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Introduction

Let’s be clear — this is not your father’s resume! In our think-fast, technology- 
driven world of 24/7 communication, things change virtually overnight  — 
including resume writing. The eighth edition of Resumes For Dummies includes 

extensive updated information on the newest trends and changes with a one-two 
punch of creative elements that the tech savvy will excitedly embrace.

Get ready for an innovative ride as I take you through fresh digital ideas — from 
social networking profiles to resume-capable mobile devices — and new techniques. 
I present a fresh but still user-friendly approach to making sure your resume stands 
up out of a virtual stack of applicants and screams, “Read me!”

Much of what worked before in resume writing still applies but is rarely sufficient 
now. Just as you have to keep up with the changes in your professional field, you 
have to keep up with changes in presenting yourself in writing, and this book helps 
you do exactly that. Prepare to embrace the next chapter in personal marketing!

Ready to win that interview for your dream job? Okay, let’s getting going to update 
your resume and find the job you want.

About This Book
Resumes For Dummies, 8th Edition, is the playbook showing you how to write 
powerful, targeted, and creative resumes. Just as importantly, I show you how to 
use them with important ideas and strategies in your search for the right job. The 
first five chapters spotlight the latest resume technology and innovations; the 
remainder of the book covers timeless resume success factors and includes sam-
ples of winning resumes. In this edition, I’ve upped the game by providing you 
with the new and the next in creative marketing resumes — for those who dare.

I hope you spend some time studying the sample resumes in the book, and maybe 
even model your own resume on one of the dozens I’ve included. Please note that 
all resume samples, except those in the creative resume chapter (Chapter  18), 
have the word dates as a placeholder for actual dates so you can focus your atten-
tion on key resume concepts.
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You may note that some web addresses break across two lines of text. If you’re 
reading this book in print and want to visit one of these web pages, simply key in 
the web address exactly as it’s noted in the text, pretending as though the line 
break doesn’t exist. If you’re reading this as an e-book, you have it easy — just 
click the web address to be taken directly to the web page.

Foolish Assumptions
I assume you picked up this book for one of the following reasons:

»» You’ve never written a resume and want an expert, yet friendly, hand on 
your shoulder.

»» You’ve written a resume — it got you where you are today — and you want to 
do better next time.

»» You like where you are today but want more from life than blooming where 
you’re planted. To move to the next level, your experience tells you that it’s 
time for a resume makeover.

»» You need a new resume for that great job you heard about but worry that too 
many competitors will submit virtually the same cookie-cutter document 
pirated from somewhere. To stop looking like a human copy machine, you 
want to understand resume writing from the ground up.

»» You’ve heard about sweeping technology-based changes in the way people 
and jobs find each other. A realist, you know that technology can’t be unin-
vented. You want to be sure your resume is in sync with the latest updates.

»» You understand that today, job searches (and resume writing) are all about 
self-marketing, and you want a competitive edge so you can stand out and 
compete in a world where resumes can look as glossy and polished as the 
finest advertising.

I further assume that you’re someone who likes information that cuts to the 
chase, sometimes with a smile. You find all that and more in the following pages.

Icons Used in This Book
For Dummies signature icons are the little round pictures you see in the margins of 
the book. I use them to guide your attention to key bits of information. Here’s a 
list of the icons and what they mean.
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Some points in these pages are so useful that I hope you keep them in mind as you 
read. I make a big deal out of these ideas with this icon.

Advice and information that can spark a difference in the outcome of your resume-
led job search are flagged with this icon.

You don’t want to go wrong when presenting yourself and your achievements on 
paper. This icon signals that trouble may be ahead if you don’t make a good 
decision.

Beyond the Book
In addition to all the great info you can find in the book you’re reading right now, 
this product also comes with some access-anywhere goodies on the web. Check 
out the cheat sheet at www.dummies.com/cheatsheet/resumes for details on how 
to make your resume the best it can be, how to protect your personal information, 
and what to leave off of your resume.

Where to Go from Here
Most For Dummies books are set up so you can flip to the section of the book that 
meets your present needs. You can do that in this book, too. I tell you where to find 
the information you might need when I refer to a concept, and I define terms as 
they arise to enable you to feel at home no matter where you open the book.

But this book breaks new ground in resume creation and distribution. To get ahead 
and stay ahead, start by reading Chapters 1 through 5. In this era of tweeting and 
texting, they help you say hello to new ideas that offer more reach for your time 
investment.

http://www.dummies.com/cheatsheet/resumes




1Getting Started 
with Resumes



IN THIS PART . . .

Find out why resumes remain relevant and get an 
overview of how technology plays a role in your job 
search.

Mine the wide world of social media for job leads, 
networking opportunities, and self-marketing.

Discover the ins and outs of using smartphones and 
tablets in your job search.

Check out how employers gather information from 
your resume and see how formatting can affect 
this process.

Understand why it’s so important to be aware of 
your online reputation and know how to keep it in 
top-notch condition.

Recognize when you have to go the extra mile to 
network your way to job opportunities.



CHAPTER 1  Getting a Job in the Digital Age      7

Chapter 1
Getting a Job in the 
Digital Age

Are resumes outdated? Every few years an employment expert excitedly 
announces a so-called new discovery: Resumes are old hat and unneces-
sary. The expert advises job seekers to forgo resumes and talk their way 

into an interview. This advice rarely works in real life. Very few people are elo-
quent enough to carry the entire weight of an employment marketing presenta-
tion without a resume. Plus, employers expect some type of resume as a form of 
researchable and documentable proof.

One resume strategy depends not on verbal talent but on technology. In some 
situations, recruiting professionals encourage employers who’ve grown weary of 
hiking over mountains of resumes to decide who gets offered a job interview to 
replace them with rigid application forms on the web — complete with screening 
questions and tests.

Another scenario  — also technology dependent  — reflects the view that online 
profiles on social networking sites are pinch-hitting for resumes as self-marketing 
documents. As I point out in Chapter 2, online profiles are equivalent to generic 
resumes. Because prospective employers are likely to hunt down your LinkedIn 
profile, the ideal strategy is to make it as targeted as possible to your current job 
target.

IN THIS CHAPTER

»» Growing your career with truly 
terrific resumes

»» Blending human know-how with new 
technology

»» Staying on the leading edge in your 
job search
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Most recently, recruiters and employers are adopting artificial intelligence (AI) 
systems such as Mya and HigherVue to perform resume and interview screening. 
This development is yet another reason for having a strong and effective resume.

This book combines the details of creating a marvelous resume with various 
technological delivery options. In this chapter, you preview what’s ahead in this 
comprehensive guide to resumes and how to use resumes and other career- 
marketing communications to reach your goal in the great job chase.

Resumes Are Here to Stay
At some point in a hunt for better employment, everyone needs effective career-
marketing communications. That is, everyone needs a resume — or something 
very much like a resume — that tells the employer why

»» You’re an excellent match for a specific job

»» The value you bring matters

»» Your skills are essential to the bottom line

»» You’re worth the money you hope to earn

»» You’re qualified to solve the employer’s problems

»» Your accomplishment claims can be believed (and verified)

Resumes that deliver on these decision points remain at the heart of the job search 
ecosystem.

Keeping Up with Resume Times
The ongoing need for terrific resumes doesn’t mean the job chase is frozen in 
time. Far from it. In this digital age — when 66 percent of young people (ages 
18–24) are checking their social media updates when they first wake up, even 
before they go to the bathroom or brush their teeth — every job seeker needs to 
embrace the entire package of tools and strategies for getting a new job. The pack-
age contains new and traditional components:

»» Digital tools that are rapidly altering the nature of how jobs are found and 
filled in America and across the globe
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»» Timeless know-how and savvy developed by the best employment giants over 
decades

Don’t think the digital age is just for the young. In fact, the number of people in 
the 55- to 64-year-old age bracket using social media has grown by 79 percent in 
the past few years with sites such as Twitter. Further, the 45–54 age group is 
currently the fastest growing demographic user of sites such as Facebook.

New technological ideas enhanced with historically proven smarts are a winning 
combination. Technology changes in a decade; human nature doesn’t.

Reset your concept of what you must know about resumes in the job chase. Writ-
ing great resumes is no longer enough. You must know how to distribute those 
resumes to people who can hire you or at least move you along in the process.

Targeted resume rules
Job seekers, brace yourselves: Navigating the job market is getting ever trickier 
and requires considerably more effort than the last time you baited your resume 
hook — even a short five years ago. The generic resume, which I refer to as a core 
resume throughout this book, is at the top of the list of job search tools on the way 
out. (Read all about it in Chapter 8.)

You probably have an all-purpose resume lying around in a desk drawer some-
where. What legions of job seekers everywhere like about the all-purpose resume 
is that it casts a wide net to snag the attention of many employers — and it saves 
time for those of us who are too busy getting through the day to keep writing dif-
ferent resumes for different jobs. I appreciate that. But your one-size-fits-all work 
of art is obsolete, and it’s getting lost in more and more recruiting black holes.

The core resume has been replaced by the targeted resume (which I refer to in this 
book as OnTarget), a customized resume tailor-made for a specific employment 
opportunity.

An OnTarget resume is a valuable marketing tool to convince the reader your work 
can benefit a specific employer and that you should make the cut of candidates 
invited in for a closer look. An OnTarget resume

»» Addresses a given opportunity, showing clearly how your qualifications are a 
close match to a job’s requirements

»» Uses powerful words to persuade and clean design to attract interest

»» Plays up strengths and downplays any factor that undermines your bid for an 
interview
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Unfit resumes are zapped
The word got out, slowly at first. And then — whoosh! — millions of job seekers 
found out how easy it was to instantly put an online resume in the hands of 
employers across town as well as across the country.

Post and pray became the job seeker’s mantra as everyone figured out how to 
manipulate online resumes and upload them into the online world with the click 
of a mouse.

Resume overload began in the first phase of the World Wide Web, a time frame of 
about 1994 to 2005. It became exponentially larger and more frustrating as com-
mercial resume-blasting services appeared on the scene. Almost overnight, it 
seemed, anyone willing to pay the price could splatter resume confetti everywhere 
an online address could be found.

The consequences of resume spamming for employers were staggering: Despite 
their use of the era’s best recruiting selection software (and now use of AI), 
employers were overrun with unsolicited, disorganized generic resumes contain-
ing everything but the kitchen sink.

And what about the job seekers who sent all those generic, unstructured resumes? 
They were left to wonder in disappointment why they never heard a peep from the 
recipient employer.

The answer’s in the numbers: A job advertised online by a major company creates 
a feeding frenzy of many thousands of resumes. Employment databases are ham-
mered with such mismatches as sales clerks and sports trainers applying for jobs 
as scientists and senior managers, and vice versa.

Even when you use your OnTarget resume to apply to opportunities you find 
posted online, don’t hold your breath. Popular job boards can have as many as 
40,000 new resumes uploaded every day. With that kind of volume, an employer 
finding your resume among all the applicants for a job is like someone finding a 
needle in a haystack.

OF FRIENDS AND RESUMES
“The number one way to use your OnTarget resume is to find a friend to walk it into the 
hiring manager’s office or recruiter’s office with the friend’s stamp of approval,” advises 
Mark Mehler, cofounder and principal of CareerXroads and a long-time Internet job-
hunting expert. His firm’s annual survey of how people get hired at major corporations 
shows that one out of three openings is filled this way.
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Tried-and-true techniques remain
A resume that doesn’t show off the great goods you’re selling isn’t worth much. 
Show off your assets in effective style by making sure you follow the suggestions 
in this book. I show you how to

»» Choose the resume format that fits your goals and situation. What 
goes where in a resume isn’t a one-size-fits-all consideration. Chapter 6 
tells you about formatting your resume and provides outlines for popular 
resume designs.

»» Get your points across in powerful language. Make your strengths stronger 
by describing results in vibrant language that stands tall. I give you examples 
in Chapter 10.

»» Use design techniques effectively. Big chunks of text cause eye strain 
(and boredom). Present your information in a way that enables readers 
instead of inhibiting them. Chapter 11 shows you how.

»» Overcome hurdles. Getting attention from potential employers is harder in 
certain situations. Chapter 14 gives you suggestions for easing your transition 
into a new phase of life by overcoming challenges in your background.

»» Exercise your creative muscle and think outside the box with unique 
formatting options for a marketing-savvy, standout resume. Chapter 12 
walks you through steps on how to leverage these new layout techniques.

See your resume as a reverse funnel that pulls the prospective employer into it 
(see Figure  1-1). Your resume starts narrow to match the job you’re targeting. 
Next, it expands with your summary to show how you stand out from the compe-
tition (which excites prospective employers and pulls them in further). Then your 
resume further expands to encompass all the requisite skills you possess to fit the 
position. Finally, your resume ends with the large base of the funnel showing your 
relevant employment experience using those skills and producing those results.

Use this easy system to create your resume funnel:

1.	 Objective Header Statement: Begin with the position you are targeting.

2.	 Summary of Qualifications: Add an overview of the strengths that make you 
a perfect fit for the job.

3.	 Keywords/Areas of Expertise: List the key skills you have for the position.

4.	 Professional Experience/Employment History: Your employment history 
section provides proof that supports the objective, summary, and keyword 
sections.

This simple strategy encourages employers to read your entire resume.
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Technologies Facilitate Job Searching
After the Internet caught job-search fire in the mid-1990s — instantly whisking 
resumes to and fro — little new technology changed the picture until the social 
web groundswell burst upon us in the mid-2000s. Now job seekers have the 
tools to

»» Use social networks to dramatically enlarge personal networks

»» Tap their networks to identify jobs and for recommendations

»» Go directly to hiring authorities

»» Market accomplishments in professional profiles

»» Pinpoint employment targets with position mapping

Continue to apply for jobs with an OnTarget resume and cover letter. Classic job-
search methods still pay off, but they’re not enough in an economy where jobs 
have gone missing.

FIGURE 1-1: 
Use the reverse 
funnel method 

to write your 
resume and 
strategically 

present yourself 
and your 

qualifications.
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Work every day on a well-rounded approach that emphasizes face-to-face net-
working, social networking, web tools, online identity building, and professional 
associations while still briefly touching on less viable elements such as job boards 
and print ads.

Social networking scoops jobs
Enormously popular social networking sites and social media are poised to gain 
even more fans in the employment process. Chapter 2 reports on the state of the 
industry and suggests how you can “go social.”

Expect a never-ending stream of new technical bells and whistles in social media, 
which you can see in the constantly emerging (and disappearing) features on such 
biggies as LinkedIn and Facebook.

Tools such as location awareness will help you identify companies with opportu-
nities in your area on Facebook. LinkedIn’s Search for Jobs feature and the ability 
to make contacts with just about anyone also let you identify and nail down 
opportunities as they are listed.

It’s all about the new and the now, which means watching trends. For breaking 
news about social networking, become acquainted with the following websites:

»» Mashable (www.mashable.com) is a top guide to social media and a hub for 
those looking to make sense of the online realm.

»» Social Media Today (www.socialmediatoday.com/) provides the latest 
tools, tips, and trends in social media.

Chapter 5 discusses ways to keep your online reputation in good shape for the job 
search.

Mobile’s on the move
Smartphones came on fast. Tablet computers are all the rage. Mobile communica-
tion is here to stay. Even when you’re not rooted to a desktop computer, you can 
send and receive emails, network online, and download apps. Chapter 3 examines 
the latest in mobile job chasing.

Despite the move to mobile and Google’s penalties for sites that aren’t mobile 
adapted, many companies and job sites are still unable to accept applications from 
a phone or tablet. When you find yourself clicking an Apply Now link that just 
won’t click, that’s your tip that you need to migrate to a desktop to apply.

http://www.mashable.com
https://www.socialmediatoday.com/
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Quick-change process customizes content
In this employers’ market, you need to become 100 times more strategic and savvy 
in writing OnTarget resumes and getting them to key decision makers. The generic 
resume has become a nonstarter, and successful seekers are writing customized 
resumes.

But have no fear: In Chapter 9, I take you through how to turn a one-size-fits-all 
core resume into OnTarget resumes with ease.

Bios gain new importance as profiles
The short professional bio is making a comeback as a social profile (see Chapter 2). 
The short bio helps when you want to apply for a job, network, post on a guest 
blog, and so on. It tells people quickly who you are, what you do, and why they 
should care.

Plan on writing a bio in three lengths — a micro bio, a short bio, and a longer bio. 
A micro bio is a sentence you can use on your Twitter profile (280 characters). 
A short bio is a paragraph (about 100 words). A long bio can be up to a page.

YourName.com becomes vital
More people are living their lives on the Internet, and episodes of name highjack-
ing are rising. Realization is mushrooming that controlling the exclusive online 
rights to your own name makes sense, even if you’re not a business owner.

You can protect your identity in its purest web form by buying a domain for your 
name  — YourName.com. You can also purchase a URL (web address) for your 
resume — YourNameresume.com. See Chapters 2 and 5 to find out why owning 
your name has gained red-alert status in the digital age. Claim your name!
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Chapter 2
Enlisting Social Media

The familiar adage claiming that the secret to landing a good job “is not what 
you know but who you know” is hereby officially stamped incomplete in 
this era of online social connectivity. Consider this revised version: The 

secret to landing a good job is what you know, who you know, who knows you, and 
who your friends know.

All this knowing is exploding on the web’s social networking sites, a big part of social 
media. The terms overlap in popular usage and definitions vary widely. Here’s my 
take:

»» Social networking sites are web venues with huge online databases of 
information that individuals have uploaded about themselves. They do it to 
mingle with other people in the site’s database — to put themselves “out there.” 
Their autobiographical information is public or semi-public and usually includes 
a description of who they are (a profile) or a short biography (a bio) or both.

Many social networkers just want to hang around with each other. Others aim to 
grow their circle of acquaintances and their influence. Still others are interested 
in a specific subject (such as dating or business). Social networking sites typically 
have a personal focus, but a growing number, such as LinkedIn, operate with a 
professional purpose.

»» Social media is a set of technologies and channels that enable a virtual 
community to interact in the same space. Social media includes a wide variety 
of forums, ranging from social sharing sites, such as YouTube, Instagram, 
Pinterest, and Flickr, to social networking sites, such as LinkedIn and Facebook.

IN THIS CHAPTER

»» Appreciating what social job 
searching can do for you

»» Tying into top-rated social 
networking sites

»» Creating profiles you’re proud of
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There’s little question that two-way communication on the interactive web is 
dramatically changing the game for job seekers and recruiters alike. If you’re 
scratching your head about how social networking actually works and are unsure 
how to use it to find a job and promote your career, you won’t want to miss this 
chapter.

The Sweeping Reach of Social Networking
Reflecting the shape of job search now and job search to come, social networking 
dominates Internet use. With over two billion users, Facebook alone claims over 
70 percent of the world’s Internet population as visitors. Bigger than most coun-
tries, Facebook has more users than the United States has citizens.

To give you some context, when this book was last updated just three years ago, 
there were only half a billion Facebook users. The growth rate of social networking 
is startling: The number of people visiting social media sites keeps rising in all age 
brackets. Social networking is not a fad but an honest-to-goodness paradigm 
shift in the way people do business around the globe, including the business of 
finding employment.

Think about how to harness this power, which offers a double rainbow of job-
search help — from direct access to hiring managers and quick identification of 
potential allies at prospective employers, to easy look-ups on company profiles 
and obtaining posted endorsements from your network. Just to keep it interesting, 
different services offer different features. (Similarly, some charge fees, and others 
are free.)

But, at root, the many benefits of using social networking services for career 
management and job-hunting fall into two basic categories. In signing on with 
one or more social networking services, you are

»» Showing the world how hirable you are. By filling out profiles and listing 
your credentials, you advertise your potential or immediate availability on an 
e-billboard that helps recruiters and employers find you.

»» Gathering supporters to hold open doors. When you collect, connect, and 
network with friendly contacts, you gain a potential source of referrals, get 
updates on their employers’ hiring modes, receive insider fill-ins on company 
culture, and uncover other useful information.
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Eyeing the Big Three of Social 
Networking Job Searches

Of the countless social networking services available to you, three services top the 
charts in career-management and job-search potential: LinkedIn, Facebook, and 
Twitter.

Because the music plays on but the lyrics keep changing in online networking 
tools, jump on the website of each social network to obtain the service’s latest 
operating guides and opportunities. Here’s a starting peek at each of these indus-
try leaders.

LinkedIn focuses on professionals
Regardless of your profession, LinkedIn (www.linkedin.com) is the big-league 
social site you want with its 575 million worldwide members. Totally business 
focused? LinkedIn (LI) is your online chance to put a home run up on the board.

Unsurprisingly, case histories of LinkedIn members using the professional social 
network to find jobs keep rolling out. Here are the LI experiences of two people:

»» A laid-off engineer landed a promising new post paying more money at a 
financial services website. This happened shortly after a headhunter found 
the engineer’s job status on LI had been changed from current to past.

»» A radio station marketing manager lost his job and decided to post a forth-
right status note: “I’m up for grabs, who wants me?” Someone in his network 
saw it and referred him as a candidate for the position of programs and 
events manager at a city’s chamber of commerce organization. The former 
radio man cinched the job offer a week later.

These are simply examples. Most job searches, even using your social media net-
work, require a lot more footwork. But how nice is it to have this encyclopedic-
size database at your fingertips showcasing contacts, companies, recruiters, 
colleagues and even employment positions?

Sampling the LinkedIn benefits buffet
LinkedIn keeps new features coming at a brisk pace while extending its 
global reach around the world. Already LinkedIn overflows with free ways that 

http://www.linkedin.com
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job seekers can work the job market scene. The following options are the tip of 
the iceberg:

»» Post a profile. An LI profile contains similar information to your core resume. 
(See Chapter 6 to find out more about this overall resume format.) You include 
your work history, education, competencies, and skills. Open to opportunities 
means you’re unemployed or about to be, trying to move from part-time to 
full-time work, or just seeking greener pastures.

»» Expand your network. By “working social,” you can continue to add voices to 
your chorus of colleagues, creating a strong source of referrals and endorse-
ments. You want to stand out, but you don’t have to stand alone when you 
need professional helping hands.

»» Join groups. Much like participating in traditional professional associations 
and trade groups, LI groups offer camaraderie according to a particular 
occupation, career field, or industry. Getting involved in groups also helps 
to greatly increase your visibility and stand out with recruiters. If no existing 
group zeroes in on your requirements, start your own.

Each group maintains a job-posting area where recruiting and hiring manag-
ers post their openings before word gets out; as a group member, you see all 
the posted job openings while they’re fresh. Each LI member can join up to 
100 groups.

»» Periscope your future. When you’re puzzling over how next to position 
yourself to reach career goals, LinkedIn Jobs can help. You can use it to 
identify job opportunity matches and companies of interest. You should 
also take advantage of powerful LinkedIn tools such as Salary Insights, 
Open Candidates (recruiter notification), and LinkedIn Learning. To use 
Open Candidates, sign in to your account and click Jobs. At the top you’ll 
see a section called Next Steps in Your Job Search, where you can select 
whether or not you’re currently applying for jobs.

»» Allow employers to find you. It’s easy to personalize your profile with a 
custom URL. Instead of setting up and maintaining your own website, direct 
viewers to your LI profile with a vanity address that includes your name, like 
this: www.linkedin.com/in/FirstLast.

»» Use premium search tools. If you want to rev up your search, choose a LinkedIn 
premium plan by paying between $30 and $120 a month for benefits like these:

•	 Top billing for your profile (comparable to a sponsored link on Google’s 
first page)

•	 The ability to communicate with hiring managers, even those outside your 
network

•	 Access to full profiles of hiring decision makers

http://www.linkedin.com/in/FirstLast
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LinkedIn upshot
If you feel you can devote serious job-search and career-management time to 
only one social network, make it LinkedIn, the recruiters’ favorite. According to a 
recent social recruiting survey, 95 percent of recruiters use LinkedIn in their 
recruiting process. (Surveys report 55 percent of recruiting responders use 
Facebook, and 54 percent use Twitter. See later sections for more on these social 
sites.)

The orientation time to sharpen your skills on LinkedIn may cost you a few nights 
out on the town. However, after you get the hang of it, you’ll be glad you’re linked 
in with other people who are as willing to help you as you are to help them.

Facebook hands adults important 
search tools
What’s with Facebook? Unlike LinkedIn, Facebook seems like a fun place. But 
surprisingly, recruiters are told in surveys that this represents the greatest 
membership worldwide and the greatest social media use of the big three. So 
while Facebook isn’t set up as clearly for job search as LinkedIn, it’s worth taking 
a look.

From preteens to super seniors, the age curve of the world’s Facebook users is no 
longer perceptible. This change in Facebook users has heralded more focus on 
professional-networking and job-finding opportunities.

Facebook is wonderful for chat, status updates, or wall posts to keep your friends 
and family wired into your life. The social site is also a convenient way to remind 
your contacts to keep you in mind if they get wind of a job that could blow in your 
direction, as indicated by the story of a young woman in the American capital:

I used Facebook to get my current job, and I couldn’t be happier. Last year I posted 
several status updates about my job. A friend of a friend saw the posts and emailed 
me about an opportunity at [the federal agency where she worked]. I went in for an 
interview and three days later (light speed in the federal government), I had a job offer.

Sampling the Facebook benefits buffet
Facebook is a runaway success offering a heavy slice of opportunities to move for-
ward with your plans for the future. Here are a handful of those opportunities:

»» Network to useful faces. Many of your colleagues and the professionals in 
your field are on Facebook. Remember to update your status with your current 
job situation and what you’re looking for. When you’re in full job-hunt mode, 
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keep your network in the loop with regular progress reports — you don’t want 
them to forget to help you.

The interactive Facebook crowd includes prospective employers (solo 
operators, recruiters, hiring managers, and human resource specialists). 
Because Facebook isn’t a professional network (like LinkedIn; see the preced-
ing section), contacting employers through FB can help you get noticed 
because there’s less competition from other job seekers.

»» Look at job listings. For the best source of job opportunities, use the Groups 
function or simply search for jobs and companies of interest. Performing a 
quick FB search of the words job search will bring up job opportunities.

»» Milk groups. Groups on Facebook are virtually the same as groups on 
LinkedIn — a place to share breaking news and developments of collective 
interest. Join up or start groups for a topic, an industry, or an interest. By 
hanging out with people who care about the same things you do, you can be 
noticed and in a good spot to hear about unadvertised jobs in the hidden job 
market as well as advertised jobs you might otherwise overlook.

»» Cruise relevant pages. Stay abreast of what’s up on Facebook’s job-site 
pages and company pages. When you spot a company you’d like to work 
for, click that you like its page and get company news that may aid your job 
search.

»» Create a web presence. Even when you don’t operate your own website 
(most people don’t), you can be on digital deck with a profile on Facebook. 
Direct viewers to your profile with a vanity address that reflects your name, 
like this: www.facebook.com/FirstLast.

Facebook upshot
Facebook has won the hearts of a big slice of users for finding friends, classmates, 
staying in touch, gossiping, and more. Users age 35 and up find Facebook useful 
as a communications bonanza for job searching and promoting their personal 
brands.

Twitter opens quick, slick paths 
to employers
Free, personal, and highly mobile, Twitter is a web-based message-distribution 
system for posting messages. Before 2017, the character limit was a concise 140 
characters. Twitter increased the character count to 280 but the increase has yet 
to catch on.

http://www.facebook.com/FirstLast
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Twitter talk describes your activities for followers  — people who want to keep 
track of what you’re up to. You can include links to other content in your mes-
sages, including a resume you’ve stashed on the web. A Twitter message is known 
as a tweet; the verb is to tweet; the forwarding of other people’s tweets is retweeting.

Until recently, Twitter was commonly seen as the social site for trivial pursuits — 
specializing in the “I’m having a veggie sandwich for lunch” kind of thing. But 
current traffic counts changed that perception, giving Twitter new respect.

Statistics suggest that about 336 million or so visitors worldwide now use Twitter, 
generating about 500 million tweets a day. A recent study for marketing and 
advertising firms reveals Twitter’s power in spreading messages far and wide: 
“The majority of Twitter users never post anything  .  .  . but they are definitely 
reading and clicking.”

Twitter offers a stable of techniques to make a successful job search materialize 
for you, including bumping up your visibility and connecting with employment 
targets.

One of the techniques — inspiring a friend to tweet for you — is illustrated by the 
case of a young Chicago woman who told a pal she hoped to find an internship in 
public relations but was having zero luck. Her friend tweeted a marketing pitch: 
“Anyone hiring for a PR internship? I know a well-qualified candidate on the 
hunt.” A follower of the tweeter immediately responded with an opportunity. An 
internship was born at a start-up PR firm in Chicago that, after graduation, 
morphed into a full-time job.

Direct pitching for yourself on Twitter is another way to go. When a woman was 
laid off from an Idaho-based computer company, she packed up her desk and on 
the way out tweeted: “Just been laid off from XYZ computer company.” By the 
time the newly minted employment seeker left the parking lot, she had a job offer 
from a friend who ran a local web-development company.

Sampling the Twitter benefits buffet
“Short is sweet” describes Twitter’s capability to communicate big ideas in a few 
words, a feature increasingly appreciated by job searchers and those who advise 
them. Here’s a taste of Twitter:

»» Speed toward jobs. In a job market where every opening attracts unbeliev-
able numbers of resumes and often closes application within the first 24 to 
48 hours, speed counts. Through Twitter, you can get new openings sent to 
you before most recruiters get them by following the right tweeters.
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»» Get tweets from job boards. Monster reaches out to job seekers in its 
database to encourage them to apply on Monster for jobs matching their 
qualifications. Other job boards that tweet jobs announce the collaboration 
on their websites.

»» Follow recruiters and hiring managers. You can seek out and follow 
recruiters and get early dibs on breaking job opportunities.

»» Follow influencers. Do a quick search for Twitter job search on the Internet 
and you’ll quickly come up with a list of the top Twitter accounts to follow for 
job search help.

»» Tweet for help. Here are examples of tweets you can send to kick-start a job 
search:

•	 I’m looking for a sales job. Not retail. Here’s my resume link. Can anyone 
push it around?

•	 I’m trying to get hired in accounting by XYZ Corp. Know anyone inside who 
could walk my resume to HR or acct. mgr?

•	 Will you set up meeting, or can I call using your recommendation?

•	 Have you seen any great job postings for insurance claims adjusters? 
Pls advise.

•	 Hey, 300 pals: Who’ll rehearse me for big job interview?

»» Research with hashtags. A hashtag is any word in Twitter immediately 
preceded by the pound symbol (#), such as #marketing, #healthcare, and 
#engineering. Twitter corrals all tweets that contain the same hashtag, letting 
you easily track down a topic.

»» Create a search. Use the advanced search functions to search for the jobs 
you want. After you’ve tweaked your search to get what you want, tap Follow 
Search in the top right. You won’t get alerts from Twitter, but you can find 
them through your search bar.

Twitter upshot
Twitter is a great channel for quickly sharing news, asking questions, and con-
necting. At a basic level, it’s simple to use. You can find helpful insider employ-
ment news by following the right people. Unlike LinkedIn and Facebook, you need 
not ask for anyone’s acceptance — you just click Follow on a Twitter user’s name 
and you’re in the game.
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Making Sure Online Profiles Capture 
Your Best Side

Social networking is an A-team option in today’s job market because job seekers 
want to be where recruiters and hiring managers can find them. But the truth 
is  that online profiles on networking sites can help or harm your job search.  
I discuss the upside and downside to online profiles in this section, and suggest 
tips to gain the best of all possible outcomes. (For more on representing yourself 
professionally online, see Chapter 5.)

Let’s hear it for profiles!
In the social networking job world, visibility is the name of the game, and that’s 
why online professional profiles have become favorite self-marketing instru-
ments. Consider the profile’s virtues:

»» Get discovered. Job finding is a numbers game. The more prudent informa-
tion you include in your public profile about your marketable qualifications — 
and the more social networking sites where you post it — the more employers 
who can find you and the more they learn about you to incite their interest. 
The more employers who become interested in what you have to offer, the 
higher the bidding is likely to be for your services.

»» Advance references. A public profile equips your networking supporters to 
recommend you as a candidate when they come across a job you may want.

»» Broadcast your branding. By creating a potent online presence that sells your 
competencies, skills, and talents, you boost your personal brand. Your brand is 
the buzz about you, what you are known for, your personal reputation — how 
you are distinguished by accomplishments and characteristics. (For more 
information about branding, read Personal Branding For Dummies by Susan 
Chritton [Wiley].)

Similar to going to a party and standing in the corner, if you don’t use your social 
profiles, you basically stay invisible. Be active, use the tools, post, update, and 
share relevant news within your groups and with those whom you are connected.

Sometimes you’ve done nothing to create a negative online identity for yourself, 
but someone with your exact name has. Or your name is so common that a search 
for it brings up pages and pages of results. How can you overcome these negatives 
and stand out? Consider using your full name instead of just first and last name 
for all your online profiles. For example, if your name is Fred Smith, use Fred 
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Lincoln Smith to build your online identity. Then be sure to use that name on 
resumes, online job applications, and other employment documentation. Problem 
solved!

Not all profiles should be cheered
Wait. Not so fast. Even the best online profiling moves aren’t immune from built-
in problems that can leave craters in your search. As you craft a carefully written 
profile, be aware of potential troublemakers.

