenses, such as CPA, CFA, and Series 7, 63 and/or 64.

Emphasize Your Accomplishments
The rest of the resume delves into your professional background. Under each employer, present a brief paragraph describing your basic job responsibilities, followed by a bulleted list of accomplishments. Show quantifiable results of your work. For example:

· Instrumental in revenue and income growth of 76% over a 15-month period, through both organic growth and acquisitions. 

· Increased cash flow by $15 million by consolidating credit analysis function, reducing outstanding receivables from 48 to 15 days, and minimizing risk from marginal customers. 

Keywords to Include in Your Resume
staff accountant, financial planner, cost accountant, portfolio manager, finance manager, financial reporting analyst, international controller, financial analyst, VP of finance, CFO, chief financial officer, treasurer, assistant controller, bookkeeper, accounts payable clerk, accounts receivable clerk, collections specialist, mutual fund analyst, credit analyst, payroll clerk, payroll manager, financial assistant, director of investor relations, procurement specialist, purchasing manager, fixed asset accounting, business process reengineering, risk management, value added analysis, SAP, GAAP, financial projections, general ledger, trial balance, financial statements, expense analysis, tax reporting, tax planning, payroll, benefits administration, portfolio management, cross functional team leadership, financial and strategic planning, P&L management, auditing and compliance, operating and working capital, budget management, mergers and acquisitions, cash flow management, business valuations, data warehouse reporting, audits and compliance, A/P, A/R, regulatory accounting, CPA, CFA, MBA, MS Excel, bank reconciliations, Crystal reports, Hyperion, spreadsheets.

Resume Tips for HR Professionals
by Kim Isaacs, MA, CPRW, NCRW
Monster.com Resume Expert
You're around resumes all day and might have reviewed hundreds or even thousands of them in the search for ideal job candidates. You know what you look for in a resume and have pet peeves that determine which ones will surely land in the circular file. So when it comes time to develop your own resume, you know it has to be perfect.

Is Your Resume a Winner?
Effective HR resumes show that the candidate has a solid understanding of how HR policies impact the overall business mission and goals. Most HR resumes in circulation do a nice job of highlighting job responsibilities (e.g. administer benefits plans, maintain employee relations, ensure legal compliance, etc.). To make your resume stand out, go beyond listing your job functions and show how your services made a real difference to the organization. Examples: 

· Launched Flexible Work Pilot Program, which allows staff to telecommute and has served as a model for the company. 

· Won approval and secured funding for the development of an enhanced HRIS system to support payroll, employee tracking and cost analysis functions. The new system will provide interactive online time/project data entry and personnel records updating. 

· Led implementation of intranet and Internet development. Created secure sites for confidential information and introduced virtual office concept. 

· Exceeded 1999 plan targets for HR, including record-breaking improvement in employee turnover score. In one region, turnover improved by 92 percent in one year. Increased overall employee satisfaction scores by 15 percent in 1999.

Questions to Ask Yourself
  Did you initiate or develop any new HR policies or procedures that had a positive outcome?

  Was there a notable improvement in employee retention or satisfaction? Did you help improve employee morale?

  Have you improved the benefits program or launched new employee benefits?

  Did you institute effective strategies for screening and recruitment?

  Did you introduce HR systems that enhanced efficiency?

  If you train/orient new or existing staff, how many people have you trained?

  Have you revamped compensation packages or employee job responsibilities to attract and retain qualified employees?

  Were you involved in any organizational development initiatives, such as integrating two organizations after a merger, downsizing or expanding?

  If you deal with union staff, did you participate in negotiations that led to a favorable outcome for the staff and company?

  Did you serve on any teams or committees? Complete any special projects?

  If you have budgetary responsibilities, how have you performed in meeting your budget? Did you implement cost-saving measures that had a direct impact on the bottom line?

  Did you participate in any leadership initiatives that resulted in positive organizational change? 

Keywords
Titles: human resources generalist, HR, human resources manager, HR benefits analyst, HR assistant, recruiter, executive recruiter, benefits coordinator, compensation analyst, staffing manager, HR director, human resources coordinator, personnel representative, personnel supervisor, HRIS analyst, payroll supervisor, human resource specialist, director of recruiting, VP of human resources

Duties and themes: training and development, organizational development, process reengineering, payroll and benefits administration, wage and salary administration, variable compensation, employee orientation, recruitment and selection, employee relations, legal compliance, HR policies and procedures, human resources administration, HRIS, employment law, labor relations, performance evaluation and review, personnel administration, disciplinary and grievance procedures, industrial safety programs, labor laws, career development, job description design .

