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Resumés

STEVE WOOD
s.woodghotmail com
Home: School:
321 Toronto Avenue, 20 University Blvd

Wodstock Ontario, 2T2 T2T Wztedoq_DN_t\I_iJ 11
(519)452-1254 (Cell) 519-335-7777

Skills

Excellent customer services and the commmmication skills

Good attention to detzils and excellent zbility to follow directions and procedures
Familiar with computer software mcluding MSoffice and fmancial softwars

Strong mathematical skills and excellent anzlvtical sbilities

Work effectively with others mcluding co-worksrs, managers and the generzl public

Education

2007-2010 Honors B.A. in Financial Mathematies (with Co-op Option) - Minor in Economics

Wilfrid Laurier University

(MA360) Topics m Applied Mathematics (MA340) Introduction to Probability Theory (BU227) Intro to
Fmancial Accounting (EC370) Microeconomic Theory IT

2007 - 0.5.5.D Hamburg High School
Helped erganize Sit-m for Hunger Spring Event
One of the Top student-zthletes grade 11 and 12 Varsity Athletics

Experisnce

200%-present Customer Services Representative [ & II Canada National Bank (Ce-op)
& Worked with customers to identify financial and mvestment options

» Gathered financizal data and mformation and co-presented mformation to the public

® Processed and reviewed fmancial stztements
» Provided generzl office assistance mcluding database entry and fils management

2007-2008 Construction Coordinator/Framer, Woodstock Renovators
» Mamtzined a safe job site by leaming and follewing procedures
» Designad cathedral front walls, meluding caleulatmg the angles required

2006-2007 Parks and Recreation, City of Woodstock
e Maintzmed parks and city properties mcluding cleaning and lawn maintsnanece

Extra Curricular Activities

Cznadian Securities Course - Completed 2002
Wilfrid Laurier University Finanes Club

Curling Assistant coach, Watetloo Fegion

My hobbies mclude resdmg, playing chess and sports

References Available

STEVE WOooOobD

50, (HIBA CANDIDATE Z0 10

s5.wood@hoonzil com
httpewwew lmbedin. com/m Stevewood/

20 University Blvd,, Watetloo, ON 291] 1]1
Cell 319.355.777
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OBJECTIVE

Aczclution-focuzed, analrtical and resoucceful banking azmstant, :eeking to advance mv career by
moving into a role as an Account Manager utilizing the knowledge gained from Financial
NMathematics studies as well as professional client relationships and sales management chills

SUMMARY PROFILE

® Proven analyrcal and problem resolution capabilities as seported by Janet Fang, Branch
MManaper, Canada National Bank

® Sclid relanionship building and management ckillz enabling the development of long-term
client relationzhips and penerating chentrecommendarions and refereals

® Skilled mathematician with an cutstanding ability to see pamemsin dara and uze thiz
information to antcipate market wends and make appropriate portfolio decisions

® Efficiently managed projects by ensuring appropriate balance of time for initial research and
remults remiew, penerating recommendations and completion of administeative tasks

® Faniliar with financial/statistical analvsi: software and financial modeling, risk assessment
applications; Proficient with Office for creaticn of presentations, spreadsheets, reports

® Feputation for detesnunation; received Demonsteating Exceptional Salesmanship” avaed

RELEVANT EXPERIENCE

Client Assistant Officer, Customer Service Representative I & II (Co-cp) 2009 - present

Canada National Bank, Waterdoo, Ontasic

® Meet or exceed =ale: tarpets on a conmstent bams

# Built and maintained client lovalty by learning client’s names and individual stuations

® Chbtained a perfect score of 10, in performance catepories including relationship with others,
meeting deadlines, and teamwork dusing most fecent review

Commirttee Member, Wilfrid Lavsier University Finance Club, Wateroo, Ontario 2008 - 2009

® Researched and presented a market overriew on various stocks

® Co-managed a portfolic of 10 - 15 stocks which cut performed the TSX for over a vear

EDUCATION AND PROFESSIONAL DEVELOPMENT

Honours Bachelor of Arts, Financial Mathematics with Co-op Option May 2010
Wilfrid Laurier University, Waterloo, Ontario (Mince in Economics) A- (GPA)
Canadian Securties Course - Completed in 2009
ADDITIONAL EXPERIENCE
Assistance Coach, Minor Cuding Azsociation, Waterloo Remon 2007 - Peezent

Construction Co-ordinatorf Framer, Woeodstock Renovators, Woedstock, ON 2007 - 2008

INTERESTS

Enjor reading the Business news, mastering chess, plaving squash and weight training
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Resumés

STEVE WOOD
s.woodghotmail com
Home: School:
321 Toronto Avenue, 20 University Bled

Wodstock Ontario, 2T2 T2T Watedoo, ON N1J 1]1
(519) 432-1234 (Cell) 519-355-7777

Skills

Excellant customer servicss and the commmication skills

Good attention to detzils znd excellent zbility to follow directions and procedures
Familizr with computer softwars meluding MSoffice and fmancial softwars

Strong mathematical skills and excellent analytical zbilities

Work effectively with others imcluding co-workers, managers and the generzl public