A public profile on a social networking site is a kind of generic, or core, one-size- 
fits-all resume. Because an online profile is static in the presentation of a job 
seeker’s qualifications, you don’t change and customize it to match a specific job. 
(I discuss the vast advantages of customizing resumes in Chapter 9.)

The all-purpose profile works fine when you anticipate staying in the same field 
or career cluster. A career cluster is a grouping of occupations and broad industries 
based on commonalities, such as medicine, criminal justice, or construction.

But a public online profile can cause you to be passed over by recruiters when 
you’re trying to change careers — when you’re an editor who wants to become a 
chef, for instance. A static public online profile can leave you out of consideration 
for jobs that your abilities and background qualify you for.

Employers perennially rank good communication as a must-have skill in candi-
dates. Nothing shrieks poor communication skills and sloppy work louder than 
poor grammar and faulty spelling in online profiles. And even though it’s popular 
and fun to use acronyms and abbreviations, remember that the eyes of the world 
are upon you.

A further risk in posting a public online professional profile is being pigeonholed —  
perceived as being a good fit for only one kind of professional role. When you’re 
pigeonholed, boundaries are put up around you, limiting the directions in which 
you’re free to move.

Even after you initially gain an employer’s attention, an interested employer can 
be motivated to turn over many online stones to confirm his or her original judg-
ment. An inappropriate focus or stray fact on a static profile can cause reconsid-
eration of your value  — your customized resume says you’re a marketing 
specialist, but your profile emphasizes your hotel management experience. 
Whoops! Do your best to stay consistent in how you present yourself across 
mediums.
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Great tips for great profiles
Ensure that your social networking profiles produce big rewards and don’t spoil 
your chances of landing the new job you want by following these suggestions:

»» Focus on workplace relevance. A social networking profile can be much 
longer than a resume, but a profile is neither a life history nor an employment 
application. The trick is the right selection of content. Chapter 7 tells you more 
about the subject matter employers expect to see when reviewing your 
qualifications for employment.

»» Plan your profile photo. The way you look can draw viewers to — or away 
from — you. Aim for including a professional headshot in which you are 
smiling, professional, well-groomed, and dressed in today’s styles.

»» Stay current with profile pages. Technology changes with the season, and 
the flow of new products never stops. You can stay current by periodically 
checking SocialMediaToday (www.socialmediatoday.com).

»» Display your profile widely. After you’ve sweated through the crafting of 
your perfect profile, link it with LinkedIn, Facebook, Twitter, and other social 
networking sites.

»» Load up on keywords. After completing your profile (never leave it unfin-
ished or you look like a quitter), review it for a healthy helping of search-
engine friendly keywords that describe your qualifications and will help hiring 
honchos find you, maybe even before they post a job ad.

»» Use the headline box to focus on your expertise instead of your current 
position. For example, focus on your most important keywords in a phrase 
like the following: Marketing Manager with 10 years of branding, advertising, 
and promotions expertise.

»» Evaluate the bells and whistles offered with the profile. Are you able to 
upload presentations you’ve written or professional video presentation you’ve 
made? If so, take advantage of these features to further demonstrate your 
value.

»» Entice with endorsements. Include recommendations from former manag-
ers, colleagues, customers, and vendors. Shy about asking? Start by offering to 
write recommendations for them — maybe they’ll return the favor.

»» Strike a balance. If you’re vulnerable to the pigeonholing trap — you’re 
changing careers or you qualify for multiple roles — watch what you say in 
your social networking documents. And take care not to look like a liar by 
allowing your profile to unmask a history that contradicts the one you present 
in a customized resume.

http://www.socialmediatoday.com


26      PART 1  Getting Started with Resumes

Your best strategy: Selectively show the breadth of your capabilities without com-
ing across as a jack-of-all-trades but master of none. Except for small companies, 
employers prefer to hire a specialist for many of the best jobs. Balancing the 
appeal of your profile can be tricky, which is why you may want to consult an 
experienced professional resume writer for help with it. Chapter  21 contains 
guidelines for choosing writers and career coaches.

After you make sure your profile looks good, it’s time to make it live and visible. 
But don’t stop there. The next step is reaching out to your contacts to connect, 
seeing what groups they belong to, and joining them when they’re a fit for your 
job search. After you’re connected, give endorsements and recommendations (as 
relevant to the social site). Recipients will be more inclined to do the same for you 
when you start the process.

Writing Your Social Profile
Trying to write an online profile for your job search but can’t seem to come up 
with anything you think is good enough to post? Debating whether your profile 
should be compact or comprehensive? Here are some strategies and examples to 
get you started.

Summary section
Think of the summary section of your online profile as an elevator pitch. Empha-
size your unique selling propositions or branding in short paragraphs or bullets or 
both. The summary is typically limited to 2,000 characters, so be concise and 
choose your words carefully. I recommend writing the summary section in first 
person (“I implemented. . .”).

Check out these summary section examples.

Example 1: Retail Executive – VP/Director, Furniture & Design Industry (courtesy of 
Barb Poole, Hire Imaging, LLC)

As an intuitive retail executive with a progressive 10-year rise leading start-up and 
emerging business units in the modern furniture and design industry, I have 
amplified sales and bottom-line profits for retail brick-and-mortar, catalog, and 
online business.

I created order out of chaos and found solutions in uncertain and distressed times, 
paving the way for business strength and market dominance.
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During the past decade, I have influenced and co-piloted a new venture’s growth 
from start-up to IPO, navigating manageable growth from launch, to international 
retailer, to a publicly traded $725 million business.

Example 2: Patient & Provider Support Professional, Medical Center Specialization 
(courtesy of Barb Pool, Hire Imaging, LLC)

Bridging connections through compassionate patient advocacy and professional 
support for healthcare teams is my expertise.

I’ve earned a reputation as a calming, welcoming presence for those dealing with 
scary unknowns. Time and again, I’ve been praised for facilitating best practices 
without compromising patients’ needs or trust.

In a seven-year career as provider-patient communication link, I have served as 
information “gatekeeper” and “disseminator” for patients and their families, 
physicians, nurses, support and partner teams, and the general public.

Chosen for mentorship and leadership roles, including Performance Improvement 
Council Co-Chair, Interpreter Committee, and the Patient Workflow Committee, I 
also led the Center’s migration from IDX to leading-edge EPIC Cadence technology.

Example 3: Sales & Operations Executive (courtesy of Erin Kennedy, Professional 
Resume Services)

•	 Top-producing, forward-thinking leader consistently successful in driving 
operational profitability in close collaboration with sales and business 
development.

•	 Rapidly seizes new opportunities and implements business changes while 
driving desired results in sales and profits.

•	 Effective in breaking business needs into detailed tactical plans and 
processes for maximizing market growth.

•	 Successful in coaching, mentoring, and building high-performance sales 
teams to aggressively market and promote products across large market 
territories.

•	 Well-versed conceptualizing and implementing best-in-class sales and 
customer-training programs and strategies to identify and capture new 
market channels and revenue opportunities.

Example 4: Sales & Marketing Management, National and Regional (courtesy of 
Darlene Dassy, Dynamic Résumé Solutions)

My background spans a 15-year career encompassing various positions in sales, 
marketing, and operations management. As a natural leader who consistently 
meets and exceeds sales targets, I am known for my strong leadership, interper-
sonal, and creative-thinking skills.
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I am passionate about embracing new challenges, championing organizational 
change, and routinely seeking new ways to restructure systems and implement 
continuous process improvements. For the last three years, I have been Sales & 
Marketing Manager (Regional and National) for a $12 million firm where I’m 
accountable for business and market analysis, media planning, staff training, and 
strategic development initiatives.

In my current position, I have spearheaded company growth through driving sales 
from zero base to $250,000 in one year, producing 100 percent of plan in gross 
sales for fiscal year (2014–2015), remaining in Top 10 (out of 47) in national 
rankings, and establishing local marketing support while educating the manage-
ment team on ways to incorporate a sales and marketing mind set.

In my previous nine-year position as Sales & Marketing Director, I directed and 
designed various marketing campaigns for a $1.3 million company, which led to 
increased gross sales, reduced COS, and improved market share.

I am recognized as a highly energetic and positive role model who takes calculated 
risks in order to achieve goals and objectives. My goal is to make a difference by 
sharing my expertise with a sales team through instilling in them the skills neces-
sary for becoming successful in any sales endeavor!

Specialties section
It’s important to view the specialties section of your profile as your keywords or 
key skills section. For example, for a Director of Operations, this section may look 
something like:

Example: Core Competencies

•	 Strategic planning & execution

•	 Business reengineering

•	 Continuous process improvement

•	 Sales growth & management

•	 Start-ups & turnarounds

•	 Team leadership & collaboration

•	 Staff training & development

•	 Budget accountability

•	 Project & program management
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If your profile doesn’t feature a specialties section, you can include your special-
ties in your summary section.

Experience section
The experience section of a social profile isn’t meant to be a rehash of everything 
in the resume. The best way to approach each section is as an overview. Think of 
your top achievements, and consider providing value-added CAR (challenges, 
actions, and results) stories. You want to keep descriptions brief — typically one 
or two paragraphs each. Consider these examples.

Example 1: Retail Executive – VP/Director, Furniture & Design Industry (courtesy of 
Barb Poole, Hire Imaging, LLC)

Vice President, Merchandising – ABC Company: Shaped first private-label 
program and forged manufacturer relationships, creating niche product line 
brought to market. Launched an unprecedented four new product categories.

Vice President, New Business Development & Real Estate – ABC Company: 
Orchestrated and executed development of four regions. Launched first interna-
tional store in Belgium. Spearheaded a new Contract Sales Strategy Division that 
pulled in $1.5 million revenue its first quarter.

Vice President, Real Estate & Construction – ABC Company: Headed finance 
and operations of new store rollouts. Opened 40 stores four months ahead of 
schedule and 17 percent under budget. Surpassed annual retail unit growth by 
39 percent.

Director, Retail Operations – ABC Company: Led development of retail brick- 
and-mortar rollout strategy, positioning business for a successful IPO. Opened 
32 studios throughout the U.S. in three years — six months early and 24 percent 
under budget.

Example 2: Patient & Provider Support Professional, Medical Center (courtesy of 
Barb Poole, Hire Imaging, LLC)

Patient Services Coordinator, Medical Scheduling – XYZ Health Company: 
Handpicked as point-of-contact with patients, providers, and visitors in a special-
ized chemo treatment unit. Mentored team of 14 through growth of seven to 
32 chemo infusion suites. Ranked 98 percent or more in all peer/supervisor 
reviews, four years consecutively.

Patient Services Assistant, Scheduling – XYZ Health Company: Promoted to 
full-time role with increased accountability for managing patient, visitor, and 
provider relationships. Created Excel spreadsheet tracking wait-time studies for 
34 monitored patients each quarter (15 benchmark points addressed).
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Switchboard Operator/Scheduler – XYZ Health Company: Assumed part-time 
position answering multiline phone system; assisted patients, outside physicians, 
and other callers with scheduling, inquiries, and troubleshooting resources.

Example #3 – Sales & Operations Executive (courtesy of Erin Kennedy, Professional 
Resume Services)

Group Vice President, Western U.S.

1-2-3 Pharma, 2013 to Present

Privately held; Pharmaceuticals industry

Enterprise Impact:

•	 Created sales analysis tool that systematized all pricing proposals and 
product-level profitability modeling enterprise-wide, accelerated customer 
response, and eliminated inconsistency and time/cost of manual process.

•	 Achieved group sales rate of nearly double the company’s growth rate.

•	 Improved annual operating expense 5 percent.

•	 Led cultural introduction programs to rebrand business with both internal 
and external customers.

Vice President of U.S. Pharmacy Operations

A3 Bio Pharma, 2009 to 2012

Public Company; BTX; Medical Devices industry

Enterprise Impact:

•	 Vital to sale of A3’s distribution network of 32 pharmacies by presenting 
potential buyers with its advantages, including its ability to reach in excess 
of 65 percent of a $1 billion market, 3 million patient-specific doses 
annually, low turnover, potential to expand offerings, and skilled leader-
ship and staffing.

•	 Successfully led inter-company team of more than 45 people and com-
pleted 52 separate Skills & Endorsements section projects to transition 
ownership and operations of radiopharmacy business from A3 to 1-2-3 
Pharma.

•	 Grew sales 5 percent, volume 4 percent, and EBIT $30 million, while 
reducing expenses 2 percent.

Regional Operations Manager

A3 Bio Pharma, 2007 to 2009

Public Company; BTX; Medical Devices industry
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Enterprise Impact:

•	 Secured multiyear service agreement for key 1,500 hospital network worth 
$100 million in annual sales by leading the Premier Service Improvement 
(PSI) initiative, which equipped sales and operations team with the most 
successful best practices tools from the field and improved customer’s 
perception of our services.

•	 Rolled out PSI initiative across the network, attaining similar results in 
service and satisfaction.

•	 Reduced errors in order taking and delivery 26 percent and order dispens-
ing and processing 92 percent by facilitating the creation, development, 
and implementation of a “Back to Basics” Standard Operation Procedures 
program.

•	 Streamlined customer-related internal communications, increased 
business profitability, and enhanced public image by originating Sales/
Operations Alignment Programs.

Fine-tuning your profile
Regardless of what section of your profile you’re working on, write it as if you’re 
speaking to a professional employer in the interview. A few key tips follow:

»» Make sure your profile is 100 percent complete with keywords to ensure you 
rank high in Internet searches.

»» Avoid disclosing any confidential company information about your past 
employers.

»» Use lively, professional language (for suggestions on how to do this, see 
Chapter 10).

»» Always use the suggested skills in the Skills & Endorsements section instead of 
making up your own.

»» Check your profile carefully for errors, even in third-party recommendations.

»» Regularly update your profile to ensure it’s accurate at all times.

»» Write your profile in first person.
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Putting Your Best Face Forward
A problem with some social networking online profiles is the tendency to share 
stuff that seems okay when you’re speaking to friends but may not be perceived 
favorably by potential employers. One job seeker wrote that she rides a motorcycle 
with her husband, which can raise questions about risk taking and health insur-
ance costs. Her revelation would have been positive had she been applying for a 
job as a stunt double, but, alas, she wants to be a court reporter.

Another job seeker led off his profile with the good news that he is a cancer 
survivor. Health insurance costs? Reliable attendance? Longevity on the job? Avoid 
these red flags that can certainly hurt your chances down the road.

Even if you’re not the original author, be mindful of sharing what someone else 
has written or posted. It might seem funny or powerful, but someone else may 
deem it offensive or rude. Your best bet is to chuckle in private and move on. 
A  simple share on your timeline can indicate your feelings and beliefs to a 
prospective employer.

The litmus test for revealing personal data in a professional online profile is the 
same as that for a resume: Does including this information enhance my perceived 
qualifications for the type of job I seek? Put yourself in the shoes of the employer 
before you put it on your profile or write a post.

URL SHORTENERS CAN EXPIRE
A URL is the address of a web page on the web. URL shorteners are handy helpers for 
connecting recruiters and other important viewers to your web-hosted resume or 
profile.

URLs as long as a city block are hard to pass along. Long-winded links not only take up 
too much space in text resumes but also can split across two lines in email and are hard 
to handle in general. Enter more than two dozen free shortening services, such as Bit.ly 
(www.bit.ly), TinyURL (www.tinyurl), and Goo.gl (www.goo.gl). Just visit one of the 
sites, and a shortening service replaces your long link with a short little web address, 
making everyone happier.

Remember that shortened links can expire. When you’re in full job-search mode, you 
certainly don’t want links to your resumes or profiles to be no-shows. Make sure you 
check your URL shorteners weekly.

http://www.bit.ly
http://www.tinyurl
http://www.goo.gl
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If you feel you must share personal information on certain kinds of profiles, such 
as Facebook, make sure you’ve taken steps to control your privacy regarding who 
can see what. This step is relatively easy to set up on Facebook and can ensure that 
only what you want to be seen can be seen or shared. Remember that other users 
can print data or make a screenshot on mobile devices, so keeping it professional 
is truly a good policy! Reserve your fun photos and risky statements for your face- 
to-face communications.

To start appearing like an authority to your target employers and influencers, 
begin with a few easy steps:

»» Curate content. Share what you know by seeking out articles, reports, 
updates, surveys, and trends in your area of expertise and posting them. 
Produce keywords that match your topic and show where your interests and 
expertise lie.

»» Share blog posts. If you’re already generating content in a blog on your topic, 
be sure to repurpose it and share it on social media. Summarize your topic 
and ask a specific question so you can get participation in comments and 
discussions.

»» Ask thought-provoking questions. One of the best ways to get traction and 
participation on social media is to ask an easy-to-answer question. Make it 
relevant for the best value-add to your job search.

»» Post powerful tips. Think about your expertise and break one specific topic 
down into bites. Then share one bite a day to demonstrate authority and topic 
knowledge.

Visit Chapter 4 for more strategies on blogging and content curation.
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Chapter 3
Going Mobile

The world is mobilizing (pun intended). Nearly five billion mobile phones are 
in use across the globe, and 95 percent of people in America are mobile 
phone subscribers, 77 percent of whom use smartphones. That’s a bunch. 

Tablets aren’t far behind with nearly 50 percent of Internet users in the U.S. hav-
ing one. More than 1.2 billion tablets are in use worldwide. In a nutshell, numbers 
of mobile devices and their users are heading in one direction — straight up!

This historical mobile effect is obvious in everyday life: When the majority of 
mobilized people now leave their houses, they pack along these three things: keys, 
wallet or purse, and a mobile phone or tablet. How different is that from ten 
years ago?

A sizable and growing proportion of people  — including resume-writing job 
seekers — get their daily information fix via their mobile devices. The mobile job 
search is quickly claiming star status because more of today’s working adults 
grew up with the Internet and accept technological change. However, if you’re 
uncomfortable with the idea of searching for a job using your smartphone or tab-
let, don’t be. This chapter is here to guide the way.

IN THIS CHAPTER

»» Job searching anytime, anywhere, 
any way

»» Saving time with tips for mobile job 
search

»» Avoiding common mobile job search 
mistakes
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Earning New Rewards with Mobile Search
Looking for a few reasons to add mobile to your job search mix — or not? This 
section shares the potential benefits for taking your job search with you wherever 
you roam:

»» You’re not tied down waiting to send or receive a resume or job message. You 
can job search while you’re on the bus, waiting for a friend in a restaurant, or 
sitting in a dentist or doctor’s office.

»» If you set up job alerts, you can respond quickly to opportunities even when 
you’re out and about. Response time is a big factor in crowded job markets 
because there are so many people looking for jobs that the recruiter has 
plenty of candidates to consider within a day or two.

»» You can seize unexpected opportunities to market yourself. Suppose you’re 
on a commuter train or a plane, chatting with a seatmate who shows a 
legitimate interest in your resume. You can instantly display your resume on 
your mobile device, as well as immediately send it to your seatmate’s email 
address.

»» You can invest more effort into your search because you don’t have to wait 
until you’re home to use your desktop computer. Mobile search bridges the 
gap between online and offline.

»» Mobile devices are helpful for short-notice interview invitations. Suppose your 
resume was strong enough to attract a recruiter’s interest, and the recruiter 
phones to ask if you can meet the same day. You say yes, but realize you’re 
short on information about the employer. Pull out your smartphone or tablet 
to research quickly.

Perish the thought of going on a mobile job search using a work phone provided 
by your employer. Your employer owns what’s on it and can check the content at 
any time. For your personal phone, make sure all security patches are installed to 
keep your business your business. Be sure you have all the new bells and whistles 
that enhance your mobility.

Always check to see whether the site you’re using for a job search has an app for 
your smartphone or tablet. An out-of-date app can create problems in your ability 
to see and apply for new opportunities, so be sure to either have apps update auto-
matically or check regularly for updates.
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Knowing When and Where to Stick 
to Home Computer Searches

In the previous edition of this book, I talked about professions that weren’t a good 
fit for a mobile job search. This no longer holds true because the world has gone 
into the palm of our hands with the virtual and portable tools that most of us 
carry.

However, as I mention in Chapter 1, sometimes you can see a job on your mobile 
device but the Apply button simply won’t work. This simply means that the site 
lacks mobile functionality or doesn’t work with your device’s browser. Hightailing 
it to a desktop computer is the only way to apply online.

When you’re using a smartphone to identify job leads but remain uncertain about 
applying for those jobs mobile-style — or perhaps you just want time to think 
over your response — choose the half-and-half solution: Email the job link to 
yourself and use your desktop or laptop computer to apply when you get home. 
Proceed as you would if you had found the job on your computer instead of on your 
smartphone.

Powering a Mobile Search
Embarking on any endeavor in which you are a novice carries a certain amount of 
uncertainty and frustration. To increase your productivity and save you time 
chasing dead ends, consider the following basic advice.

Choose job search apps wisely
Cheerleaders for employment-related apps explain that they are super-convenient, 
offer intuitive and user-friendly interfaces, and are plentiful. That’s true, but your 
best bet is researching the apps for your own preferences. Here’s a mere snippet of 
what’s available in the apposphere:

»» Many popular job-search web services have created apps that search their own 
sites, such as Monster (www.monster.com), CareerBuilder (www.careerbuilder.
com), Indeed (www.indeed.com), and SimplyHired (www.simplyhired.com).

http://www.monster.com
http://www.careerbuilder.com
http://www.careerbuilder.com
http://www.indeed.com
http://www.simplyhired.com
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»» Staffing companies are fielding such creations as Adecco Jobs, produced by 
employment service Adecco USA.

»» Not to be left behind, employers are joining the app crowd, as illustrated by 
Hyatt Job Search for Hyatt Hotels.

Most job apps enable you to apply for a job on the spot, but some ask you to email 
the job’s link to yourself. (Check your options on how to respond.)

Beyond personal experimentation, seek referrals from fellow job seekers and media 
experts. Analysts for PC Magazine and website Mashable (https://mashable.com) 
regularly comment on the quality of specific apps, as well as report what’s coming 
up next in the app business.

Watch type size and font
Readability is the password to your resume. In typefaces, serifs are the small ele-
ments at the end of strokes. Typefaces come with or without serifs.

You can never go wrong when using a clean sans serif text for the resume body, 
whether using it online or for print. Select sans serif typefaces such as Verdana, 
Helvetica, and Arial.

Formatting can be a concern as well. If you’re sending a resume attached to an 
email, your formatting should remain intact, but when you’re writing an intro-
duction or cover letter on a website, remember that your formatting may go out 
the window. Keep it simple and direct. This is a good reason to send the opportu-
nity to yourself so you can respond later when you’re at your computer.

Empower RSS to send job news
Before you launch a mobile search, download a free Really Simple Syndication 
(RSS) reader (which I describe in Chapter 4) to your smartphone or tablet. Sub-
scribing to a reader means you get immediate notice of new jobs in your industry 
or career field.

The free Google suite for mobile phones works on all smartphones and gives you 
an RSS reader, Gmail access, Google Docs, and more. For additional information, 
use your mobile phone or tablet to visit www.m.google.com/search. Or just go to 
the app store to download the Google app.

https://mashable.com
http://www.m.google.com/search
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You can sign up for free job alerts offered by job boards and job search engines 
(using RSS or email), but less may be more. Unless you are selective in choosing 
to hear about jobs that meet your criteria, you may suffer from too much informa-
tion. If you find yourself oversubscribed, cancel some of them. Choose the best 
and lose the rest.

Stay in the running with a rehearsed 
salary strategy
Using the correct salary strategy is critical when filling out online applications. 
Being overpriced or underpriced screens you out of consideration for a job that’s 
already been priced in a company’s budget — computer software will see to it. But 
you can have an effective plan for handling online application salary questions.

SEARCH MANAGEMENT SAVES SANITY
Other than road warriors, job seekers using mobile search moves often combine them 
with home-based search. Imagine frantically hunting for a critical but missing little slip 
of paper last remembered as being in your pocket, or trying to make sense of a bunch 
of online tidbits that now appear to be orphans.

Ward off the headache of disorder by managing your job search with JibberJobber, a 
free service that enables you to track where you’ve sent resumes and the jobs you’ve 
applied for, as well as to record your progress as you pass through the hiring process. 
You can also keep a nose count of your networking contacts and comment on how they 
have provided assistance.

JibberJobber remains available online for desktop Internet job search, but use your 
smartphone to check out its mobile address at www.m.JibberJobber.com.

CEO Jason Alba confirms the free service at entry level is “forever,” but moderately 
priced upgrades are available if you choose.

As long as you are tracking, you can’t go wrong. Whether it’s paper, computer, app, or 
online service, make sure you track every activity you take in your job search, from net-
working contacts and when, what, and how you communicated to jobs applied for and 
every step of follow-up, interviews, and communication.

http://www.JibberJobber.com
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When including requested salary data, use an option that gives you the most flex-
ibility possible, if the website allows it. You can choose from several options:

»» Do your homework. Sites such as Payscale (www.payscale.com), Glassdoor 
(www.glassdoor.com), and Salary (www.salary.com) can tell you what your 
qualifications are worth. Be sure to factor geographical cost of living into 
that number.

»» Go with negotiable whenever possible. You will always face factors you 
can’t know about the job until you have the interview. So, when possible, type 
negotiable or competitive.

»» Use a range when you can. Sometimes you want to be more specific; this is 
when using a range is best. For instance, if you know this position ranges from 
$65,000 to $85,000 and this is the range in which you are also seeking, then 
list that as your range.

»» Shoot for the middle. When you can only enter a number and not text or a 
range, use the research you did to shoot for around the 50-70 percent of the 
salaries you identified. If this number seems low to you, be sure you’re 
targeting the right level of job opportunities for your experience.

Choose your work site with GPS
When you live in the north end of a city and have zero interest in commuting to 
work in the south end — or when you want to work in a specific geographically 
desirable area — use a location-finding app equipped with GPS (global position-
ing system) technology, such as CareerBuilder’s free Jobs (www.careerbuilder.
com/browse). This tool tracks down jobs in your target area by keywords. 
Location-finding apps are increasingly available for mobile job search apps.

Score with proven keywords
As with all your employment documents, anything you send via a mobile device 
needs to be keyword enhanced. When sending your resume note (a synopsis or 
summary with fewer than 500 characters that includes a link to your full-design 
resume on a web hosting site), be sure that your note is keyword rich for the posi-
tion. With a limit of 500 characters, your note won’t have the space to say much, 
so what it does say had better be choice, or your note will be deleted as spam.

When you know the specific keywords that target a job you want, use them. If not, 
do your homework by looking at job descriptions for your target positions to iden-
tify the necessary keywords that represent the qualifications you possess. 
Chapters 8 and 10 give you the lowdown on effective keywords.

https://www.payscale.com
https://www.glassdoor.com
https://www.salary.com
http://www.careerbuilder.com/browse
http://www.careerbuilder.com/browse
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Avoiding Mobile Job Search Mistakes
Experience is the name everyone gives to his or her mistakes, but here are three 
you can easily sidestep in your mobile job search.

Thinking technology overcomes poor 
resume quality
No matter how impressive the technology that puts it into a hiring manager’s 
hands, your resume speaks loudly about who you are and what you offer. Expect-
ing anything other than that document to do your talking is a mistake. This caveat 
applies to all age groups, but has special relevance for seasoned job searchers.

Older workers know they can illustrate they work on today-time, not yesterday-
time, by job hunting with the latest technology and techniques. But eye-popping 
technology won’t cover weak resumes that fail to address a job’s requirements, 
lack accomplishments, and are missing other persuasive qualities revealed in 
these pages.

If you fail to create a first-rate, customized resume before you master technology, 
you’ll have wasted your time on a mobile job search. Don’t worry. I show you how 
to create a custom resume in upcoming chapters.

Going on too long when going mobile
Because the screens of smartphones are between 3 and 5 inches, consider sending 
in plain text a resume note (synopsis or summary with fewer than 500 characters) 
that links to your full-design resume stored on a web hosting site.

The screens of tablets and readers can handle total resumes, but hold the size to 
one or two pages. Consider using a 12-point font and sending the document as a 
PDF. Size counts. If the resume reader doesn’t have 20-year-old eyes and literally 
can’t read your resume, you’re out of luck. Chapter 20 gives you the complete 
scoop on how to send your resume in which situations.

Looking naive in following up
Because the process of sending resumes through mobile platforms isn’t always 
perfect, if you don’t hear a peep back after sending yours, you may wonder 
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whether your resume was lost in the weeds of the mobile web. Should you call the 
recipient company to ask? Not immediately. Most resume-intake specialists view 
such calls as flat-out nuisances.

There’s a better way to deal with the question of whether your mobile resume 
arrived at its destination: When you don’t receive even a computer-generated 
acknowledgment within a few days, resend your resume on a desktop or laptop 
computer to the employer’s email address.

Still no response? Okay, call. But make yourself appear more knowledgeable by 
asking: “Has my resume arrived and has it been routed? To whom? Is there any 
other information you’d like me to provide?”
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Chapter 4
Leveraging Familiar 
Search Tools

Although not all web technology tools have held up under the rigors of time 
and progress, some are still favored job finders in the 21st century. Job 
boards and company websites, for instance, retain star status in determin-

ing where to send your resumes. The handsome full-design resume is another 
tool that remains on job seekers’ hit parade. (Chapter 11 gives you the scoop on 
resume design.)

Also, if you take me up on creative marketing resume strategies in Chapter 12, 
you’ll need to know how to prepare a more simplified resume. Why? You’ll need a 
version of your resume that can be read by applicant tracking systems (ATS) and 
other scanning systems used by human resources and recruiters.

IN THIS CHAPTER

»» Revisiting plain text and doing it 
better

»» Maximizing your plain-text resume 
for ATS

»» Understanding online screening 
techniques that judge you

»» Blogging your way to a job

»» Foiling identity theft and coping with 
spam filters

»» Utilizing the power of going directly 
to employers

»» Working with recruiters
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In this chapter, I describe a carousel of familiar job search tools with a broad brush 
because technology changes rapidly. Technology experts estimate the average 
lifespan of current technology is about 24 months. Whatever the time frame of 
change, its warp speed quickly renders many details in a book obsolete. Not only 
does technology move forward, but companies marketing and using it also come 
and go.

Whether you’re a job seeker with a streak of ambition a mile wide or a person who 
just wants to go with the flow but keep an escape hatch handy if your job starts 
to sink, now’s the time to bone up on the rudiments of how technology can serve 
you in the job market. Technology is not going away, so keep reading to get the 
lowdown on what you need to know.

Plain-Text Resumes Are Still on the Scene
The plain-text resume (also known as an ASCII resume) is an online document 
constructed without formatting in plain-text file format. The main characteristic 
about this resume is its looks (or lack of same). Figure 4-1 shows a plain-text 
resume. The creature’s so ugly only a computer could love it. But for the foresee-
able future, the job market is stuck with plain-text resumes. As Jim Lemke, a 
human resources executive, says:

“A plain-text resume is still good to have to use when you need it. Some lower-end 
applicant tracking systems require that you paste a resume in a text window. A 
pasted formatted text resume will come out much better than a pasted MS Word 
resume. A formatted text resume also comes in handy to send to handheld 
devices.”

These days, few companies require that you submit a plain-text resume, but it’s 
still important to have one just in case. Create your resume in your favorite word-
processing program, save it, and then convert it to plain text (ASCII) by following 
these steps:

1.	 Open the original document in your word-processing program.

2.	 Choose File ➪   Save As, and then choose Plain Text (.txt) from the Format 
drop-down menu.

3.	 Save and close the document.

4.	 Open the document again.

Now it’s in plain text.



CHAPTER 4  Leveraging Familiar Search Tools      45

FIGURE 4-1: 
This sample 

resume is 
included solely 
to illustrate the 

appearance 
of a plain-text 

resume. It is 
not intended 

to convey 
strong content.
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5.	 Alter the margins to 1 inch on the top, left, and bottom, and 2.5 inches on 
the right.

6.	 Scan through the document looking for odd characters or strange line 
breaks and fix them.

For instance, bullets may have become question marks. You can make them 
greater than signs (>) or asterisks (*). Also, items you had in columns will need 
to be made into a paragraph list with commas placed between each item.

7.	 After you have cleaned up the file, save it again.

Not all versions of .txt software (Notepad, TextEdit) have a spell-check feature, so 
be sure to spell-check before you save your resume as an ASCII file.

Because your resume now has ASCII for brains, it won’t recognize the formatting 
commands that your word-processing program uses. Don’t use any characters 
that aren’t on your keyboard, such as smart quotes (those tasteful, curly quotation 
marks that you see in this book) or mathematical symbols. They don’t convert 
correctly.

You know that you’re off in the wrong direction if you have to change the prefer-
ences setting in your word processor or otherwise go to a lot of trouble to get a 
certain character to print. Remember that you can use dashes and asterisks 
(they’re on the keyboard), but you can’t use bullets (they’re not on the keyboard). 
In addition, don’t use any fonts you’ve added to your computer. Keep it simple!

ATTACHMENT ETIQUETTE
Ed Struzik knows what recruiters want. Struzik, former president of BEKS Data Services, 
Inc. (www.beksdata.com), speaks from the vantage point of years’ experience in provid-
ing outsourced resume-processing services and consulting to many major companies. 
Here are a few pitfalls Struzik says to avoid when emailing attachments:

•	Do not attach EXE files. An executable file can contain a virus, and no one will 
chance having his or her hard drive or network infected.