Create a Winning Sales Resume
by Kim Isaacs
Monster Resume Expert

You're a natural at selling products or services for your employer, so why is it so hard to sell yourself on your resume? Don't worry, because you can turn your drab resume into a powerful sales tool. 

Start with a High-Impact Sales Pitch in a Summary Statement 

Sales resumes need to be results-oriented, emphasizing how you contributed to your employer's bottom line. Start by creating a career summary section that highlights your sales capabilities and value to potential employers. Include the main reasons why an employer should call you for an interview, and clearly show your areas of expertise and industry knowledge. For example, if you are pursuing a pharmaceutical-sales-representative position, those keywords and your supporting knowledge should be in the profile. This section is perfect for exhibiting the drive, energy and enthusiasm that is so important in the sales profession. 

Turn Your Job Descriptions into Action-Packed Achievements 

It is very important that your professional experience section show a track record of sales achievements. Under each employer/position, develop a brief paragraph that highlights your responsibilities (such as territory, budget, supervisory responsibilities, etc.). Then provide a bulleted list of your top achievements; make sure they are quantifiable and meaningful to someone outside your company. To create powerful accomplishments, go beyond stating your work's results -- describe how you achieved such excellent results. Take a look at these examples of powerful achievement statements: 

· Built sales organization from ground zero, conceptualizing and realizing strategic plan that generated $1 million in software and consulting revenue within one year. Sustained strong revenue gains despite a fiercely competitive and declining market. 

· Cultivated relationships with customer base in the semiconductor industry, reestablishing company, products and services, as well as uncovering new customer needs. 

· Achieved a 100 percent reference customer base of nine semiconductor fabrication clients who had previously been dissatisfied with company's customer service. Identified problems and worked closely with operations managers to regain their confidence and develop win-win solutions. 

These Questions Will Get You Thinking About Your Achievements: 

· How did the company benefit from your sales expertise? 

· How did you perform in comparison with your peers? 

· What were your specific sales figures (Use a dollar amount if the information is not confidential or a percentage increase.)? 

· How well have you met your quota or other sales expectations? 

· Did you win any sales awards? 

· Were you rewarded with a new territory because of your performance? 

· Did you land any difficult accounts? Did you salvage any accounts that had previously been languishing? 

· Were you involved in product development or a new product launch? 

· Did you overcome serious obstacles, such as selling in poor market conditions, overcoming objections or breaking into a new market? 

· Did you establish a sales-training program or teach other sales pros to improve their performance? 

· Did your dedication to customer service, impeccable follow-through and support lead to repeat business or a high number of referrals? 

· Have you led contract negotiations that resulted in a positive business deal? 

· Do you negotiate with vendors or suppliers to secure favorable pricing? 

· Have you written for any industry publications or spoken at any events or conferences? 

· Did you serve on any committees or boards, or participate in special projects? 

The Confidentiality Factor 

Keep in mind that many companies consider their sales strategies and actual performance confidential information. The threat of competitors finding out about company success strategies is very real, so be sure not to include any information that would compromise your current or past employers' confidential information. You can certainly include information that is available to the general public (for example, stats found in an annual report or on the company Web site). 

Keywords/Buzzwords 

sales representative, sales professional, district sales manager, regional sales manager, VP of sales, account executive, account manager, sales executive, sales engineer, director of sales, sales support manager, territory sales representative, territory manager, channel sales manager, manufacturer representative, technical sales, medical sales representative, pharmaceutical sales, e-business sales manager, investment representative, IT sales 

solution selling, relationship building, relationship selling, relationship sales, customer service, customer relations, client relations, territory expansion, consultative sales, product marketing, negotiating and closing, channel sales, B2B/B2C, lead generation, OEMs, VARs, communication skills, new business development, sales presentations, PowerPoint, meeting and exceeding sales quotas, outside sales, inside sales, sales expansion

Resume Tips for Technology Professionals
by Kim Isaacs, MA, CPRW, NCRW
Monster Resume Expert
Summary 

  Include a technical summary and career summary to highlight skills. 

  Succinctly describe accomplishments with performance figures. 

  If new to the field, volunteer your services to gain experience. 

With increasing numbers of job seekers competing for the most desirable technical jobs, your resume needs to be better than the rest to get noticed.

Technical Summary
Effective technical resumes clearly show the candidate's technical skills -- a hiring manager shouldn't have to go fishing for this information. An excellent way to include technical knowledge is to add a Technical Summary or Technical Expertise section to your resume. Break the section into subcategories so the reader can quickly scan through your knowledge of programs and applications. Possible categories include technical certifications, hardware, operating systems, networking/protocols, office productivity, programming/languages, Web applications and database applications. Only list programs/applications that you could confidently discuss in an interview.