Education

2007-2010 Honors B.A. m Financial Mathematics (with Co-op Option) - Mimoer i Economics

Wilfrid Laurier University

(MA360) Topics m Applied Mathematics (MA340) Intreduction to Probability Theory (BU227) Intro to
Financial Accounting (EC370) Microeconomic Theory II

2007 - 0.8.5.D Hamburg High School

Helped erganize Sit-m for Hunger Spring Event

One of the Top student-zthletes grade 11 and 12 Varsity Athletics

Experience

200%-present Customer Services Representative [ & IT Canada National Bank (Co-op)
e Worked with customers to identify financial and mvestment options

# Gatherad fmancizl datz and mformation and co-presentad nformation to the public

# Processed and reviewed fmancial statements
® Provided generzl office assistancs mcluding datzbase entry and file manzpement

2007-2008 Construction Coordinator/Framer, Woodstock Renovators
« Mamtzined a safe job site by leaming and followmg procedures
» Designed cathedral front walls, meluding caloulatmg the angles required

2006-2007 Patks and Recreation, City of Woodstock
» Mzintzmed parks and city properties meluding clemming and lawn mzintsnznes

Extra Curricular Activities

Cznadian Securities Course - Completed 2002

Wilfrid Laurier University Finanee Club Res u m e
Curlmg Assistant coach, Watstlee Region # 1

My hobbies include resdmg, playing chess and sports

References Available

STEVE WooD C S, (HIBA (CANDIDATE Z0 10}

s.woodighomaleom
hretp:/fwewewr linkedin.com/in/Stevewood/

20 Univarsity Blvd, Watexles, ON.. 11 114
Cell: 310.333.7777

“

Excellent customer service and communication skills

Good attention to detail and excellent ability to follow disections and proceduzes
Familiar with computer software induding M3 Office and finands] software
Strong mathemstics]l skills and excellent analytics]l zhilities

Work effectively with others including co-workers, managers and the genersl public

EDUCATION

Honours Bachelor of Arts, Financial Mathematics with Co-op Option

Wilfrid Lauser University, Watedoo, Ontado, A- Cverzll GPA

Minorin Economies

Relevant Courses: Financial Analysis, Business Mansgement, Global Economic Trends

ey 2010

EXPERIENCE

Chent Assistant Officer

Customer Service Representative I & II
Canzda National Bank, Watedoo, Cnatano

# Built and maintained client loyalty by leaming dhient’s names and individual situations
® Obtained 2 pecfect scoze of 10 inpedformance eategosies induding selationship with others,
meeting deadlines, and teamwork dusring most recent review
® “A great asset to oue beanch! . .. An active listener able to zesolve problems,
eaming him admiration from clients." Janet King, Branch Manages

Construction Co-ordinator/Framer 2007 - 2008
Woodstock Renovators, Woodstock, Ontario

® Dlirected the efforts of 2 team of 2 - 4 constraction workers

® Mlsintained 2 safe job site theough dear and ongoing communication with site team

#® Designed cathedrzl front walls, including calculating the angles required

ONTINUED ON PAGE Z

Resume
H2



Resumés

STEVE WOOD
s.woodghotmail com
Home: School:
321 Toronto Avenue, 20 University Bled

Wodstock Ontario, 2T2 T2T Watedoo, ON N1J 1]1
(519) 432-1234 (Cell) 519-355-7777

Skills

Excellant customer servicss and the commmication skills

Good attention to detzils znd excellent zbility to follow directions and procedures
Familizr with computer softwars meluding MSoffice and fmancial softwars

Strong mathematical skills and excellent analytical zbilities

Work effectively with others imcluding co-workers, managers and the generzl public

Education

2007-2010 Honors B.A. m Financial Mathematics (with Co-op Option) - Mimoer i Economics

Wilfrid Laurier University

(MA360) Topics m Applied Mathematics (MA340) Intreduction to Probability Theory (BU227) Intro to
Financial Accounting (EC370) Microeconomic Theory II

2007 - 0.8.5.D Hamburg High School

Helped erganize Sit-m for Hunger Spring Event

One of the Top student-zthletes grade 11 and 12 Varsity Athletics

Experience

200%-present Customer Services Representative [ & IT Canada National Bank (Co-op)
e Worked with customers to identify financial and mvestment options

# Gatherad fmancizl datz and mformation and co-presentad nformation to the public

# Processed and reviewed fmancial statements
® Provided generzl office assistancs mcluding datzbase entry and file manzpement

2007-2008 Construction Coordinator/Framer, Woodstock Renovators
« Mamtzined a safe job site by leaming and followmg procedures
» Designed cathedral front walls, meluding caloulatmg the angles required

2006-2007 Patks and Recreation, City of Woodstock
» Mzintzmed parks and city properties meluding clemming and lawn mzintsnznes

Extra Curricular Activities

Cznadian Securities Course - Completed 2002

Wilfrid Laurier University Finanee Club Res u m e
Curlmg Assistant coach, Watstlee Region # 1

My hobbies include resdmg, playing chess and sports

References Available

SreveE WooD

Landscaping Maintenance 2006 - 2007
Parks and Fecreation Deparment. City of Woodstock
# Mamtzmed parks and eity properties meludmg cleanmg and lawn mamtenznee