•	Do not attach ZIP files. Who’s to say the ZIP file doesn’t contain an infected 
executable. And besides, can your resume be so large that you have to ZIP it?

•	Do not attach password-protected documents. How would you expect someone 
or something to open it without the password?

http://www.beksdata.com
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Although you can’t use bullets, bold, or underlined text in a plain-text document, 
you can use standard characters (+, >>, ~, *) at the beginning of a line to draw 
attention to part of your document. You can also use a series of dashes to separate 
sections and capital letters to substitute for boldface. When you don’t know what 
else to use to sharpen your ASCII effort, you can always turn to Old Reliable — 
white space.

Although you’ll clean up the formatting when you convert to ASCII, it’s still a good 
idea to be aware of these other common ASCII landmines:

»» Typeface and fonts: You can’t control the typeface or font size in your ASCII 
resume. The text appears in the typeface and size set in the recipient’s 
computer. This means that boldface, italics, or different font sizes don’t 
appear in the online plain text version. Use all caps for words that need 
special emphasis.

»» Tabs: Don’t use tabs; they get wiped out in the conversion to ASCII. Use your 
spacebar instead.

»» Alignment: Your ASCII resume is automatically left-justified. If you need to 
indent a line or center a heading, use the spacebar.

»» Page numbers: Omit page numbers. You can’t be certain where the page 
breaks will fall, and your name and page number can end up halfway on a 
page.

When you send your ASCII resume, paste it with a cover note (a very brief cover 
letter) into the body of your email.

Creating an ATS-Friendly Resume
As technology has grown, so has the capability to read — and understand — text-
based resumes. Enter ATS (applicant tracking system), a sophisticated system 
that does more than just look for keywords in your resume to determine your 
qualifications. While the keywords are still relevant, ATS looks for the connection 
of when, where, and how you used that skill. It also has the capability to view fully 
formatted resumes.

Listing your keywords in a section is not enough. Instead, you need to provide 
proof of using those skills in the body of your resume.
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Robin Schlinger of Robin’s Resumes, considered a pioneer resume writer in 
understanding and translating the needs of ATS-friendly resumes, shares the 
following tips:

»» If you are not a match for the job, don’t try to trick the system. Apply only for 
jobs for which you are qualified.

»» Be sure to include all relevant information for the target position.

»» Include relevant keywords and phrases found in the job description in your 
experience description and throughout the resume.

»» Emphasize any technology listed in the job description.

»» Spell out acronyms the first time you use them, and put the acronym in 
parentheses after the full words.

»» Modify your resume for each job to match what the employer is seeking.

»» Keep formatting simple. Fancy characters, graphics, and tables can negatively 
affect the readability of your resume.

»» Ensure that your both humans and computers can read your resume.

»» Use your word-processing software (preferably Word) to create your resume.

THE SUBJECT LINE ONLINE
When you’re sending an online resume in any form, the subject line of your email 
can bring you front and center to a recruiter’s attention:

•	 In responding to an advertised job, use the job title. If none is listed, use the 
reference number.

•	When you send an unsolicited resume, write a short sales headline. For example: 
Bilingual teacher, soc studies/6 yrs’ exp. Or: Programmer, experienced, top skills: Java, 
C++. Never write just Bilingual teacher or Programmer. Sell yourself! Keep rewriting 
until you’ve crammed as many sales points as possible into your marquee.

If you’re emailing a hiring manager (such as the accounting manager), copy the human 
resources department manager; that saves the hiring manager from having to forward 
your resume to human resources and is more likely to result in your landing in the com-
pany’s resume database to be considered for any number of jobs.
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Although you should never use more length than is necessary, ATS resumes can 
run longer than a standard one- to two-page resume.

In regard to naming your resume sections, Schlinger also recommends using 
standard recognizable resume section headers, such as those in Figure 4-2. (Visit 
Chapter 7 for common resume sections.)

This is not the time to be creative! Specific headers to consider include the 
following:

»» Contact Information: At a minimum, include your name (including your 
preferred nickname), phone number, and email. I recommend also including 
at least your city and state for geographic job matching.

»» Summary: Provide an overview of your top-selling qualifications for the target 
position, referred to as unique selling propositions.

»» Professional Experience: Use formal titles for each position held, including 
duties and accomplishments with keywords and phrases from the announce-
ment. Repeat keywords and phrases from position to position to score higher 
and show more experience.

»» Education: Type the full name and abbreviation for the degree, major, school 
name, and school location. Optional information you may want to include are 
the degree date and GPA. Definitely enter any honors.

»» Training: Consider this as an optional section if you have extensive profes-
sional training related to your job target.

»» Certifications: Make relevant certifications stand out by putting them in a 
section by themselves.

»» Skills: Include related skills or keywords because ATSs factor them in heavily 
when searching for job matches.

Schlinger adds, “When you don’t have a particular keyword in your background, 
include the following in your summary”:

Capable of learning/performing the following functions: <list the keywords and 
phrases you do not have in your background>.
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FIGURE 4-2: 
This ATS resume 

template 
illustrates the 
basic sections 

and layout of an 
ATS resume. 

Courtesy of Robin Schlinger of Robin’s Resumes
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E-Forms: Fill in the Blankety-Blanks
The e-form is just a shorter version of the plain-text resume, and you usually find 
it on company websites if the company doesn’t accept full-design resumes. The 
company encourages you to apply by setting your plain text into designated fields 
of the forms on the site.

The e-form is almost like an application form, except that it lacks the legal docu-
ment status an application form acquires when you sign it, certifying that all facts 
are true.

Follow the on-screen instructions given by each employer to cut and paste the 
requested information into the site’s template. You’re basically just filling in the 
blanks with your contact information, supplemented by data lifted from your 
plain-text resume.

Remember that e-forms can’t spell-check, so cutting and pasting your resume 
into the e-form body, instead of typing it in manually, is your best bet. Because 
you spell-checked your resume before converting it to ASCII (of course, you did!), 
at least you know that everything is likely to be spelled correctly.

E-forms work well for job seekers in high-demand occupations, such as nursing, 
but they don’t work so well for job seekers who need to document motivation, 
good attitude, and other personal characteristics and accomplishments that 
computers don’t search for. When you rely on an e-form to get an employer’s 
attention, you’re playing 100 percent on the employer’s turf.

STOP AND ASK DIRECTIONS
You can never be 100 percent sure what technology is being used where you want to 
send your resume. The solution is to ask — by telephone or by email — the company 
human resources department or the company receptionist the following questions:

I want to be sure I’m using your preferred technology to submit my resume. Can I send it as 
an attachment, say in MS Word or Adobe PDF? Are you using ATS to screen your resumes?

Alternatively, if you don’t have a clue, you can send your resume in the body of your 
email as plain text and also attach it as a word-processed document.
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Online Screening Guards the 
Employment Door

Your OnTarget resume may never be read if an employer’s online screening pro-
gram decides in advance that you aren’t qualified for the position’s stated — or 
unstated — requirements. In essence, screening software has the first word about 
who is admitted for a closer look and who isn’t.

Online screening is an automated process of creating a blueprint of known require-
ments for a given job and then collecting information from each applicant in a 
standardized manner to see whether the applicant matches the blueprint. The 
outcomes are sent to recruiters and hiring managers.

Online screening is known by various terms — prescreening and pre-employment 
screening, to mention two. By any name, the purpose of online screening is to 
verify that you are, in fact, a good candidate for the position and that you haven’t 
lied about your background. Employers use online screening tools (tests, assess-
ment instruments, questionnaires, and so on) to reduce and sort applicants 
against criteria and competencies that are important to their organizations.

If you apply online through major job sites or many company website career por-
tals, you may be asked to respond yes or no to job-related questions, such as:

»» Do you have the required college degree?

»» Do you have experience with (specific job requirement)?

»» Are you willing to relocate?

»» Do you have two or more years’ experience managing a corporate communi-
cations department?

»» Is your salary requirement between $55,000–$60,000/year?

Answering “no” to any of these kinds of questions disqualifies you for the listed 
position, an automated decision that helps the recruiters thin the herd of resumes 
more quickly, but that may be a distinct disadvantage to you, the job searcher. 
(Without human interaction, you may not show enough of the stated qualifica-
tions, but you may have compensatory qualifications that a machine won’t allow 
you to communicate.)

On the other hand, professionals in high-demand categories, such as nursing, 
benefit by a quick response. Example: Are you an RN? If the answer is “yes,” the 
immediate response, according to a recruiter’s joke, is “When can you start?”
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In the following sections, I go into greater detail about online screening and how 
it affects your job search.

Sample components of online screening
The following examples of online screening aren’t exhaustive, but they are illus-
trations of the most commonly encountered upfront filtering techniques:

»» Basic evaluation: Evaluates the match between a resume’s content (job 
seeker’s qualifications) and a job’s requirement and ranks the most qualified 
resumes at the top.

»» Skills and knowledge testing: Uses tests that require applicants to prove 
their knowledge and skills in a specific area of expertise. Online skills and 
knowledge testing is especially prevalent in information technology jobs 
where dealing with given computer programs is basic to job performance. 
Like the old-time typing tests in an HR office, nothing is subjective about this 
type of quiz: You know the answers or you don’t.

»» Personality assessment: Attempts to measure work-related personality 
traits to predict job success are one of the more controversial types of online 
testing. Dr. Wendell Williams, a leading testing expert based in the Atlanta 
area, says that personality tests expressly designed for hiring are in a different 
league than tests designed to measure things such as communication style or 
personality type.

“Job-related personality testing is highly job specific and tends to change with 
both task and job,” he says. “If you are taking a generic personality test, a good 
rule is to either pick answers that fall in the middle of the scale or ones you 
think best fit the job description. This is not deception. Employers rarely 
conduct studies of personality test scores versus job performance and so it 
really does not make much difference.”

»» Behavioral assessment: Asks questions aimed at uncovering your past 
experience applying core competencies the organization requires (such as 
fostering teamwork, managing change) and position-specific competencies 
(such as persuasion for sales, attention to detail for accountants). I further 
describe competencies in Chapter 8.

»» Managerial assessments: Presents applicants with typical managerial 
scenarios and asks them to react. Proponents say that managerial assess-
ments are effective for predicting performance on competencies such as 
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interpersonal skills, business acumen, and decision making. Dr. Williams 
identifies the many forms these assessments can take:

•	 In-basket exercises: The applicant is given an in-basket full of problems 
and told to solve them.

•	 Analysis case studies: The applicant is asked to read a problem and 
recommend a solution.

•	 Planning case studies: The applicant is asked to read about a problem 
and recommend a step-by-step solution.

•	 Interaction simulations: The applicant is asked to work out a problem 
with a skilled role player.

•	 Presentation exercises: The applicant is asked to prepare, deliver, and 
defend a presentation.

•	 Integrity tests: The applicant’s honesty is measured with a series of 
questions. You can probably spot the best answers without too much 
trouble.

Pros and cons of online screening
Here’s a snapshot of the advantages and disadvantages of online screening, from 
the job seeker’s perspective:

»» Advantages: In theory, a perfect online screening is totally job based and fair 
to all people with equal skills. Your resume would survive the first cut based 
only on your ability to do well in the job. You are screened out of considera-
tion for any job you may not be able to do, saving yourself stress and keeping 
your track record free of false starts.

»» Disadvantages: The creation of an online process is vulnerable to human 
misjudgment; I’m still looking for an example of the perfect online screening 
system. Moreover, you have no chance to make up for missing competencies 
or skills. (An analogy: You can read music, but you don’t know how to play a 
specific song. You can learn it quickly, but there’s no space to write “quick 
learner.”)

As I mention in Chapter 1, artificial intelligence (AI) has been brought on the scene 
to perform screening functions in resumes and in virtual interviews. You likely 
won’t have a clue you aren’t interacting with a human, but you’ll actually have a 
better chance of follow-through and responsiveness because AI systems don’t 
have to contend with human limitations such as time, illness, and exhaustion.
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Can your resume be turned away?
If you get low grades on the screening questions, can the employer’s system tell 
you to take your resume and get lost? No, not legally. Anyone can leave a resume, 
but if a person doesn’t pass the screening, the resume is ranked at the bottom of 
the list in the database.

The bottom line is that if you don’t score well in screening questions, your resume 
is exiled to a no-hire zone. If you’re lucky, you’ll receive an email letting you 
know you that didn’t meet the qualifications. But more likely, you’ll hear nothing. 
Don’t let the rejection phase you; just start again using the strategies in this book 
to straighten your aim.

Blogs Give a Global Brand
Career experts recommend blogging as a branding tool, an extraordinary opportu-
nity to become better known in a profession or career field. You can headline your 
own blog or write entries for someone else’s blog. Millions of blogs operate around 
the globe, with new ones launching every day.

Keeping a blog running requires a fair amount of work. Because most blogs are 
maintained by an unpaid individual with regular entries of commentary, one-
person blogs come and go. Sometimes the bloggers become guest commentators 
on blogs maintained by others.

Blogs are the ultimate web insider’s clubhouse. They attract loyal readers who 
hold an avid interest in a blog’s topic. Recruiters understand that to hire the right 
people, you should go where the right people hang out. That’s why recruiters 
cruise career-field-related blogs, looking for top talent in a specific occupation — 
or for experts who can steer them to top talent.

Finding blogs for role models takes a bit of shopping around. Try these sugges-
tions to kick off your hunt:

1.	 Browse for a topic and add blogs to the search term.

For example, employment blogs brings up a zillion possibilities, such as 
The Job Blog (www.blog.job.com/). You can also turn to a blog search 
engine, such as BlogSearchEngine (www.blogsearchengine.org) or 
Blogger (www.blogger.com).

https://www.blog.job.com/
http://www.blogsearchengine.org/
http://www.blogger.com


56      PART 1  Getting Started with Resumes

2.	 When you find a blog you like, check to see whether it includes a blog roll 
(list of hyperlinks to other blogs or websites).

You can use a feed reader such as Feedly (www.feedly.com) and select the 
More Like This feature to find more blogs like your topic. You can also perform 
a related search in Google to find blogs similar to the one you like. A sample 
search would be related: https://careerdirectors.com/blog/. When you search for 
that phrase and URL, Google will return a list of blogs similar to the one you 
listed.

To establish your own blog, find a host site that offers free services for beginning 
bloggers — such as WordPress (www.wordpress.com) — and start writing. You can 
also harness the power of blogging but without as much original writing by per-
forming content curating. For instance, Scoop.it (www.scoop.it) lets you curate 
existing content on your favorite topic directly from the Internet. You gather the 
content, display it, and comment on it as well. You show your expertise by creating 
a repository of the best and most relevant information on the Internet, becoming 
a source that employers can turn to as well. Other examples of content curation 
sites include Pinterest (www.pinterest.com) and Feedly (www.feedly.com).

RSS Delivers Job Alerts on Your Time
The evolution of really simple syndication (RSS), the technology designed to give 
you a heads-up when a job you want becomes available, reminds me of the differ-
ence between all-news cable television and up-to-the-moment news on the 
Internet. Instead of having to wait for it to come up on your television (or TV app), 
you can view breaking news on your timetable 24/7.

Familiar free online job search agents at major job boards periodically send you 
email alerts about jobs that meet your specific search criteria. But the modern and 
also free RSS technology whisks live feeds to your computer or mobile devices 
around the clock with the latest jobs from thousands of employers and job sites. 
RSS is a rapidly growing service for the immediate distribution of online content, 
in this case, job postings.

How does RSS beat the older email job agents? Three ways: efficiency, relevance, 
and timeliness. Sending RSS job feeds to your RSS reader prevents email job alerts 
from clogging your inbox.

Moreover, RSS feeds more closely match your stated requirements. Like an 
advanced search, you get a closer match to what you want. For example, if you’re 

http://www.feedly.com
http://www.wordpress.com
http://www.scoop.it
http://www.pinterest.com
http://www.feedly.com
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an accountant and you want a job in Milwaukee, an email search agent might 
return everything with the term accountant or its variations, such as accounting for 
lost automobiles in Milwaukee. RSS job feeds are programmed to mirror what you 
specifically want.

RSS job feeds are a wonderful way to get the first word when a new job is posted. 
And you can program the feeds to include breaking news in industry concerns, 
information that can put you at the head of the line in job interviews. Jobs are 
filled quickly these days and you know the old saying about early birds.

You can receive RSS feeds in a few ways. You can download a free RSS reader, or 
you can use the RSS reader built into websites you want to follow. For example, 
the job search engines I describe in Chapter 20 give simple instructions on how to 
add their live job feeds to your computer or mobile devices.

Resume Blasting: A Really Bad Idea
Resume blasting services (also jokingly known as resume spamming services) 
advertise their willingness to save you time and trouble by “blasting” your resume 
to thousands of recruiters and hiring managers all over the Internet — for a fee, 
of course. The pitches are tempting, but should you avail yourself of this miracu-
lous service? Just say no!

As you discover in the following sections, resume blasting can bring you big trou-
ble, from making identity theft easier for crooks, to irritating your boss, to mak-
ing you an untouchable for recruiters. Moreover, as I explain in Chapter  9, 
customized OnTarget resumes are a shortcut to job interviews.

Privacy and identity theft problems
Concerning identity theft issues, privacy expert Pam Dixon advises being cautious 
with your resume’s information. Read about it on her nonprofit World Privacy 
Forum (www.worldprivacyforum.org), where Dixon has posted a must-read 
report titled “Job Seeker’s Guide to Resumes: Twelve Resume Posting Truths.”

Admittedly, merely being careful about releasing your resume information online 
won’t keep you safe from identity theft in these days when the guardrails on pri-
vacy are coming down in so many ways in so many places. But do be stingy with 
your private information — in particular, omit your home address and just use 
city, state, and zip code.

https://www.worldprivacyforum.org/
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Identity theft may be the worst-case scenario, but it isn’t the only life-altering 
problem that can arise when you put your business online. Use a resume-blasting 
service while you’re employed, and you may lose your current job. Experts say 
that employers search for their employees’ resumes in job site resume databases. 
“When employees’ resumes are found grazing in someone else’s pasture before 
noon,” says CareerXroads’ Mark Mehler, who consults with countless company 
managers, “they may be on the street by the end of that same day.”

Overexposure to recruiters
One more reason not to spread your resume all over the map: When you’re target-
ing the fast track to the best jobs, nothing beats being brought to an employer’s 
notice by an important third person — and an independent recruiter qualifies as 
an important third person.

GET YOUR RESUME PAST 
SPAM GATEKEEPERS
You may not know whether your resume becomes cyber-litter because a spam or virus 
filter deletes it unread. Susan Joyce, who operates Job-Hunt.org (www.job-hunt.org), 
offers good tips for getting your resume where you want it to go:

•	Do send email to only one employer at a time. Do not send email to more than five 
people at that employer’s address at the same time. (It’s okay to send to a single 
person, with copies to others at the same employer, but don’t send the same 
message to a large group of people at the same employer.) The employer’s spam 
filter may see all the messages from one source and conclude that you are sending 
spam.

•	Do send your resume to yourself and a few friends using different Internet service 
providers, such as AOL, Outlook, Gmail, and Yahoo!, to see whether your message 
arrives with your resume still usable.

•	Don’t use junk-mail-type subject lines, for example, as exclamation points, all capi-
tals, or spam buzzwords such as free, trial, cash, or great offer. Even appropriate 
phrases like “increased sales $10,000 a month” can trigger spam filters, thanks to 
junk pitches such as “Make $10,000 a month from home working part time.” When 
you’re in doubt, try spelling out dollar amounts.

•	Don’t use too many numbers in your email address, such as jobseeker12635@
yahoo.com. Filter software may think the numbers are a spammer’s tracking code.

http://www.job-hunt.org
mailto:jobseeker12635@yahoo.com
mailto:jobseeker12635@yahoo.com
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Employers are becoming resistant to paying independent recruiters big fees to 
search the web when they theoretically can save money by hiring in-house corpo-
rate recruiters to do it. That’s why recruiting agencies need fresh inventory that 
employers can’t find elsewhere. If you want a third-party recruiter to represent 
you, think carefully before pinning cyber-wings on your resume.

In addition to losing control of your resume, its wide availability can cause squab-
bles among contingency recruiters over who should be paid for finding you. An 
employer caught in the conflict of receiving a resume from multiple sources, 
including internal resume databases, will often pass over a potential employee 
rather than become involved in deciding which source, if any, should be paid.

Going directly makes all the difference
With all this great low-hanging fruit of online job postings and social media net-
working, why would you need anything else? Let me be crystal clear: Taking 
advantage of all online options is a great way to start, but it’s not all you should do.

When you embark on an online job search, remember that everyone can easily 
apply that way in this land of push-button application technology. You lose an 
opportunity to stand out and can get lost in an overwhelming sea of job 
applicants.

Use the Internet as a springboard: Find the jobs that interest you, apply for them, 
but then take the extra step to find the right contact who can walk your resume 
in for you, live and in person. You need to get that resume in front of the right 
person, not hidden in a pile of other applicants!

And don’t ignore the power of the telephone. The squeaky wheel very often does 
get the grease, so don’t be afraid to take all the right steps and then follow up, 
human to human.

Making recruiters work for you
I’ve nixed the idea of blasting your resume off to recruiters, but I want to also 
describe the importance if reaching them.

The two types of recruiters are contingency and retained. Contingency recruiters 
work for employers but are paid only if the employer hires one of their candidates. 
Retained recruiters are paid (retained) by the employer to find the right candidate.
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To find recruiters, you can perform online searches, check with your professional 
association career center, peruse journals and magazines, and buy lists. My favor-
ite resource for purchasing targeted lists is Custom Databanks (www.customdata 
banks.com). This paid service might save you significant time in putting together 
a list of targeted recruiters.

Don’t forget to use LinkedIn.com as a free and easy place to find recruiters at their 
targeted companies.

Remember that recruiters

»» Prefer to work with candidates who are currently employed.

»» Work for the employer and not for you, but because they benefit if you get 
hired, they will work with you.

»» Tend to be opinionated about resumes. Make whatever changes to your 
resume that they suggest. Opinions may vary from recruiter to recruiter and 
will likely not match anything you have been told.

»» Need to know the salary you expect to make, so include it in your cover letter.

»» Rarely if ever work with career changers or those who aren’t a perfect fit.

Recruiters and resumes make for strange bedfellows. My company, Career 
Directors International, has hosted several global resume surveys of recruiters. 
Time and time again, what stands true time is that no two recruiters can agree on 
what they like or require. For example, some like resume summaries and others 
detests them. Some want a one-page resume while others insist on a two-page 
resume. Write your best resume according to this book but be prepared to change 
it upon request for each recruiter’s preference. Don’t put up a fight — if you want 
them in your corner do what is asked but remember to use your OnTarget resume 
wherever else you apply.

http://www.customdatabanks.com
http://www.customdatabanks.com
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Chapter 5
Checking Your Online 
Image

A40-something job seeker in the Northeast felt as though life was kicking 
him to the curb after four weary months of chasing job after job and never 
being called to interview. Eventually he discovered he was being mistaken 

for another man with the same name who had serious digital dirt: His namesake 
was involved in a Supreme Court obscenity case.

A 30-something single mother in the Midwest was fired from her job at a non-
profit organization — for something she did on her own time — the day after her 
boss Googled employees and discovered the mom was writing a sex blog.

A 20-something banking employee in the South was disappointed to learn that his 
good friend, who was interviewing for a job in the bank, lost out to another appli-
cant because the interviewer checked the friend’s Facebook page and was turned 
off by photos of the candidate drinking and cavorting with buddies.

These three incidents reflect today’s reality: Your online image is as important to 
your career as your customized resumes and carefully managed references.

This chapter examines — in understandable, low-tech terms — how your digital 
footprint can make you or break you.

IN THIS CHAPTER

»» Waking up: More employers trolling 
for online dirt

»» Going all-out when your reputation 
screams for repair

»» Sidestepping future digital damage to 
your good name

»» Building a good name for yourself
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Your Online Life Is an Open Book
The digital boom has given social media recruiting a prominent seat at the meet-
up table where employers and job seekers connect. Recruiters who chase data 
on social networks now have the tools to add their own insight to the formality 
of  information fed to them by candidates. As they click through the pages of 
Facebook, Twitter, LinkedIn, Pinterest, Instagram, Snapchat, and other sites, 
hiring authorities discover areas of people’s lives, and the outcome of social media 
searches isn’t always to a job seeker’s advantage.

The numbers of employers using social media searches keep heading higher. 
As much as 70 percent of employers admit to using online information to screen 
job candidates.

A look at the dark side
A whopping one in three job candidates (up from one in ten just a few years ago) 
don’t get hired because of what a potential employer finds on his or her social 
media profiles. According to studies by CareerBuilder and the Society for Human 
Resource Management (SHRM), the following social media findings created 
reasons employers cited for not hiring a candidate:

»» Posting provocative, vulgar, or inappropriate photographs or information 
(including cute but rude memes)

»» Posting content about drinking, using drugs, or criminal behavior

»» Bad-mouthing previous employers, coworkers, or clients

»» Showing poor communication skills

»» Making discriminatory comments

»» Not keeping your social media account up to date

»» Being too private (blocking content publicly to the point where you appear to 
have something to hide)

»» Conversely, posting too often leads some employers to believe there just isn’t 
any time for work

»» Lying about qualifications or reasons for work absences

»» Having an unprofessional screen name

»» Being too focused on selfies, all the time

»» Sharing confidential information from a previous employer

»» Having followers who don’t appear to be real
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As a job seeker, you have a real chance of being prejudged or eliminated if digital 
dirt stains your reputation. Why take that chance?

A look at the bright side
In the same CareerBuilder survey mentioned in the preceding section, 38 percent 
of responding employers reported that they found content on social networking 
sites that caused them to hire a candidate. From most common to least common, 
those reasons include the following

»» A profile that provided a good idea of the candidate’s personality and fit

»» A profile that supported the candidate’s professional qualifications

»» Content that showed creativity

»» Content that highlighted solid communication skills

»» Content that indicated a well-rounded candidate

»» Content that provided good references

»» Content that included awards and accolades that the candidate received

Cleaning Up Your Act
Perhaps you’ve heard the joke about young people having to change their names 
on reaching adulthood to disown youthful hijinks stored on their friends’ social 

SOCIAL MEDIA ABSENTEEISM ALSO RISKY
“There was a time when you went full bore on a job search where you mainly concen-
trated on proofing your resume and cover letter for typos, checking out your interview-
ing wardrobe and performance, and giving your references a heads-up,” says Scott 
Swimley, former sales vice president for Alumwire, a San Francisco-based company that 
provides a social media platform created for interaction by individuals, schools, and 
corporations.

“Change happens,” Swimley adds. “Not only can Internet information about you hurt 
your reputation, employers may not hire you — especially if you’re a young adult work-
ing in marketing or communications — if you entirely lack a social networking 
presence.”
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media sites. It’s a gag, but an important gag because we live in an age where your 
posted past can haunt your real-life future.

I asked Susan Estrada, a preeminent Internet pioneer and authority, this question: 
“What happens to all the data that floats in cyberspace? Is it possible to totally 
erase information that you or others have posted about you on the web?”

Estrada’s candid answer: “Nope. So much of the stuff, once in the cloud, is out of 
control. You should figure it will live forever. I have stuff out there from the ’80s 
and ’90s that I can’t touch.”

Former Google CEO Eric Schmidt agrees; he once told pundit Stephen Colbert: “. . . 
just remember that when you post something (online), the computers remember 
it forever.”

Moreover, here’s a wild card: What eventually happens to your posted information 
on a social media site remains legally unclear when, by its rules, the site claims 
ownership of your personal data and everything you share on its space. Reading a 
site’s privacy rules is a good idea.

Moving to other places on the web and starting all over again as a virgin may be 
difficult, but do the best you can to shape up your hirable image before you head 
out to search for a job.

Also, straight-out websites are no better. You may have a blog and abolish all 
those posts that could get you disfavored. But savvy employers only need to go to 
the Wayback Machine (https://archive.org/web/) to find archived copies of 
your site.

Restoring Your Online Reputation
A Pew Research Center Internet report cements the general belief that search 
engines and social media sites now play a central role in building a person’s iden-
tity online. The majority of adult Internet users (57 percent) say they have used a 
search engine to look up their name and see what information is available about 
them online.

Many users in the Pew study refine their online reputation as they go by changing 
privacy settings on profiles, customizing who can see certain updates, and delet-
ing unwanted information about them that appears online.

https://archive.org/web/
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What’s the Internet buzz about you? If you discover your reputation is crippling 
your job search efforts, I offer suggestions to help kick those skeletons out of your 
online closet.

Your first move requires research to uncover exactly what, if any, reputation 
problems are holding you back. Google your name and see what turns up. Check 
Bing and Yahoo!, too. And don’t forget Pipl (www.pipl.com), a people-search 
engine where you may discover forgotten clues to your behavior on sites you no 
longer use.

Other tools you can use to search for information about yourself include Twazzup 
(http://new.twazzup.com/) and Social Mention (http://socialmention.com/).

When the news is bad, first try simple remedies. When you find something you 
don’t like, email the person responsible and ask that it be taken down.

Sometimes asking nicely is all you need to make negative news about you disap-
pear. If that doesn’t work, here are additional steps to consider, whether your 
online distress is self-inflicted or someone else is out to get you:

1.	 Vacuum any crime scene.

Remove photos, content, and links you control that can torpedo you in an 
employer’s eyes. If you don’t control the posting site, ask the individual who 
does control it to ditch it. When in doubt, take it out.

2.	 Overwhelm the bad stuff.

Smother indiscretions you’ve committed with a lot of new and favorable 
photos, content, video, blog posts, links, and endorsements from upstanding 
people (teachers, clergypersons, employers, and coworkers, for example). 
Google searchers normally read only the first few pages of results, not 
page 38. When you can’t convince a site owner to make harmful content go 
away, your best bet is to entomb the hurtful data six feet under on page 10 
or deeper.

The best books I’ve seen about rebuilding your brand is Ditch, Dare, Do by Deb Dib 
and William Arruda (Trades Mark Press) and Wild West 2.0: How to Protect and 
Restore Your Online Reputation on the Untamed Social Frontier (AMACOM) by Michael 
Fertik and David Thompson.

http://www.pipl.com
http://new.twazzup.com/
http://socialmention.com/
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Keeping Watch on Your Online Reputation
Your digital good name comes from everything you do online that can be viewed 
by others — anything and everything. Your online activity includes content on 
social media such as Twitter, LinkedIn, and Facebook as well as blogs, forums, 
and websites where you leave comments. It even includes the kinds of products 
and services that interest you.

Don’t fool yourself with wishful thinking — “Oh well, my online reputation isn’t 
the real me.” Real or not, it is you, and your digital presence indicates how employ-
ers are likely to perceive you. Perception rules. As inconvenient as it is, in the 
online world, perception is reality. In the following sections, I provide some tips 
for keeping tabs on your online rep.

Staying out of trouble online
Think down the road, and think twice before engaging in a flame war or lighting 
one up with firecrackers that carry your nametag. How do employers and recruit-
ers ferret out your faults? They search for your name on various websites and 
search engines. The following recommendations help you put your best digital 
footprint forward.

CHECK FOR YOUR ATTACKER, OR ELSE!
As the online world opens up opportunities for digital dirt to smear your identity, a new 
industry has emerged: reputation management services. At least a dozen firms have 
sprouted in the past several years to defend clients against bad-mouthing on the web. 
Businesses hire them to avoid lost business, and individuals hire them to keep the bad-
reputation monkey off their busy backs.

Most rep management firms offer both repair and maintenance services. How do they 
work? They strive to maximize positive content and bury offending content deep in 
search results.

Search engine optimization (SEO) is the practice of manipulating aspects of a website to 
improve or change its ranking in search engines. SEO techniques are used widely in 
professional-level reputation management to bury digital dirt. Find out how SEO works 
in Search Engine Optimization For Dummies, 6th Edition (Wiley) by Peter Kent.
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Set up a free Google Alert on your name
The alerts you receive offer early warnings about identity mix-ups — those evil 
twins who have your same name and are out there online ruining it. Go to www.
google.com/alerts and type your name (surrounded by quotation marks) in the 
Search terms box. For Type, select Everything.

To be doubly sure you’re free, clear, and clean, perform a daily search for your 
name on Google or a search engine of your choice. Even if an employer doesn’t 
check social networks or blogs, you can bet a basic Google search is part of how 
you’re researched. Pages from social media and blogs may appear at the top of 
such a search.

Beware the overshare
Don’t post trash you don’t want everyone to know — no one needs to see you sur-
rounded by beer cans at a party. Don’t post anything about your dating life. Don’t 
post your birthdate. Don’t post anything that may embarrass you five years down 
the road. Unless you’re posing with the president of a nation or the Dalai Lama, 
don’t tag or post your name on party photos. Don’t mix business and personal 
details online.

Most of all, if you’re employed, don’t post news of your job search in tweets or 
status updates, which is as dangerous as the boss finding your resume in the office 
copy machine.

Select Facebook friends with caution
To friend or not to friend bosses and coworkers? The jury’s still out on that ques-
tion but remember this: No matter whom you allow past the velvet rope and into 
your Facebook life, lock down privacy filters to create different levels of friends, 
such as professional and personal, and to select how much information each group 
can see.

