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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 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 de-emphasize unrelated career accomplishments. 

Where to Place Education? 
The best placement depends on what you are trying to emphasize. 
· Place experience before education if you have five or more years of experience related to your goal. Hiring managers will be more interested in your job accomplishments than your education. 
· Place education before experience if you are a recent graduate or have less than five years of work experience. If you are changing careers and have continued your education to support your new goal, education should come first. Academic and scientific professionals typically place education before experience on their CVs. 
The GPA 
If you are a student or recent graduate, list your GPA if it is 3.0 or higher.  Consider including a lower GPA if you are in a very challenging program.  Add your major GPA if it's higher than your overall GPA.  If your school doesn't use the standard 4.0 scale, avoid confusion by listing the scale (e.g. GPA: 4.1/4.5).  As your career progresses, college GPA becomes less important and can be removed. 
Honors 
Include academic honors to show you excelled in your program. For example: 
Ace College -- Springfield, Illinois 
BA in Accounting (cum laude), June 2000 
- Delta Gamma Delta Honor Society, Dean's List, GPA: 3.9 
New Grads 
Students and new grads with little related work experience may use the education section as the centerpiece of their resumes, showcasing academic achievements, extracurricular activities, special projects and related courses.  For example: 
ABC College -- Brooklyn, New York, BA in Communications, concentration in advertising, anticipated graduation December 2001 
Senior Project: Currently completing mock advertising campaign for Coca-Cola (billboard/print/TV/radio ads, direct-mail campaign and press releases). 
Related Coursework: Advertising, Advertising Writing, Direct Mail and Telemarketing, Media Plans in Advertising, Marketing and Advertising, Public Relations, Broadcasting 
Degree Incomplete 
If you abandoned an educational program, list the number of credits completed or the type of study undertaken. For example: 
College of Staten Island -- Staten Island, New York, Completed 90 credits toward a BA in political science, 1981 to 1984 
Experienced Job Seekers 
If you are focusing more on experience than education, list the basic facts regarding your degree, including institution name, location, degree, major and date.  For example: 
New Jersey College -- Newark, New Jersey, BS in Economics, Minor in Psychology, June 1983 
High School Information 
Include your high school or GED information if you don't have any college credits.  If you have college credits, remove references to high school. 
Educational Credentials Lacking? 
Some job seekers are concerned that their educations don't measure up to HR requirements.  If you don't have a degree but have been participating in ongoing training, list your related courses, seminars, conferences and training in the Education section (create a list called "Professional Development").  Your training might be so impressive that a lack of a formal degree is overlooked.  For example: 
Professional Development Highlights: 
· Product Launch in a Global Marketplace 
· E-Commerce Solutions 
· Selling the Dotcom Vision 
· Increasing Sales Through Relationship Selling 
· Professional Management Program 
Common Resume Blunders
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Make sure your resume is top-notch by avoiding the top 10 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 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. Where Are the Keywords? 
With so many companies using technology to store resumes, the only hope a job seeker has of being found is to include relevant keywords sprinkled throughout the resume.  Determine keywords by reading job descriptions that interest you and include them in your resume. 
9. References Available 
Employers know you have professional references.  Only use this statement to signal the end of a long resume or to round out the design. 
10. 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. 
· student resume sample: Educator 

· student resume sample: Administrative Assistant 

· student resume sample: English Teacher 

· student resume sample: Assistant restaurant manager 

· student resume sample: Management Trainee 

· student resume sample: NGO Development, or Recreation Management 

· student resume sample: Showroom Design Consultant 

· student resume sample: Film Project and Marketing Manager 

· student resume sample: Marketing/public relations 

· student resume sample: Anna 