ADDITIONAL TRAINING

Canadian Securities Course - Complsted 2009

Coaching Level 1, National Cozching Certification, Canadian Coaching Associztion, 2008

ADDITIONAL ACTIVITIES

Assistant Coach 2007 - present
Minosz Cuding Association, Watedoo Region

#® Acsicted vouth to leam the basics of cuding

# Planed coaching sessions, motivate and suppost youth

Commitiee Member 2007 - 2008
Wilfrid Lauder University Finance Club

® Fesearched and presented @ market overview on vadous stocks
# Co-managed 2 portfolio of 10 - 15 stocks, which out performed the TSX for over 2 year

INTERESTS

Emnjoyreading the Business news and reading business blogs
Amatens Chess playes
Play sposts including squash (compete in local squash toumaments) snd weight traning

PORTFOLIO AND RECOMMENDATIONS AVAILABLE

Resume
H2



PART Il - STRUCTURE

Structure | The impact of Selection, Organization
and information Presentation on the

B
R effectiveness of your resumé
u
i Name the common sections of aresumeé
| o o Education
4 c e Experience
_ e Achievements and/or Awards
S e Volunteer Activities
n s e Interests TARGETING
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KEYS TO STRUCTURE

Then, Begin with your general/baseline resumé

h‘i“’g d 4 Keys to begin targeting your resumé
jo

target Ensure your resumé contains all

in mind necessary and relevant information

as you Reader must be able to quickly find

create desired information

new o . .
Minimize irrelevant information

targeted

resume Draw attention to most relevant information

Review
I AURIER Resume #3
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Resume #3

Appearance
An Objective

Added Sections

Moved and removed
information

Changing in wording

STEVE WOOD

D5, (HIBA CANDIDATE 20710

5.woodghotmail com
http:wrww Jmkedin com/im/Stevewood!

20 Univerzity Bled . Waterloo, O 1] 1]1
Cell 319335777
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Jow people at
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Client
COMMmENt,
reported by
Supervismg
Account
MWanzear

OBJECTIVE

A zolution-focused, analvtical and resourceful banking asustant, seeking to adrance my career by
moringinto a role as an Account Manager utilizing the knowledge gained from Financial
IMathematics studies as well as professional chent relationships and sales management shlls

SUMMARY PROFILE

# Proven analytical and problem resolution capabdlitie: as reported by Janet King, Branch
MManaper, Canada National Bank

# Schid relationship building and management skill: enabling the development of long-term
client relationzhips and generating chient recommendations and referrals

# Skilled mathematician with an outstanding ability to see patterns in dara and uze this
information to anticipate market wends and make appropriate portfolio decizions

# Efficiently managed projects by ensunng appropriate balance of time for imtial research and
rezults remiew, penerating recommendations and completion of adnministeative tacks

o Familiar with financial /‘sratistical analvss sofrorare and financial modeling, dsk assessment
applications; Froficient with Office for creation of presentations, spreadshests, reports

® Reputation for deterrmnation; received Demonstrating Exceptional Salesmanship® avward

RELEVANT EXPERIENCE

LLENT ASEISTANT WINCEr, LUSTOmMEr 2eIVICe AEPIEtENTanve L & 11 [Lo-0p)

Canada Mational Bank, Waterloo, Ontario

® Neet or exceed zales tarpets on a conmstent baus

® Built and maintained client lovalty by learning client’s names and individoal situations

® Obtained a perfect score of 1{in performance catepories including relaticnship with others,
meeting deadlines, and reamwrork during most recent review

i

Committee Member, Wilfrid Lausier University Finance Club, Wateroo, Oatarie 2008 - 2009
® Researched and presented a market overmiew on vanous stocks

® Co-managed a portfohio of 10 - 13 stocks which out performed the TSX for over a vear
EDUCATION AND PROFESSIONAL DEVELOPMEN

Honours Bachelor of Arts, Financial Mathemancs with Co-op Opuon May 2010
Wilfrid Lavrier University, Waterloo, Ontario (Minor in Econcmies) A- (GPA)
Canadian Securnes Course - Completed in 2009

ADDITIONAL EXPERIENCE

Assistance Coach, Minor Cusling Association, Waterloo Remon 2007 - Prese 1t

Cametruntian Ca_nardmator { Framar Wandetoelk B easratoes Wenderanl OR 2007 - 200F

INTERESTS

Enjor reading the Busines: news, mastering chesz, plaving squath and weight training




Education
Information

Name school, city, province
(country if outside Canada)

What about high school?
What about listing courses?
What about the GPA?
What about listing Awards?