All the security settings under the sun won’t protect you if one friend decides to 
share your content with the rest of the world. Ignoring friend requests isn’t rude, 
and gathering friends competitively opens you up to privacy problems. But it is a 
myth that you can see who has viewed your profile  — that’s technically 
impossible.

Keep an eye on comments
Remember that you’re not the only writer on your account. Any of your friends 
can comment on your Facebook wall or your LinkedIn posts. Daggers have been 
known to slip in among the diamonds.

https://www.google.com/alerts
https://www.google.com/alerts
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Network building is a worthy pursuit, but a huge number of pseudo friends 
doesn’t count for much in your career world and creates needless risk. Moreover, 
becoming online pals with celebrities and politicians isn’t always a hot idea: It 
may cause employers to wonder whether you’re too full of yourself and will be 
overly demanding.

Don’t go naked on Twitter
Letting it all hang out on the tweet line invites everyone to follow and see what 
you’re up to. That’s not only unsafe, it’s uncool. Instead, open multiple free 
accounts (no limit) and make sure the one with your real name on it is as pure as 
a falling snowflake. If you feel you must pass on frisky questionable links, use an 
alias account.

List respected groups on LinkedIn
Give thought to which interest groups and associations claim you as a member, 
and give deeper thought as to whether all of them do you proud on your profes-
sional profile.

In the United States, civic groups such as Kiwanis and Rotary contribute to your 
good name, but Vampire Cretins of America cause pause because . . . well, it may 
lead some people to perceive you as a weirdo. Further, keep in mind that even 
seemingly innocent groups, such as ones that are politically motivated, can cause 
angst in your job search. (Chapter 7 tells you more about the kinds of organiza-
tions that look good on your profile.) Unlike data that search engines dig up about 
you, information in your profile is under your control.

Bird-dog your blog tracks
If you’re blogging on your own site and as a guest on other blogs, be mindful of 
what you’re saying (and have said) as it relates to your job life. Maybe you ranted 
something you regret, like a previous depression or law case, and would like a 
rematch. Perform a search to see what’s up and what you’d like to take down. If 
the search engines aren’t indexing your personal blog, look into registering it 
with the likes of Google, Yahoo!, and Bing.

Keep mum on grievances
Bellyache elsewhere when you please, but not in the land of cyber-please. Stay 
positive. And don’t overlook specific accomplishments that boost your brand. (See 
Chapter 2 for more about branding.)
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Remember that turnabout is fair play
Don’t sabotage others by indiscreetly spilling unsavory beans or playing jokes that 
can provoke injury to a friend. For example, don’t comment online to someone 
starting a new job, “Congrats! Hope you break your record and last three months!” 
Blabbing state secrets invites reciprocal action.

Join the right armies
Participate on forums, discussion threads, groups, and so on that create positive 
content and jibe with your career plans. Comment on websites and blog postings 
with high traffic. For example, adding your profile to LinkedIn, which has a high 
rank with search engines, pushes your profile higher in Google search results. You 
can also publish your profile on VisualCV (www.visualcv.com) and About.me 
(www.about.me). Check possible cross-reference links on each website where you 
post a profile.

Not only does being seen in the right places give you online credibility, but these 
mentions also help crowd out dirt and relocate it to the back of the line.

Looking like a champ online
If the Internet is one giant resume, as comedian Stephen Colbert says it is, use 
online reputation management to boost your appeal as an ideal job candidate. The 
rise of social media and advances in technology can make favorable words about 
you sound like confidence, not bragging. The following tips deal with your routine 
behavior when you open doors to the way you think and what others think 
about you.

Make cheerful comments
Even when you’re down and out and suffering a bad case of the blues, don’t make 
those feelings part of your online persona. Employers aren’t looking to hire 
Gloomy Gus or his sister, Dora Dour. Instead, employers look for new hires who 
radiate a positive attitude. To paraphrase your mother’s admonition: “If you can’t 
say something nice, say nothing at all on the Internet.” (Or use a screen name.)

Mention popular traits
Although they may be clichés, certain keywords for personal attributes and abili-
ties have not outlived their usefulness. Major job search engine Indeed analyzed 
millions of job ads on its site over a six-month period. The object of the analysis 
was to find out which popular traits employers ask for again and again.

http://www.visualcv.com
http://www.about.me


70      PART 1  Getting Started with Resumes

In descending order, expressed in keywords, the top 15 professional attributes or 
abilities employers want in the people they hire are

»» Leadership

»» Interpersonal skills

»» Problem-solving

»» Motivation

»» Efficiency

»» Attention to detail

»» Ability to prioritize

»» Teamwork

»» Reliability

»» Ability to multitask

»» Time management

»» Passion

»» Listening skills

»» Outgoingness

»» Honesty

Look for ways to incorporate these wanted traits into your comments. You may 
say, for example, “My boss was highly complimentary about my last report, say-
ing it showed leadership and solved key problems in holding the line on material 
cost.”

Post kudos on social media
Have you won an award? Has someone praised you? Don’t hold back. Just post the 
facts on your page — “I was excited to get these good words from Carl Case, the 
head official of the Little League where I coach: ‘We’re proud of Jake’s great 9–1 
win record this year. The kids think he’s Superman.’”

Announce your promotions
Let friends know when you move up a notch. Don’t forget to add how much you 
appreciate working for such a fine employer. You look successful and loyal.
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Relate growth experiences
Relate on your page or blog the life or professional experiences that are helping 
you to mature into a better person or more competent worker. Education is an 
obvious topic. But think about other positive shaping experiences as well. Perhaps 
you worked in a soup kitchen or helped build housing for the poor. Maybe you read 
a book on time-management skills or a guide to managing the friction between 
generations in the workplace. You’re painting a picture of who you are and what 
you can do.

Give ’em an image that sticks
Whenever you can, use photos along with your words — showing you receiving 
the award, making the speech, volunteering at the soup kitchen. Images are sticky, 
and the search engines love them!

Create your own group
A powerful technique for creating a positive impression about who you are and 
what you have to offer is to create your own group. You have to be able to attract 
members, monitor comments, and incite lively conversation, but creating a group 
can be a great way to demonstrate the positive you.

Look Who’s Talking . . . about You
It seems that the younger you are, the quicker you’re getting the memo about the 
career-risky behavior of living out loud and having bad news about you infest the 
web. People 18 to 29 are more apt to vigorously scrub unwanted posts and limit 
information about themselves than are older adults, according to surveys. Why is 
that? My guess is that older adults come later to social media, have already estab-
lished their careers, and spend little time thinking about digital dirt.

That characterization certainly described me until the day a friend called my 
attention to a well-known website that reviews products and services. It included 
a ridiculous, anonymous, and blistering attack on an award-winning colleague, 
whom I have partnered with and known professionally for years. The post ques-
tioned her credibility, skills, expertise, and credentials and basically smeared her 
reputation for all to read. Speaking to her, I learned that she had an Internet troll 
intent on ruining her reputation after she had decided that she was not the best fit 
to assist him in his career transition.
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To repair this type of damage, my colleague needed many positive reviews to that 
same site as well as a focused effort to build up positive parts of her online iden-
tity. Browsers such as Chrome tend to promote postings to sites like this very high 
in their search engine rankings.

That was the day I moved from passively understanding that there’s a real threat 
of accidental damage and malicious attacks on the Internet to actively advocating 
the care and feeding of online reputation management.



2Pulling Together 
a Winning 
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IN THIS PART . . .

Choose which resume format works best for your 
background and experience.

Meet the various sections that make up a resume.

Know where to find the information that goes into your 
resume and see how to put together a core resume.

Find out why an OnTarget resume is the way to go and 
get details on creating one.
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Chapter 6
Selecting the Best 
Resume Format

How much are you worth to employers? Are you a top pick, a maybe pick, 
or . . . gulp, a no-hire pick? Your resume inspires their first best guess, so 
you want to ensure that it’s a compelling portrait of how your strengths 

and skills benefit the enterprise that you’re hoping will write your next 
paycheck.

One key element that comes into play is how you present information in your 
resume. You don’t have to limit yourself to presenting your experience using the 
traditional reverse-chronological resume. In fact, unless you’ve had a traditional 
career history of rising through the ranks, this standard resume could hurt your 
chances of getting an interview. However, nontraditional formats can go awry if 
not mastered, so pay close attention to this chapter to understand the nuances of 
the different resume formats.

IN THIS CHAPTER

»» Understanding different resume 
formats

»» Selecting the format that best 
flatters your experience

»» Sampling superb but uncommon 
formats
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Resume Formats Make a Difference
Resume format refers not to the design or look of your resume but to how you 
organize and emphasize your information. Different format styles flatter different 
histories.

At root, formats come in three styles:

»» The reverse-chronological format (or traditional format), which lists employ-
ment beginning with the most recent and working backward

»» The chrono-functional format, which most frequently emphasizes skills and 
accomplishments first and chronology timeline second

»» The hybrid format, which lets you customize how you emphasize both the 
functional skills and the chronology depending on your unique needs

Yes, there is such a thing as a functional resume that focuses primarily on skills 
and leaves out company names and dates where the work was performed. How-
ever, this format presents a big red flag for prospective employers, so don’t be 
tempted to use it under any circumstances.

Table 6-1 gives you a breakdown of which of the three formats enhances your 
personal curb appeal.

TABLE 6-1	 Your Best Resume Formats at a Glance
Your Situation Suggested Formats

Perfect career progression Reverse chronological

New graduate Chrono-functional

Seasoned ace Reverse chronological; hybrid when old jobs are most relevant

Military transition Reverse chronological or chrono-functional

Job history gaps Chrono-functional or hybrid

Career change Hybrid; sometimes reverse chronological

Special issues Hybrid or chrono-functional

Multitrack job history Chrono-functional

Demotions Any
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The big question to ask yourself when you’re considering different formats is: 
“Does this format maximize my qualifications for the job I want?” The format you 
choose should promote your top qualifications, so make sure to select a format 
that helps you present your top-pick value.

The following sections explore each type of resume format so you can choose the 
style best for you and your skills.

Reverse-Chronological Format
The reverse-chronological (RC) format, shown in Figure 6-1, is straightforward: It 
cites your employment history from the most recent back, showing dates as well 
as employers. You accent a steady work history with a clear pattern of upward or 
lateral mobility. In the remaining sections, I go into more detail about when and 
why to use the reverse-chronological format.

Understanding the RC format’s 
strengths and weaknesses
Check to see whether the reverse-chronological resume’s strengths work for you:

»» This upfront format is by far the most popular with employers and recruiters 
because it puts the emphasis on what you’ve been doing most recently in 
your career and lets your career progression easily be seen.

»» RC links employment dates, underscoring continuity. The weight of your 
experience confirms that you’re a specialist in a specific career field.

»» RC positions you for the next upward career step.

»» As the most traditional of formats, RC is a good fit for traditional industries 
but is the resume of choice for all industries when you can demonstrate solid 
progression in your career.

Take the weaknesses of the reverse-chronological format into account:

»» When your previous job titles are substantially different from your target 
position, this format doesn’t support your objective. Without careful 
management, the RC reveals everything, including inconsequential jobs 
and negative factors.
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FIGURE 6-1: 
The tried-and- 
true, reverse- 
chronological 

format.
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»» RC can spotlight periods of unemployment or brief job tenure.

»» Without careful management, RC reveals your age.

»» If you aren’t careful, RC may suggest that you hit a plateau and stayed  
in a job too long.

Deciding whether you should  
use the RC format
Use the reverse-chronological if you fall into any of these categories:

»» You have a steady work record reflecting constant growth or lateral  
movement.

»» Your most recent employer is a respected name in the industry, and the name 
may ease your entry into a new position.

»» Your most recent job titles are impressive stepping-stones.

»» You’re a savvy writer who knows how to manage potential negative factors, 
such as inconsequential jobs, too few jobs, too many temporary jobs, too 
many years at the same job, or too many years of age.

Think twice about using the RC under these circumstances:

»» You’re a new graduate with limited experience in your target profession.

»» You have work history or employability problems such as gaps, demo-
tions, stagnation in a single position, job hopping (four jobs in three  
years, for example), or re-entering the workforce after a break to  
raise a family.

»» You’re trying to change careers.

»» You’re trying to re-enter a profession you worked in many years ago that  
isn’t showing up front and center with an RC.
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Creating a reverse-chronological resume
To create an RC resume, remember to focus on areas of specific relevance to your 
target position. For your work history section, you typically want to concentrate 
on your last four jobs or your last 10 to 15 years of employment.

Be sure to include for each the name of the employer and the city in which you 
worked, the years you were there, your title, your key responsibilities, and your 
measurable accomplishments.

To handle problems such as unrelated experience or early experience that could 
date you but is too relevant to leave off, you can group unrelated jobs in a second 
work history section under a heading of Additional Experience, Previous Experience, 
or Related Experience. I tell you more about handling a variety of special circum-
stances in Chapter 14.

When it comes to including dates on your resume, you have multiple options:

»» If your jobs were extremely fluid, meaning you left one company and immedi-
ately started with the next, you can use months and years. However, if you 
had gaps of several months between one job stopping and one starting, it is 
perfectly acceptable to just list the years employed.

»» When you have held multiple progressive positions with an employer, you 
don’t have to list the employer all over again. Instead, create an umbrella for 
the positions, listing the employer only once and the total dates, and then 
show your reverse chronology below. Figure 6-2 shows how to present 
multiple progressive positions with the same employer.

FIGURE 6-2: 
Listing multiple 

progressive 
positions with 
one employer.
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»» If your positions were similar and varied little, or you had the same job with a 
different title, it’s okay to group them versus describing them twice. Figure 6-3 
shows an individual who had progressive positions with the same employer, 
but some of the jobs were similar enough to group instead of listing redun-
dant information in two places.

Chrono-Functional Format
The chrono-functional (CF) format, shown in Figure 6-4, is a resume of ability-
focused topics — portable skills or functional areas that position you best for your 
new job target (or to overcome some challenge in your timeline). It ignores chron-
ological order or even whether a particular skill came from employment. However, 
the chrono-functional format backs up all listed skills with a chronology that 
might come from employment, courses or education, volunteer work, and paid or 
unpaid internships. Read more about the chrono-functional format in the follow-
ing sections.

FIGURE 6-3: 
Grouping similar 
positions held at 

the same 
employer.
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FIGURE 6-4: 
A chrono- 
functional 

resume format, 
which is used to 

overcome 
timeline 

challenges in 
your work 

history.
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Understanding the CF format’s strengths 
and weaknesses
The following are the strengths of the chrono-functional format:

»» A CF resume directs a reader’s eyes to what you want him or her to notice. 
It helps a reader visualize what you can do instead of locking you into when 
and where you learned to do it. CF resumes salute the future rather than 
embalm the past.

»» The CF format — written after researching the target company — serves 
up the precise functions or skills that the employer wants. It’s like saying, 
“You want budget control and turnaround skills —– here’s where I offer 
budget control and turnaround skills.” The skills sell is a magnet to reader 
eyes!

»» It uses unpaid and nonwork experience to your best advantage.

»» The CF format allows you to eliminate or subordinate work history that 
doesn’t support your current objective.

The weaknesses of the chrono-functional format include the following:

»» Recruiters and employers are more accustomed to reverse-chronological 
formats than other types. Departing from the norm may raise suspicion that 
you’re not the cream of the crop of applicants. Readers may assume that 
you’re trying to hide inadequate experience, educational deficits, or who 
knows what.

»» Functional styles may leave unclear which skills grew from which jobs or 
experiences.

»» This format doesn’t clearly describe your career progression.

Deciding whether you should  
use the CF format
The chrono-functional resume is heaven-sent for career changers, contract 
workers, new graduates, ex-military personnel, and individuals with multitrack 
job histories, work history gaps, or special issues.
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Job seekers with perfect backgrounds (no gaps, career changes, or the like) and 
managers and professionals who are often tapped by executive recruiters should 
avoid this format.

Creating a chrono-functional resume
Choose areas of expertise acquired during the course of your career, including 
education and unpaid activities. These areas become skill, competency, and func-
tional headings, which vary by the target position or career field. Note accom-
plishments below each heading. A few examples of headings are: Operations 
Management, Sales, Budget Control, Cost Cutting, Project Implementation, Growth, and 
Turnaround Successes.

List the headings in the order of importance and follow each heading with a series 
of short statements of your skills. Turn your statements into power hitters with 
measurable achievements. The easiest way to do this is to always write CAR 
statements — the challenge you faced, actions you took, and results you obtained.

It’s important to note two key elements that allow a chrono-functional resume to 
work:

»» Your resume has a work history listed either above or below the experience 
and accomplishments section.

»» Each top skill lists the role in which it was attained.

If you do not make these key connections in your resume, prospective employers 
will question the validity of your skills and become confused about where or when 
they were used. By providing this small bit of connective data, you make a chrono-
functional a safe choice when navigating career challenges on your resume.

Hybrid Format
The hybrid resume format may likely be something you haven’t encountered 
before. While it has been in use by a handful of professional resume writers for 
over a decade with great success and employer acceptance, it has rarely been 
shared with job seekers before now.
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A hybrid resume format takes elements from different resume types so you 
can maintain an employment chronology as well as use creative functional char-
acteristics to overcome your career challenge without raising any red flags. This 
strategy works great if

»» You want to highlight jobs from earlier in your career that might otherwise 
not be seen.

»» Your most recent job was not as strong or as close a fit to your target.

»» You have a gap in employment.

Essentially, with the hybrid format, you’re addressing employment circumstances 
in which there are challenges but a full chrono-functional adaptation would be 
overkill. Such challenges might include

»» You held the target experience or industry experience previously in your career.

»» The position experience or industry experience most relevant to your target is 
earlier in your career and will be hidden on page 2 of the resume.

»» You were demoted with your current employer and wish to make that less obvious.

»» Your recent employment is lower level, irrelevant, or covering a gap but your 
prior history is right on target.

Understanding the hybrid format’s 
strengths and weaknesses
Check out some of the strengths of the hybrid format to decide whether it’s 
for you:

»» It quickly points prospective employers to early experience you have that 
matches your target, and it makes it seem more relevant.

»» It can cleverly mask a gap in your employment history.

»» It allows you the flexibility to put your best foot forward even if your most 
recent employment was not in line with your current target.

When crafted correctly for job seekers with these kinds of challenges, there aren’t 
any weaknesses to using a hybrid format.
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Deciding whether you should  
use the hybrid format
A hybrid resume helps you position your relevant experience and work history 
more effectively when you have gaps, demotions, career changes, career back-
tracking, or haven’t worked in the target industry for many years.

Although the hybrid resume looks neat and is highly efficient at what it does, 
those with strong career progressions in their chosen industry should steer clear. 
You don’t need to get fancy when you’re already on track.

Creating a hybrid resume
Some employment challenges require the lightest of tweaking to make them blend 
in, and others require more of a major renovation. You can decide on a case-by- 
case basis how much work your resume needs when you look at the job target and 
compare it to your work history.

If your career progression is all lined up for the job you want but the industry 
experience is hiding on page 2, all you need is a light tweak to help draw the 
eyes of prospective employer to relevant career information. You can stick with 
your reverse chronology and all the other elements that make an RC successful, 
but add a little summary line at the top of your professional experience section 
that connects your prior positions or industries with the target, as shown in 
Figure 6-5.

But what if you’re facing one of those challenges that make it more crucial for you 
to play up a job from earlier in your career but going to a chrono-functional 
resume would be overkill? That’s when you go heavy with the hybrid!

You have room to be creative here as long as you adhere to two simple rules:

»» Always include a timeline, either before the professional experience section 
or after it.

»» List jobs in the order they best serve you, but without the dates (since those 
appear elsewhere in the chronology). Feel free to leave out descriptions that 
don’t serve you.

Figure 6-6 shows you how you might present the timeline and job list on a resume.

For more on tackling resume challenges, see Chapters 12 and 13.
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FIGURE 6-5: 
Use the light 
hybrid when  

your reverse- 
chronology 

resume is on 
track but some 

key relevance is 
getting hidden  

in your resume 
layout.
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FIGURE 6-6: 
The heavy hybrid 

format comes 
into play when 

you have had 
solid jobs but 

they just aren’t 
presenting in the 

best order to 
qualify you for 

the position.
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Other Resume Presentations
A few adventuresome job seekers are using innovative resume formats. Here’s a 
quick look at two possibilities that can’t be classified as mainstream methods but 
may be just the vehicle you need to find the job that seems beyond your grasp.

Resume letters
In a targeted postal mailing campaign, a resume letter attracts attention because 
it reads more like a story than a document. The resume letter is a combination of 
cover letter and resume; often it is two pages. It typically opens with a variation of 
the question: “Are you looking for a professional who can leap high buildings in a 
single bound?” A resume letter opening might look a little something like this:

Should you be in the market for an accomplished, congenial senior human resources 
specialist who has earned an excellent reputation for successful HR technology 
acquisition analysis and management, this letter will be of interest to you.

The resume letter continues to give a basic overview of a job seeker’s strengths, 
including previous employers, achievements, skills, and competencies, as they 
would apply to the recipient company.

Take extra care to discover the key qualifications most often required for the posi-
tion you seek. Targeting is a no-lose strategy even for cold mailings.

Your strengths message may be in paragraph form or in bulleted statements. The 
resume letter format can be especially useful for a professional with an abundance 
of experience. But never substitute a resume letter when you’re responding to a 
job advertisement that asks for a resume. The employers call the shots, and you 
need to show that you can follow their directions.

One of the most amazing placements I’ve ever heard about was the case of the 
chemist who at age 50 left the profession to take a stint dealing cards at a casino. 
Five years later, at age 55, he wanted to return to the chemistry workplace. A cold 
mailing of a well-written resume letter to owners of small chemical companies 
turned up a caretaker CEO job while the owner took an extended two-year trip out 
of the country. Would the resume letter and broadcast mailing approach work as 
well with email? I have no data on this question. The trick would be to do research 
and target key decision makers.
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Resume letters are best used when sending an inquiring employment campaign 
letter — whether electronically or by regular mail. If you have the name of a spe-
cific hiring authority or an influential person at a company, you can send a general 
resume letter with some hooks about your background as they specifically pertain 
to the employer’s business. You can ask to be referred to a department head or 
manager, you can use it to ask for a meeting over lunch or coffee to learn more 
about the company, or you may directly ask about current opportunities. The key 
is to make sure the reader gets a clear perspective of your skills and abilities as 
they apply to the company without pressuring them or asking directly for a job. 
You’re trying to create interest and a reason they should want to speak with you.

Portfolios
Hard-copy samples of your work, gathered in a portfolio, have long been valuable 
to fields such as design, graphics, photography, architecture, advertising, public 
relations, marketing, education, and contracting.

Often, you deliver your portfolio as part of the job interview. Some highly moti-
vated job seekers include a brief version of a career portfolio when sending their 
resumes, although recruiters say that they want fewer, not more, resume parts to 
deal with. If you must include work samples to back up your claims, send only a 
few of your very best. Better yet, create a website where you display these items 
and include the URL on your resume.

The portfolio is a showcase for documenting a far more complete picture of what 
you offer employers than is possible with a resume of one or two pages. Getting 
recruiters to read it is the problem. When you determine that a portfolio is your 
best bet, take it to job interviews. Put your portfolio in a three-ring binder with a 
table of contents and tabs separating its various parts. Mix and match the follow-
ing categories:

»» Career goals (if you’re a new graduate or career changer): A brief statement 
of less than one page is plenty.

»» Your resume: Use a fully formatted version.

»» Samples of your work: Include easily understandable examples of problem 
solving and competencies.

»» Proof of performance: Insert awards, honors, testimonials and letters of 
commendation, and flattering performance reviews. Don’t forget to add 
praise from employers, people who reported to you, and customers.
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»» Proof of recognition: Here’s where you attach certifications, transcripts, 
degrees, licenses, and printed material listing you as the leader of seminars 
and workshops. Omit those that you merely attended unless the attendance 
proves something.

»» Military connections: The U.S. military provides exceptionally good training, 
and many employers know it. List military records, awards, and badges.

Make at least two copies of your hard-copy portfolio in case potential employers 
decide to hold on to your samples or fail to return them.

Your portfolio should document only the skills and accomplishments that you 
want to apply on a job. Begin by identifying those skills and accomplishments, and 
then determine which materials prove your claims of competency.

A portfolio should be relevant! Don’t look at your accomplishments based on what 
you’re proud of. Some of my greatest accomplishments came in my early career in 
a role that is nothing like what I would work in today. Be selective in telling some-
thing like that as a problem-solving story in an interview. For instance, if you’re 
an engineer, it’s not pertinent to include an all-state music winner certificate 
from high school, although it may have been a proud moment for you.
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Chapter 7
Understanding the 
Parts of a Resume

A prospective employer makes a leap of faith investing money in you as a 
new and untried employee. Are you really a good match for the position 
and the company? A resume’s content can make or break the initial 

impression that determines how that question gets answered (and if you get the 
interview).

How important is content? In comparing a position’s requirements to your quali-
fications (see Chapter 9), what your resume says is critical. This chapter outlines 
the sections you include on your Core resume. Chapters 9 to 11 explain how to sell, 
not tell, your worth.

As you work on crafting your resume, don’t rush it. If you build it correctly, the 
interviews will come.

IN THIS CHAPTER

»» Understanding the sections of your 
resume

»» Dumping content that doesn’t open 
interview doors

»» Using objectives and summaries 
strategically

»» Shaping your content in application 
forms
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Breaking Down the Parts  
of Your Resume

To make your content easy to access, organize the facts into various recognizable 
categories. These sections make reviewing your resume much easier for prospec-
tive employers who have historical knowledge of where to find certain informa-
tion that’s critical to them.

Here are the essential parts that make up a resume:

»» Contact Information

»» Objective Header Statement

»» Summary

»» Key Skills

»» Education and Training

»» Experience

»» Activities and Affiliations

»» Honors and Awards

You may also include:

»» Certifications and Licenses (also frequently grouped with Education)

»» Endorsements

»» Work Samples (not actually included, but listed as available)

To increase the likelihood that your resume positions you for an interview, take 
the time to understand the purpose of the different resume parts, which I explain 
in the following sections.

No more than you want to carry around 30 pounds of extra weight do you want fat 
in your resume — family, early education, favorite things, and so forth. Trim it! 
The rule for including data on a resume is simple: If the data doesn’t support your 
objective to be invited for an interview, then it’s not OnTarget — leave it out. 
See Chapter 9 for more on targeting your resume.
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Leading with Contact Information
No matter which format (see Chapter 6) your experience requires you to choose, 
place your name first on your resume. If your name isn’t first, a computer may 
mistake Excellent Sales Representative for your name and file you away as Ms. 
Representative.

Use boldface to display your name in a size range of 14- to 26-point typeface, 
depending on your preference. The rest of your contact information can appear in 
10- to 12-point typeface. Keep adjusting type sizes until you get the visual effect 
you prefer.

Here’s a shocker: Except for specific and overriding reasons, limit contact infor-
mation to your

»» Email address. This is your single most important contact data point because 
that’s how the majority of employers will initially contact you.

Don’t use a work email address on your resume; use a personal email address 
instead. If you use your work address, a prospective employer will see this as 
taking advantage of your employer and wonder what you would do if you 
were to work for them.

Additionally, if you have a personal email address that isn’t professional 
sounding (rockinralph@gmail.com or mommalovespugs@gmail.com), please 
sign up for a simple, professional-sounding address. jillk123@gmail.com is 
much better! Also, avoid creating email addresses with your birth year in 
them. You don’t want to give away your age before the prospective employer 
even sees you!

If you have them, you can add your website or blog, web portfolio, and social 
media page URLs. (Caveat: Don’t go overboard with social media extras or 
readers may wonder whether you’re too busy being social to work hard. 
Consider listing just one professional site, such as LinkedIn.)

»» Phone number. Some employers prefer to pick up the phone and give you a 
call. Select the phone number where you can most easily be reached.

»» City and state of residence. This information shows you have roots. 
Employers understandably resist springing for relocation costs unless the 
talent they seek isn’t available locally.

If you live in a large metro area, a commute might be an hour or more from 
your suburb to the prospective workplace. Therefore, you may be better off 
not listing your city and state at all. Watch for these positions and leave off 
your location; go with just your phone number and email address.

mailto:rockinralph@gmail.com
mailto:mommalovespugs@gmail.com
mailto:jillk123@gmail.com
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Why has there been a reduction in the recommended amount of contact informa-
tion? Long answer short: technology and crime. The need for a home street address 
has passed into history because employers are now far more likely to communi-
cate by Internet than by postal mail. What’s more, rising concerns about identity 
theft and privacy loss argue against listing a home street address unless there is 
an overriding reason to do so.

The first page of your resume is valuable real estate: Ditching unnecessary text 
such as your street address is akin to clearing weeds out of your lawn. Why not 
leave blank any unused white space to make your resume more open and readable, 
or use it for key information that markets you?

Placing Your Job Target in the 
Objective Header

An objective header statement clearly defines the position you’re targeting. It gives 
immediate focus to your resume and is the hub around which all the other infor-
mation in your document relates.

You may have noticed I’m not using the term objective but instead objective header 
here. The important difference is that an objective makes you think of a long-
winded statement about what you want, such as

Seeking a management position with opportunity for growth and achievement.

Blah, blah, blah. It’s fatty and bloated with words that do nothing to sell you and 
are too focused on what you want. Instead, you want to edit this down ruthlessly 
to an objective header, which is nothing more than a succinct title of the position 
you are targeting with your resume. For example, a retail manager may simply 
include one of the following phrases:

RETAIL MANAGEMENT PROFESSIONAL

or

RESULTS-DRIVEN RETAIL MANAGER

It really draws the eye as a header versus a lengthy all-about-me sentence.

Most studies show that employers prefer a targeted header objective for quick 
identification purposes. They like to see the name of their job openings at the top 
of a resume. Because you cite those qualifying accomplishments that support your 
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objective header and leave out random experiences, the finished product shows 
that you and the desired job appear to be a well-matched pair.

If you’re responding to an advertised job, match the basic qualifications it requires 
in the body of your resume, even if the job seeks a “window pane technician” and 
your objective says “window pane technician.” An objective header that echoes 
the job title in the job ad is merely a first step toward showing that you’re a great 
match.

Ideally, write a customized resume for each position (or career field) for which 
you apply. You should even write a different customized resume for each position 
for which you apply at the same company. (For more about targeting your resume, 
flip to Chapter 9.) The downside to a narrow job objective header is that the same 
employer may not consider you for other open positions that you didn’t know 
about. But if the objective header is too broadly focused, your objective header 
statement becomes meaningless. Stay OnTarget!

Is this objective header necessary? Absolutely. Think of your resume as a maze — 
it has to have a visible entrance or no one would ever get started. Without an 
objective header, the prospective employer won’t know for which position you are 
applying. Don’t assume they’ll scan it or read it anyway. Instead, your resume will 
likely fall into the black hole of job seekers who don’t know what the company 
needs or what they want. Make each resume OnTarget with an objective header.

Grabbing the Reader with the 
Summary Section

Your OnTarget resume needs to provide an overview of your strengths and key 
talents to show that you have what it takes to excel in that position. This is known 
as your summary section.

A summary typically contains the three to five skills and competencies — sometimes 
more — that best support your job aspiration. The data in your statement need not 
be proven with examples in this brief section. In effect, you’re saying, “Here’s who 
I am and how I stand out from the equally qualified competition.” The summary is 
your teaser commercial, encouraging the reader to hang in there for proof of what 
the opening claims.

Part 4 contains sample resumes that illustrate a variety of effective summaries. 
But Figure 7-1 gives you a quick peek at a strategic summary. I’ve also included 
the objective header statement and key skills section so you can get the entire 
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picture. You’ll quickly see that an effective summary is a results-teaser that makes 
prospective employers both see that you’re qualified and excited to learn more 
about you.

A summary is known by many names. Among the most popular are areas of exper-
tise, skills summary, highlights summary, asset statement, power summary, 
career highlights, career summary, career profile, career focus, summary of qual-
ifications, unique selling proposition, and accomplishments profile.

In the following sections, I show how to make your summary section work for you.

Maximizing the summary section
Only initially, when you create your Core, one-size-fits-all resume, does this 
section have all your strengths. However, when you go OnTarget to impress an 
employer that you are a job match, it will be critical to make this section tight and 
dynamic toward the job for which you’re applying.

This brief section, which is typically one or two short paragraphs, a list of bullets, 
or a combination of the two, provides your 30-second commercial to a prospective 

FIGURE 7-1: 
A strong 

summary section 
supports your 

objective header 
statement and 
leads into your 

key skills section.
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employer on why you are a match worth pursuing. This section builds trust and 
excitement that you not only have the skills required but will also be a return on 
investment for the company that hires you.

Summaries offer an easy way to identify the qualifications you have that match a 
particular job’s requirements. This section may also identify qualifications that 
position you for related positions you don’t know about in a given career field.

The only disadvantage to using a summary can come from user error. Specifically, 
if you try to oversell yourself with irrelevant data that you think makes you look 
better, you instead appear to be overqualified or confused, neither of which lands 
your resume a second look.

