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HOW TO WRITE AN EFFECTIVE
RESUME
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* What is a Resume

* Different Types of Resumes

* Résumé Content & Formatting




YOU WILL ALSO LEARN

* How to Compose & Send an Interview Thank You
Letter

* The Components of a Well-Structured Cover
Letter

* How to List Professional & Personal References

WHAT IS A RESUME

* A Resume is a Career ESSENTIAL

* A brief account (1-2 pages) of your EXPERIENCE,
QUALIFICATIONS, & ACHIEVEMENTS

* It should have AMPLE CONTENT to GRAB the PROSPECTIVE
EMPLOYER’S ATTENTION
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DIFFERENT TYPES OF RESUMES

Chronological vs. Functional

BRAD J. WATERMAN

78 Lafayete Sireet Home: (814) 5556543
Ene, PA 16508 Office: (814) 555-2109
TEmail emailaddreseGemail.com Cell: (814) 5550327

SALES / SALES MANAGEMENT EXECUTIVE

CHRONOLOGICAL RESUME e S

Consubtative & Salution Sales % Networking & Relationship Building ¢ Cantract Negotiations

PROFILE  Dynamic Lyear saes caree reflecting; pianeeriog experience and recond-breaking;
Resmain on the cutting-cdge, driving
new business m.m.,;;. Kby actoinis et cantiing e piend gt il dedkee
relationships t increase channcl rev

. B xpﬂlqu&hummdncmmulcﬂmkhnﬂﬁuhmh}pf of both the
d the capabilities

* The MOST COMMON type of Resume ¢ i e s e o

Tevels of retention and lolty.
+  Exceptionally sell onganized with a teack record that demonstrates. self motivation,

* Provides a list of PREVIOUS Jobs & Dates gt ity Pt e

tears 1 hate mamaged, | Bighty recasemend Brad for a pasiion aitiie any

with the most RECENT listed FIRST T i st

PROFESSIONAL EXPERIENCE

1998 - Present Web Communications, Philadelphia, PA

* It focuses on Work Accomplishments & DISTRICT SALES MANAGER
Es dicect and channel p ! I!’I’\dﬂi i
Skills acquired during each job T e e
exccutives, negotiate high dollar contracts, and coondinate implementation. Manage

accounts and orchestrate post-sale professional services and nesources.

Key Achicvements:

+  Acheved 186% of quota and qualified for “President’s Club.™ Grew sales 1o $4

million within 6 months and posinoned as the 10p #2 rep i the company-

*  Esublithed alliances with 10 major integrarion partners and attained racking as the
top #1 sales producer within just one year, geneeating $7.6 million annually.
Delivercd $2.8 million m\'!nnc selling 2 of the first 5 units in Nodh America ofa
newly released.

Opened a complerely unworked teriirory, surpassing all sales. goals in spite of
challenges assocated with the sale of a v.1 release product with no reference sies.

.

.

Generatod the high ppuny-wide, and was recognied
with 2 “President’s Avand,” pany’s hone
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FUNCTIONAL RESUME

* Includes a CAREER PROFILE

* Provides a list of Company
Names, Job Titles, & Job Dates at
the BOTTOM

* It focuses on a Jobseeker’s
SKILLS & ABILITIES

KARA MARTINEZ

Summary

Versalile healthcare and medical professional with extensive

o g in-office patient d home-based healthcare.
Proficient in the management of multiple tasks while ensuring quality and
accuracy of all dutie { d, including bz i
Expertise in shots and medicali doctor's instructions,

educating patients and maintaining accurale patient data.

Skills
* Maintains current healthcare and medical  » Extremely accurate and efficient while
certifications Proficient in charling and carrying out duties
doeumentation procedures + Collaborative team player with excellent
* Diverse and extensive knowledge of communication skills
diagnostics * Friendly and outgoing
* Solid understanding of vitals
assessments
Medical Assistant 0372014 to Present

Riverfront Healthcare and Medical Center - New Cityland, CA

« Ensured that exam rooms were properly stacked with medical supplies
Updated patient files and enlered patient information in database.
Provided patients with clarifications on doctor's instructions.
Assisted doctor with administering vaccinations and other shots.
Called patients to provide reminders for upcoming visits.
« Scheduled appointments, greeted patients and answered phones.
Ensured that test resulls were promptly delivered 1o doctor.
Collected Iab samples and specimens.
Cleaned exam rooms after each visit. Recorded patient vitals.

Home Healthcare Assistant 06/2011 10 01/2014
New Cityland Home Healthcare and Medical Services ~ New Cityland, CA

* Ensured that patients 100k their medications and reported any noticeable side effects.

* Assisted patients with daily tasks, including bathing and basic grooming.

RESUME CONTENT &
FORMATTING




RESUME CONTENT

RESUME

FORMATTING
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- Contact Information
- Career Profile Summary

* Summary of Skills
(Optional)

* Work Experience
- Education
- Military Information

Recommended
Fonts

Arial
Tahoma
Times New Roman
Verdana

Font sizes should be 10-12 point
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* Limit using a lot of BOLD,

ITALICS, TABLES, &

UNDERLINING
RESUME * Include KEYWORDS that are
POREARNNS SPECIFIC for the Industry/Job

you're seeking

* Document should be in .doc or
.docx format and not a .PDF

INTERVIEW THANK YOU LETTER

* Reemphasizes the VALUE that you will CONTRIBUTE to
the Organization as well as Restates your INTEREST in

the POSITION

¢ Candidate should send this Letter immediately following
an Interview

* Should be sent via Email, Letter, or Phone Call




COMPONENTS OF A WELL-
STRUCTURED COVER LETTER

First, it should include your
contact information and the
current date

Second, include the hiring
manager’s name, business
title, company name and
address, followed by proper
salutation

COMPONENTS OF A WELL-
STRUCTURED COVER LETTER

Third, it should include a
minimum of three paragraphs

|. The position you are applying
for and where you found the job
positing (paragraph one).

2.What you will be able to
contribute to the organization
(paragraph two).

3. How you desire to be
contacted at the Employer’s
convenience (paragraph three).
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HOW TO LIST PROFESSIONAL
& PERSONAL REFERENCES

Prepare as a separate page. Professional References for Susan Smith
DO NOT include “References Cn st ot
Available Upon Request” on your i i
Resume. T i Ao
Eak oyee_cire@Micostonn
P h f two should i
repare three references, two s O—
be professional and one maybe Ena Gt
: Cell: 440-566-5449
personal and include: Reference D e gt iy
. 9 ML
Name, Company, Location, Email ek o]
Address, and Contact Number. Bl ple i i e
Emait b vk Gyahoo.com

Phone: 440-555-7782 or 216-555-1900

Have the reference list readily
available to present to prospective
Employers.

PARAMOUNT RESUMES, LLC

If your CAREER needs a LIFT, allow us to ‘&‘

ASSIST

Pa-ram‘ount-Resumes, LLE
www.par'amou ntresumesllc.com Affordable & Professional Resume Writing Services