STEVE WOooOobpD OS50, (HIBA CANDIDATE 20710

5.woodghotmail com 20 University Blvd, Waterloo, OI N1J 1]1
http:wrww Jmkedin com/im/Stevewood! Cell 310535777
p . OBJECTIVE
A preaf acsef
. @ :?u:?'_ A zolution-focused, analvtical and resourceful banking asustant, seeking to adrance my career by
granci moringinto a role as an Account Manager utilizing the knowledge gained from Financial
of e IMathematics studies as well as professional chent relationships and sales management shlls
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# Proven analytical and problem resolution capabdlitie: as reported by Janet King, Branch
MManaper, Canada National Bank

# Schid relationship building and management skill: enabling the development of long-term
client relationzhips and generating chient recommendations and referrals

# Skilled mathematician with an outstanding ability to see patterns in dara and uze this
information to anticipate market wends and make appropriate portfolio decizions

# Efficiently managed projects by ensunng appropriate balance of time for imtial research and
rezults remiew, penerating recommendations and completion of adnministeative tacks

o Familiar with financial /‘sratistical analvss sofrorare and financial modeling, dsk assessment
applications; Froficient with Office for creation of presentations, spreadshests, reports

® Reputation for deterrmnation; received Demonstrating Exceptional Salesmanship® avward

RELEVANT EXPERIENCE

Clhient Assistant Officer, Customer Service Representative I & IT (Co-op) 2009 - present

Canada Mational Bank, Waterloo, Ontario

® Neet or exceed zales tarpets on a conmstent baus

® Built and maintained client lovalty by learning client’s names and individoal situations

® Obtained a perfect score of 1{in performance catepories including relaticnship with others,
meeting deadlines, and reamwrork during most recent review

Committee Member, Wilfrid Lausier University Finance Club, Wateroo, Oatarie 2008 - 2009
® Researched and presented a market overmiew on vanous stocks
® Co-managed a portfohio of 10 - 13 stocks which out performed the TSX for over a vear

EDUCATION AND PROFESSIONAL DEVELOPMENT

Honours Bachelor of Arts, Financial Mathemancs with Co-op Opuon May 2010
Wilfrid Lavrier University, Waterloo, Ontario (Minor in Econcmies) A- (GPA)
Canadian Securnes Course - Completed in 2009

ADDITIONAL EXPERIENCE

Assistance Coach, Minor Cusling Association, Waterloo Remon 2007 - Present
Construction Co-ordinator/ Framer, Weoodstock Rencovaters, Woedstock, OIN 2007 - 2008

INTERESTS

Enjor reading the Busines: news, mastering chesz, plaving squath and weight training
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OBJECTIVE

A zolution-focused, analvtical and resourceful banking asustant, seeking to adrance my career by
moringinto a role as an Account Manager utilizing the knowledge gained from Financial
IMathematics studies as well as professional chent relationships and sales management shlls

SUMMARY PROFILE

# Proven analytical and problem resolution capabdlitie: as reported by Janet King, Branch
MManaper, Canada National Bank

# Schid relationship building and management skill: enabling the development of long-term
client relationzhips and generating chient recommendations and referrals

# Skilled mathematician with an outstanding ability to see patterns in dara and uze this
information to anticipate market wends and make appropriate portfolio decizions

# Efficiently managed projects by ensunng appropriate balance of time for imtial research and
rezults remiew, penerating recommendations and completion of adnministeative tacks

o Familiar with financial /‘sratistical analvss sofrorare and financial modeling, dsk assessment
applications; Froficient with Office for creation of presentations, spreadshests, reports

# Reputation for deternmnation: received Demonstratine Exceptional Salesmanshin® avward

RELEVANT EXPERIENCE

Clhient Assistant Officer, Customer Service Representative I & IT (Co-op) 2009 - present

Canada Mational Bank, Waterloo, Ontario

® Neet or exceed zales tarpets on a conmstent baus

® Built and maintained client lovalty by learning client’s names and individoal situations

® Obtained a perfect score of 1{in performance catepories including relaticnship with others,
meeting deadlines, and reamwrork during most recent review

Committee Member, Wilfrid Lausier University Finance Club, Wateroo, Oatarie 2008 - 2009
® Researched and presented a market overmiew on vanous stocks
® Co-managed a portfohio of 10 - 13 stocks which out performed the TSX for over a vear

EDUCALLION AND PROFESSIONAL DEVELOFMEN]
Honours Bachelor of Arts, Financial Mathemancs with Co-op Opuon May 2010
Wilfrid Lavrier University, Waterloo, Ontario (Minor in Econcmies) A- (GPA)
Canadian Securnes Course - Completed in 2009

AL LIVNAL CANDRIENG D

Assistance Coach, Minor Cusling Association, Waterloo Remon 2007 - Present
Construction Co-ordinator/ Framer, Weoodstock Rencovaters, Woedstock, OIN 2007 - 2008

INTERESTS

Enjor reading the Busines: news, mastering chesz, plaving squath and weight training
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Resumés
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PART |ll: CONTENT

Target  \yhat you say and how you say it impact

with on the message you are sending the
your potential employer
message

® Use your Objective to focus the résumeé

® 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
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The Objective