Selling yourself in your summary
When you attempt to meet the employer’s position needs in your summary with 
generic words and phrases such as “good communicator” or “works well with 
others,” all you do is group yourself in the huge pool of applicants who have the 
basic skills for the position. Your summary needs to sell what is called your unique 
selling proposition, or USP.

To identify your USP, look at two areas:

»» Your CAR stories during your career: CAR stands for challenges you’ve 
faced, actions taken to resolve them, and results attained. Consider your own 
CAR stories. Do they demonstrate an ability to turn around failing operations, 
to identify and institute cost savings, and/or to create processes that save time 
(and thus money)? Look for these bottom-line strengths and then translate 
them into your summary with your unique value stated such as in the 
following two examples:

•	 Visionary Operations Manager with a proven reputation for lowering expenses, 
turning around operations, and creating positive culture that consistently 
results in multimillion-dollar revenue gain.

•	 High-energy Administrative Assistant who excels at meeting the needs of a team 
of busy executives and technical engineers. Talent for identifying opportunities 
to create tracking and data management processes, which result in up to 
30 percent time savings.

»» Your key selling features: These include degrees, certifications, licenses, 
awards, and even publications that make you stand out for your target job. 
For instance, if you are a marketing professional who made the Twitter 
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Top 50 Pros to Follow list, or you published a book on a key topic, highlight 
these accomplishments in your summary. For example:

•	 Recognized authority on web development. Authored The Authoritative Guide 
to WordPress (XYZ publisher); book has been called “If you can read only one, 
this is it” in press reviews.

•	 Attained <Certification Name> credential — a qualification held by only 
30 professionals worldwide.

An accomplishment is a key selling feature only if it makes you stand out from the 
competition. That’s why it’s called a unique selling proposition. So if a certifica-
tion is listed as a prerequisite for the position or it positions you as uniquely qual-
ified, include it in your summary section. But, on the other hand, if you have an 
MBA that’s not requested or that’s too common a qualification to take up valuable 
summary space, mention it only in your education section.

Matching the Job Target with Key Skills
Skills are the keywords of your resume. They are a critical component of surviving 
much of the initial resume scanning that takes place, both by humans and com-
puters, to determine whether you make it to the decision maker and the interview.

Although there are specific competencies and skills for each type of job (think 
plumber, sales person, administrative assistant, CEO), the way they are specifically 
worded can vary from company to company, and when you are making an industry 
change, from industry to industry. For instance, an entry-level job in shipping and 
receiving could have Logistics, Shipping and Receiving, Material Handling, or even 
Kitting in the title. So it’s critical to carefully study job advertisements and use the 
wording that the company has used to be a perfect match and to survive applicant 
tracking systems (ATS). For more on ATS, check out Chapter 4.

In the following sections, I define two categories of skills and explain how to 
incorporate the different types into your resume.

Hard skills
Hard skills are the technical qualifications you possess that your profession and 
target position require. For instance, there is a specific set of unique skills required 
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of a retail manager, administrative assistant, veterinary technician, sales person, 
or an aerospace engineer. An example of a veterinary technician might include

Animal restraint techniques, treatment administration (oral/injectable), medication 
dosage calculation, IV catheter placement, X-rays, blood draws, laboratory testing, 
diagnostic equipment operation

These technical competencies become the cornerstone of your keyword section, 
which is placed directly under the summary. This section is typically best expressed 
in a two- to three-column list that includes short, to-the-point key skills and a 
few competencies. You typically need to include 9 to 21 key skills and competen-
cies. (Flip to Chapter 8 for details on how to identify your skills.)

Soft skills
Soft skills are important but can be secondary in how much stress you place on 
them in this section. Soft skills are interpersonal talents such as the ability to work 
as part of a team or to communicate effectively with customers. You’re required to 
have them for the position, but because of how generic the skills can be, they 
aren’t always listed in the key skills section. Instead, roll them into the summary 
(see earlier section) when you are describing how you excel and add to the bottom 
line. It can become clear that you are a strong communicator when you mention 
“selected to give keynote speech for the industry’s leading national conference.”

The Proof Is in the Experience
Experience — for the traditional professional — includes your professional expe-
rience or work history presented in reverse chronological order (also known as 
RC). This section is critical because it’s where you provide the proof to support 
your objective header, summary, and keyword sections. This is where the employer 
looks for these details, but this is also where you can easily lose that attention.

Each position will have at minimum your specific job title, employer company 
name, location (city, state), and dates of employment. Account for each position 
in a way that shows progression and promotion within an organization whenever 
possible. I go into more detail about shaping your experience in the following 
sections.

For new graduates or those professionals making a serious transition, this section 
could encompass experience gained from volunteer work, internships, school 
projects and papers, personal studies, and a variety of nonpaid areas. Check out 
Chapters 13 and 14 for strategies.
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Defining the parts of your experience
A job description is made up of two key parts, which include

»» The position overview or hook. This part is typically presented as a brief 
paragraph that sets the stage for the position by laying out the goal or 
challenge of the position.

»» Proof-of-experience statements. This is typically presented as a series of 
bullets that follow the hook paragraph. The goal of these statements is to 
show that your experience matches that of your job target.

Do not make the mistake of thinking of the parts of your experience from the 
point of view of “responsible for.” This phrase should never appear on your 
resume. Further, when you write about your responsibilities, position them to 
show you stand out from your similarly qualified competition by telling very brief 
stories that explain the challenges you faced, actions you took to deal with those 
challenges, and the results you attained (also called CAR stories). By using this 
CAR method, you direct prospective employers to the value you would bring to 
their companies.

Playing up target expertise
Your Core, one-size-fits-all resume that you will develop first, before beginning 
to target positions with your OnTarget resumes, is going to cover all the compe-
tencies (experiences) and related accomplishments you have for the job you per-
formed. Under each job listed, your Core resume will have a seemingly long list of 
bullets that you can use to pick and choose from as you later tailor your OnTarget 
resumes to specific positions.

When you write, always try to focus on the top accomplishments that lure most 
employers, because they emphasize the bottom-line value you represent to the 
company (make money, save money, and so on). The most valuable accomplish-
ments include

»» Increased revenues

»» Saved money

»» Increased efficiency

»» Reduced overhead

»» Increased sales

»» Improved workplace safety
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»» Attained purchasing accomplishments

»» Introduced new products/new lines

»» Improved record-keeping process

»» Increased productivity

»» Launched successful advertising campaign

»» Captured market share

»» Maximized budgets

As you write, turn continuously to how you affected these power areas, even if you 
weren’t recognized for the contribution. If you made your life easier and your job 
more efficient, it counts!

The snapshot of the resume in Figure 7-2 depicts a job description from a one- 
size-fits-all resume. Notice how the first paragraph hooks the reader with the 
challenge and the bullets cover all areas of key responsibilities while emphasizing 
CAR stories (for more on CAR stories, see Chapter 8).

FIGURE 7-2: 
A succinct yet 

powerful listing  
of an applicant’s 

professional 
experience.
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When competencies come into play
Competencies are the behaviors required to do the work and are often hinted at 
more than listed. They don’t come in a handy-dandy, one-size-fits-all package. 
To meet the needs of applicant tracking systems (ATS), which seek to connect that 
you have all the right skills and competencies, you need to go a step further in 
your job bullets to show how your accomplishments confirm your competencies. 
Or to turn it around, you must show how your competencies enabled you to rack 
up home runs.

Here are a few examples of competencies:

»» Displays knowledge of products

»» Prioritizes and plans work activities

»» Uses time efficiently

»» Achieves sales goals

»» Maintains customer satisfaction

»» Troubleshoots technological problems

»» Adapts to new technologies

If you’re aiming for a job with a large employer, bone up on competency policy at 
each company. You can call the company’s human resources department and ask, 
“Do you use a competencies model in recruiting?” If so, ask whether you can 
obtain a lexicon of the company’s core competencies and the role competencies 
for the target position. Sometimes, the HR specialist will reveal the competencies 
and sometimes not. But ask. If they won’t, you need to rely on the job description 
to make sure you know and position yourself for every requirement.

To connect your behaviors with your accomplishments, you might say

Product development: Created new mid-market segment supporting an annual 
growth rate of 20 percent in a flat industry, which demonstrated high energy and 
business acumen.

In the preceding example, the verb demonstrated connects the accomplishment 
(“Created new mid-market segment supporting an annual growth rate of 
20 percent in a flat industry. . .”) with competencies (“high energy and business 
acumen”). Other verbs you can use to bridge the two types of information include:

»» Confirming

»» Displaying
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»» Exhibiting

»» Illustrating

»» Manifesting

»» Proving

»» Revealing

»» Verifying

Education Makes the Grade
Education doesn’t include only degrees you have earned. It should also include 
degrees you are currently pursuing and certificates required to perform your job. 
Sometimes the section is further expanded to cover certifications, licenses, and 
continuing education courses. In such cases, you can name the section

»» Education and Training

»» Education and Certifications

»» Training and Certification (use when you have no advanced degrees)

»» Education and Licensure

The rule of thumb is that if you have only one or two in each category, group them 
together. I flesh out how to present your education in the sections below.

Detailing your degree
Your Core resume lists everything in priority order from most relevant to least 
relevant, which allows you to pick and choose what to include for your OnTarget 
resumes. (For more on targeting your resume, see Chapter 9.)

The best order for the content is based on what matters most to the prospective 
employer. With most degrees, for example, the degree itself matters more than 
the school from which it was earned. So this listing might look like the 
following:

Degree in Specialty – University Name, City, ST — honors attained
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If you are currently pursuing a degree or certificate, you can list it like this:

Currently pursuing Degree in Specialty — University Name, City, ST

You also could — and should — bold the degree so it stands out.

It’s not a good idea to include the year of graduation (or completion) because it 
can either make you look too green or too dated. An employer will ask you for this 
information in an interview if it’s needed.

Here are further tips for effectively highlighting your education:

»» New graduates shouldn’t list courses taken in their education section. Instead, 
check out Chapter 13 for tips on making what you learned into keyword skills.

»» Do not list the high school you attended or accomplishments in high school.

»» Note continuing education, including seminars related to your work.

»» If you fall short of the mark on the job’s educational requirements, try to 
compensate by expanding with continuing education. Give the list a name, 
such as Professional Development Highlights, and list every impressive (but, 
more importantly, relevant) course, seminar, workshop, and conference that 
you’ve attended.

Sometimes an advanced degree can do more harm than help. This can be the case 
with doctorates and even master’s degrees, especially if you are changing 
companies, industries, or careers. Apply this test to determine whether the degree 
is worth listing:

WHAT’S FIRST — EDUCATION OR 
EXPERIENCE?
Education and experience should always follow the objective header, summary, and 
keyword sections. But after you’ve cleared those sections, the best strategy regarding 
the order of education and experience is to lead with your most qualifying factor.

With certain exceptions (such as when you are using a CV for positions in science, medi-
cine, or higher education), lead off with experience when you’ve been in the workforce 
for at least one year. When you’re loaded with experience but low on credentials, list 
your education at the end — and perhaps even omit details that over- or under- 
qualify you.
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»» Is it a similar level or type of degree as a requirement list for the job? If yes, 
then list it. If no, go on to the next question.

»» Do the people I report to typically have this level of degree? If no, then do not 
list it.

If the job doesn’t request it or require it and your potential bosses don’t have that 
level of education, chances are strong that including your advanced degree could 
be a killer. The prospective employer may see you as too expensive or assume you 
won’t be challenged enough to stay, or may even be intimidated by your advanced 
credentials. Although I know you worked hard for this accomplishment, use 
extreme caution in deciding whether to list your advanced degree in this type of 
situation.

Featuring your certifications
List on your resume the relevant certifications you hold in your field because they 
add luster to your qualifications and help you stand out from the competition. 
Include your certifications either as a subsection of education or make it a stand- 
alone section if you have many relevant certifications.

Certification as a job search tool is gaining renewed respect because of the follow-
ing points:

»» Certification is useful for resume triage by HR screeners who may not know 
the particulars of a given certification but nevertheless count it as a marker of 
extra knowledge and place resumes of cert holders in the coveted 
interview pile.

»» Certification is valued by outsourcing firms because the credentials add 
credibility to project proposals. Employees with certs in outsourced depart-
ments are thought to be (but not proven to be) more likely to keep their jobs 
than those without the credentials.

»» Certification is viewed as continuing education that indicates a job seeker has 
stayed up-to-date in a fast-moving field, is not stale, and is open to lifelong 
learning.

»» Certification for new college graduates shows they offer more than school-
taught skills and are willing to make an extra effort to excel.

Certifications can be such a big, relevant deal to your job target that they may even 
be listed in your summary section. When you do this, still list them in the educa-
tion section so you can add the granting entity and any particulars.
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Listing your licenses
If you’re in a field or function that requires a license to do your work — such as 
legal, certified accounting, engineering, teaching, real estate, or medicine — show 
your license prominently on your resume.

Licenses can be a subsection of education or you can use a heading of “Profes-
sional Licensing” (if only one license) or “Professional Licenses” (for more than 
one license).

Just as with certifications, holding a license can be so important to the position 
you’re applying for that you may need to list it in your summary section as well. 
When you do this, list it in the education section as well so you can add the grant-
ing entity and any particulars.

Gaining Extra Points
You’ve covered the meat and potatoes of your resume content. What can you add 
that will strengthen your image? You could, for instance, draw from your activi-
ties to show that you’ve got the right stuff. John Gill of Carlsbad, California, paid 
his own expenses to spend his college spring break building houses for the poor in 
Mexico. That act of sacrifice shows Gill’s character; he goes out of his way to do 
important things for others. That’s good resume content.

What’s in your history that may strengthen your image? Here are a few thoughts 
on buffing your image.

Activities
Activities can be anything from hobbies and sports to campus extracurricular par-
ticipation. The trick is to analyze how each activity is relevant to the target job; 
discuss skills, knowledge, or other competencies developed; and list all 
accomplishments.

In addition, avoid potentially controversial activities: Stating that you’re a moose 
hunter won’t endear you to animal-loving employers. Stating you skydive in your 
spare time may make you appear a health risk. If you’ve been able to research the 
reader and have found that you two have a common interest, list it on your resume 
so it can become an icebreaker topic during an interview.
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It doesn’t matter how proud of your activities and hobbies you might be. If they 
aren’t relevant, don’t include them because they’ll just take up precious space that 
you could use to sell what really matters to the prospective employer.

Organizations and affiliations
Give yourself even more credentials with professional and civic affiliations. Men-
tion all-important offices held. Relate these affiliations to your reader in terms of 
marketable skills, knowledge, and accomplishments. A high profile in the com-
munity (online or local) is particularly important for many professions.

Just as you should be careful about which activities you identify (see the preceding 
section), so too should you be sensitive to booby traps in organization 
memberships:

»» Listing too many organizations may make the reader wonder when you’d 
have time to do the job.

»» Noting that you belong to one minority group organization may work in your 
favor, but reporting your membership in five similar minority group organiza-
tions may raise red flags. The recruiter may worry that you’re a trouble- 
making activist more focused on that than the job or target company.

»» And, of course, you know better than to list your membership in religious or 
political organizations (unless you’re applying for a job that requires such 
membership). These affiliations don’t apply to your ability to do the job, and 
some readers may use them to keep you out of the running.

Honors and awards
This part of your resume is tricky as a stand-alone section because it typically 
comes near the end of your resume and makes such valuable information easy to 
miss. Relevant awards can have greater punch if they appear higher in the resume, 
such as if you mention them in the summary or include them as an accomplish-
ment under the job at which you earned them.

If the award is a major industry award, be sure to mention it in the summary sec-
tion, even as “industry-award winner for .  .  .” If the award was for company 
performance, then tie it into that job and make it stand out with bolding and 
italics.
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Smaller awards or lengthier listings can be in a separate section. Otherwise, don’t 
hide your illustrious achievements. After all, someone saw fit to award you for 
them!

It’s not necessary to list awards and recognitions that have nothing to do with 
work or that don’t show you in a professional light, such as winning the Chili 
Cook-off if you aren’t applying for a job as a chef.

However, some seemingly irrelevant awards can add value from a competencies 
standpoint. If there is a competency for a job you are targeting that you don’t meet 
between work and school, an award could do the trick.

Consider new graduate, Tom Nichols. At 15, he was the youngest person to win a 
fishing tournament and his prize was a new boat. By itself, this accolade is mean-
ingless to the resume, but the context makes it valuable toward his pursuit of a 
medical sales position. In order to keep the boat, he had to be able to pay for it. To 
pay for the boat, he started an informal charter business. His clients were local 
doctors and surgeons, because his dad is a doctor. Can you connect the dots? Tom 
has tons of transferable value to play up in his new graduate resume in areas such 
as physician relations, selling, drive, and enterprising spirit. (See Chapter 13 for 
more on new graduate resumes.)

Endorsements
After citing an accomplishment, add immediately beneath it a short, flattering 
quote from your boss or a client. (Alternative placement: Present an endorsement 
in an italic typeface in a left- or right-hand column by your summary, or at the 
bottom of your resume.) Here are a few examples of endorsements:

»» For an information systems technician: Tom is a cost-cutting maven. He was 
the driving force behind an 80 percent cut in Internet access and telephone 
costs. — Bill Jones, CEO

»» For a sales rep at a toner and cartridge shop: Jennifer Robertson’s resource-
fulness in getting inside the SoapSuds account and expanding it by 15 percent after 
others had tried for months is truly impressive. — Kevin Bloch, General Manager

»» For an administrative support person: Sarah is a dynamo of energy and 
enthusiasm; she streamlined our project procedures, which saved hours of labor 
each week and made the office feel like a home. — Kathryn Smith, Business Owner

Endorsements work, or advertisers wouldn’t spend billions of dollars to use them. 
Be sure to check with your source before adding a quote to your resume.
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Shaping Your Content on 
Application Forms

Application forms that you must sign aren’t resumes. Once signed, an application 
form becomes a legal document. Lies can come back to bite and smite you. Stick to 
the facts by following these basic rules:

»» Verify all dates of employment and salaries.

»» Enter the full name and last known address of previous companies for which 
you worked. If these companies are out of business, write “N.A.” or “defunct” 
in the address section.

»» If asked for salary history, list your base salary (or add commission and 
bonuses), omitting benefits.

»» Give a complete employment history in months and years, including trivial 
three-month jobs that you left off the resume. When you don’t tell the whole 
story, you leave a loophole of withholding information that later can be used 
against you to deny unemployment benefits if you’re let go.

»» Unless you have a condition directly affecting your ability to do the job for 
which you’re applying, you need not elaborate on any disability.

»» Check your state laws because in some states having to disclose a former 
salary is discriminatory.

Become a fountain of knowledge about disability rights; start with such 
specialty websites as the National Organization on Disability (www.nod.org).

»» Divulge any criminal record (misdemeanor or felony) unless your records are 
sealed; consult a lawyer about the possibility of expungement before job hunting.

In certain instances, a job seeker can legally and ethically answer “no” on a 
question about a past offense; for information, visit Privacy Rights 
Clearinghouse (www.privacyrights.org).

When you have to divulge such information, always include an application 
addendum where you explain the situation in the most positive light possible 
and share how you have changed with employer references, employment 
tenure, and awards.

»» Be honest about having collected unemployment benefits (but remember that 
repeaters are frowned on). If you’re caught lying about it later, practice your 
farewell speech.

»» State law regarding the criminal records you must divulge vary from state to 
state, so check the law in your state.

http://www.nod.org
http://www.privacyrights.org
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Notable Content to Leave Off 
Your Resume

Eager, inexperienced job seekers often want to include everything they think a 
prospective employer wants to see or could potentially ask about. In some of the 
earlier sections, I mention some insignificant details to leave off (such as high 
school info and political or religious affiliations).

However, there are two big categories of information that you should never, ever 
include on your resume: salary and references. I explain why these topics should 
be left off in the following sections.

Avoid addressing the salary question
Never mention salary on your resume. Period.

Sometimes a job ad asks for your salary history (past) or salary requirements 
(future). Realize that revealing dollar figures in advance puts you at a disadvan-
tage. This is especially true if you’ve been working for low pay — or if you’ve been 
paid above market.

In addition to job ads, profile forms on job sites and online personal agent pro-
grams almost always ask for your salary information. If you decide to participate, 
state your expectations in a range and include the value of all benefits, bonuses, 
and perks in your salary history, not just cash.

Whenever possible, go with negotiable, open, or flexible instead of including dollar 
amounts.

When you choose to disclose your salary history or requirements online, make a 
distinction between general information forms and formal signed applications 
(legal documents). Include benefits (total compensation) on general information 
forms, but omit benefits on formal signed applications that ask for salary history.

Before you reveal your salary requirements, research the market rate for someone 
with your skills and experience. Start with the websites Salary (www.salary.com), 
Salary Expert (www.salaryexpert.com), and PayScale (www.payscale.com).

Avoid being too quick to pipe up with hard figures on the money you’ve made and 
the money you want. When you reveal this information without already having a 
job offer, you might over-price yourself, be talked into taking a reduced salary, or 

http://www.salary.com
http://www.salaryexpert.com
http://www.payscale.com
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not even get the interview. You always want to strive to get to the interview and 
the offer before talking dollars.

Exception to salary silence advice: As I mention in Chapter 4, tell recruiters with 
whom you have a serious interest in working how much you’ve earned and how 
much it will cost an employer to hire you. Otherwise, know that recruiters don’t 
want to waste time playing games and are likely to fold up their interest and 
move on.

Hold off on providing your references
Employment references do not belong on a resume unless an employer specifi-
cally asks for them. In fact, the fastest way to date yourself (and your resume) is 
to include the words “References available upon request” at the bottom of your 
resume. This is a given that you will have those references available when they are 
requested.

Don’t wait until an employer requests the contact information for your references 
to get in touch with people to ask if they’ll put in a good word for you. If you have-
n’t done so already, reach out to prior employers, customers, directors of organi-
zations for which you volunteer, professors, teachers, and instructors. Get their 
permission to have potential employers contact them about you.

Be sure to send your references a copy of the resume you use to apply for a posi-
tion, and when you give out your references contact list, provide courtesy notice 
to your references about the nature of the position and that they may be 
contacted.

Follow up repeatedly and thank everyone on your reference list when those indi-
viduals provide a reference. Be sure to let them know when you land your new job. 
After all, you need them to continue doing so for you throughout your career.
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Chapter 8
Making the Details Shine

Your ultimate goal is to customize your resume to be a specific OnTarget 
document for each job you seek. But getting there always starts with creat-
ing one master Core  — or one-size-fits-all  — resume document. That 

master document is a tool that, once created, you can pull from to ensure that 
you’re OnTarget. But to get there, you have to cross the bridge from knowing you 
need a resume to figuring out what to put in it, and making sure that the content 
is powerful enough to make you stand out from all the other applicants for the job.

For most job seekers, this leads to what is called Blank Page Syndrome, where 
they end up sitting in front of a computer staring at a blank screen and not know-
ing where to get started or what is even important enough to include. After they 
sit long enough trying to fill in each of those resume sections, most people will 
end up just listing basic responsibilities held or skills performed.

Although it’s tempting to want to get the resume written quickly, settling for the 
basics in areas such as job descriptions and summary of qualifications won’t allow 
you to stand out against the competition. You need to capture content for your 
resume that says more than what you can do and have done. When you follow the 
process outlined in this chapter, you’ll sail past the stress of Blank Page Syndrome 
into concrete details and accomplishments that show an employer you’re worth 
the interview.

IN THIS CHAPTER

»» Gathering data to draw on

»» Digging up details, challenges, 
actions, and results

»» Turning all that data into 
resume gold
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Getting Started by Gathering Data
Making data gathering for your resume writing easy involves starting with the 
right information in front of you. That way you don’t get stuck staring at a blank 
screen. Before you sit down to write, take the time to gather the following:

»» Resumes: Gather any resumes you have written in the past ten years.

»» Employment records: Collect any written evaluations, job descriptions, 
or other previous employment records.

»» Training records: Certificates or lists of training, continuing education, 
degrees, and licenses.

»» Recommendations: Letters of recommendations, thank-you letters, emails, 
or cards from bosses, customers, or other related persons.

»» Projects: Copies of any major projects or abstracts/details about them.

»» Awards: Copies of any awards received professionally or personally.

»» Publications: List of any publications written such as books or articles.

»» Presentations: List presentations made, topics, and where presented.

»» Affiliations: Create a list of all voluntary roles held (business, board level, 
social, civic, academic). Be sure to gather any details, such as recognitions or 
awards received, projects chaired and outcomes, hours contributed, and 
so on.

»» For new graduates or those with a new major certification that is the job 
target: Major course textbooks or material, course syllabi, and school’s course 
descriptions (usually in the catalog).

Don’t censor yourself when gathering data! Avoid judging what is relevant. It’s 
better to include everything and whittle away later than to discount something 
that might have brought you value. You can always opt not to use something as 
you move forward with these steps.

Some of this data may require you to do a little thinking and a little free writing 
where you brainstorm on paper or directly into a document on your computer. 
That’s okay. Get your lists and data together now so you can refer to them when 
you’re ready to begin compiling your data into a single document of noteworthy 
information.

Although you can start manually on paper with the next steps of pulling out the 
data you need from the documents you have gathered or created, it will be much 
easier if you have access to a computer with word-processing software. Most 
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employers accept and prefer Microsoft Word documents, so this is what you 
should build your document in.

You don’t have to rely on trying to jump between multiple documents saved 
on your computer. Take the time to print all your documentation so you have it at 
your fingertips. Or if you can, copy and paste it into a single Word document. 
Either way will make getting the information you need much quicker and easier.

Compiling the Content for the  
Basis of Your Resume

After you’ve begun collecting your data (see the preceding section), start making 
lists that you can use later to write your resume. It’s important to understand that 
this isn’t the point at which your writing is polished, resume-worthy content for 
your final resume. Instead, you’re going to be dumping information into your 
Word document (and saving it regularly to avoid losing it). So don’t worry about 
grammar, impressive wording, formatting, or run-on sentences. Just follow the 
instructions in this section to get the information down.

Starting with your employment history 
and responsibilities lists
You’re going to start with your employment history section (refer to Chapter 7 for 
details on the different sections of a resume), but don’t worry if this isn’t your 
area of strength or if your job target is different now. You’ll have a chance to apply 
the same process to other areas, such as volunteer work, leadership, and courses 
or degrees completed next.

Start with your most recent job and begin by creating a bulleted list of your 
responsibilities. Get them all down, regardless of how trivial, because you may 
need them later when you put the resume together. Here’s an example of how 
your list might look if you’re a retail manager:

COMPANY: Weight Loss International (formerly Pacific Weight Loss)

TITLE: Center Manager

LOCATION: [City, ST]

DATES: [Start Date – End Date]
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Responsibilities:

•	 Managed day-to-day business operations.

•	 Handled interviewing, hiring, training, and supervision of employees.

•	 Supervised a staff of two as well as an assistant manager.

•	 Trained staff in selling and customer-service techniques, and motivated 
them to meet up-selling goals.

•	 Sold memberships and products.

•	 Handled inventory management.

•	 Oversaw client account management and service.

•	 Maintained financial responsibility for payroll within budget as well as daily 
closeout, bank deposits, and balancing.

Repeat this process for any additional positions you held in the last ten years. 
If you are changing careers to return to a profession from your past, take this step 
on those older jobs as well.

All your documentation is in front of you, so you should be able to whip this con-
tent together rather quickly. Again, don’t worry about how you say it at this point. 
These are going to be your notes.

If you find you’re struggling and don’t have the data you need to create your job 
description, you can try the following:

»» Visit your former employer’s web page to see whether it lists job descriptions 
in the hiring or job center section.

»» Contact Human Resources or a former colleague to see whether they can 
supply you with a description. If you haven’t remained connected, LinkedIn 
can be a great resource for finding people by doing an advanced search that 
includes the company name.

»» Perform a Google search for your job title (such as retail manager in this 
example) to be reminded of responsibilities. Glassdoor (www.glassdoor.com) 
also has an impressive array of company-specific job information.

»» Visit industry professional associations to find job descriptions in their career 
center or regular resources.

http://www.glassdoor.com
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Going down the rabbit hole  
to identify challenges
After you’ve compiled your past history and responsibilities, you need to go back 
and dig deep to get at what value you provided in each of those areas. This process 
is a little like going down the rabbit hole, where you continue to dig deeper and 
deeper until you get to your goal — in this case, the goal is listing specifics about 
the challenges you faced and what you accomplished.

In an OnTarget resume, not only do you need to emphasize matching yourself to 
the job you’re targeting, but you also have to give the employer a reason to select 
you from all the other qualified applicants. To do that, you have to sell what you 
accomplished and not just tell what you did.

You do this by having concrete stories, which are commonly referred to as CAR 
stories. CAR stands for Challenge, Action, Result. In other words, in the overall job, 
as well as for any given responsibility, consider:

»» What challenge did you face?

»» What action did you take to overcome that challenge?

»» What result did you attain from your action?

So return to your most recent job description bulleted list. Think about your time 
in that position and ask yourself:

»» What did you step into with the new job? Did you face problems or chal-
lenges? Tell me about them. Dig deep or follow the rabbit.

»» Was this a newly created position? If so, what were the expectations? Follow 
the rabbit.

»» Were you filling a position that had been vacant for some time? What 
challenges did you step into? Follow that rabbit.

»» Were you recruited to the position? If so, what issues were the managers facing 
that they wanted you on board? Tell me about the issues. Follow that rabbit.

Brainstorm these answers into your notes. Do a brain dump of what you remem-
ber, and don’t worry about how it reads or looks at this time. If you’re drawing a 
blank, consider the following:

»» If the organization was already successful and it just wanted you to maintain 
the status quo, did you still find areas that needed improvement? Follow 
the rabbit.
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»» Did you see ways you could make improvements after you were settled into 
the position? Tell me about it. Follow that rabbit!

For the retail manager example I’ve been using, here are some of the follow-the- 
rabbit elements that you can consider:

»» When you took over, did you have set goals for sales for your branch 
before you started? Were they being met? What was their percentage to 
goal per quarter/year? What did you identify as the problems? Talk about 
each of those.

»» What was the customer turnover/dissatisfaction level and why? What did you 
do about it? How quickly did numbers change? What were those new 
numbers?

»» Were branches ranked? If so, where did this branch rank when you started 
with them? Out of how many branches? Where do they rank now? What did 
you do to accomplish that? Follow that rabbit deeper as needed.

After considering these examples, the retail manager (from the previous section) 
might come up with something like this:

Overall Challenges:

The following needed to be restarted and targeted for massive turnaround: staff 
the center with customer-focused personnel, reclaim clients, overcome negative 
brand connotations, and meet aggressive revenue goals by increasing average 
dollars per sale on each transaction.

•	 Took over a poorly performing center. Many customers had abandoned 
their memberships and business was way down. How much? Almost 
80 percent. This left the center ranked 23rd out of 27 centers.

•	 Quarterly sales goals were down by more than 40 percent.

•	 Their goal was an average sale of $580 but the center was only 
averaging $350.

•	 Customer satisfaction rating was only 66 percent. There were a lot of staff 
training issues to deal with.

•	 There was a lot of missing inventory. Approximately 20 percent monthly 
and that was costing the center about $1,200 in losses.
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•	 Staff turnover was high. When I came in, there were only three staff 
members, and they had each been there less than six months. The center 
should have had five staffers. Obviously retention is a key to profitability 
and customer service.

You’ll later use what you’ve just created to craft what is called a hook in your job 
description (more on this later in the chapter), which sets the stage for the poten-
tial employer by letting them know what you faced in the job.

After you’ve tackled the overall challenge(s) faced in the position, you want to 
turn to each of your responsibility bullets for that position. To get to the CAR 
statements, consider what the challenge, action, and result would be for each 
responsibility.

Don’t forget to use all your documentation for putting together your CAR stories. 
Now is a great time to reread everything, especially letters of recommendation, 
award certifications, thank-you letters from bosses and clients, and evaluations. 
You should find lots of good accomplishments in those materials.

Showing how action and results 
overcame challenges
When you think about the challenges you faced in your jobs, your thoughts prob-
ably move naturally to what steps you took to overcome those challenges and 
what the outcomes of your actions were. After you’ve listed previous work-related 
challenges (see preceding section), it only makes sense to explain how you 
resolved them. Take your list of challenges for a particular position, and then 
build on it first with the actions and then the results.

Don’t worry about this Core resume document’s page count at the end of this 
process — especially after you’ve done it for each of your positions. You will cut 
down these notes into final, succinct bullets for your final resume when you get to 
that step.

Using the retail manager example from the section “Starting with your employ-
ment history and responsibilities lists,” consider the responsibility of selling 
memberships and products. You know that quarterly sales goals were down, aver-
age sale dollars were not being attained per customer, and customer service in the 
selling process was poor.
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If you followed the rabbit into the story of the actions taken to overcome this 
along with the results, your notes may look like the following:

Challenges and Actions:

»» Annual membership started at $350 but could be upgraded to a platinum 
maintenance plan of $580, which was the goal. To accomplish this, I directed 
staff in the following ways:

•	 Educated them on how to upsell the platinum level, giving them training 
materials and sessions to better understand the features and benefits of 
the upgrade, and educating them on how to present it to increase sales 
closures.

