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Why a resume?

 Lets you decide what’s important

 Lets you slant your experience to specific jobs

 Has one goal: get you that interview!

Presenter
Presentation Notes
Why do you need a resume? Why can’t you just send a link to your LinkedIn page? First, it’s too cluttered, distracting, Second, it gives you no control over the first impression you’re going to make. It’s static, not tailored. In your resume, you can and will cull through your entire work experience and pick and choose the best accomplishments, the ones that show you can do the job. Because you want an interview. 



The good, the bad and the ugly

 Is your resume easy to read?

 Is your resume an accurate reflection of where you worked and when?

 Does it tell the reader what jobs you’ve had?

 Does it tell the reader how well you’ve done those jobs?

 Let’s look at a few….

Presenter
Presentation Notes
What should your resume be?Easy to read: ease off the acronyms and program names. They won’t mean anything to the reader, particularly if it’s someone outside the field or industry.It seems obvious, but don’t lie on your resume. Exaggeration is one thing, making it up is another. We’ll talk about how to handle gaps later.The whole point of the resume is to get an interview. Hiring managers want to know what jobs you’ve had and how well you’ve done them. Let your resume to the heavy lifting.Let’s see what applicants are sending in these days.



Structure

 One page
 It’s a goal, but truly less is more

 Administration
 Reverse chronological order

 Put your most recent job first

 Title, company, location, dates
 Delivery Manager, SAIC, Albuquerque, NM, 10/2015 to Present

 What were your responsibilities
 2 to 4 sentences, tops

 Bullet list of your accomplishments
 Result (strong verb), action



But what about?

 Verification

 Gaps

 Certifications/clearance

 Objective

 Summary

 Hobbies

 References

 Community Service

 LinkedIn

Presenter
Presentation Notes
It seems obvious but do not lie on your resume. Most companies now verify both past employment and claimed degrees. I have three times had to terminate employees because it was discovered they lied about having a degree.How should you talk about a gap in employment? It depends on the reason, but stick with the truth. You took time off to care for an ailing relative, to raise the kids, to travel the world. It’s okay, and there may be things you can talk about that are relevant to the job.Include certifications or clearance information if the position description specifies these are required or desired.Everything else? NO!



Don’t Forget

 Stay on top of your resume

 Take your time

 Fresh eyes

 manager-tools.com

Presenter
Presentation Notes
Review your resume on a regular basis. Quarterly is good, but at least do it regularly. And absolutely update your resume when things change. You’re now on a new project, you got a promotion, you finally finished that thing. Add it in!You cannot prepare an effective resume in half an hour. You just can’t. You need to take your time, you need to go back to it multiple times. The whole point of the resume is to get you an interview. A slap-dash job on your resume won’t get you any resumes.You all know well that at some point, you stop seeing errors in the documents you’ve written. Your resume is no different. Have someone else take a look at it. I had been using the same resume for several years before someone pointed out a typo to me. And I thought I had been through it so carefully. It’s embarrassing, and it may have cost me interviews—I’ll never know.Manager Tools is a great resource for all things work related.



Questions?
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