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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

Aesthetics 

Appearance:
- How does it look
- Do I want to read further
- Is it Professional

Structure
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 YourTo 
Demonstrate

your  FIT 

for a job 

opening

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 KEY AESTHETICS COMPONENTS

Attractive/Appealing

Industry/company style

Clear contact information

Easy to read (font size, not crowded)

Headings easy to locate

Sections stand out

Consistent in appearance

Professional/Modern 

Error free

Please 
take out 
your 
pen 

Be 
prepared 
to discuss

Compare 
Resumé
1 & 2



Resumés COMPARE FOR AESTHETICS

Resume 
#1  Resume 

#2 



Resumés COMPARE FOR AESTHETICS

Resume 
#1  Resume 

#2 



Resumés PART II – STRUCTURE

Education
Experience
Achievements and/or Awards
Volunteer Activities 
Interests
Skills 

Name the common sections of a resumé 

The impact of Selection, Organization
and information Presentation on the 

effectiveness of your resumé

TARGETING

IS KEY

Structure

B
u
i
l
d
i
n
g

B
l
o
c
k
s



Resumés KEYS TO STRUCTURE

4 Keys to begin targeting your resumé

Draw attention to most relevant information

Reader must be able to quickly find 
desired information

Minimize irrelevant information

Then, 
have a 

job 
target 
in mind 
as you 
create 
new 

targeted 
resumé

Begin with your general/baseline resumé

Ensure your resumé contains all 
necessary and relevant information

Review 
Resume #3



ResumésResumés

An Objective

Appearance

Moved and removed 
information

Changing in wording

Resume #3

Added Sections



Resumés

Name school, city, province
(country if outside Canada)
What about high school?
What about listing courses? 
What about the GPA?
What about listing Awards?

Education 
Information



Resumés

Job Details
Relevant = More Details 
Focus on Achievements
and Skills, not duties

Experience 
Information

Activities and 
Interests



Resumés ADDITIONAL SECTIONS

►Professional Development

► Affiliations (like the CFA)

► Community/Volunteer  & Extra Activities 

► Awards/Achievements

► Presentations/Papers/Conferences

What 
additional 
sections 

might 
appear on 
a resumé ?



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

What 
about 

personal 
details?

This varies by 
Country so do 
your homework

When 
would 
you 

include 
personal 
details?



Resumés PART III: CONTENT

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

Use your Objective to focus the résumé
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 OBJECTIVE

The  Objective

Alter the wording to connect 
with a specific job and 
demonstrate FIT

The  Summary

Draw attention to the most 
relevant qualifications and 
information

5 Main Components



Resumés SUMMARY/PROFILE

1. Experience Statement 

5 Main Components

2. Skills Statement

3. Achievement Statement

4. Qualities

5. Bonus



ResumésResumés SELLING YOUR SKILLS

No Relevant Experience?
Sell Applied Knowledge

Do not simply say:
Customer Service Experience’

‘Solid knowledge and training 
in  . . . field research and 
analysis’

Experience providing financial 
information to customers to 
assist with decision making

1. Experience Statement 



Resumés SUMMARY/PROFILE

2. Skills Statement
Select 2 – 4 relevant skills
(check the job description)

Describe how you will or 
how you have USED the 
RELEVANT skills 

Demonstrate 

You UNDERSTAND 
the job and can  
DO the job



Resumés SUMMARY/PROFILE

5 Main Components

3. Achievement Statement

4. Qualities

5. Bonus



Resumés ADDITIONAL SUMMARY OPTIONS

Targeted Skills Section

Key skills or additional skills

You may 
include 
specific 
Skills

sections 
such as

Summary
Short 2-3 line profile

Finance Skills
2-4 lines highlighting relevant targeted 
skills

For 
Example



Resumés CONTENT: TARGETING DESCRIPTIONS

Changing Job 
Descriptions to better 
target a job 

Remove details that do not 
relate or draw attention 
away from target job

Focus on what is 
relevant for the 
employer to 

know and what 
adds value



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


Resumés FOCUS ON THE FUTURE JOB

Your Resumé should Highlight :

How your experiences (education, 
jobs, training, volunteering, 
extracurricular activities)

Have enabled you to gain the 
relevant, transferable skills and 
experiences 

To make you  a viable candidate
for the job

Your 
Resumé
should 
Draw 

attention 
to what 

is 
relevant 

for a 
specific 

job



ResumésResumés ANY QUESTIONS?

Check out our careerchatter Blog
Link to us through Linkedin
Follow us on Twitter

http://careerchatter.wordpress.com/
http://grads.linkedin.com/
http://twitter.com/careerchatter
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