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HOW TO WRITE AN EFFECTIVE 
RÉSUMÉ 
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CONTENTS

• What is a Resume

• Different Types of Resumes

• Résumé Content & Formatting



10/25/2019

2

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 RÉSUMÉS

Chronological vs. Functional

CHRONOLOGICAL RÉSUMÉ 

• The MOST COMMON type of Resume

• Provides a list of PREVIOUS Jobs & Dates 
with the most RECENT listed FIRST

• It focuses on Work Accomplishments & 
Skills acquired during each job
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FUNCTIONAL RÉSUMÉ 

• 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

RESUME CONTENT & 
FORMATTING
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RESUME CONTENT

• Contact Information

• Career Profile Summary

• Summary of Skills 
(Optional)

• Work Experience

• Education

• Military Information

RESUME 
FORMATTING

Recommended 
Fonts

Arial

Tahoma

Times New Roman

Verdana

Font sizes should be 10-12 point
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RESUME 
FORMATTING

• Limit using a lot of BOLD, 
ITALICS, TABLES, & 
UNDERLINING 

• Include KEYWORDS that are 
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
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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

• 1. 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. 

• DO NOT include “References 
Available Upon Request” on your 
Resume.

• Prepare three references, two should 
be professional and one maybe 
personal and include: Reference 
Name, Company, Location, Email 
Address, and Contact Number.

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

PARAMOUNT RESUMES, LLC

If your CAREER needs a LIFT, allow us to 
ASSIST

www.paramountresumesllc.com


