
ResumésResumés

Where All Great Resumés Begin

RESUMÉ WRITING WORKSHOP



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 SUCCEEDING DURING SCREENING

Remember the 3 keys

5  Seconds

15 seconds 

30+ seconds

1. Aesthetics

Appearance

2.Organization

Selection

3. Content 
Targeting



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



Resumés PART II – STRUCTURE

 Education

 Experience

 Achievements and/or Awards

 Volunteer Activities 

 Interests

 Skills 

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
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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



ResumésResumés TARGET YOUR RESUMÉ

Re-grouping of info

Changing in wording

Removing info

Compare 

Resume #2 
and 3

New category

Appearance
An Objective



Resumés WHY ADD AN OBJECTIVE

Why is 

the 

Objective 

useful? Focus and Clarity

EmployerYou

Know what job you are looking for!

So you can tell the employer what job 

you are qualified for

Objective 

does not 

need to 

be called 

Objective 

Objective targets a specific job in a 

specific industry



Resumés EDUCATION INFORMATION

Reverse chronology

Degree name in full, i.e., 
Bachelor of Arts, not BA

Include name of school, city 
and province

What about high school?

What about listing courses? 

What about the GPA?

What about listing Awards?

Education 
Information



Resumés EDUCATION INFORMATION

Experience
Relevant v. Additional

Paid v. Unpaid

Job Details
More Relevant =

More Details

Less Relevant =

Less Details

Focus on Achievements

Skills, not duties

Experience

information



Resumés ADDITIONAL SECTIONS

► Skills

► Community/Volunteer

& Extra Activities 

► Awards/Achievements

► Professional Development and 
Additional Training

► Memberships

Professional affiliations

► Presentations/Papers

/Conferences

► Interests



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 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  

Review 
Resumé #4 



Resumés CONTENT– OBJECTIVE AND SUMMARY



Resumés CONTENT– OBJECTIVE AND SUMMARY

The  Objective

Alter the wording to connect 

with a specific job and 

demonstrate FIT

The  Summary - Profile

The Key to effective targeting 

within those first 15 seconds

Draw attention to the most 

relevant qualifications and 

information

Purpose: 



Resumés SUMMARY/PROFILE

1. Experience (1 line)

5 Main Components

2. Relevant Skills

3. Achievements

4. Qualities (optional – 1 line)

5. Bonus (1 line)



Resumés SUMMARY OF EXPERIENCE

No Relevant Experience?

Sell Applied Knowledge

1. Experience Statement 

Do not simply say:

Customer Service Experience’

‘Solid knowledge and training 

in  . . . field research and 

analysis’

‘Achievement Focussed 

Customer Services professional 

with proven experience building 

customer loyalty’



Resumés SUMMARY OF RELEVANT SKILLS

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 OF ACHIEVEMENTS

Show Your Successes

Demonstrate a relevant or 

interesting skill/qualification

Quantify  when 
possible

‘Organized and co-

ordinated a charity golf 

tournament which raised 

$20,000 and presented a 

positive image of the 

company in the community’

3. Achievement  Statement



Resumés SUMMARY OF QUALITIES

4. Qualities Statement

5. Bonus Statement

Special or interesting skills or 

experiences such as 

languages, travel, technology

Insights into your qualities 

and values 



Resumés ADDITIONAL SUMMARY OPTIONS

 ‘Technical or Computer Skills

 Counselling skills’

 Performances (for music/drama jobs)

 Key skills or additional skills

You may 

include 

specific 

Skills 

sections 

such as
Profile

Short 2-3 line profile 

Technical Skills (i.e. Lab Experience)

2-4 lines highlighting relevant targeted 

skills

For 
Example



Resumés TARGETING WITHIN DESCRIPTIONS

Re-focus Job 

Descriptions to better 

target a job 

How would you do this?

Focus on what is 
relevant for the 

employer to 
know and what 

adds value



Resumés TARGETING WITH JOB DESCRIPTIONS

Camp Counsellor 2008,2009 (seasonal)

Kid’s Summer Camp Experience,      Kitchener, ON

 Supervised children ages 8 – 16 at a summer 
camp

 Developed and lead activities including arts and 
crafts, nature exploration, swimming, water 
safety and canoeing

 Ensured inclusive summer experience for 
children with disabilities(seasonal)

 When relevant provide specific details

Job Goal:

Camp 

Counsellor

Previous 

job as a 

camp 

counsellor



Resumés TARGETING WITH JOB DESCRIPTIONS

Activities Co-ordinator 2008, 2009 (seasonal)

Kid’s Summer Camp Experience, Kitchener, ON    

 Co-ordinated and organized activities which 
involved preparing materials, creating schedules 
and managing multiple participants

 Liaised with the public to ensure exchange of 
information including negotiating special requests 
and answering concerns 

 Collaborated with colleagues to plan and assign 
tasks and provided training and orientation to 
new employees

Make the job details transferable to the job
Past job 

not 

directly 

relevant?

Job Goal:

Junior 

Marketer



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 FOCUS ON THE FUTURE JOB

Your Resumé should Highlight 

How your experiences (including 

education, jobs, training, 

volunteering, extracurricular 

activities)

Have enables 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

