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Resumés LEARNING OBJECTIVES

 Understand the purpose of a 
resumé

 Discover what makes a “good” 
resumé

 Identify resources for assistance 
with résumé and application 
development

In your own words,

What is a resumé?



Resumés THE RESUMÉ IS A MARKETING TOOL

 Used to screen applicants prior to an 
interview

 Key job search communication 
document which compliments 
application, cover letter, portfolio, and 
references

A resume 

should 

convey  your 

professional 

value to a 

prospective 

employer!

A resumé will not get you a job but 
it may get you an interview



Resumés

How 

does 

it work

It is a Marketing Tool 

WHAT IS A RESUMÉLike any other marketing tool 



Resumés YOUR RESUMÉ IS YOUR ADVERTISEMENT

Which 

Resumé is 

more 

compelling? 



Resumés WHAT DOES YOUR RESUMÉ SAY ABOUT YOU

There are 

Different 

Types of 

Resumés

Paper Resumés

Virtual Resumés

Electronic  
Visual  
Video

To demonstrate the 
underlying 

components of an 
effective resumé of 

any type

Each of these 
Formats will 

say something 
about who you 

are to an 
employer

Our Goal 

in this 

workshop



Resumés 3 PARTS OF AN EFFECTIVE RESUMÉ

Part I

Part II

Part III

Appearance 

- How does it look?

- Do I want to read further?

- Is it Professional?

Organization

Organization 

and Selection: 

Can I find what I

need quickly?

Is the necessary

information  included?

Content

Wording: 
Does the 

information  

SOUND relevant 

and targeted? 

Effective 

Resumé



Resumés PRIMARY GOAL OF YOUR RESUMÉ

Your Resumé Needs to Summarize YourShows

your                
FIT 

for a 
posting or 
an agency

Relevant 
Qualifications

Experience

Activities

Education

Skills



Resumés WILL THE EMPLOYER READ IT!

How long do you think your resumé 

has to make an impression?
You 

have to 

pass 

through 

each 

step 

before  

you get 

the 

interview 

3 Steps to resumé 
screening

First 

Impression

5  Seconds

Second  Look

15 seconds 

Content 

Review

30+ seconds



Resumés SUCCEEDING DURING SCREENING

Remember the 3 keys

5  Seconds

15 seconds 

30+ seconds

1. 

Appearance

2.

Organization

3. 

Content



Resumés THE BEST RESUMÉ?

A targeted resumé

Use information obtained from 

the job posting and your research 

to target the content of your resumé



Resumés KEY APPEARANCE COMPONENTS

o Attractive/Appealing

o Fits with the industry/company style

o Clear contact information

o Easy to read (font size, not crowded)

o Headings easy to locate

o Sections stand out

o Consistent in appearance

o Professional/Modern 

o Error free

Be 

prepared 

to discuss

Like a              

great ad,

less is 

usually more 

on a resumé. 



Resumés COMPARE FOR APPEARANCE



Resumés APPEARANCE

Explore 
layouts!

See what  
most 

suits you 
&  your  
target 

industry



Resumés PART II – ORGANIZATION

o Education

o Experience

o Achievements and/or Awards

o Volunteer Activities Interests

o Skills 

The common sections of a resumé 

The impact of Structure, Order and 
Layout on the effectiveness of your 

resumé



Resumés KEYS TO STRUCTURE

4 Keys to begin targeting your resumé –

 Relevant information is included

 Easy-to-find categories of information

 Minimal supplementary information 

 Emphasis in the right places

Begin with your general/baseline 
resumé…

…Then, have a job target 

in mind as you create new targeted resumé



Resumés SHOULD YOU ADD AN OBJECTIVE? 

Focus and Clarity

EmployerYou

Know what job you are looking for!

So you can tell the employer what job 

you are qualified for

Objective 

may be 

called 

‘Profile’or

‘Career 

Target’

Objective targets a specific job in a 

specific industry



Resumés WHAT ABOUT PERSONAL DETAILS?

- Date of birth

- Gender

- Marital/Family Status

- Disability information

- Country of Origin and/or Citizenship 

- Ethnic background

- Languages spoken

- Religion
This varies by 

Country or 
Agency so do 

your research!

Criminal 

and 

Background 

Checks

are often 

required             

for Social 

Work 

positions.