•	 Performed add-on sales demos and skits with staff to get them comfort-
able with all our supplemental products. Promoted them during weekly 
client meetings and ran mini incentive campaigns with staff to get them 
used to performing add-on sales.

»» Called all former members and let them know that they were entitled to their 
membership, how many weeks they had left, and details on any product 
credits they still had pending. Made sure they were given excellent service 
and explained about the new leadership so they would perhaps come back.

»» Held special customer open houses to reintroduce lost customers to the 
program and its services/products.

»» Introduced referral bonus program for bringing someone in — if they joined 
and stayed at least four weeks, they received a $50 in-store credit.

»» Sponsored specials to move excess inventory.

Results Achieved:

»» Center averaged 50 percent close rate from call to walk through the door 
(against an expectation for this test center of 30 percent).

»» Staff successfully upgraded 40 percent of clients from the standard one-year 
membership at $350 to the platinum maintenance program at $580.

»» Increased up-front sales of nutritional bars by 20 percent by selling the 
benefits of bulk discount, which allowed facility to move more product and 
keep clients committed to the program.

»» Moved ranking of center from 23rd to 13th in nine months. Ended first quarter 
in 2015 at 7th out of 27 and maintained status for four consecutive years.

»» Began consistently meeting quarterly sales goals in second quarter of 2014 
and continued to do so.
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»» Positioned center to “Most Improved Center” for four consecutive years (2014, 
2015, 2016, 2017).

Can you see that you are so much more than your responsibilities? After you take 
this step on each of your positions, you’ll see you have rich stories to tell about 
your value!

Taking the Next Steps
It’s now time to look at your other areas of experience and value. Because you may 
consider a variety of positions to target down the road, take these steps now, even 
if you don’t see the relevance. The following sections give you some general ideas 
about what other information to round up and offer some specific statements you 
can use to point to your achievements.

This document on your computer is going to be a hefty one, but don’t let the 
length bother you. If you have pages and pages of notes, that’s great! It means you 
have a lot of information to work with. If you don’t have a long document, don’t 
think it’s the end of the world. In Chapter 13, I show you how to make your limited 
experience work best for you.

Considering other accomplishments
You’re more than your work experience or career, even when it comes to your 
resume. To paint a complete picture of what you can offer an employer, consider 
your education, volunteer activities, and recognition given by previous employers. 
Think about some of the following areas of accomplishment:

»» Academics: Dig deep in this area only if you are entering a new career field 
based on a degree, training, program, or certification earned. Instead of looking 
at job responsibilities, however, look at courses you completed and then

•	 Make a list of relevant classes and pull the descriptions either from the 
textbook’s table of contents, course description, or course syllabi into a 
bulleted list.

•	 Ask yourself about each class: What did I learn? What projects or papers or 
case studies did I complete? In those projects, papers, and/or case studies, 
what challenges, actions, and results did I attain?
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»» Awards: If an award wasn’t tied to a specific job and you haven’t already 
considered it, dig into it here. What was it for? What does it mean in regard 
to my potential employment target(s)? What does it say about me from a 
strengths and value perspective?

»» Publications and Presentations: Again, do the same as with awards.

»» Affiliations (Volunteer Work): Delve into this area only if you need to 
emphasize a skill set not available in your current employment. After you list 
each organization and role held, consider your CAR stories (for more on this, 
see the earlier section “Going down the rabbit hole to identify challenges”).

Brainstorming your way to success
When you hit a brick wall with your accomplishments, try the following plug- 
and-play strategy to help think of what value you bring. Just fill in the blanks and 
add these statements to your stories.

Saying it with numbers
A few numbers can reveal more about your experience and accomplishments than 
a thousand words can. Consider how you can apply these statements to your work 
history:

»» __ (#) years of extensive experience in __________________ and __________________.

»» Won ____ (#) awards for __________________.

»» Trained/Supervised ____ (#) full-time and ____ (#) part-time employees.

»» Recommended by __________________ (# of notable people) as a 
__________________ (something good that they said about you) for 
excellent ______________ (an accomplishment or skill).

»» Supervised a staff of ____ (#).

»» Recruited ____ (#) staff members in ______________ (period of time), increasing 
overall production.

»» Sold ____ (# of products) in ______________ (period of time), ranking ____  
(1st, 2nd, 3rd) in sales in a company of ____ (#) employees.

»» Exceeded goals in __ (#) years/months/days, establishing my employer as ____ 
(1st, 2nd, 3rd, or whatever number) in industry.

»» Missed only ____ (#) days of work out of ____ (#) total.

»» Assisted ____ (#) ______________ (executives, supervisors, technical directors, 
others).
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Saying it with percentages
Percentages help you show how you ranked against your competition, how well 
you achieved a goal, or how much you cut costs. Percentages are often easier for a 
reader to make sense of than a number such as 600 hours, which may not have the 
necessary context to have an effect on the reader. Check out these statements:

»» Excellent ______________ (your top proficiency) skills, which resulted in ____ (%) 
increase/decrease in ______________ (sales, revenues, profits, clients, expenses, 
costs, charges).

»» Recognized as a leader in company, using strong skills in ___________ (skills) to 
effect a/an ____ (%) increase in team/coworker production.

»» Streamlined ______________ (industry procedure), decreasing hours spent on 
task by ____ (%).

»» Used extensive ______________ (several skills) to increase customer/member 
base by ____ (%).

»» Financed ____ (%) of tuition/education/own business.

»» Graduated in the top ____ (%) of class.

»» Responsible for an estimated ____ (%) of employer’s success in ______________ 
(functional area/market).

»» Resolved customer-relations issues, increasing customer satisfaction 
by ____ (%).

»» Eliminated ______________ (an industry problem), increasing productivity 
by ____ (%).

»» Upgraded ______________ (an industry tool), resulting in ____ (%) increase in 
effectiveness.

»» Increased sales by _____ (%) by __________ (actions).

Saying it with dollar amounts
How often does corporate America talk about the bottom line? A lot. So your 
resume can be an acceptable place to talk about money and the savings you gener-
ated for an employer or the amount of revenue by which you increased the bottom 
line. Take a look at these statements:

»» Supervised entire ______________ (a department) staff, decreasing middle- 
management costs by ____ ($).
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»» Purchased computer upgrade for office, saving the company ____ ($) in 
paid hours.

»» Eliminated the need for ______________ (one or several positions in company), 
decreasing payroll by ____ ($).

»» Averaged ____ ($) in sales per month.

»» Collected ____ ($) in memberships and donations.

»» Supervised the opening/construction of new location, completing task at ____ 
($) under projected budget.

»» Designed entire ______________ program, which earned ____ ($) in company 
revenues.

»» Implemented new ______________ system, saving ____ ($) daily/weekly/monthly/
annually.

»» Reduced cost of ______________ (substantial service) by developing and 
implementing a new ______________ system at the bargain price of ____ ($).

»» Restructured ______________ (organization/system/product) to result in a 
savings of ____ ($).

Click Save one last time, and . . . that’s it! Pat yourself on the back because you just 
collected all the data you need to create your Core resume (and later the OnTarget 
resumes I discuss in Chapter 9).

Your Core Resume: Turning  
Your Data into Dynamite

Now that all your data is staring you in the face, it’s time to make it work for you. 
With your Core resume, don’t target a specific job advertisement, but rather focus 
on making all the skills, accomplishments, and experience you’ve accrued shine 
for you toward the type of job you desire (think “I am a chemical engineer” or “I 
am a receptionist”). That way you can pick and choose among the diamonds when 
you pull from your Core resume into your OnTarget one (see Chapter 9) to fit a 
specific job opening.

There’s not really any other way around it. It’s now you and your data with a lot 
of highlighting, copying, and pasting to go from a multipage road map to what 
will likely be a one- to three-page Core resume.
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Don’t worry so much about your first pass over this content. Feel free to write full 
sentences and even be verbose. Focus on writing it exactly as you would like it to 
read. Then, go back and ruthlessly edit, making sure your hook paragraph is only 
a few sentences covering three to five lines and that each bullet is no more than 
two lines.

The following sections show you how to best tackle the process.

Assembling the bones of the resume
You can rapidly create the bones of your resume with a few easy steps. (Chapter 7 
walks you through specific content for each of these.)

1.	 Save the file.

Open a word processing program and save the document to make repeated 
saves easier. Include words such as the target role and date in the file name 
that allow you to easily identify the document.

2.	 Set up your contact information.

Lay out your brief contact information at the top of the page.

3.	 Create section headers.

Although these sections and their titles are subject to change as you format, 
you probably have a good idea of what your main sections are going to be 
for your resume. So you can put them in as placeholders: objective header 
statement, summary, key skills, experience, education, professional affiliations, 
and so on.

4.	 Fill in the straightforward content.

Sections such as education are going to be presented in black-and-white 
fashion. The most selling you do is to list an honor or GPA. Fill these out.

The summary section doesn’t get a title. It is set directly under your objective 
header and is meant to complement the job target with your requisite expertise 
and skill. Listing the word summary as a placeholder right now in your document 
will help you remember to go back and create it.

Another list-like section is the keyword skills, which is near the top of your 
resume (following your summary) in one to three columns of bullets. This list 
highlights the key skills you possess for your profession. You’ll likely have any-
where from 9 to 21 bullets for your Core resume after you go through the content 
you’ve collected. Check out Chapter 10 for more on keywords.
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Tackling your most recent professional 
or job-related experience
Whether it’s your most recent employment position, volunteer role, internship, or 
project completed while pursuing your new degree that has the most value, start 
with your most recent professional experience.

The rule is that if what’s most recent is what’s most relevant, play that up. 
Otherwise, dig around for what is most relevant and put your energy there. (For 
more on nontraditional resume situations, visit Chapters 13 and 14.)

For a traditional job seeker with a progressive career path, focus on the most 
recent employment position. Here is where you want to expend the most energy 
and time to get it just right. Your goal is to narrow your content down to:

»» A solid hook summary paragraph that sets the stage for the position, its goals, 
and the challenges you faced

»» Supplemental bullets or sub-areas (by function) that cover each of the core 
areas of responsibility for that employment position and that detail how you 
went above and beyond through challenges, actions, and results (CAR)

OMIT INTERVIEW-KILLER DATA
The best way to handle some land mines on your resume is to ignore them. Generally, 
revealing negative information on a resume is a mistake. Save troublesome information 
for the all-important job interview, where you have a fighting chance to explain your 
side of things.

Stay away from these topics when constructing a resume:

•	 Firings, demotions, forced resignations, and early termination of contracts

•	Personal differences with coworkers or supervisors

•	Bankruptcy, tax evasion, or credit problems

•	Criminal convictions or lawsuits

•	Homelessness

•	 Illnesses from which you have now recovered

•	Disabilities that don’t prevent you from performing the essential functions of the 
job, with or without some form of accommodation
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To write your first paragraph, read through everything you’ve written down for 
this position and look for the story that brings it all together. As you go through, 
you can use a highlighter tool in the word-processing program to highlight items 
that stand out. These phrases likely sound like, “I was recruited to. . .” or “The 
company was facing. . .” or “I recognized this problem. . .” or even “I was able 
to. . .” or “It ended up saving. . . .”

The items that stand out in your work history and accomplishments come in 
handy when you’re ready to identify your hook paragraph, but they can also be 
repurposed when you move on to the last step of resume assembly — crafting 
your summary section.

With the responsibility and accomplishment bullets, put like with like. If you have 
four to five areas about budgeting, first cut and paste them so they’re all together 
and then look for what tells the best story of responsibility and CAR statements.

If you can’t find a CAR statement, that’s okay. Include the bullet on your Core 
resume anyway because you may need it when you start putting together your 
OnTarget resumes. Just describe your responsibilities and accomplishments as 
best you can, looking for ways to sound dynamic and value added. Chapter 10 gives 
you plenty of wording ideas.

It’s okay to have a lot of bullets for this job on your Core resume. You won’t send 
this version out but will instead use it as a master document to pull from for your 
OnTarget versions.

Focusing on older positions
After you get through your main value position (see the preceding section), the 
others will be a breeze. Yes, you need to reread, highlight, and connect the dots in 
your content to understand the value of the position. But you don’t have to go into 
one-tenth the detail you did in the position description you just finished writing.

The older or less relevant the job, the less detail it requires. Unless you’re making a 
major career change that might require a nontraditional resume format, focus on 
creating a hook paragraph and only the top-line bullets for major accomplishments.

When you’ve covered four employment positions or the past 10 to 15 years (what-
ever comes first), your resume details can seem obsolete because the information 
is dated. Go ahead and stop listing and detailing positions. However, if a job feels 
relevant, you can add a new section to your resume called Additional Employment 
where you simply list job titles, company names, and locations (leave off the dates).
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Playing up other experience
If your resume has other sections that are meaty but you haven’t addressed them 
yet — such as volunteer work for a career changer — now is the time to do it. 
Remember that you want to put more time and detail into your most recent and 
relevant experiences. Visit Chapter 9 to learn about using crossover language in 
seemingly unrelated roles.

Building your brand in 
the summary section
Last, but certainly not least, address your summary section. I recommend doing 
this section last for a critical reason: You’ve combed over all your experience, 
responsibilities, skills, and accomplishments and can see a picture emerging 
about your unique selling proposition (USP).

As I describe in Chapter 7, your USP is where you provide your 30-second com-
mercial on how you are not only qualified for the job but also the best candidate 
for the job. Here’s how you do it: Tie together what makes you a return on invest-
ment for the employer. Do you have a reputation for making money or saving 
money? For turning things around? For optimizing processes? Have you won a 
major award or written a ground-breaking book in the industry? Have you earned 
a coveted credential for your profession?

The good news is that you have all these details already written down in the con-
tent you’ve been combing through to create the other sections of your resume. In 
fact, in your experience sections you probably highlighted the standout words, so 
you can easily find them now.

Gather all these ideas in one place. Look for standout items or consistent perfor-
mance in a particular area. For example, if you’re good at making money, your 
USP may include phrases that highlight you’re a “rain-maker, focused on profit, 
able to exceed goals, or skilled at unprecedented financial wins.” Conversely, you 
could have a reputation for finding ways to do things better in every job you’ve 
held, making one of your key USPs a “turnaround expert focused on improving 
processes, profits, and performance.”

Format isn’t as key in the Core resume summary section, so get it all down into 
bullets or one or two paragraphs. State powerfully the three to six foundations in 
which you excel or have excelled that bring bottom-line value to an employer.
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If you find yourself stumped about what really matters, review target job descrip-
tions on the Internet. This exercise can give you a clear idea of what employers 
deem important in a candidate for the position and can guide you in your word 
choice and focus when crafting your summary and job descriptions.

Polishing Your Core Resume  
to Hand Out in Person

After you’ve mastered the Core resume as a resource from which to craft OnTarget 
resumes, you may need to spruce it up for possible distribution. You may realize 
that your Core resume is well suited to pass out at networking events and job fairs. 
At these open-ended events, you should be prepared to present the breadth and 
depth of your skills instead of targeting one opportunity. In such a case, you want 
your Core resume looking its best. Here are some tips to follow:

»» Save your Core resume as a new document so as not to lose your master file.

»» Pare content to two pages unless you’re an executive. When in doubt, leave off 
secondary responsibilities and areas where you didn’t have accomplishments.

»» Proofread carefully to make sure you don’t have typos, complex and confus-
ing sentence structure, or run-on content.

»» Make sure you’ve left adequate white space around the page so it’s easy to 
read.

»» Use a common font typeface such as Calibri 11 or Arial 10 or 11-point for body 
text, which is welcoming to older eyes.

»» Take out skills you don’t want to use. Just because you’re good at it doesn’t 
mean you have to market it.

»» Look for ways to draw attention to the content with techniques such as 
bolding job titles, italicizing accomplishments, and including testimonial 
quotes from your bosses. Read more on this in Chapter 11.

»» Avoid any negative information in your life and career that could derail your 
search.
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Chapter 9
Using the OnTarget 
Approach

A Core, generic, or one-size-fits-all resume, when written well, tells and 
sells your whole career story. But if you actually use it as is to apply for 
open job opportunities, you will have a long, depressing wait. There are 

simply far too many job seekers contending for the same positions who will vie for 
the prospective employer’s time and interest.

Instead, you need to tailor each resume and corresponding cover letter to the job 
you’re targeting.

This chapter explains why your resumes aren’t generating interviews and reveals 
time-saving techniques and strategies to increase your odds of making it to the 
interview.

Is Targeting Your Resume  
Really Necessary?

Sprinting ahead in today’s candidate-cluttered job market gobbles up more 
research effort than the last time you baited your resume hooks. When there were 
plenty of jobs to go around, you may have needed to apply for, say, ten openings 

IN THIS CHAPTER

»» Selling yourself as a custom match 
for each job

»» Moving instantly with OnTarget 
customized resumes

»» Tailoring your resume, even for 
career changes
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in a job search before meeting success. In today’s job market, with technology 
what it has become, you will need to be more strategic in your thinking and 
possibly apply to many opportunities to find the position you truly desire.

What’s more, when a job opening draws your attention, respond at first sight. In 
these tight times of global accessibility, employers have plenty of talent from 
which to choose, a reality that sometimes causes the application window to snap 
shut in as few as 48 hours.

So, yes: Customizing your resume really is necessary.

Consider the differing initial impressions a generic resume and a targeted resume 
make:

»» A generic resume is candidate-centered.

Translation: Here’s my resume, Mr. or Ms. Employer. Hope you can find 
something you like about me. I’m too busy and I lack motivation to show you 
exactly why you want to hire me. You’re on your own. Good luck. Signed: 
No one you ever heard of.

»» A targeted resume is employer-centered.

Translation: Glad to see you, Mr. or Ms. Employer. I’m so right for your job that 
I’ve gone the extra mile to make it easy for you to spot the fabulous match 
between my qualifications and your job’s requirements. I promise it will be well 
worth your time to look me over more closely. Signed: Someone you want to meet.

With the exception of a handful of situations, the all-purpose resume does more 
harm to you and your job search than it’s worth. Instead of wasting time and job 
opportunities, you need to be able to tailor your resume with the least fuss and 
muss. You can easily take your Core one-size-fits-all master resume and create 
customized OnTarget versions for each position.

If you’re inclined to pooh-pooh the research required to effectively customize 
your resume, consider this sage insight from Winnie-the-Pooh’s creator, 
A.A. Milne: “Organizing is what you do before you do something, so that when you 
do it, it’s not all mixed up.”

Why One-Size-Fits-All Never Works
Your resume is not a buffet at which a prospective employer will linger to happily 
select what he wants and leave the rest. Instead, if you are working with a 
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one-size-fits-all resume, screening technology and human resources personnel 
will conspire to keep your potential boss from ever even seeing your resume.

Unless you are applying to a small mom-and-pop establishment, layers are prob-
ably in place for reviewing resumes and discarding applicants, from HR clerks to 
ATS systems and even artificial intelligence (AI). The reality is that only a few of 
the hundreds (and possibly thousands) of applicants get interviews. So it’s critical 
to understand the path your resume could take on the way to the yes, no, and 
maybe piles.

First-line human resume screening
Understand that the first person to review your resume is likely not the person for 
whom you would work if hired. Envision instead that the initial screener is a busy 
secretary or human resources clerk. This individual is young, juggling multiple 
tasks, has never worked in your specific area before (and thus knows nothing 
about it), and has several hundred or thousand resumes sitting in her email inbox.

Her approach? Visually scan the resume in as little as 10 seconds, looking for 
keyword connections to the job description in front of her. If this lightning-fast 
scan reveals a strong enough match in keywords between the job opportunity and 
your resume, then into the "maybe" pile your resume goes.

Therefore, your resume must be quickly scannable for top-line content in under 
one minute, rich with keywords, error-free, and easy to read.

First-line computerized resume screening
Technology has put countless job opportunities at your fingertips, making it easy 
for you to apply with a click of the button. Because of the glut of unqualified (and 
untargeted) resumes that employers receive, they have had to find ways to cut 
down on man-hours in screening applicants. During the past decade, these sys-
tems have rapidly evolved, creating a potential black hole for job seekers who 
haven’t targeted their resumes to the specific position.

It’s all about applicant tracking systems (ATS) and electronic keyword scanning. 
These types of systems provide the first line of defense for screening out appli-
cants who do not demonstrate an exact match to the target position. Plus, in 
recent years, artificial intelligence has been used to streamline and optimize some 
of these tasks, putting even more space between you and the human employer you 
want to reach.
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Therefore, your resume must function with both content and appearance. It should 
be clean and uncluttered with a legible standard typeface with Arial, Calibri, or 
Times New Roman. You should approach keywords by first front-loading them in 
a special keyword section, typically presented in a 2- to 3-column list after your 
summary section, but then also making sure they are connected to examples of 
their application in the body of the resume. (For more on ATS, see Chapter 4.)

Final destination with decision-maker
Only if your resume survives the initial scans will it arrive in the hands of your 
prospective boss who understands the position and its needs, goals, and chal-
lenges. A one-size-fits-all resume might have snuck through to this point if it 
contained all the right data. However, this individual will take a deeper look and 
rapidly classify you as someone who isn’t 100 percent committed to his depart-
ment and the target role. No matter how qualified you may be, you will get 
screened out if you don’t present a resume targeted to the needs of the prospective 
employer’s position.

Therefore, your resume must target the position at each step of the way from your 
objective header statement through your summary of qualifications, keywords 
section, professional experience, and even in what education and training details 
you choose to include. The better the match you represent, the better the chance 
of landing an interview. See Chapter 7 for details on creating these sections.

Because your resume is now in a smaller stack of individuals who all seem quali-
fied for the position, targeting allows you to laser in on not just what you know 
and can do for a targeted position, but how well you do it. By using CAR stories 
(challenges, actions, and results) to describe your responsibilities and accom-
plishments, you’ll stand out from the other applicants. Visit Chapter 8 for details 
on incorporating CAR stories.

KNOW YOUR SYNONYMS
You may hear the same type of resume called by different names. Here’s a rundown so 
you can understand which resume someone is talking or writing about:

Generic resumes are also known as: Targeted resumes are also known as:

One-size-fits-all Customized

All-purpose Tailored

Core Personalized

All-in-one Job-specific
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Taking a Custom Approach
In case you’re wondering how the generic resume became the norm, national 
career expert Peter Weddle explains that way back when the typewriter was king, 
customizing resumes was almost impossible  — like re-chiseling a statue. You 
typed up your one-size-fits-all resume, made photocopies, and off you went. 
Because the job market was so much more closed (think no Internet and no global 
information sharing), employers could spend more time really reading resumes 
because they received significantly fewer.

SPECIAL CASES WHEN GOING  
GENERIC IS OKAY
Although targeted resumes outperform generic resumes by a three-planet radius, a 
one-size-fits-all document can be effective in some circumstances.

•	 Job fairs: Customized resumes are impractical for wide distribution at dozens of 
employer booths. That’s why I suggest you write the best all-purpose resume you 
can; when you get a nibble from a company you’d like to work for, quickly get back 
to the company recruiter with a targeted resume. Your willingness to go the extra 
mile makes you stand out from the competition.

•	 Similar career pursuits: When you have a single job goal — such as working only 
in the biotech industry developing new wonder drugs — you can work with one 
really good resume. But when posting your resume in online databases, you need  
a resume customized for each additional career field or job function you pursue.

•	Networking contacts: If you hand out generic resumes to your inner circle of 
friends to help them help you in your search, mark them, “For Your Eyes Only.” 
Ask them to contact you when they hear of job leads so you can respond with a 
targeted resume.

•	Reference refresher: Send a generic resume or a bio to people who have agreed 
to serve as a reference in your job search.

•	 Social media: Profiles and bios are also typically in the one-size-fits-all family of 
information about you (but you should make every attempt to tweak your profile to 
your current target). When posted online, both bios and profiles defy customization. 
(Read about pigeonholing in Chapter 2.)
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Today it is the exact opposite. Employers are inundated by resume submissions in a 
world where multitasking and information overload are already the norm. If you try 
to use that one-size-fits-all resume now, your resume will end up in a black hole.

Even though the computer age is upon us, fully customizing a resume remains a 
time-suck in busy lives — like preparing a five-course meal from scratch. That’s 
why you want to check out the OnTarget approach to customization described in 
this section.

Here’s how you can get started transforming your one-size-fits-all or Core 
resume:

1.	 Read the job description to determine exactly what the employer needs. 
Mirror back what you find in each section of the OnTarget resume. Specifically, 
tweak your objective header statement and the contents of your summary, 
keywords, and employment history sections.

2.	 Cut out irrelevant content from each section of your Core resume. 
Keeping this content won’t make you look better; instead it makes you look 
like you’re overqualified and not likely to stay — or uncommitted and likely 
to leave.

3.	 Tweak wording to speak directly to the targeted position. This step may 
require crossover language if you are going from working with physicians 
and surgeons as your clients in the healthcare industry to executives in the 
IT industry. Look at the language used in the job description and use it in your 
OnTarget resume.

Staying OnTarget with your resume is a very simple process as long as you aren’t 
making a major life change such as returning to work after a gap or entering the 
workplace for the first time as a new graduate. Visit Chapters  13 and  14 for 
additional strategies for these special needs.

TARGETING IS THE SECRET  
TO CAREER CHANGE
When changing careers is your goal, the OnTarget strategy is your secret weapon. The 
steps suggested in this chapter of reverse engineering job descriptions can help you 
identify necessary crossover language for wording your resume, show you what irrele-
vant skills and accomplishments to cut, and emphasize what key skills and experiences 
to play up. This powerful combination coupled with the right resume format for your 
situation (see Chapter 6) will make you ready to make that career change.
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Drawing words from job descriptions
In order to spoon-feed a prospective employer directly what he is seeking in a 
position, take a look at the job description. If you find the description to be vague, 
perform an Internet search for that job title and look at other descriptions to get a 
deeper sense of what is desired.

For example, if you have a background in retail sales, retail management, and 
customer service, the Core one-size-fits-all resume you have developed positions 
you to use all these skills. But now you are targeting a job in outside sales. When 
you review the job description, you’ll see no emphasis on retail or on manage-
ment. From the description you can typically surmise:

»» The objective header statement you need to use to show you are applying for 
this position.

»» What the employer values in a candidate, which you can play up in your 
summary section and in your results-focused job descriptions.

»» The key skills that you need to list and emphasize in your keyword section and 
then later connect with responsibilities and CAR stories in your professional 
experience section (job descriptions).

»» The wording you need to adopt to make your experience feel as relevant as 
possible. This is crossover language where you speak in the new profession’s 
language and not in your old profession’s language. (For more, check out the 
later section on crossover language.)

Figure  9-1 shows a Core one-size-fits-all resume for a job seeker who is 
overqualified for her target position. In Figure 9-2, the same job seeker appears 
perfectly qualified for this job.

Using crossover language to be OnTarget
Imagine you need to cross a bridge to reach your prospective employer, have him 
open the door, and welcome you in. When you reach that door and he speaks the 
language of healthcare and you speak that of engineering, your interaction will be 
as if you are from two different countries. He’ll close the door, unsure of why you 
came knocking, and you will go away feeling frustrated.

But it never has to be that way if you discover how to use crossover language when 
writing your OnTarget resume.
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Luckily, crossover language is easy to apply when you have looked at the job 
description for your target position. Does the employer refer to clients as 
“patients”? Are their customers called “members” or “key decision-makers”? Do 
they “sell” or “consult”? Are their products “cardiothoracic medical devices” or 
“high-tech equipment”?

After you have a feel for this language, you can begin changing the wording in 
your Core resume to reflect the target for your new OnTarget resume.

FIGURE 9-1: 
This Core 

one-size-fits-all 
resume for a job 
seeker who last 

held a position in 
retail operations 

management 
makes her 

overqualified 
for targeting a 
sales position.
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When choosing crossover language for your OnTarget resume, don’t use words 
that you don’t have the knowledge to support in an interview. You must truly 
understand the language you’re using in your resume. Be sure to dig deep, do your 
homework, and be able to talk in the language of your target industry. Otherwise, 
you may find yourself embarrassed in an interview.

Figure 9-3 shows a great example of using crossover language to target a new 
type of position. The job seeker’s before language pigeonholed him to home 
cabinet projects; after he targeted his resume, the specific crossover language 
demonstrated his match for project management.

Job descriptions aren’t the only place you can learn about language when target-
ing a position that may represent a change in industry or responsibility. Look at 
the Occupational Outlook Handbook (www.bls.gov/ooh/), perform general searches 
by job title, and visit the professional association for that industry. You can 
uncover a lot of key language, core responsibilities, and strengths a particular 

FIGURE 9-2: 
This OnTarget 

resume is for the 
same job seeker, 
but the focus of 
the content has 

been changed 
based on the 

target job 
description to 

complement 
an opportunity 

in sales.

http://www.bls.gov/ooh/


142      PART 2  Pulling Together a Winning Resume

type of position and industry require to help you make your resume a strong 
OnTarget match.

Going OnTarget with your resume can seem time-consuming. However, you will 
rapidly find that if you are targeting the same type of position over and over again, 
you only have to change a few words after the first customization. So be sure to save 
a copy of each new target you create. That way, when the next sales position or 
operations manager position comes along that you want to target, you can open that 
file, perform any needed customization, and be ready to go in a matter of moments.

FIGURE 9-3: 
An example of 

revising a job 
summary using 

crossover 
language.

TO CLONE OR NOT TO CLONE:  
MIRRORING AD LANGUAGE
Must you use the exact words you find in a job ad or position description? In a word, 
yes. Although sophisticated software may give you points for synonyms, the human 
recruiters who rule the second round of screening may not. Junior recruiters can’t be 
counted on to recognize subtle differences in terminology. And high-volume recruiters 
racing through enough resumes to wear out a dozen pairs of eyes in eight hours may 
not take the time to carefully consider slight changes of expression. So, for now, you 
should stick with the ditto school of content and keywords.

Also, don’t discount applicant tracking systems, or ATS. These software systems look for 
the specific words used in the ad but also look for correlation of how they were used by 
you as described in the resume. Think artificial intelligence, because ATS can make 
deductions based on whether you just list a keyword skill or go on to sell how you 
applied it in your career. (For more on ATS, check out Chapter 4.)
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Discover how to populate your resume with words 
that make employers sit up and take notice.

Make your resume stand out against the competition 
with a clean, well-designed format.

Understand how to revise your resume as you grow in 
your career.

Find out how to put together a resume that plays to 
your strengths and disguises less-than-ideal work 
histories.



CHAPTER 10  Working Wonders with Wow Words      145

Chapter 10
Working Wonders 
with Wow Words

Words: How powerful they are. It doesn’t take many of them to change 
the world: Lincoln’s Gettysburg address numbers just 286 words, and 
the U.S. Declaration of Independence contains but 1,322 words.

Winston Churchill needed only two words to bind Russia to the Iron Curtain. A brief 
four words memorialized Martin Luther King’s vision: I have a dream. And in a 
single sentence, John F. Kennedy set the challenge for a generation: Ask not what 
your country can do for you, but what you can do for your country.

Words are powerful — big words such as motherland and environmentalism and 
small words such as peace and war or dawn, family, hope, love, and home. Words are 
pegs to hang your qualifications on. Words are the power that lifts you above the 
faceless crowd and sets you in good fortune’s way. The right words can change 
your life.

Begin your hunt for the right words to build an OnTarget resume, from action 
verbs and keyword nouns to grammar and spelling tips.

IN THIS CHAPTER

»» Wow words: Action verbs that 
sell you

»» Keywords: Nouns that sell you

»» Resume grammar: Simple rules that 
sell you

»» Resume spelling: Simple tips that 
sell you
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Wow words are action verbs describing your strengths: improve, upgrade, schedule. 
Keywords are usually nouns demonstrating essential skills: technology transfers, 
PhD organic chemistry, multinational marketing. A smattering of both can make your 
resume stand up and sing. An absence of either can make your resume sit down 
and shut up.

When your words speak for you, you need to use words that everyone can under-
stand and that relate to the job at hand. Value your words. As you can see in this 
chapter, each word is a tool to your future.

Bringing Good News with Wow Words
Use lively, energetic verbs to communicate your abilities and accomplishments. 
The important thing is to choose words of substance and power that zero in on 
what you’re selling. Remember, little words never devalue a big idea.

Try not to use the same Wow word twice on your resume — an online thesaurus, 
such as Thesaurus (www.thesaurus.com), can give you a range of possibilities.

Take a look at the Wow words that follow and check off those words that are 
authentic for you.