STEVE WOoobp C 5, (HIBA GANDIDATE 2010
s.wood@hotmail com 20 University Blvd, Waterloo, ON N1J 1]1
httpe/www linkedm com'm/Stevawood/ Cell 319.335.777
A great asset OBJECTIVE
bﬁo Gl;rr . A sclution-focuzed, analytical and resourceful banking assistant, seeking to advance my career by
FARCH. moving into a role az an Account Managerutilizing the knowledge pained from Financial
. MMathematics studies as well az professional client relationships and zale: management shills
contributor SUMMARY PROFILE
ity Branch
sales growih 7 | Proven analytical and problem resolution capabilities as reported by Janet Fing, Branch
Manager, Canada MNational Bank
“Proven # Solid relationship building and management ckills enabling the development of long-tesm
commitment fo client relaticnzhipe and generating client recommendartions and referrals
GUr core ® Skilled mathematician with an cutstanding ability to see patternsin data and use thiz
values. © information to anticipare market trends and make appropriate portfolio decisions
# Efficiently managed projects by ensuring appropriate balance of time for initial research and
Hn active results ceview, penerating recommendations and completion of administeative tasks
listener able ® Familiar with financial /statistical analysis software and financial modeling. rsk assessment
io resolve applications; Proficient with Office for creation of presentations, spreadszheers, reports
probiems, ® Reputation for determination; received Demonsteating Exceprional Salesmanship® avaed
earning him .
admiration RELEVANT EXPERIENCE
Jrom clients.
Jamet King, Client Assicrant Officer. Customer Service Reprecentative I & IT (Co-op) 2009 - prezent
Branch Canada Natienal Bank, Waterloo, Ontaric
Manager ® Meetor exceed sales targets on a conmistent basis
= # Bualt and mainrtained elient lovalty by leasning chent’s names and individual situations
# Ohbtained a perfeet score of 10 performance caregories including relationship with others,
Tive dealt meeting deadbines, and teamwork dunng mest zecent seview
with quite a . e Lo .
fow people at Committee Member, Wilfnd Lavsier University Finance Club, Waterloo, Ontasio 2008 - 2009
this branch ® Researched and prezented a market overview cn vadous stocks
and (Sizve) ® Co-manaped a portfolio of 10 - 15 stocks which out performed the TS for over a vear
the first . i i
byovten jﬁf EDUCATION AND PROFESSIONAL DEVELOPMENT
mjmﬂu;;;f;{;me Honours Bachelor of Arts, Financial Mathematics with Co-op Option May 2010
e Wilfid Lascies Univessicy, Watedeo, Ontade (Mince in Econcmics) A- (GPA)
Sopm ;;m " | Canadian Securities Course - Completed in 2009
Client ADDITIONAL EXPERIENCE
comment,
report=d by | 3o cioronce Coach, Minor Cuding Associaricn, Watedoo Region 2007 - Present
S‘APE“"“:‘E Construction Co-ordinator/ Framer, Woodstock Rencratoes, Woodstock, ON 2007 - 2008
oo
Manager INTERESTS

Enjor reading the Buzines: news, mastering chess, playing squash and weight teaining

Career Development Gentre

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

STEVE WOoobp C 5, (HIBA GANDIDATE 2010
s.wood@hotmail com 20 University Blvd, Waterloo, ON N1J 1]1
httpe/www linkedm com'm/Stevawood/ Cell 319.335.777
A great asset OBJECTIVE
bﬁo Gl;rr . A sclution-focuzed, analytical and resourceful banking assistant, seeking to advance my career by
FARCH. moving into a role az an Account Managerutilizing the knowledge pained from Financial
. MMathematics studies as well az professional client relationships and zale: management shills
contributor SUMMARY PROFILE
ity Branch
sales growih 7 | Proven analytical and problem resolution capabilities as reported by Janet Fing, Branch
Manager, Canada MNational Bank
“Proven # Solid relationship building and management ckills enabling the development of long-tesm
commitment fo client relaticnzhipe and generating client recommendartions and referrals
GUr core ® Skilled mathematician with an cutstanding ability to see patternsin data and use thiz
values. © information to anticipare market trends and make appropriate portfolio decisions
# Efficiently managed projects by ensuring appropriate balance of time for initial research and
Hn active results ceview, penerating recommendations and completion of administeative tasks
listener able ® Familiar with financial /statistical analysis software and financial modeling. rsk assessment
io resolve applications; Proficient with Office for creation of presentations, spreadszheers, reports
probiems, ® Reputation for determination; received Demonsteating Exceprional Salesmanship® avaed
earning him .
admiration RELEVANT EXPERIENCE
Jrom clients.
Jamet King, Client Assicrant Officer. Customer Service Reprecentative I & IT (Co-op) 2009 - prezent
Branch Canada Natienal Bank, Waterloo, Ontaric
Manager ® Meetor exceed sales targets on a conmistent basis
= # Bualt and mainrtained elient lovalty by leasning chent’s names and individual situations
# Ohbtained a perfeet score of 10 performance caregories including relationship with others,
Tive dealt meeting deadbines, and teamwork dunng mest zecent seview
with quite a . e Lo .
fow people at Committee Member, Wilfnd Lavsier University Finance Club, Waterloo, Ontasio 2008 - 2009
this branch ® Researched and prezented a market overview cn vadous stocks
and (Sizve) ® Co-manaped a portfolio of 10 - 15 stocks which out performed the TS for over a vear
the first . i i
byovten jﬁf EDUCATION AND PROFESSIONAL DEVELOPMENT
mjmﬂu;;;f;{;me Honours Bachelor of Arts, Financial Mathematics with Co-op Option May 2010
e Wilfid Lascies Univessicy, Watedeo, Ontade (Mince in Econcmics) A- (GPA)
Sopm ;;m " | Canadian Securities Course - Completed in 2009
Client ADDITIONAL EXPERIENCE
comment,
report=d by | 3o cioronce Coach, Minor Cuding Associaricn, Watedoo Region 2007 - Present
S‘APE“"“:‘E Construction Co-ordinator/ Framer, Woodstock Rencratoes, Woodstock, ON 2007 - 2008
oo
Manager INTERESTS

