Resume Writing
Trim down the resume to a concise overview of your credentials:

1. Sell yourself on your qualifications and accomplishments.  If the hiring manager or human resources can not determine your credentials within 30 seconds, your resume may be put to the side.

2. Use bullet points to describe your responsibilities and accomplishments.  Bullet points make the resume easier to read and follow.

3. The day’s of one page resumes are in the past.  Today most resumes are 2-3 pages anything more is too much and anything less does not reveal enough details about your credentials.

4. Keep the resume concise.

a. Never include irrelevant information such as date of birth, marital status or outdated skills.

b. Remove references available upon request.  Employers understand that they will receive this information at an appropriate time in the interviewing process. 

c. Eliminate old experience.  It is best to focus on the last 10-15 years.  If this experience is important to your career search, briefly mention without going into great detail.

d. Avoid repeating information.  If you performed the same responsibilities for multiple employers, focus on your accomplishments within each company.

e. Be brief when listing job responsibilities.  Each bullet point should have a concise sentence.

Resume Don’ts:

1. Never lie.  Several professionals seem to believe it is ok to smudge dates of employment or educational degrees in order to receive an offer, however, these are the first two items Human Resources always checks.  Once you are caught in a lie you can forget bout your potential offer or even the potential of ever working for that company.

2. Don’t send your resume to every job posting.  Read each job opportunity and submit your resume only to those you are qualified for.

3. Hiring managers are interested in your most recent relevant experience.  Don’t go into great detail with irrelevant job responsibilities that you had with a company 11 years ago.  Expand on your responsibilities with only your most recent and relevant positions.

4. Personal information does not belong on a resume.  Leave out details such as: age, race, marital status or hobbies.

5. Letters of recommendation or awards should never be sent with a resume.  Such papers would be appropriate to bring in to an interview.

6. Always have a friend review the resume and use spell check on your computer.  Several hiring managers have been known to rule out a candidate with one misspelled word.

7. Always present yourself as a top-notch professional.  When meeting a hiring manager face-to-face make sure to hand him/her a resume that is printed on quality paper.

What are your accomplishments?  

Accomplishments must be listed on your resume in order to separate yourself from the rest.  What accomplishments should you include on your resume?  Companies want to know why they should hire you and how you will save them money and time.

Every company is concerned about money and how they can save it.  So when preparing your resume, contemplate on how you saved or earned money for your previous employers.  Some examples are listed below.

· Recommended a new service provider, which cut off-site recovery by 18%.

· Completed delivery on a business continuity implementation project $10,000 under budget.

Companies are also concerned with how to become more efficient.  Time is of the essence and a very important factor to list on your resume.  Some examples are listed below.

· Decreased recovery time by 10% in the previous 3 tests.

How to handle job gaps or a spotty work history?

Your work history is one of the first things Human Resources or the hiring manager will review in your resume.  Here are some tips to show you are still a valuable employee seeking a long time career opportunity despite your work history.

· Leaving out the months is one solution to eliminating short gaps of unemployment.

· Draw the reader’s focus away from your work history by adding a summary of your qualifications at the top of the resume.  It is important to sell your credentials so the employer will be more likely to bring you in for a face-to-face interview.  During the interview they will make the decision if they believe you are willing to make a long-term commitment with their firm.  It is also beneficial to add positive quotes from a reference letter as accomplishments.

· If you have been unemployed for some time think about other activities that you can list, such as: volunteering, consulting, education or community involvement.

· Do not list on your resume the reasons why you left a company, example: company sold or laid off due to a restructuring of staff.  Use your cover letter to explain your work history.

· It is not necessary to include every position you have ever held.  Short-term projects may be omitted, however, must be included when completing an application.

· If you are an independent consultant or contractor it is best to list your experience under one heading then bullet point individual engagements.

· Never list “to present” on your resume if you are no longer with the company.  A hiring manager will question how you initially misrepresented yourself.

Need help writing the resume?

Here are some links to some helpful resources in creating a resume.

http://yellowpages.msn.com/simplesearch.aspx?KWD=resume+services
http://www.resumeworldinc.com/
http://www.certifiedresumewriters.com/