Wow words for administration 
and management

advised initiated prioritized

approved inspired processed

authorized installed promoted

chaired instituted recommended

consolidated instructed redirected

counseled integrated referred

delegated launched reorganized

determined lectured represented

developed listened responded

diagnosed managed reviewed

http://www.thesaurus.com
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directed mediated revitalized

disseminated mentored routed

enforced moderated sponsored

ensured monitored streamlined

examined motivated strengthened

explained negotiated supervised

governed originated taught

guided oversaw trained

headed pioneered trimmed

influenced presided validated

Wow words for communications 
and creativity

acted edited proofread

addressed enabled publicized

arranged facilitated published

assessed fashioned realized

authored formulated reconciled

briefed influenced recruited

built initiated rectified

clarified interpreted remodeled

composed interviewed reported

conducted introduced revitalized

constructed invented scheduled

corresponded launched screened

costumed lectured shaped

created modernized stimulated

critiqued performed summarized
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demonstrated planned taught

designed presented trained

developed produced translated

directed projected wrote

Wow words for sales and persuasion
advocated judged purchased

arbitrated launched realized

centralized lectured recruited

championed led reduced

consulted liaised reported

documented maintained repositioned

educated manipulated researched

established marketed resolved

expedited mediated restored

familiarized moderated reviewed

identified negotiated routed

implemented obtained saved

improved ordered served

increased performed sold

influenced planned solved

inspired processed spearheaded

installed produced stimulated

integrated promoted summarized

interpreted proposed surveyed

investigated publicized translated
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Wow words for technical ability
analyzed expedited networked

broadened fabricated operated

charted facilitated packaged

classified forecast pioneered

communicated formed prepared

compiled generated processed

computed improved programmed

conceived increased published

conducted inspected reconstructed

coordinated installed reduced

designed instituted researched

detected integrated restored

developed interfaced revamped

devised launched streamlined

drafted lectured supplemented

edited maintained surveyed

educated marketed systematized

eliminated mastered trained

excelled modified upgraded

expanded molded wrote

Wow words for office support
adhered distributed managed

administered documented operated

allocated drafted ordered

applied enacted organized

appropriated enlarged packaged
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assisted evaluated planned

assured examined prepared

attained executed prescribed

awarded followed up processed

balanced formalized provided

budgeted formulated recorded

built hired repaired

charted identified reshaped

completed implemented resolved

contributed improved scheduled

coordinated installed screened

cut instituted searched

defined justified secured

determined liaised solved

dispensed maintained started

Wow words for teaching
acquainted designed influenced

adapted developed informed

advised directed initiated

answered dispensed innovated

apprised distributed installed

augmented educated instituted

briefed effected instructed

built empowered integrated

certified enabled lectured

chaired enacted listened
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charted enlarged originated

clarified enticed persuaded

coached expanded presented

collaborated facilitated responded

communicated formulated revolutionized

conducted generated set goals

coordinated grouped stimulated

delegated guided summarized

delivered harmonized trained

demonstrated implemented translated

Wow words for research and analysis
administered detected interviewed

amplified determined invented

analyzed discovered investigated

applied documented located

articulated drafted measured

assessed edited obtained

audited evaluated organized

augmented examined pinpointed

balanced exhibited planned

calculated experimented prepared

charted explored processed

collected extracted proofread

compared focused researched

compiled forecast reviewed

composed found riveted
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concentrated generated screened

conducted grouped summarized

constructed identified surveyed

consulted integrated systematized

critiqued interpreted unearthed

Wow words for helping and caregiving
advanced encouraged reassured

advised expedited reclaimed

aided facilitated rectified

arbitrated familiarized redeemed

assisted fostered reeducated

attended furthered referred

augmented guided reformed

backed helped rehabilitated

balanced instilled repaired

boosted liaised represented

braced mentored served

clarified ministered settled

collaborated negotiated supplied

comforted nourished supported

consoled nursed stabilized

consulted nurtured streamlined

contributed obliged translated

counseled optimized treated

demonstrated promoted tutored

diagnosed provided unified
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Wow words for financial management
adjusted economized reported

administered eliminated researched

allocated exceeded reshaped

analyzed financed retailed

appraised forecast returned

audited funded saved

balanced gained shopped

bought generated secured

budgeted increased sold

calculated invested solicited

computed maintained sourced

conciliated managed specified

cut marketed supplemented

decreased merchandised systematized

developed planned tested

disbursed projected tripled

dispensed purchased underwrote

distributed quadrupled upgraded

doubled reconciled upsized

downsized reduced vended

Wow words for many skills
accomplished evaluated overhauled

achieved executed performed

adapted facilitated prioritized

advocated forecast promoted

allocated founded proposed
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appraised governed reconciled

arbitrated guided rectified

arranged illustrated remodeled

articulated improved repaired

assured increased reshaped

augmented initiated solved

championed integrated spearheaded

communicated interpreted stimulated

composed invented streamlined

conceptualized launched strengthened

conserved led trained

contributed navigated upgraded

coordinated optimized validated

demonstrated organized won

dispensed originated wrote

Helping Recruiters Find You
In the long-ago 1990s, recruiters and employers used keywords to search com-
puter databases for qualified candidates. Today they type keywords into search 
engines to scour the entire Internet for the best people to select for a candidate 
pool. Employers allow powerful ATS systems to search the resumes they receive as 
well (for more on ATS, see Chapter 4).

That’s why, when you’re looking for a job, you can’t afford to ignore search 
engines. Take pains to feed those wooly-mammoth software creatures with effec-
tive keywords that shoot your resume to the top of recruiting search results. 
(In techie talk, the concept is called search engine optimization, or SEO.)

So what are keywords as used in the job market? “Keywords are what employers 
search for when trying to fill a position: the essential hard skills and knowledge 
needed to do the job,” explains employment technology expert James M. Lemke.
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Keywords are chiefly nouns and short phrases. That’s your take-home message. 
But once in a while, just to confuse everyone, keywords can be adjectives and 
action verbs.

Is there one comprehensive dictionary of keywords? No, Lemke explains, 
“Employers choose their own list of keywords — that’s why no list is universal.”

In computerized job searches, keywords describe not only your knowledge base 
and skills but also such things as well-known companies, big-name colleges and 
universities, degrees, licensure, and professional affiliations.

Keywords identify your experience and education in these categories:

»» Skills

»» Technical and professional areas of expertise

»» Accomplishments and achievements

»» Professional licenses and certifications

»» Other distinguishing features of your work history

»» Prestigious schools or former employers

Employers identify keywords, often including industry jargon, that they think 
represent essential qualifications necessary for high performance in a given posi-
tion. They specify those keywords when they search for resumes.

Keywords are arbitrary and specific to the employer and each employer search. So 
the keywords (qualifications) — starting with the job title — in each job ad are the 
place to start as you customize your resume for the position. Make educated 
guesses when you’re not responding to advertised jobs but are merely warehous-
ing your resume online on a job search site. The following lists provide a few 
examples of keywords for selected career fields and industries.

Action verbs are a prelude for keywords in stating your accomplishments. You 
managed what? You organized what? You developed what? Applicant software 
looks for the whats, and the whats are usually nouns.

Keywords are the magnets that draw junior screeners and nonhuman eyes to your 
talents.

The following lists are by no means comprehensive — make sure to turn to the 
“Where to Find Keywords” section later in this chapter to discover where to find 
your keywords.
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Keywords for administration 
and management

administrative processes facilities management

bachelor’s degree front office operations

back office operations office management

benchmarking operations management

budget administration policy and procedure

change management production schedule

crisis communications project planning

data analysis records management

document management regulatory reporting

Keywords for banking
branch management loan management

branch operations loan recovery

commercial banking portfolio management

construction loans retail lending

credit guidelines return on equity (ROE)

debt financing return on investment (ROI)

financial management trust services

first in, last out (FILO) turnaround management

investment management Uniform Commercial Code filing

investor relations workout

Keywords for customer service
account management help desk

call center key account management

customer communications order fulfillment
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customer focus groups order processing

customer loyalty product response

customer needs assessment records management

customer retention sales administration

customer retention innovations sales support

customer service management service quality

customer surveys telemarketing operations

field service operation telemarketing

Keywords for information technology
application development help desk

automated voice response (AVR) information security

client/server architecture multimedia technology

database development network development

data center management project life cycle

disaster recovery systems configuration

end-user support technology rightsizing or streamlining

global systems support vendor partnerships

Keywords for manufacturing
asset management manufacturing engineering

automated manufacturing materials coordination

capacity planning on-time delivery

cell manufacturing outsourcing

cost reductions production management

distribution management shipping and receiving operation

environmental health and safety spares and repairs management
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inventory control union negotiations

just in time (JIT) warehousing operations

logistics management workflow optimization

Keywords for human resources
compensation surveys organizational development (OD)

cross-cultural communications recruitment

diversity training sourcing

grievance proceedings staffing

interviewing succession planning

job task analysis team leadership

labor contract negotiations training and development

leadership development wage and salary administration

Finding Keywords
How can you find keywords for your occupation or career field? Use a highlighter 
to pluck keywords from these resources.

»» Online job ads: Highlight the job skills, competencies, experience, education, 
and other nouns that employers request.

»» Job descriptions: Read job descriptions for the job you want to apply for 
online. To find them online, just enter such terms as job descriptions or job 
descriptions trainer or job descriptions electrical engineer in a search engine.

»» The Occupational Outlook Handbook, published by the U.S. Department of 
Labor: Read free online at www.bls.gov/ooh/.

»» Trade website career centers: Professional associations for your occupation 
will be ripe with keywords.

»» Social media sites and blogs: Don’t overlook tools such as industry-specific 
groups on social media and blogs written by industry and company insiders.

http://www.bls.gov/ooh/
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»» Annual reports of companies in your field: The company descriptions 
of key personnel and departmental achievements should offer strong 
keyword clues.

»» Programs for industry conferences and events: Speaker topics address 
current industry issues, a rich source of keywords.

»» Internet search engine: Plug in a targeted company’s name and search the 
site that comes up. Look closely at the careers portal and read current press 
releases.

You can also use Internet search engines to scout industry-specific directories, 
glossaries, and dictionaries.

MINING FOR KEYWORDS  
IN JOB DESCRIPTIONS
You can easily find target keywords on the Internet. Take a look at the following two job 
descriptions where the keywords have been italicized.

Auto Dismantler:

•	Knowledge of proper operation of lifts, forklifts, torches, power wrenches, and so on.

•	Knowledge of warehouse, core, and stack locations.

•	 Skill to move vehicles without damaging vehicle, other vehicles, or personnel.

•	 Skill to remove body and mechanical parts without damage to part, self, or others.

•	Ability to read a Dismantler report and assess stock levels.

•	Ability to accurately assess condition of parts to be inventoried.

Budget Assistant:

•	Reviews monthly expense statements, monitors monthly expenditures, and gathers 
supporting documentation for supervisor review and approval.

•	Performs basic arithmetic operations to calculate and/or verify expense totals and 
account balances.

•	Operates computer to enter data into spreadsheet and/or database. Types routine 
correspondence and reports.

•	Operates older office equipment such as photocopier, fax machine, and calculator.
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Using Keywords
Who reads the first pass of your resume? In many HR departments, resumes are 
screened by junior workers who lack the experience to read between the lines but 
work on a verbatim basis. That’s why nearly matching word for word — rather 
than liberally paraphrasing — at least a portion of a job’s requirements — is the 
way to go.

If the job requirements state:

Ability to lead the development of staffing strategies and implementation plans and 
programs that identify talent internally and externally through the effective use of 
external sources.

You write:

Developed and implemented staffing strategies that identified talent internally and 
externally through the effective use of external sources.

By incorporating some of the employer’s language, you strongly increase your 
odds of surviving the first cut. Your resume lives to fight for you another round 
when senior screeners look you over.

AVOID POISON WORDS
Recruiters advise staying away from the following words on your resume:

•	Responsibilities included: Make your resume accomplishment-driven, not 
responsibilities-driven. Job-descriptions language tells, not sells, in a resume.

•	 Salary: Money talk doesn’t belong on a resume, period. Spilling your financial 
beans limits your options because you may be priced too high or too low. If you 
absolutely must deal with salary history or salary requirements before the inter-
view, discuss dollars in a cover letter.

•	 Fired: Don’t let this word slip into your resume if you want it to escape being lost in 
a database. Laid-off or reduction in force generally aren’t good terms either. There is 
no reason to list this data on your resume. Shorter jobs can be minimized (see 
Chapter 14) and discussed in the interview.

•	References available upon request: References are assumed. Save the space for 
more important information.
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Don’t neglect the opportunity to make this content stronger by looking for ways 
to tell your CAR story (challenge faced, action taken to resolve, and result attained). 
Then you can craft an even more powerful statement such as:

Recruited to develop and implement staffing strategies that identified talent internally 
and externally through the effective use of external sources. Completed process three 
months ahead of schedule with outcome of increasing new hire retention by 30 percent 
in first year.

Getting a Grip on Grammar
Resume language differs from normal speech in several ways. In general, keep the 
language tight and the tone professional, avoiding the following:

»» First-person pronouns (I, we): Your name is at the top of each resume page, 
so the recruiter knows it’s about you. Eliminate first-person pronouns. Also, 
don’t use third-person pronouns (he, she) when referring to yourself — the 
narrative technique makes you seem pompous. Simply start with a verb.

»» Articles (the, a, an): Articles crowd sentences and don’t clarify meaning. 
Substitute retrained staff for retrained the staff.

»» Helping verbs (have, had, may, might): For professionals and managers, 
helping verbs weaken claims and credibility, implying that your time has 
passed and portraying you as a job-hunting weakling. Say managed instead of 
have managed.

•	 Social Security number: Never make yourself vulnerable in this era of identity 
theft. The exception to this rule is when you apply for a federal government posi-
tion; in that case, you may be required to submit your SSN if the agency uses an 
older system, but the newer federal systems no longer ask for a SSN.

•	Also: The word is unnecessary. (For example, Managed budget of $1 million. Also 
interfaced with consultants.) Write tightly. Eliminate also, an, the, and and wherever 
you can. Use the saved space to pack more punch, and the resume won’t lose 
meaning.

•	Wimpy Words and Phrases: Steer clear of words and phrases that cast doubt on 
your value. These can sound like: think I did, helped with, believe I can, might, worked 
with, assisted with, and many others. Think instead of powerful words that express 
have, do, and can, such as performed, handled, completed, spearheaded.
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»» “Being” verbs (am, is, are, was, were): Being verbs suggest a state of existence 
rather than a state of motion. Try monitored requisitions instead of requisitions 
were monitored. The active voice gives a stronger, more confident delivery.

»» Shifts in tense: Maintain consistent use of past tense in your job descriptions, 
even if you are still in the job. Using CAR stories (see previous section) to 
always talk about challenges you have faced and results you have completed 
allows you to maintain the same tense throughout the position and all 
throughout the experience section. Don’t shift from present to past and back 
again — it’s just awkward and reads like an error.

»» Complex sentences: Unless you keep your sentences lean and clean, readers 
won’t take time to decipher them. Process this mind-stumper:

Reduced hospital costs by 67 percent by creating a patient-independence program, 
where they make their own beds, and as noted by hospital finance department, 
costs of nails and wood totaled $300 less per patient than work hours of mainte-
nance staff.

»» Eliminate complex sentences by dividing ideas into sentences of their own 
and getting rid of extraneous details:

Reduced hospital costs by 67 percent. Originated patient independence program 
that decreased per-patient expense by $300 each.

»» Overwriting: Use your own voice; don’t say expeditious when you want to say 
swift.

»» Acronyms: When an acronym is common to an industry or target position, 
spell it out the first time and follow it with the actual acronym in brackets 
after. Then you can simply use the acronym in the rest of the resume.

»» Abbreviations: Abbreviations are informal and not universal — even when 
they’re career-specific. Use Internet instead of Net.

The exception is industry jargon — use it, especially in digital resumes. 
Knowledge and use of industry jargon adds to your credibility to be able to 
correctly and casually use terms common to the industry in which you’re 
seeking employment.

Focusing on Spelling
What is the name of a resume self-defense manual for job seekers? The 
dictionary!

Of all the reasons causing recruiters and hiring managers to shoot down resumes, 
carelessness with spelling, grammar, and choice of words ranks close to the top. 
Even when the real reason for rejection is bias or something else entirely, the use 
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of misspelled words is a convenient justification. Who can quarrel with the adage 
“Garbage in, garbage out”?

Employers especially recoil from impaired spelling when the job seeker botches 
the interviewer’s name, organization’s name, or the job title. (You can Google 
your way to the company’s website to spell the organization’s name; you can call 
to confirm the spelling of the interviewer’s name. You can also use spell-check in 
MS Word to make sure you’ve spelled job titles correctly.)

Here’s the take-away message: Know thy computer spell checker. Know thy 
online dictionary. And know a human being who can carefully proofread your 
resumes to pick up grammar mistakes or misused words. Don’t just proofread 
once. Proofread three times, and consider even reading your resume backward — 
last word to first word, because it can be easier to spot errors in that manner.

GOOFY SPELLING
You don’t have to win a spelling bee, but if you’re like me (someone who has been 
known to make some humongus speling miztakes), you need to be on Code Red alert 
when you’re putting words down for the world to read. Here is a sampling of frequently 
misspelled words (some words seem easy, but accidentally leaving out one letter can 
dramatically change a word’s meaning, such as manager becoming manger). Add your 
personal goofy spellings to the list.

accommodate guarantee personnel

address immediate public

assess/access independent recommend

bureau its/it’s referred

calendar judgment relevant

category manager schedule

column millennium sergeant

committed miscellaneous their/they’re/there

conscientious misspell truly

definitely nuclear until

experience occasionally your/you’re

government occurrence weather/whether
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Chapter 11
Refining Your Design

Good design is about more than simply looking good. Good resume design 
means making your document appealing and accessible for prospective 
employers. Making it relevant for the job you seek. Making it appropriate 

for someone in your shoes.

In today’s job market, content may be king, but getting a prospective employer to 
read it requires certain stylistic decisions that make it easy-to-read, attractive, 
eye-catching, and effective in drawing the prospective employer to the critical 
value that makes you stand out above the competition. You need to pay plenty of 
attention to your resume’s appearance in presenting your targeted content. 
Well-chosen resume architecture and design are like a guided tour, leading a 
prospective employer’s eyes to the factual tip-offs that answer these essential 
questions:

»» Why are you contacting me?

»» What can you do for me?

»» How do I know you can do this?

»» What makes you stand out from all the other applicants for this job?

IN THIS CHAPTER

»» Considering design factors in digital 
resumes

»» Recognizing that small things mean 
a lot

»» Giving your qualifications room to 
breathe

»» Choosing an overall look for your 
resume
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Modern recruiting software usually can handle fully formatted resumes in a word-
processing attachment (typically MS Word). All the design tips I describe in this 
chapter work on paper and attached online resumes.

You may still need to convert your resume to an ASCII plain-text version for use 
on certain online submission sites, such as job boards or company career centers. 
To do that, you’ll need to strip out all the formatting described in this chapter. 
Visit Chapter 4 for more on ASCII resumes.

Leaving Space
When writing your resume, the tendency can be to try to cram as much into a page 
as possible to ensure you don’t leave out something critical. You then end up with 
what looks like a page out of a textbook or the dictionary — an overwhelming 
amount of text, likely a small font, and nothing that draws the eye. This type of 
over-packed and condensed resume typically gets tossed because no prospective 
employer needs to go to the trouble of reading it when so many other candidates 
are standing in line.

Instead, you need to create space, which might mean having to rewrite content to 
say it in a more concise manner, to switch from a serif to a sans serif font typeface 
to save a little room, or to tweak line spacing just a touch to fit more on the page 
but without content feeling thick.

In this section, you can explore the ways to provide necessary space in your docu-
ment while keeping the eye’s attention.

Measure your margins
Part of creating space involves leaving a sufficient white border around your 
content. You can do this easily by selecting to have your top and bottom margins 
never go below 0.5 to 0.6 inch and your left and right margins never below 
0.7 to 0.8 inch. Conversely, don’t go above a 1-inch margin all around the page. 
Anything larger than this begins to look like you have little to say to sell yourself.

You may be tempted to show a clean right margin by using full justification 
(making your right margin flush with the right side of the page versus ragged). 
However, this decision can backfire, leaving what is termed as “rivers running 
through your text.” If you can use full justification and not see channels running 
vertically down your page where spaces have been left to even out the lines, then 



CHAPTER 11  Refining Your Design      167

go ahead and use it. However, if these pesky blank spaces are showing up and you 
can’t make them go away by rewording your text, opt for left justification.

Balance blank space
It can feel very simple to left justify all content in each section, but sometimes 
that leaves you with just a lot of white space on the right-hand side of the page. 
Look for these large chunks of white space and make layout decisions that better 
balance the page. Look at Figure 11-1 to see a before example with white space that 
is unbalanced and Figure 11-2 for one that is balanced through the use of columns, 
bullets, centering, and indenting.

FIGURE 11-1: 
This snapshot 

shows a before 
resume with 

wasted white 
space.
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Employing Basic Design Elements  
for a Readable Resume

How often have you tried to read a solid block of text and given up because it 
makes you want to run for the eyedrops? Employers and recruiters reading resume 
after resume also zone out when reading dense text, especially in small type. The 
answer is to break it up, to segment your data points in related groups or by title, 
and to use font, typeface size, line spacing, and indent functions to your advan-
tage. I provide more details on these options in the following sections.

Professional resume writers use many tricks of the trade to put more information 
in a resume without making it seem packed to the rafters. They condense type, use 
a smaller-size font, and manipulate vertical spacing. Most amateur resume 

FIGURE 11-2: 
This snapshot 

shows an after 
resume with 

balanced, 
attractive white 

space.
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writers don’t want to get into this depth of detail. Doing so is a time-consuming 
learning experience and risks readability, something you can’t afford to lose. 
So unless you have a background in design, stick to the easy suggestions in the 
following sections.

Come on, break it up! Avoid blocky text
Whether you are using a paragraph for your summary section or the opening hook 
paragraphs of your job descriptions, avoid long, blocky content. A good paragraph 
on a resume is two to four sentences and no more than approximately five lines of 
text. If you must say more, break it down into two paragraphs or a paragraph with 
supporting bullets.

Group content under a job description
After you’ve written your overview hook paragraph for a job description, it’s time 
to include the supporting CAR story (Challenge, Action, and Results) bullets. Too 
many bullets in a row leave the reader skipping and jumping, likely to miss what 
could be most important. To avoid this, break up your bullets. One way to do this 
is to insert a little space in between each bullet. However, you also want to draw 
the eye, which can be done either by putting titles in front of each of your bullets 
or by breaking the bullets down into categories. Compare the resume snapshots in 
Figure 11-3, Figure 11-4, and Figure 11-5 to get a feel for how you can break up a 
dense block of content so it’s more reader-friendly.

FIGURE 11-3: 
This snapshot 

shows a before 
resume that 
is too blocky 

and dense.



170      PART 3  Resume Strategies to Wow Them

Draw attention with text boxes,  
charts, and graphs
You can use text boxes to draw the eye to something impressive such as an award, 
special accomplishment, or testimonial. They also work well if you want to set a 
snapshot or fact out to the right of your text. Figure 11-6 shows a variety of ways 
you can highlight information through the use of text boxes.

FIGURE 11-4: 
This snapshot 

shows an after 
resume that 

employs bullet 
titles to draw 

the eye.

FIGURE 11-5: 
This snapshot 

shows an after 
resume that 

employs 
functional 

sections to  
draw the eye  
and break up 

content.
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FIGURE 11-6: 
Text boxes 

featuring the 
summary, a 

testimonial, and 
key information 

grab the eye.
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Be careful not to overuse this technique in your resume. Use these formatting 
techniques only once or twice to really hook the reader into reading the most 
important information, which will inspire them to read on. I talk more about 
charts in Chapter 12.

Although it’s a good idea to spell out accomplishments in the body of the resume, 
make it pop with a chart or graph to draw the eye. See Figure 11-7 for an example.

You can use these techniques anywhere within the resume, but do so sparingly to 
avoid clutter. They aren’t just limited to the summary section as Figures  11-6 
and  11-7 show. Consider including one wherever it helps showcase valuable 
information.

Create eye-catching headers
The headers are the section titles that appear at the start of each section of your 
resume. Because they rarely contain text that needs to be keyword scannable (see 
Chapters 9 and 10), you can use some stylistic elements to make them stand out. 
Elements you may want to consider include the following:

»» A different font and font size from that used for the body of the resume

»» Text boxes, shading, and shadowing

»» Color

»» Horizontal lines

Color should be used carefully and sparingly in a resume. If you use it, limit it to 
header text and/or bullets. Stick to one color throughout the resume and aim for 
rich and appropriate. For instance, a financial analyst or money manager could 
use a nice hunter green (the color of money). Alternatively, deep colors such as 
dark blue and burgundy are always complementary. Steer away from brights, 
neons, and pastels. If you’re curious about color, be sure to read Chapter 12.

FIGURE 11-7: 
A very simple 

chart can depict a 
key metric, such 
as cost savings.
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Take a look at Figure 11-8 to see the different header style options you can use in 
your resume.

Have fun with fonts and font styles
One of the things I love to do is to make content stand out by making small changes 
to font sizes and bolding. For instance, if you look at Figure  11-7, you can 
see the use of a big letter S to start the summary paragraph word savvy. If you look 
at the middle example for testimonials in Figure 11-6, you can see that each letter  
of the objective header statement and the job seeker’s name is slightly bigger than 
the other letters, making it look more stylistic and helping it stand out.

Although you don’t have to get as fancy as these examples show, you can do a few 
things to draw the eye with your font choices:

»» Use two different fonts in your resume. This is typically using a serif font 
typeface for your headers (such as Times New Roman or Garamond) and a 
cleaner, simpler sans serif font for the body text (such as Arial, Calibri, 
Tahoma, or Verdana).

FIGURE 11-8: 
This snapshot 

shows a variety of 
header options 

you might 
employ.
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»» Take advantage of bold and italic. When used sparingly, bold and italic draw 
the eye to key information such as job titles and accomplishments.

»» Vary font sizes. A simple way to make content stand out is to increase the 
font size. This can be a good technique for drawing the eye to a job title, 
company name, or header title.

Consistency, consistency, consistency
Make reading easy on employers by deciding on a style and sticking to it. You 
detract from your words — and your image — when you

»» Mix differently spaced tabs and indentations.

»» Make a habit of mixing bullet styles without thought. You can mix bullets and 
checkmarks if the result is tasteful and doesn’t look cluttered.

»» Use different spacing between lines. Keep your line spaces the same between 
headings and the body text for each data point. You’re going for a finished 
look, which means no careless placement of content.

A few more tips on appearance
When wrapping up the fair face of your resume, bear these factors in mind:

»» Your name and contact information can be flush left, centered, or flush right.

»» Typos and spelling errors are attention killers and job opportunity killers. They 
come across as careless or unprofessional. Even when your resume is a 
customized point-by-point match for the available job, a spelling mistake or 
poor grammar blemishes its overall impression and may sink your chances.

Use your computer’s spell-check feature, read your finished resume carefully, 
and ask a friend who is a good proofreader to read it a couple of times.

»» Watch out for widows and orphans in your text. Never leave just one or two 
short words on a line by themselves or one or two sentences from a job 
description on a page by itself. Spend time rewriting to get rid of these 
dangling, lonely words and sentences.



CHAPTER 11  Refining Your Design      175

To minimize the risk of a page becoming an orphan, put a simple heading or 
footer atop each page after the first with your name and page number. In a 
multiple-page resume, you may want to indicate the total number of pages 
(for example, Page 1 of 2).

»» Avoid underlining text in the body of the resume because it can hinder 
scannability.

Because nothing is generic about you, your resume needs to act as your personal 
marketing piece, which requires a little more personalized care. Take it as far as 
you can, and if you stumble, get help from a desktop publisher or resume writer 
(see the appendix) to lay out the content and give it pizzazz and your individual 
stamp.

Tips for Printed Resumes
Although the job market has moved to digital resumes — and away from paper 
resumes — tree-and-ink products will be around for the foreseeable future. Paper 
resumes are the medium of choice in the following situations:

»» When you make the rounds of booths at career fairs, hand out your paper 
resumes. (Yes, some employers, for legal reasons, won’t accept paper 
resumes at fairs, but they’re in the minority.)

BEWARE WEBSITES OFFERING  
FREE RESUME TEMPLATES
Do a web search for “free resume templates” and you find a head-spinning 385 million 
sites. Even Microsoft Office offers scores of free resume templates. But I simply can’t 
stress enough how important it is to avoid generic templates.

Although it can be tempting and easy just to fill in the blanks, you run the risk of looking 
like tens of thousands of other job seekers who used the same template. In fact, it’s not 
uncommon for a recruiter at a job fair to collect as many as 50 resumes that look identi-
cal down to the font choice, font size, and resume section placement because the candi-
dates all used a readily available generic template.
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»» When you call on your personal network to assist your job search, circulate 
paper resumes. People are more likely to remember you and your search with 
a piece of paper to remind them than they are to recall that your resume is 
hanging out somewhere on the Internet.

»» When you meet an employer or recruiter in a job interview, bring along 
several copies of your paper resume. An attractive resume makes a good 
impression and can jump-start questions that you want to answer.

In a digital era, how good should your paper be? Although you’re using paper only 
for hand-to-hand delivery, the standards haven’t changed. The stock for a paper 
resume should be quality paper that contains rag content of perhaps 25 percent, 
as well as a watermark (a faint image ingrained in the paper). For lower-level 
positions, any decent-looking paper will do.

What color should you choose? Stick to white or off-white, eggshell, or the palest 
of gray. Print on only one side of the sheet.

What about theme papers — musical notes for musicians, tree leaves for envi-
ronmental jobs, and the like? Although the use of theme paper for resumes has 
grown over the past decade, my preference is for plain stock unless you’re in a 
highly creative field. Look to make what’s in your resume visually pop as described 
earlier in this chapter as well as in the upcoming Chapter 12.

Use a computer and a high-quality printer to produce your resume. Today’s stan-
dard is a sharp-looking resume printed on a laser or inkjet printer.

Finally, don’t staple together a two- or three-page resume or put it in a folder or 
plastic insert. The resume may be photocopied and distributed, or it may be —  
gasp, shades of ancient technology!  — scanned into a database. Simply use a 
paperclip to attach the pages together, if desired.
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Chapter 12
Opting for a Creative 
Resume

Do a quick online search for creative resume, and you’ll see a wide array of 
plain to over-the-top resume formats. You might wonder whether 
­full-color or graphic-filled resumes are what you need. I answer that 

question in this chapter, and provide step-by-step strategies for designing your 
own creative resume. For more ideas, see the award-winning graphic resumes in 
Chapter 18.

Understanding Why Creative 
Resumes Are Game Changers

The formatting, content, and presentation of a creative resume can give you an 
edge during a job search. Desktop publishing and design software, first made 
widespread in the 1980s, has enabled some people to elevate the marketing and 
advertising strategy in their resumes.

Anyone can use some creativity in a resume to help it stand out in a stack of plain 
resumes. As you read this chapter, you’ll see examples of when to go all-out with 
design and when to be more restrained.

IN THIS CHAPTER

»» Learning when you should and 
shouldn’t get creative

»» Understanding additional creative 
principles

»» Applying step-by-step strategies
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The key to this chapter is to learn new methods to stand out and to make certain 
you use them in an effective and winning way.

Remember ATS from Chapter 4? It’s important to recognize that the fancier your 
resume, the less chance it has of being ATS scannable. If resume content appears 
on a colored background or pertinent data is in a chart or box, computers can’t 
read it. But don’t discount these creative resumes — they don’t replace your 
­regular OnTarget resume. Instead, use your creative resume for targeted mailings, 
networking, job fairs, and any time you can put a resume directly into the hands 
of a decision maker.

I recommend that you submit both formats and include the following in your 
cover letter: “For your convenience, I have also included a plain, scannable copy 
of my resume.” This approach solves the problem and gets your resume seen.

Defining creative resumes
So, you want to stand out from the crowd. What do I have to say about creative 
resumes?

Yes, please!

A creative resume can be as simple as a resume with a logo of your initials at the 
top or pops of color. It can also be a full-out design project. Here are some more 
extreme examples of creative resumes I’ve created:

»» A chef looking to land a position on a private yacht used a resume set up to 
look like an elegant, full-color, folding menu. I used fancy script fonts for 
headers and creative titles for sections, such as The Experience instead of 
Professional Experience. The chef currently sails the Mediterranean on a 
gorgeous sailing yacht.

»» A fine artist looking to break into advertising painted an original work, scanned 
it into the computer, overlaid it with sections of her resume, and then cut them 
into puzzle pieces under my guidance. Those were placed in a paint can with a 
custom marketing wrap branded to advertise her. The cans were delivered to 
agencies following a four-week postcard teaser campaign about solving your 
company’s advertising puzzle. After interviews with many companies, she 
became a creative director with the then WB television network.

»» A tugboat captain wanted to land a position as a captain of a casino cruise 
ship. I created his resume with a line drawing of a cruise ship down one side 
of the page. He also used techniques from Chapters 13 and 14 to position his 
qualifications for the change. Despite his lack of direct experience, he applied 
for one job and landed it.
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When you visit Chapter 18, you will see vivid examples of highly graphic yet more 
traditional 8.5-by-11 resumes created with the professional resume writers in 
MS Word. Some of these look like full-color brochures and others mix borders, 
graphics, and charts for the best of all creative worlds.

As long as you follow the strategies laid out for maintaining your OnTarget resume 
and keep in mind that what you’ve created is specifically a networking resume and 
must accompany at ATS-scannable resume, the sky is (almost) the limit.

The yes and no of creative resumes
It’s critical to match your creative resume to the situation and make sure it is 
appropriate for the industry. Don’t be creative just to be creative. Give the creativity 
a purpose. Think about the example resumes described in the preceding section.