Career Summary
Many hiring managers say they are searching for candidates who offer more than technical credentials. Soft skills such as interpersonal communications, ability to work collaboratively and commitment to achieving corporate goals are just as desirable. In other words, your resume needs a personality. The reader shouldn't only be impressed by your technical qualifications, but should find you to be likeable and well suited for the team. You can highlight some of these skills in a Career Summary section.

Focus on Technological Results
Technical candidates usually make one of two critical errors on their resumes -- either the document is excessively long with excruciating detail on every assignment ever completed, or too short with hardly any descriptions at all. There needs to be some middle ground -- the resume should be succinct yet effectively showcase your achievements.

What to Include
For each position held, give a brief synopsis of the scope of your responsibility. Then show how your performance benefited the company. Give examples of how past initiatives led to positive outcomes such as enhanced efficiency, faster time-to-market, monetary savings, etc. Accomplishments are most powerful when they are measurable, so include actual performance figures whenever possible. Focus on your most impressive technical projects/accomplishments. What types of challenges did you face? What did you do to overcome the challenges? How did your performance improve the organization's bottom line?

For contract work, provide a bulleted list of your top projects, indicating the company (or type of company if confidential), reason for hiring you, scope of your project, your specific approach to the project, challenges/obstacles faced, work performed and benefits to the company.

If you are new to the field and concerned about a lack of experience, consider offering free or low-cost technical services to charitable organizations, friends, family or local businesses. This allows you to hone your craft and show related work or volunteer experience on your resume. Also, pursue as much training as possible to get up to speed. Entry-level candidates should focus on their potential in the field, ability to quickly learn challenging concepts and motivation to succeed in the industry.

Keywords
The best keywords for your resume depend on your job target and experience. Specific programs and applications are often used as keywords, which is another reason why a Technical Summary is a good idea. To determine the best keywords for your industry, use Monster's Search Jobs feature to find jobs that interest you. Examine the job descriptions and see which credentials and skills are used frequently -- these are potential keywords that should be incorporated into your resume.

Resume Tips for Temps
by Kim Isaacs
Monster Resume Expert
Temporary employment is becoming increasingly popular with both staff and employers. Workers are realizing that they can enjoy top pay and diverse work environments, while companies see the value of bringing in temp workers to fill short-term vacancies or take on special projects. Temporary employment is available in a variety of fields for staff at all levels.

Temporary work does present certain resume challenges. Here are a few common questions and solutions:

Should I write the name of the temp agency or the company in my Employment section?

Consider including both -- it is best not to give the impression that you were employed by a company rather than a temporary agency. Here are a couple of ways to handle the employment heading:

XYZ Company (DEF Temp Agency), 1999 to present
Office Clerk

or

DEF Temp Agency, 1995 to present
Office Clerk
Key assignments: 

· ABC Company: Description, project highlights, results 

· DEF Company: Description, project highlights, results 

· GHI Company: Description, project highlights, results

My temp work makes me look like a job-hopper. What can I do?

The best way to format your temp work depends on your specific situation, but try grouping similar experiences under one heading (e.g., Tax Accountant, 1995 to present). Then provide a bulleted list of your best temp assignments.

What can I do to make my resume stand out from the crowd?

Instead of just listing your job skills, describe the benefits and results of your performance. For each temp assignment, develop a list of major accomplishments, placing the most emphasis on your recent achievements. When thinking about your accomplishments, it is helpful to use the Problem-Action-Result (PAR) technique. What problems or challenges did you face? What actions did you take to overcome the problems? What was the result or benefit to the company? Keep in mind that most companies value workers who enhance profits, save time and save money.

Are there certain qualities I need to emphasize as a temporary worker?

Whether you're searching for a temp position or need to showcase your temp experience, there are attributes that many temp workers share. Some of the skills include adaptability/flexibility, ability to rapidly learn new tasks and ability to prioritize. Your industry-specific skills that relate to your current career goal and past record of performance should also be highlighted. You can showcase your top credentials in a well-written Career Summary statement. This allows temp agencies and employers to see your key qualifications at a glance.

How can I get keywords into my resume so I'll be found in an applicant search?

The right keywords depend on your specific objective. A great way to determine keywords is to peruse job openings on Monster. Carefully read the job descriptions to see what employers are looking for. Pay attention to frequently used buzzwords you can incorporate into your resume.
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