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Your Resume Tells your Story, keep it simple & to the facts

There are many types of resumes.  There area just as many reasons for resumes.  And, there is no single solution to the right resume.  So how do you find the resume format that meets your needs?  This paper provides some ideas for building a resume that clearly communicates your message, value, and abilities.

They say a picture is worth a thousand words.  With that in mind your resume can be a powerful ‘word-picture’ document that conveys your story with a high retention rate of your information.  The format of your resume can be arranged so your information is grouped in a format that conveys a ‘picture’ of each piece of information.  Remember, you have about two minutes to get their attention and give them a reason to keep reading. Hear are a few pointers:

· Keep it simple, remove extra information, no fancy formatting, just tell your story

· Explain things that are not clear, remember keep them reading not asking questions

· Focus on Accomplishments not Responsibilities, use numbers and specifics, make an impression

· Format should be open with narrow columns for information, is using bold or underline not both

· Use standard fonts for electronic transfer of document, font size of 10 or 12
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Top of your Resume:
First Last Name

Street Address
(Should appear on each page)



City, State, ZIP




Phone:, email:
Title of the position you are
Objective:
Use the title of the position
applying for or looking for. 

Your strongest accomplishments
Summary:
State number of years of total experience

that summarize your career


*  Stated Accomplishment

this is your elevator speech


*  Stated Accomplishment




*  Stated Accomplishment

Keep it simple, list years only
1990 – 2002
Company Name (what company does)

add small note if company is

Your Position

not known, state your position


*  Stated Accomplishment

use bullets to provide details


*  Stated Accomplishment




*  Stated Accomplishment

Keep it simple, list years only
1980 – 1990
Company Name (what company does)

add small note if company is

Your Position

not known, state your position


*  Stated Accomplishment

use bullets to provide details


*  Stated Accomplishment




*  Stated Accomplishment

Education should be clear
Education:
List School, Degree, Awards 

no need to say location of school

No years on degrees or graduation

no need for year of graduation

List other education accomplishments

Other Interest:
Other Interest:
Very important part of the resume

This is were you can tell more of


*  Associations and group participation

your story and accomplishments


*  Memberships, etc…
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