Enjor reading the Buzines: news, mastering chess, playing squash and weight teaining

Career Development Gentre

5 Main Components

1. Experience Statement

2. Skills Statement

3. Achievement Statement

4. Qualities

5. Bonus




Resumés

. ~ 1. Experience Statement

— TR Do not simply say:
g Customer Service Experience’

bﬁo Gl;rr . A sclution-focuzed, analytical and resourceful banking assistant, seeking to advance my career by
FARCH. moving into a role az an Account Managerutilizing the knowledge pained from Financial
. MMathematics studies as well az professional client relationships and zale: management shills

i e Experience providing financial

sales growih 7 | Proven analytical and problem resolution capabilities as reported by Janet Fing, Branch

7ren | Sl i et e sl i e e o g Information to customers to

commitment io client relaticnzhipe and generating client recommendartions and referrals

GUr core ® Skilled mathematician with an cutstanding ability to see patternsin data and use thiz
values. © information to anticipate market trends and make appropriate portfolio decizions - - - - -
# Efficiently managed projects by ensuring appropriate balance of time for initial research and aSSISt Wlth declslon maklng
Hn active results ceview, penerating recommendations and completion of administeative tasks
Histener able ® Familiar with financial /statistical analysis software and financial modeling. rsk assessment
io resolve applications; Proficient with Office for creation of presentations, spreadszheers, reports
probiems, ® Reputation for determination; received Demonsteating Exceprional Salesmanship® avaed
earning him

admiration RELEVANT EXPERIENCE

Jrom cligns. © Chient Assistant Officer, Custamer Service Representative 1 & TI (Co-op) 2009 peesent N O Re I eva nt EXpe rl e n Ce ?

Janet King, : !
Branch Canada Natienal Bank, Waterloo, Ontaric
® Meetor exceed sales targets on a conmistent basis

Manager ® Built and mainrained chient loyaltr by leasning cient’s names and individual sruaticns S -
# Ohbtained a perfeet score of 10 performance caregories including relationship with others, e A I e K n O W e e
Tive dealt meeting deadbines, and teamwork dunng mest zecent seview
with quite a . e Lo .
fow people at Commuttee Member, Wilfnd Launesz\'fztmt_v Fma.x.me Club, Waterloo, Ontario 2008 - 2009
this branch ® Researched and prezented a market overview cn vadous stocks
® Co-manaped a portfolio of 10 - 15 stocks which out performed the TS for over a vear

gﬁ?fgf EDUCATION AND PROFESSIONAL DEVELOPMENT ‘SOIId knOWIGdge and tralnlng

DEFION I

mjmﬂu;;;f;{;me Honours Bachelar of Arts, Financial Mathematics with Co-op Option May 2010 . .

ol Wilfeid Lansier Usiversity, Waredoo, Ontario (Aince in Econemics) A- (GPA) f I d h d
b, | Camadian Securiie Couts -Complied i 2009 N ... Tieldresearcn an

Client ADDITIONAL EXPERIENCE

comment, - 3
reported by |y ierance Coach, Minor Cudling Association, Watedoo Region 2007 - Pescert a n a yS I S

S‘APW“TE Construction Co-ordinator, Framer, Woodstock Renovatees, Woodstock, ON 2007 - 2008
oCoun
Manager INTERESTS

Enjor reading the Buzines: news, mastering chess, playing squash and weight teaining