Resumés PART III: CONTENT

What you say and how you say it impact 
the message you are sending the 
potential employer

 Use your Objective to focus the resumé

 Use your Profile to provide a big picture or 
snap-shot

 Other information ‘back’s up’ how and from 
where you obtained your skills and 
qualifications

Target

with 

your 

message  



Resumés TARGETED OBJECTIVE

A summary description of your professional 
objectives and/or philosophy as it relates to 
the posted position – field- population- agency

To obtain a position as a PROGRAM FACILITATOR

Experienced, collaborative and resourceful social 
work candidate seeking  a position as a 
PROGRAM FACILITATOR providing program 
development  and evaluation services within a 
youth-focused community organization.

Generic

Targeted



Resumés ADDITIONAL OBJECTIVE SAMPLES

 A contract position in SOCIAL WORK 
requiring a skilled counsellor and 
effective therapist with adaptable 
group facilitation skills and the proven 
ability to work well with diverse 
populations.

 A full-time position in the field of 
SOCIAL/HUMAN SERVICES requiring a 
qualified professional with an 
exemplary record of academic 
achievement, relevant clinical 
experience, and the proven ability to 
work well with diverse populations.



Resumés

Experience Summary (1 line)

Relevant Skills (2-4 lines)

Key Achievements (1 line)

Qualities (optional – 1 line)

Key Certification or a Bonus Highlight (1 line)

4 - 6 point form sentences

What information would you highlight?

SUMMARY OF QUALIFICATIONS

PROFILE



Resumés EXPERIENCE SUMMARY (1 LINE)

 Relevant, targeted and connected to 
the position

Generic:

Experienced program facilitator

PROFILE



Resumés EXPERIENCE SUMMARY

Targeted Examples:

 Experienced facilitator with the 
proven ability to develop and 
deliver effective life skills 
programs for youth

 More than 2 years of experience 
providing frontline service, 
intake and referrals to 
individuals in crisisPROFILE



Resumés

Select 2 - 4 of the most relevant skills 

(often these are identified in the posting)

These are the most relevant skills you 

have  which will demonstrate you 

understand the job

Present these skills by describing how you 

will or how you have used them

Use active verbs to describe using a skill well

RELEVANT SKILLS (2-4 LINES)

SELL the 

benefit of 

your 

skills, 

don’t just  

TELL 

about 

them

PROFILE



Resumés RELEVANT SKILLS – SELL DON’T TELL

Generic examples tell about your 
skills:

 Effective assessment skills

 Strong listening and 
communication skills

SELL the 

benefit of 

your 

skills, 

don’t just  

TELL 

about 

them

If anyone can say it, don’t bother including it!
PROFILE



Resumés RELEVANT SKILLS – SELL DON’T TELL

Targeted examples sell your skills....

 Proven ability to accurately assess  
incoming clients and identify 
appropriate services and resources

 Solid reputation for quickly 
developing rapport with clients to 
ensure accurate, relevant and timely 
information is gathered

SELL the 

benefit of 

your 

skills, 

don’t just  

TELL 

about 

them

Distinguish yourself with unique statements!

PROFILE



Resumés JOB SKILLS (1-2 BULLETS)

A generic description

Excellent interpersonal skills

Becomes…

Proven ability to establish cooperative, 
professional relationships with 

caregivers, staff and administration

SELL 

the 

benefit 

of your 

skills, 

don’t 

just  

TELL 

about 

them

PROFILE



Resumés

An achievement should demonstrate the 

benefit of a relevant skill or experience

Whenever possible,  quantify achievements.

Developed and introduced a 

‘community outreach’ program for 

seniors which exceeded projected 

participation rates by 15%

KEY ACHIEVEMENTS (1 LINE)

PROFILE



Resumés QUALITIES (1 LINE)

You may include a line which provides information 
as to the type of social work candidate you 
are…

A compassionate counsellor with 
the ability to gather and assess 
detailed client information

A resourceful program manager 
with a track record of designing 
and implementing dynamic social 
programs

PROFILE



Resumés CERTIFICATIONS OR CREDENTIALS

You may want to indicate that you 
have or will shortly have a specific 
certification or license listed in a 
posting …

Recent completion of Life Skills 
Certification, ADR and Non-
Violent Intervention Training

PROFILE



Resumés “BONUS” QUALIFICATIONS

May highlight relevant courses 
or experience including:

 Technical or Computer Skills

 Languages

 Community or global involvement

 Sports and Athletics

 Music, Drama, Art skills 

Research the agency and community to 
understand which qualifications may be most 

valued in their environment
PROFILE



Resumés PRESENTING YOUR EDUCATION

 All earned & pending degrees  - full degree 

title

Master of Social Work, not MSW

 Include name of school, city and province

Wilfrid Laurier University, not WLU

 List in reverse chronological order

 May include, if targeted & relevant:

thesis | courses | awards/achievements
EDUCATION



Resumés SAMPLE EDUCATION LAYOUTS

Wilfrid Laurier University, Waterloo ON

Master of Social Work 2008-10

Bachelor of Arts, Psychology 2003-07

Master of Social Work Candidate April 2010

Concentration: Individual, Family & Group Counselling

Wilfrid Laurier University, Waterloo ON

EDUCATION



Resumés PRESENTING AWARDS WITH EDUCATION

Master of Social Work candidate 2010 
Wilfrid Laurier University,  Waterloo, ON

Academic Awards

Academic Excellence Award ($1000), 2009

J.R. Smythe Research Scholarship, 2008

EDUCATION



Resumés EMPLOYMENT HISTORY

 Recommended Categories:

 RELEVANT EXPERIENCE 
 include paid and unpaid examples 

(yes, internship, practicum, co-op 
and volunteer experiences count!)

 this may de-emphasize gaps in paid 
employment

 ADDITIONAL EXPERIENCE

 In general, include last 5 – 10 years or 
5 jobsEXPERIENCE

Always list 

EXPERIENCE 

in reverse 

chronological 

order within 

the 

appropriate 

category



Resumés LAYOUT OPTIONS

Position Organization, Location      Date

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Organization, Location Date

Position 1 (contract)

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Position 2 (practicum)

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

In most cases, emphasis should be placed on 
position title not on the organization.

EXPERIENCE



Resumés LAYOUT EXAMPLES

Role Title 2007 -2009

ABC Agency, City, ON

 A key or relevant detail about the role...

 Descriptor of targeted skill(s) required by the role

 Highlights key achievements/outcomes in the 
role

If helpful, provide a very short summary about the 

company or your role to provide employers with a 

sense of the scope of the role or agency mandate

EXPERIENCE



Resumés SAMPLE DESCRIPTORS

Program Development Coordinator

 Developed creative, evidence-
based multimedia presentations to 
enhance facilitation and learning of 
leadership groups

 Designed and delivered a series of 8 
workshops on topics including 
Alternative Dispute Resolution and 
Cognitive Behaviour Theories

EXPERIENCE

Use active verbs to describe accomplishments



Resumés SAMPLE DESCRIPTORS

Crisis Intervention Counsellor

 Utilized a range of assessment and 
management techniques to ensure 
timely crisis intervention to at-risk 
youth in unstable living situations

 Responded to crisis calls through 
immediate and appropriate 
implementation of a range of crisis 
intervention approaches

EXPERIENCE

Use active verbs to describe accomplishments



Resumés TARGETING WITH DESCRIPTORS

Not directly relevant?

Look for the underlying skill or theme

Generic -

 Taught children about native flora and 
fauna

Targeted -

 Developed educational activities and 
programs for youth

Example: 

a nature 
tour 

guide for 

children 
at a camp 

applying 
for a job 

as a  

YOUTH 
WORKER

EXPERIENCE



Resumés COMMUNITY INVOLVEMENT

 A list of recent activities or 
affiliations

 May supplement a lack of work 
experience (consider including in 
Relevant History section)

Committee Member 2010

 Global Conference on Women’s Issues, New York NY

This section may help to distinguish you                             
from other candidates!

COMMUNITY

Include all

forms of 

involvement: 

Local

National

International

Virtual 

(e.g. blogs, 

discussion 

forums etc.)



Resumés INTERESTS...

...are they really interesting?