Lareer veveiopment ventre



Resumés

STEVE WOOD OS50, (HIBA CANDIDATE 2010
s.wood@hotmail com 20 University Blvd, Waterloo, ON N1J 1]1
httpe/www linkedm com'm/Stevawood/ Cell 319.335.777
A great asset OBJECTIVE
b:;;::;r . A 5|:all1.n:11:l:rx1-l'l:x.'n.lsed= analytical and resourceful ba.n.km,\_! assstant, seakm,\_! to zdvmﬂe.my cazeer by
: moving into a role az an Account Managerutilizing the knowledge pained from Financial
. MMathematics studies as well az professional client relationships and zale: management shills
contributor SUMMARY PROFILE
iy Branch
sales growih 7 | Proven analytical and problem resolution capabilities as reported by Janet Fing, Branch
Manager, Canada MNational Bank
“Proven * Sclid relationship building and t shills enabling the devel t of long-term
maragemern opmern ong-1
commitment io client relaticnzhipe and generating client recommendartions and referrals
GUr core ® Skilled mathematician with an cutstanding ability to see patternsin data and use thiz
values. © information to anticipare market trends and make appropriate portfolio decisions
# Efficiently managed projects by ensuring appropriate balance of time for initial research and
Hn active results ceview, penerating recommendations and completion of administeative tasks
Histener able ® Familiar with financial /statistical analysis software and financial modeling. rsk assessment
io resolve applications; Proficient with Office for creation of presentations, spreadszheers, reports
probiems, ® Reputation for determination; received Demonsteating Exceprional Salesmanship® avaed
earning him
admiration RELEVANT EXPERIENCE
Jrom clients.
Jamet King, Client Assicrant Officer. Customer Service Reprecentative I & IT (Co-op) 2009 - prezent
Branch Canada Matienal Bank, Waterleoo, Duta.:?n .
Manager ® Meetor exceed sales targets on a conmistent basis
# Bualt and mainrtained elient lovalty by leasning chent’s names and individual situations
# Ohbtained a perfeet score of 10 performance caregories including relationship with others,
Tive dealt meeting deadbines, and teamwork dunng mest zecent seview
with quite a . e Lo .
fow people at Committee Member, Wilfnd Lavsier University Finance Club, Waterloo, Ontasio 2008 - 2009
this branch ® Researched and prezented a market overview cn vadous stocks
and (Sizve) ® Co-manaped a portfolio of 10 - 15 stocks which out performed the TS for over a vear
the first
W;; - jﬁf EDUCATION AND PROFESSIONAL DEVELOPMENT
m”“ﬁ;"é‘z’” Honours Bachelor of Arts, Financial Mathematics with Co-op Option Mar 2010
e Wilfeid Lansier Usiversity, Waredoo, Ontario (Aince in Econemics) A- (GPA)
Sopm ;;m " | Canadian Securities Course - Completed in 2009
Client ADDITIONAL EXPERIENCE
comment,
report=d by | 3o cioronce Coach, Minor Cuding Associaricn, Watedoo Region 2007 - Present
S‘APE“”"‘:‘E Construction Co-ordinator/ Framer, Woodstock Rencratoes, Woodstock, ON 2007 - 2008
oooun!
Manager INTERESTS

Enjor reading the Buzines: news, mastering chess, playing squash and weight teaining

Career Development Gentre

2. Skills Statement

Select 2 — 4 relevant skills
(check the job description

Describe how you will or
how you have USED the

RELEVANT skills




Resumés

STEVE WOOD OS50, (HIBA CANDIDATE 2010
s.wood@hotmail com 20 University Blvd, Waterloo, ON N1J 1]1
httpe/www linkedm com'm/Stevawood/ Cell 319.335.777
A great asset OBJECTIVE
bﬁo Gl;rr . A sclution-focuzed, analytical and resourceful banking assistant, seeking to advance my career by
FARCR. moving into a role az an Account Managerutilizing the knowledge pained from Financial
. MMathematics studies as well az professional client relationships and zale: management shills
contributor SUMMARY PROFILE
iy Branch
sales growih 7 | Proven analytical and problem resolution capabilities as reported by Janet Fing, Branch
Manager, Canada MNational Bank
“Pf_m # Solid relationship building and management ckills enabling the development of long-tesm
commitment io client relaticnzhipe and generating client recommendartions and referrals
GUr core ® Skilled mathematician with an cutstanding ability to see patternsin data and use thiz
values. © information to anticipare market trends and make appropriate portfolio decisions
# Efficiently managed projects by ensuring appropriate balance of time for initial research and
Hn active results ceview, penerating recommendations and completion of administeative tasks
Histener able ® Familiar with financial /statistical analysis software and financial modeling. rsk assessment
io resolve applications; Proficient with Office for creation of presentations, spreadszheers, reports
probiems, ® Reputation for determination; received Demonsteating Exceprional Salesmanship® avaed
earning him
admiration RELEVANT EXPERIENCE
Jrom clients.
Jamet King, Client Assicrant Officer. Customer Service Reprecentative I & IT (Co-op) 2009 - prezent
Branch Canada Natienal Bank, Waterloo, Ontaric
Manager ® Meetor exceed sales targets on a conmistent basis
# Bualt and mainrtained elient lovalty by leasning chent’s names and individual situations
# Ohbtained a perfeet score of 10 performance caregories including relationship with others,
Tive dealt meeting deadbines, and teamwork dunng mest zecent seview
with quite a . e Lo .
fow people at Committee Member, Wilfnd Lavsier University Finance Club, Waterloo, Ontasio 2008 - 2009
this branch ® Researched and prezented a market overview cn vadous stocks
and (Sizve) ® Co-manaped a portfolio of 10 - 15 stocks which out performed the TS for over a vear
the first - - -
W;; - jﬁf EDUCATION AND PROFESSIONAL DEVELOPMENT
Mmu‘?;f;‘;m Honours Bachelor of Arts, Financial Mathematics with Co-op Option Mar 2010
e Wilfeid Lansier Usiversity, Waredoo, Ontario (Aince in Econemics) A- (GPA)
Sopm ;;m " | Canadian Securities Course - Completed in 2009
Client ADDITIONAL EXPERIENCE
comment,
report=d by | 3o cioronce Coach, Minor Cuding Associaricn, Watedoo Region 2007 - Present
S‘APE“”"‘:‘E Construction Co-ordinator/ Framer, Woodstock Rencratoes, Woodstock, ON 2007 - 2008
oooun!
Manager INTERESTS

Enjor reading the Buzines: news, mastering chess, playing squash and weight teaining

Career Development Gentre

5 Main Components

3. Achievement Statement

4. Qualities

5. Bonus




Resumés

You may e Targeted Skills Section
iInclude
- e Key skills or additional skills
specific
Skills

sections |Summary
such as Short 2-3 line profile

Finance Skills

For 2-4 lines highlighting relevant targeted
skills

Example

LAURIER

Career Development Centre



Resumés

STEVE WOoobp

50, (HIBA CANDIDATE Z010

s.wood@hotmail com
httpe/www linkedm com'm/Stevawood/

20 University Blvd,, Waterloo, ON N1] 1]1
Call 519355777

H great asset
o our
branch! =

A by
contributor
il Branch

sales growih ©

“Proven
commitment io
GUP COPE

values. ©

An aciive
Iistener able
io resolve

probiems,
earning him
admiration
Jrom clients.
Janet King,
Branch
Manager

Tve dealt
with quite a
Jow peopie at
this branch
and (Stave)
was the first
DEFION I
actuaily come
up with a
solufion to the
problem.”
Client
comment,
reperted by
Supervising
Account

Manager

OBJECTIVE

A sclution-focuzed, analytical and resourceful banking assistant, seeking to advance my career by
moving into a role az an Account Managerutilizing the knowledge pained from Financial
MMathematics studies as well az professional client relationships and zale: management shills

SUMMARY PROFILE

# Proven analytical and problem resolution capabdlities a= repocted by Janet Fing, Branch
Manager, Canada MNational Bank

# Solid relationship building and management ckills enabling the development of long-tesm
client relaticnzhipe and generating client recommendartions and referrals

® Skilled mathematician with an cutstanding ability to see patternsin data and use thiz
information to anticipare market trends and make appropriate portfolio decisions

# Efficiently managed projects by ensuring appropriate balance of time for initial research and
results ceview, penerating recommendations and completion of administeative tasks

® Familiar with financial/ sratistical analvs: software and financial modeling. rick acsecement
applications; Proficient with Office for creation of presentations, spreadszheers, reports

® Reputation for determination; received Demonsteating Exceprional Salesmanship® avaed

RELEVANT EXPERIENCE

Client Assicrant Officer. Customer Service Reprecentative I & IT (Co-op) 2009 - prezent

Canada Natienal Bank, Waterloo, Ontaric

® Meetor exceed sales targets on a conmistent basis

# Bualt and mainrtained elient lovalty by leasning chent’s names and individual situations

# Ohbtained a perfeet score of 10 performance caregories including relationship with others,
meeting deadbines, and teamwork dunng mest zecent seview

Committee Member, Wilfnd Lavsier University Finance Club, Waterloo, Ontasio 2008 - 2009
® Researched and prezented a market overview cn vadous stocks
® Co-manaped a portfolio of 10 - 15 stocks which out performed the TS for over a vear

EDUCATION AND PROFESSIONAL DEVELOPMENT

Honours Bachelor of Arts, Financial Mathemarics with Co-op Option May 2010
Wilfrid Lauries University, Waterdoo, Ontario (Ainor in Econcomics) A- (GPA)
Canadian Securities Course - Completed in 2009
ADDITIONAL EXPERIENCE
Ascistance Coach, Minor Cuting Association, Waterloo Regon 2007 - Prezent

Construction Co-ordinator/ Framer, Woodstock Rencvators, Woedstock, ON 2007 - 2008

INTERESTS

Enjor reading the Buzines: news, mastering chess, playing squash and weight teaining

Career Development Lentre

Changing Job
Descriptions to better
target a job

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




@

Create a
basic
resume
first and
apply to
other
formats

LAURIER

Career Development Centre

ALTERNATE FORMAT RESUMES

Electronic resumes

Be aware of the software used by the
employer — default to PDF if unsure. See tips
for submitting resumes electronically on our

web site.
Virtual resumeés

On-line creations such as a web site or e-resume
hosting site (i.e. http://www.visualcv.com)

Video resumeés

Submit directly or post online
http://www.youtube.com/watch?v=0t4K-KCLAgs



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

Your
Resumeé
should
Draw
attention
to what
1S
relevant
for a
specific
job

LAURIER

Career Development Centre

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




Resumés

LAURIER

Career Development Centre

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

Thank iou for iour interest

LAURIER

Career Development Centre



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

	Resumé Writing Workshop
	What is a Resumé
	Your Resumé Is Your Advertisement
	What Does Your Resumé Say About You
	3 Parts of an Effective Resumé 
	Primary Goal of your Resumé
	Will the Employer Read it!
	Key Aesthetics Components
	Compare for Aesthetics
	Compare for Aesthetics
	Part II – Structure
	Keys to Structure
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Additional Sections
	What about Personal Details
	Part III: Content
	Objective
	SUMMARY/PROFILE
	Selling Your Skills
	SUMMARY/PROFILE
	SUMMARY/PROFILE
	Additional Summary Options
	Content: Targeting Descriptions
	Alternate Format Resumés
	Focus on the Future Job
	Any Questions?