Interests

 Avid reader of pop psychology and social 
commentary

 Recent travel to Sub-Saharan Africa to 
plant sustainable vegetable seedlings

 Competitive salsa dancer and recipient of 
several international awards

Beyond just a word, explain the extent of your 
involvement with a particular interest in a way that 

grabs the reader’s attention
INTERESTS



Resumés
ADDITIONAL TRAINING OR PROFESSIONAL

DEVELOPMENT

 Focus on relevant training and development
(e.g. Non-Violent Crisis Intervention 
Training)

 Include seminars/lectures you attended 
which were not part of course work

 May include presentations or publications             
(if several, create a separate section)

PROFESSIONAL 
DEVELOPMENT

This 

section 

can be 

listed 

either in a 

separate 

section or 

in the 

Education 

Section 



Resumés A WORD ABOUT REFERENCES

 Prepare on a separate page

 Only submit upon request

 Should have seen you within a 
related professional environment

Key 

members 

of your job 

search 

team!

Keep them 

informed 

of your 

progress. Professors Dean

Supervisors Colleagues

Directors Other staff



Resumés LAYOUT OF REFERENCES

1. Ms. Joan Smith

Director, Home & House

Waterloo, Ontario

(519) 555.2525 (office)

jsmith@work.ca

 Practicum Supervisor 
2007 - 08

2. Mr. Bob Parker

Coordinator, World Accord

Kitchener, Ontario

(591) 555.5432 (daytime)

(204) 555.4321 (evenings)

bobparker@work.ca

 Director of Volunteer 
Services 2003 –08

mailto:jsmith@work.ca
mailto:bobparker@work.ca


Resumés A WORD ABOUT COVER LETTERS

 Prepare on a separate page

 Coordinate layout with resume 
design

 Customize to the  position/agency

 Specifically addresses the 
questions

 Why them?

 Why you?

 Why now?



Resumés

HEADER

TARGET EMPLOYER ADDRESS

SUBJECT LINE  
(re: Application for Position Title  )

WHY THEM?

WHY YOU?

WHY NOW?

Match to resumé  style

Indicate main purpose 
of letter

Highlight a distinctive 
attraction to this 

role/employer

Prove that your 
qualifications match 
their requirements

Confirm your 
availability



Resumés FINAL CHECKLIST

Ensure that your documents are-

Concise, easy to read

Error free

Attractive 

Professional

Position-relevant

Formatted (PDF)

Appropriately named!

Did you 
SELL 
not 

simply 
TELL?

ALWAYS 

send a 

targeted 

cover 

letter 

with your 

resumé.



Resumés HAVE YOU INCLUDED…?

 References to budgeting and 
administrative responsibilities

 Modes of work (e.g. group, one-on-
one, at-risk populations)

 Special qualifications or experience 
with specific populations

 Qualifications or Accomplishments
matched to agency/client needs

 Volunteer work with specific 
populations



Resumés MAXIMIZING RESUMÉ IMPACT

Your résumé is 85% more likely to be 
read if you have had a previous 

phone conversation with the 
prospective hiring authority.

- The Job Search Solution                                                    

Tony Beshara, 2008



Resumés ALTERNATE FORMAT RESUMÉS

Electronic resumés

Be aware of the software used by the 

employer – default to PDF if unsure. See tips 

for submitting resumes electronically on our 

web site. 

Create a 

basic 

resumé 

first and 

apply to 

other 

formats

Virtual resumés

On-line creations such as a web site or e-resume 

hosting site (i.e. http://www.visualcv.com)

Video resumés

Submit directly or post online

http://www.youtube.com/watch?v=Ot4K-KCLAqs

http://www.visualcv.com/
http://www.youtube.com/watch?v=Ot4K-KCLAqs
http://www.youtube.com/watch?v=Ot4K-KCLAqs
http://www.youtube.com/watch?v=Ot4K-KCLAqs


Resumés

EXAMPLES OF PERSONAL BRANDS



Resumés FOCUS ON THE FUTURE JOB

Your Resumé should Highlight 

How your experiences (including 

education, jobs, training, 

volunteering, extracurricular 

activities)…

Have enabled you to gain the 

relevant, transferable skills and 

experiences …

To make you  a viable candidate

for a job interview.

Your 

Resumé

should 

Draw 

attention 

to what 

is 

relevant 

for a 

specific 

job



Resumés ADDITIONAL RESOURCES

 Resumé Slides & Guidebook 
www.wlu.ca/career

 Career Resource Section –
FSW Library or 192 King St Centre

 Interview Skills workshop – Feb 9

 Résumé  & Cover Letter critiques
 in-person, telephone or email

 ext. 4495  or email 
careercentre@wlu.ca

http://www.wlu.ca/career
mailto:careercentre@wlu.ca


Resumés

ANY QUESTIONS?

Thank you for your participation.