For instance, I recently helped my husband through a job search in which he was 
opting to retarget from a high-paying, physically demanding position to one that 
would give him the quality of life he desired due to its slower pace and entry-level 
status. This would mean a pay cut and translating 26 years of over-qualified 
experience into appropriate credentials for entry-level jobs asking for 3-5 years in 
the logistics industry. The creativity in his resume was limited to putting the 
headers in soothing blue and including matching blue separating lines between 
sections. If he had been looking for a management position, we would have amped 
up the resume with a testimonial in a blue text box shaped like an arrow and added 
a chart next to his most recent position showing his accomplishments.

Lower-level, blue collar, or technical jobs can be appropriate for a creative resume. 
For example, I used gear-shaped text boxes across the top of an engineer’s resume 
to highlight his strengths. Not a lot of design, but a thoughtful, applicable design. 
In Chapter  18, I present samples of technical resumes that use several stylistic 
techniques.

There really are no absolutes regarding the use of creative resume techniques as 
long as you pause and make sure that they won’t oversell you for the position or 
industry or be seen as inappropriate. However, do consider the following few 
no-no’s:

»» Neon or bright colors that burn the corneas: Instead, opt for soothing, 
professional shades or ones specific to the industry.

»» Company logos: You must have permission before using a former employer’s 
company or product logo.



180      PART 3  Resume Strategies to Wow Them

»» Irrelevant, tasteless, or vulgar graphics or images: Your graphics should 
be relevant, such as a custom logo of your name or initials, representative 
design elements (images, icons, or text boxes) for the industry, or charts and 
tables.

»» Fancy, illegible fonts: Creative resumes don’t provide an excuse for using 
unreadable fonts. Choose an appropriate shape for non-relevant content such 
as headers; be elegant, bold, edgy, or fun. But make sure the font is readable 
and use a recommended font (see Chapter 11) for the body text of your 
experience, skills, and accomplishments.

»» Busy layout: It’s fun to add creative elements to your resume, but don’t make 
it crowded and overwhelming. Less is more, so plan carefully.

Don’t be afraid to experiment and play. Remember, blank page syndrome is the 
biggest enemy in creating your resume. Just jump in and get started with ideas.

Professional resume writer Cheryl Lynch Simpson of Executive Resume Rescue is 
a pioneer of creative resumes. She advises that you look at print marketing for 
ideas. Keep your eye out for mailers you receive, brochures at companies, and 
magazine ads. Keep the ones that appeal to you and use them to drive your ideas 
when creating your resume.

Using Design Strategies That Pop
When approaching your creative resume, don’t be afraid to play with layout, 
­colors, and MS Office tools. With an open mind, and the Insert and Design menus, 
just about anything is possible when creating a visually distinctive resume. The 
process requires thought, practice, and play. Study the resumes in Chapter 18 to 
understand what others are doing.

This section provides examples of elements you might want to include in your 
creative resume.

Special thanks to resume writers Posey Salem of Radiant Resume Career Services 
and Marie Plett of Aspirations Career Services, Inc. for their ideas, strategies, and 
contributions, which are highlighted in the following examples and ideas.

Any instructions in the rest of the chapter for formatting in MS Word are subject 
to change depending on the version of the program you’re using. I provide basic 
information. When you want to perform a task, such as insert text shading 
or  insert page border, perform an online search, and include your version of 
MS Word. You’ll find step-by-step instructions with screen shots and even videos.
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Lines and shading
One of the easiest design techniques is to apply lines and shading to offset content 
in your resume. You can use lines and shading around or over section headings, 
your name, or other body text to make it stand out. Or do something as simple as 
changing your bullets from black to a color.

For an elegant look, use the page border function in MS Word to create a border 
around the entire resume. Experiment with single and double lines of different 
weights (widths) to create a custom look.

Check out Figure 12-1 for some examples of lines and shading.

Text boxes
Text boxes are an easy way to draw the eye to content and make it stand out. You 
can add a text box in several ways. My favorite method is to choose the Insert 
menu, click Shapes, select the one shape I like, and insert it into the document. 
Hover your cursor over the shape and then right-click to display a menu with the 
option of adding text.

After you add text, experiment with adding color, shadows, and shading and 
changing the color of your font, as shown in Figure 12-2. A black font on a light 
background or a white font on a dark background can make a nice contrast and 
increase legibility.

FIGURE 12-1: 
Examples of lines 

and shading. 
Courtesy of resume writer Posey Salem.
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Be careful when selecting the content you include in a text box or other closed 
image, such as charts and graphs (described in the next section). This data can be 
rendered invisible by computer resume-scanning systems such as ATS. Always 
choose data that would help the reader but would not count specifically toward 
meeting the requirements of the position. My favorite choice for a text box is a 
testimonial from a former employer. Also, you can highlight top content in a text 
box as long as it is repeated in text elsewhere in the resume.

Charts and graphs
Charts and graphs make great additions to your resume when you have numerical 
data to display. By including the data visually, you draw the eye to the return on 
investment you can offer by demonstrating your ability to make money, save 
money, maximize resources, or maintain satisfied customers. Graphs and charts 
are a power-packed way to demonstrate this growth or savings over time, as 
shown in Figure 12-3.

The most commonly used charts and graphs are pie charts, column charts and 
graphs, and bar graphs and charts. But as you can see in Figure 12-3, many others 
are available. Which one you use in your resume depends on the type of data you 
want to convey. Experiment with MS Word’s offerings by choosing the Insert 
menu and looking at the SmartArt and Chart options.

FIGURE 12-2: 
Examples of 

text boxes.
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FIGURE 12-3: 
Examples of 

various charts 
and graphs.
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If you don’t have concrete numbers, you may still be able to use a chart or graph 
in your resume. Explore the SmartArt and Charts options and you will uncover a 
variety of formats that can lead to unique data visuals. You can see examples in 
the resume samples in Chapter 18.

Monograms and logos
If you want to spiff up your resume without worrying about content scanability, 
consider creating a monogram or logo for your resume. The easiest way to do this 
is in a header at the top of your resume.

Every logo example in Figure 12-4 was created in MS Word using the Insert Shape 
menu along with some tweaking. Creating your own logo for your resume can be 
a fun way to get creative without detracting from your content.

Resume writer Marie Plett designed the header (at the top of the figure) by using 
multiple overlapping shapes, shading, and background art. You’re unlikely to cre-
ate something like this on your first try, but with some patience and willingness 
to play with MS Word tools, you too can create dynamic monograms and logos.

FIGURE 12-4: 
Examples of 
monograms 

and logos. 
Courtesy of resume writer Marie Plett.
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Graphics and icons
Have you earned an industry certification and been given permission by the grant-
ing organization to use the logo in your self-marketing? If so, including that 
logo would make a great addition to the header of your resume, as shown in 
Figure 12-5.

Likewise, you might use icons in place of your bullets to represent an industry 
profession or a functional responsibility. These would be great in a key word list 
or the summary section at the top of a resume.

Although you can insert images in MS Word, you probably won’t have to take that 
step. When you go to insert a new bullet into your resume, select Define New 
Bullet. Then look at the Symbols menu for various webdings and wingdings. Yes, 
those are funny names, but that’s how MS Word refers to its symbol bullets. 
You have many choices that may be an appropriate match for your profession. 
For instance, pilots might select an airplane to represent bullets in the summary 
section of their resume. Or customer service representatives might select a phone 
for the bullets in their summary section.

Whatever you do with graphics and icons in your resume, keep it simple and 
choose to include strategies only if they further your positioning for the target job.

FIGURE 12-5: 
Examples 

of graphics 
and icons.
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Chapter 13
Dealing with a Major 
Life Change

Searching for a job is a stressful proposition, and navigating a life transition 
is stressful as well. When you put the two together, you may feel 
­overwhelmed — and decide to play the lottery instead. However, you can 

move from one phase of your life to the next with the guidance offered in this 
chapter, especially if you find yourself in one of the following situations:

»» Searching for your first job (new grads)

»» Continuing your career (military transition, seasoned worker)

Sometimes you may have to figure out how to address a negative event  —  
demotion, firing, too much or too little experience — on your resume. This ­chapter 
offers suggestions for how to present those situations so your resume doesn’t 
automatically end up in the rejection pile.

IN THIS CHAPTER

»» Jump-start your career right out of 
the gate

»» Spinning your years of experience 
into a positive

»» Hopping from the military into a 
civilian career
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Scoring Big with Your First Gig
When you’ve just walked the cap-and-gown line, you can sidestep “no  
experience” potholes by impressing employers with your vim and vigor, accom-
plishments, and up-to-date knowledge. Here’s a primer on putting together a 
resume that can help you break into your desired field.

For effective examples of new graduate resumes, look at the new graduate resume 
samples in Chapter  16. Still stymied? Check out award-winning new graduate 
resumes created by professional resume writers at CareerDirectors (https://
careerdirectors.com) under the Find a Career Pro navigation button. Here you 
can find a number of great examples for overcoming new graduate challenges. 
A few of these are also showcased in Chapter 18.

Promoting your strengths
As a recent graduate, you have four key selling points and various minor ones:

»» You’re energetic and fired up to tackle assigned tasks and conquer the world.

»» Your job skills and knowledge are up-to-date, and you’ve likely gained a 
lot of hands-on experience you may take for granted.

»» You’re available for the right price. You cost much less than an older, 
experienced person. Maybe half as much.

»» You belong to a global, networked era and aren’t afraid of technology.

Throw in assertions that you’re a fast learner, are untarnished by earlier  
workplace habits, and as a rookie, you’re prime material to be developed in concert 
with a prospective employer’s viewpoints. With these selling points, hiring man-
agers will want to take a second look at how you may fit into their organization.

Recognizing your rookie soft spots
Your key weaknesses are internal and external, but luckily they can all be over-
come with resume strategy. As a new professional, you risk

»» Being stereotyped by prospective employers as having book smarts but 
lacking practical experience.

»» Taking for granted the relevant value you have to offer and not selling all the 
knowledge and skills gained from projects, papers, class learning, volun-
teerism, internships, and seemingly unrelated employment.

https://careerdirectors.com
https://careerdirectors.com
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These shortcomings are easy enough to put a positive spin on when you’re  
putting together your resume. Keep reading for ways to turn these negatives into 
positives.

Demonstrating how recent  
graduates add value
Just as the times change, so do the strategies for putting together resumes. Your 
professors may recommend that you simply list your jobs and skills, but these 
days, that’s not enough. You need to recognize that your resume isn’t a list of 
everything you’ve done. It’s about selling yourself for jobs in the field you’re 
targeting. What is most important is including content on your resume that shows 
you’re ready for that type of position.

Use the following key strategies to make your resume sell.

Data-mine your college experience
Need a job? Get experience! Need experience? Get a job! This predicament has 
frustrated new graduates since the Industrial Revolution.

It might seem like you have a difficult resume challenge when you have nothing 
but education to work with. But that’s just not the case! Every core course you took 
and every volunteer role you held may offer juicy nuggets of value to your resume.

Consider the following factors to identify the experience and skills you garnered 
in college and match your information with the job you hope to land:

»» Work: Internships, summer jobs, part-time jobs, campus jobs, entrepreneurial 
jobs, temporary work, and volunteer work.

»» Sports: Proven ability to achieve goals in a team environment; strength in 
competition, which looks good for many types of positions such as sales.

»» Awards and honors

»» Research papers and projects

»» Knowledge: Skills and abilities gained from completing core courses.

»» Campus leadership

»» Grade Point Average (GPA): If it’s 3.0 or above; otherwise, omit it (some 
advisers set the GPA floor at 3.5).

»» Technical skills and software facility
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Clarify your aim
Always start by very briefly clarifying your job target with your objective header. 
Ditch the wordy (and lofty) job objectives because that’s considered old school. 
Cut to the chase, like this:

Research position in urban planning field in Chicago area.

or

Qualified for positions in: Sales ~ Marketing ~ Public Relations

Summarize what makes you stand out
Include a summary to point out your strong points (I walk you through this 
­process in Chapter 7). As a new grad, think about what professors told you were 
your strengths or what they wrote on your papers. Reread the recommendation 
letters you received from internships. Think about any recognitions or awards you 
were given for clubs, academics, or volunteer work.

Your goal is to state in two or three sentences what makes you stand out. For 
example:

Visionary and high-energy young professional recognized for savvy in targeting 
marketing projects and PR campaigns. Experience: worked on campaigns for the XYZ 
Company and the ABC Company. Creative: campaign selected out of 24 presented by 
fellow competitors. Quick-to-learn: attained 3.75 GPA in BS in Marketing.

And it’s all true. Consider how it breaks down:

Statement: Visionary and high-energy young professional recognized for savvy in 
targeting marketing projects and PR campaigns.

Translation: I have been told by my professors, bosses, and internship managers 
that I have a lot of energy and vision for marketing and PR.

Statement: Experience: worked on campaigns for the XYZ Company and the ABC 
Company.

Translation: I completed case study projects in my marketing classes on these 
companies that led to mock campaigns being developed.

Statement: Creative: campaign selected out of 24 presented by fellow competitors.

Translation: One of my case studies was overseen by a real marketing agency. 
Of my 24 classmates, my campaign proposal was selected as the one they would 
pitch to the client.
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Statement: Quick-to-learn: attained a 3.75 GPA in BS in Marketing.

Translation: It is always a good idea to showcase your GPA in your resume if you 
have attained at least a 3.0. Otherwise, leave it off.

Sell your skills, knowledge, and training
You may feel compelled to follow the direction of your professors and friends, and 
limit what you have learned to the names of classes written under your new degree 
in the resume’s education section. Don’t do it! This is how employers get the idea 
you just have book smarts, and your resume fails to provide the necessary key-
words for computer scans (more on this in Chapters 7 and 10).

Instead, this is where you turn your classroom learning, school papers, projects, 
transferrable work, and volunteer skills into resume gold. Under your summary, 
all you need to do is add a two- or three-column list with the title:

Knowledge, Skills, and Training

Fill this section with the key skills, knowledge, and training you have for your 
target job. A marketing grad might include:

Advertising, Marketing, Public Relations, Budgeting, Pricing, Graphic Design, Client 
Relations, Project Planning, Market Research, Branding, Writing & Editing, Social Media

Check out Figure 13-1 for an example of how this can look.

Now your resume leads with some keyword meat that you will support later in the 
experience section.

Most new grads make the mistake of skipping the keyword section because they 
feel they have little to offer. But that’s just wrong and a disservice to all the 
knowledge and hands-on skills you gained while attaining your degree. Dig deep 
into course descriptions, course syllabi, and textbook tables of contents to find the 
keywords relevant to your job target.

FIGURE 13-1: 
List your 

knowledge,  
skills, and  

training with 
bullets.
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If you aren’t sure what to play up in the keyword section, take a look at descrip-
tions of jobs you are targeting. This will give you a good indication of the skills 
employers are seeking and should help you shape what you include.

Experience isn’t just about paid jobs
Thicken your work experience by including all unpaid positions, internships, spe-
cial projects, and volunteer jobs/leadership roles (such as campus club president). 
List them just like you would employment in reverse chronological order under 
your experience section. For example:

Marketing Studies, FT – ABC University, Orlando, FL

Marketing Campaigns: Completed campaign design for XYZ company course project 
that was selected by Stark Advertising Agency as the best out of 24 entries. Met with 
customer and Stark staff on mock pitch.

Marketing Collateral: Designed numerous collateral pieces from press releases to emails, 
websites, and brochures using Photoshop, AI, and WordPress in design class.

President (Marketing Responsibility) – 123 Sorority, Orlando, FL

Recruiting & Marketing Campaigns: Collaborated with volunteers to develop effective 
on-campus and off-campus recruiting campaigns that led to 30 percent increase in 
pledges over prior three years.

Communications & Promotions: Represented sorority to key influencers such as 
university administrative staff. Attained permission for unique on-campus fundraiser 
that led to raising $12,000 in one semester.

Highlight the experience most relevant to your intended future. If you have at least 
one year of full-time professional experience, place your education section after 
your experience section — unless your education is changing your career path.

Dump unhelpful information
Don’t fatten your resume with irrelevant data such as hobbies, unless they are 
directly relevant to your job target or the employer. Include an activity only if it 
reveals skills, competencies, accomplishments, results, or other qualification 
to support your intended job. Omit high school data unless it adds a unique fact to 
the total impression that you’re creating.

Also, if you’re mailing your resume via the U.S. Postal Service, don’t enclose it in 
a report cover or bulky package; just slip it and your cover letter in a standard 
envelope. And forget about including school transcripts or letters of recommen-
dation. Those belong in a nice three-ring binder portfolio you carry with you to 
the interview.
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Make unrelated work history relatable
It can feel easy to just write down what you did in your unrelated jobs and leave 
it at that. But what if your job was as a cashier and you’re targeting marketing 
coordinator? Words just aren’t going to mesh and sell you to the prospective 
employer.

This is where you have to do a little analysis of how what you have to offer can 
cross the bridge to what the employer needs.

First, break your job down into fragments and explain them. For example, 
with the cashier description, don’t just say that your responsibility was “scanning 
products, making money transactions, and dealing with customers.” Instead 
do this:

1.	 Look at job descriptions that match what you are targeting.

2.	 Consider how your skills can best be explained to fit those requirements.

3.	 Describe each function in terms of your accomplishments and their 
outcomes.

Avoiding gaffes common to new graduates
New graduates are more likely than experienced job seekers to make the following 
mistakes.

»» Falling short of image standards: If you present an online resume blem-
ished with the type of shorthand used for tweets and texting, or a paper 
resume flawed with typos, or a persona degraded with party pictures or a 
goofy profile on a social media site, you flunk.

»» Omitting heavy-hitter points: You fail to distinguish yourself by creating an 
opening summary that calls to mind an image of your brand, as I describe 
earlier in this chapter.

Keep your summary brief — three to four accomplishments is plenty.

»» Overcompensating with gimmicky language: Don’t get cutesy in your 
resume to compensate for a lack of qualifications. Avoid using exotically 
original language, such as “eyelinered genius,” a term used by a business 
graduate applying for an entry-level marketing position in the cosmetics 
industry. The term may be colorful, but charm communicates better in the 
interview.
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»» Making employers guess: Employers hate being asked to decipher your 
intent. Merely presenting your declared major and transcript excerpts isn’t 
enough to kick off a productive job search. Add a targeted objective header 
statement, summary, and keyword section directed at a specific career field 
and type of position.

»» Leveling the experience field: Your resume is no place to give every job 
equal billing. Do what you can to make each one relevant for the prospective 
employer, but don’t be afraid to limit one to just a single line of job title, 
company name, location, and date in your reverse chronology for positions 
that just don’t seem to offer any relevant value.

»» Stopping with bare bones: Some rookies look at a sheet of paper and then 
at their embarrassing, bedraggled collection of jobs in their paid-experience 
stew. Desperate to get anything written, they settle for employer, job title, and 
dates of employment.

The solution is to pull together all experience, including volunteer and 
part-time gigs. Sit, think, think some more, and add all your relevant compe-
tencies and skills pointing in the direction in which you wish to work. You can 
use Chapter 8 as a good guide for avoiding what I call this issue of blank page 
syndrome.

»» Hiding hot information: Data buried is data forgotten. Employers remember 
best the information you give first in a resume, not the data folded into the 
middle. The first one-third to one-half of the first page of your resume is 
prime real estate; determine your selling points and pack that punch up front.

»» Ignoring employers’ needs: Even the smartest new graduates make this 
mistake: They forget to find out what employers want from new hires. At this 
moment in time, no one cares what you want — the only thing that matters is 
the value-pack you bring to the employer. Rigorously study numerous job 
descriptions for your targeted positions so you can gain gems of wisdom for 
where to put your focus.

»» Writing boastfully: Appearing too arrogant about your talents can cause 
employers to question your ability to learn and function as a junior team 
member. Even when you’re just trying to compensate for your inexperience, 
avoid terminology that comes across as unnatural or blatantly self-important.

When you’re not sure whether you sound too full of yourself, ask those who 
know you to read your resume and share feedback about what kind of person 
they think your resume represents. Then, go back and tweak wording if it 
needs to be toned down (or built up). An online thesaurus or crossword 
dictionary can be a great tool in coming up with similar words.
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Moving Beyond “Too Old” to “In Demand”
If you’re on the shady side of 50 (or even 40 in some occupations), don’t bother 
wondering whether job-market age discrimination lives. It does. But it absolutely 
doesn’t have to derail your career.

In this section, I show you how to do everything within your power to beat pesky 
bias and display your excellent qualifications for employment on your resume.

Selling your strengths as 
a seasoned worker
You have at least six main selling points and a slew of minor ones:

»» Road-tested: You have more knowledge and greater wisdom than you did 
when you were half your age. Your judgment is a valuable commodity. You 
can easily save an employer substantial “mistake dollars” because you’ve 
seen most situations play out in some form over the course of your learning 
lifetime. You have the common sense that comes with experiencing life. 
You won’t rush into hasty decisions.

»» Reliable: You won’t take off for frivolous reasons. Employers can count on 
you showing up and doing the job as expected. You’re more grateful for a 
good job than younger workers and show your appreciation with a strong 
work ethic. Your work history shows that your word is your bond.

»» Flexible: You’re motivated to be adaptable. You may value working less than a 
full-time schedule. You can adapt to the changing needs of a business.

»» Financially viable: You may be able to work for less money than your 
competition. Your kids are grown and your expenses are down.

»» Collaborative: You’ve perfected a talent for team playing because you’ve seen 
how all hands can work collectively for the good of a business.

»» Big-picture vision: You take a 360-degree view when dealing with people. 
You’ve had years to discover what makes them tick. You know from firsthand 
experience the quality of customer service consumers expect and appreciate. 
You’ve learned to look around corners before making decisions that may 
come back to bite an employer.

Your brain is better than ever between ages 40 and 65, say researchers. Older folks 
are better at all sorts of things than they were at age 20, including problem solving 
and making financial judgments. Middle-aged brains, according to studies, are 
primed to navigate the world better because they’ve been navigating the world 
better longer.
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Busting myths about seasoned workers
The notion that older people have had their day and should make room for the next 
generation is deeply ingrained, say researchers. The stereotype is that you can’t 
teach an old dog new tricks and that all mature workers are alike in their abilities 
to learn, perform, energize, remember, and deal with change in a new world.

Here is a selection of prevalent myths about workers of a certain age, followed by 
the defense realities to reflect in your resume:

»» Older workers can’t or won’t learn new skills.

A smart, well-executed resume proves this bit of conventional wisdom wrong: 
The over-50 crowd is the fastest growing group of Internet and social media 
users. Use technical terms on your resume if appropriate. Mention new skills 
recently acquired. Cite recent coursework, degrees, and certifications. Be sure 
to emphasize accomplishments.

»» Training older workers is a lost investment because they won’t be 
around for long.

Older workers are just not retiring like they used to. Studies repeatedly report 
that workers are extending their careers, either by choice or because their 
retirement funding isn’t where it needs to be. Find ways to tell employers 
that you

•	 Are committed to doing quality work

•	 Get along with coworkers and younger bosses

•	 Have strong skills in reading, writing, and math

•	 Are someone they can count on in a crisis

•	 Are cheerful about multiple hats and tasks

•	 Can work weekends if needed

»» Benefit and accident costs are higher for older workers.

Skyrocketing health insurance costs have become a third rail for hiring older 
workers. Employers pay a higher premium for employees between ages 
50 and 65 (65 being the magic number when Medicare starts paying the 
medical bills).

Small employers in particular, pressing to keep their health insurance expense 
to a minimum and stay in business, may prefer to hire workers in a younger 
demographic — unless you change their minds.
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Play your ace-in-the-hole: offsets. Certain characteristics even out genera-
tional cost differences. For example, a study by the AARP shows that older 
workers take fewer sick days per year than do other age groups because they 
have fewer acute illnesses and sporadic sick days. What’s more, older workers 
take fewer risks in accident-prone situations and statistically have lower 
accident rates than other age groups.

Overall, employee benefit costs stay the same as a percentage of salary for all 
age groups. Handling this on a resume is tricky but, if true, you can say: 
“Robust health; physically active; no dependents other than spouse.”

As new health insurance provisions roll out, generational differences in health 
insurance costs may become less important, and perhaps even moot. Be on 
the lookout for developments that level the playing field for older job-hunters 
and use them to your advantage.

Of course, if you don’t need health insurance because you receive it from a 
spouse or other party, you can leverage that to your benefit.

As a seasoned worker, you’re somewhat less likely to be clobbered by age bias in 
government (federal, state, local) work and more likely to be appreciated for your 
proven talents. Look for opportunities at USAJobs (www.usajobs.gov/).

Tips for the seasoned worker
To fight the age bias that can keep you out of job interviews, aim for a clean and 
contemporary resume design (see resume samples in Chapter 15) and stock it with 
accomplishments, skills, and experience that make you look sharp and profes-
sional by taking to heart the following tips.

Match your target job description
Find or write job descriptions of your target occupations. If you like your current 
field and are leaving involuntarily because it’s disappearing from under your feet 
like the world’s biggest sinkhole, start with job descriptions in closely related 
jobs. Compare requirements of related jobs with your transferable (crossover) 
skills profile. If you don’t like your current field, forget I mentioned it.

To identify occupations closely related to your current field, check out the 
Occupational Outlook Handbook published by the U.S. Department of Labor. Read it 
online at www.bls.gov/ooh/.

Knowing what you have to offer gets you out of the past and into the future; it 
enables you to write a resume that readers respect, by, in effect, saying, “This is 
what I can do for you that will add to your productivity, efficiency, or effectiveness. 
And, of course, a little bump on the bottom line.”

http://www.usajobs.gov/
http://www.bls.gov/ooh/
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Shorten your resume
The general guideline is “Go back no more than 10 or 15 years.” But if that doesn’t 
work for the job you seek, one answer is to create a functional or hybrid resume 
(Chapter 6), in which you emphasize your relevant skills in detail toward the top 
of the resume and downplay overly impressive titles that might intimidate younger 
employers. For example, Senior Vice President, Sales becomes Sales Executive.

If you must list jobs prior to the 15-year mark, it’s perfectly acceptable to list them 
in a section called Other Relevant Experience, Additional Experience, or Prior Work 
History, and leave off the dates. As long as you cover dates in the more recent 
positions, the older jobs can be talking points for the interview. This way you 
won’t give away the actual number of years of work.

Focus your resume
For emphasis, I’ll repeat that: Focus your resume. Concentrate on highlighting 
your two most recent or most relevant jobs. Don’t attempt to give equal attention 
to each of your past jobs, especially if the experience is irrelevant to what you 
want to do now.

What can you do with all the experience that was great in your old job but means 
zero where you want to go? Lump it together at the end of your resume under 
Other Relevant Experience, Additional Experience, or Prior Work History. Shrink it to 
positions, titles, employers, and/or degrees and educational institutions. If extra-
neous experience is older than five years, boot it entirely.

When your job experience has been overly diverse, your resume probably looks 
like a job-hopping tale of unrelated job after unrelated job. (If that’s your problem, 
see Chapter 14.)

Show that you’re a tower of strength
Give examples of how you solved problems, recovered expenses, and learned to 
compensate for weaknesses in your working environment. Emphasize how quickly 
such adjustments occurred. Gray heads who’ve survived a few fallen skies are 
­valuable assets in difficult times.

Demonstrate political correctness
Show that you’re familiar with contemporary values by using politically correct 
terms wherever appropriate. Examples include diversity, cross-cultural, mainstream, 
multiethnic, and people with disabilities (never handicapped), and women (not girls 
or gals). Sensitivity is especially important for positions that have contact with 
the public.
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Send your resume online
Doing so helps dispel any ideas that you’re over the hill and haven’t the vaguest 
idea that you live in a digital age. If you want to be seen as a hub of hip, tweet 
about your resume. See Part 1 for more on digital resumes and using social media.

Murder ancient education dates
Don’t worry that the absence of dates will send a signal you’re hiding something. 
When you earned your degree won’t sell you at this point, but what you studied 
might. If a prospective employer really wants to know when you graduated, he/she 
will ask in the interview. In short: Leave dates off your education section.

Regardless of your age, if you have gone back to school to improve your odds or 
chart a different course, take a look at the new graduate strategies earlier in this 
chapter and don’t be afraid to adopt the ones that will help you most.

Trim your resume to fighting weight
For very experienced professionals, sorting out the most powerful resume points 
can be difficult. It’s like being a gifted child with so many choices, and you’re good 
at all of them! Ask a couple of smart friends to help you decide what information 
stays and what information goes.

Employ appropriate headings
When you’re relying on freelance or non-paid work — hobby or volunteer — as 
the substance for your timeline, use the heading Professional Experience so it covers 
both paid and unpaid roles.

But when you’ve changed your career focus through education, list Education 
before Experience. To refine the education heading, you can substitute target- 
job-related learning, such as Accounting Education or Healthcare Education. Your 
professional experience then follows.

Taking a lower-level job
When you’re willing to step down from your previous level of work, don’t try to do 
it solely with a resume. Go directly to the hiring manager in a personal meeting 
where you have a chance to color your positioning in the best hue. For instance, 
avoid the classic mistake of saying you no longer want to be the “point person.”
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Instead, here’s your best positioning slant: You certainly are not a burned-out 
manager looking to bail by settling for a much less responsible job. You’re a career 
changer exploring new fields:

In the past decade, I’ve put in very long hours and exceeded expectations in jobs in the 
same industry. I realized I’m a doer who needs new mountains to climb. I have too 
much to give to the business world to ride on autopilot the rest of my life. I want to 
check out other ways I can make a contribution in a different career field, hopefully 
at your company.

Explain your reasoned willingness to accept lower compensation:

I have a great work attitude and excellent judgment. Show me a new task, and I get it 
right away. I understand, of course, that the trade-off in moving into your industry is 
less pay and responsibility.

When you’ve opened the door, it’s time to hand over your hybrid resume (described 
in Chapter 6). You need breathing room to shape your resume in a way that spot-
lights your crossover skills as they pertain to the job you seek, such as talent for 
working with numbers, reliability, and good attendance record, as well as fast 
learning ability. You can also cut out higher-level accomplishments that might 
make you appear committed to attaining that level in your next position.

When you’re a major seeking a minor position, emphasize that sometimes the 
best workers need new chapters in their lives.

SHOW SKILLS AS THEY APPLY  
TO NEW POSITION
Making a career change? As you list your skills, competencies, education, and experi-
ence, lead with the information relevant to the new position and then list the other data. 
You have to quickly convince the employer that you have the ability to handle the 
position.

Assume an engineer wants to move into sales. The resume should mention things such 
as “client liaison,” “preparing presentations for meetings,” and “strong communications 
skills” — and accomplishments that back up the claims.

You may begin by writing: “Used a strong technical background and excellent communi-
cations skills in a sales role.” Then continue to speak of your ability to provide good 
technical advice in a business relationship.
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Writing that you “enjoy learning” is, in some cases, a coin with two sides: The 
employer may see you as admirable in your desire to further your education, or, 
conversely, make a negative judgment that you don’t have the skills right now to 
hit the ground running.

Watching out for gaffes common  
to seasoned workers
When you have a long job history, you’re more likely to need updates on the 
following issues.

»» Choosing the wrong focus: Choosing the wrong focus is a problem shared 
with new graduates who fail to elaborate on those jobs that best address the 
hoped-for next job. (See the “Gaffes common to new graduates” section 
earlier in this chapter.) Like the real estate adage that the operating principle 
is location, location, location, the operating principle for better jobs is target, 
target, target.

»» Using old resume standards: Many seasoned workers have an outdated 
concept of what a resume should be. An office neighbor recently expressed 
surprise when I told him to leave out his personal information, which once 
was standard fare on resumes. Busy employers and resume-processing 
computers don’t care that you’re a par golfer or play impressive tennis; this 
kind of personal information may come out at the interview. For more 
information on resume content, see Chapter 8.

»» Lacking a summary: Because of the extensiveness of your experience, your 
resume may be a grab bag without a summary. Suppose you’re an auditor 
who yearns for the country life. You can write: Internal Auditor: Farm Equipment 
Industry, followed by a one- or two-paragraph summary of why you’re qualified. 
Think of a summary as a salesperson’s hook. It describes some of your special 
skills, how you stand out from the competition for your target, your familiarity 
with the target industry, and your top accomplishments (see Chapter 8).

»» Not supplementing a high school education: If your highest education 
attainment is high school, don’t forget to mention any continuing education, 
including seminars and workshops related to your work, if those studies apply 
to what you want to do next. Never list high school on your resume unless 
you’re currently a young cub attending.



202      PART 3  Resume Strategies to Wow Them

Moving from Military Work  
to Civilian Employment

Transitioning from the military into a civilian role can be an extremely daunting 
experience. You suddenly find yourself going from a very structured world into 
one of unstructured chaos where it seems “anything goes.” But, when it comes to 
the resume, that’s not the case.

If you’re trading military life for your first civilian gig, be sure to sign up for the 
federal government’s invaluable Transition Assistance Program (TAP). TAP offers 
a three-day class to help active-duty personnel write resumes and prepare for 
interviews.

Highlighting your military strengths
Having recently transitioned from the military, you have six key selling points:

»» You’re highly disciplined and understand the chain of command.

»» You’re a hard worker who understands a day’s work for a day’s pay.

»» You are likely well traveled and have gained cultural experience.

»» You understand teamwork as well as being accountable.

»» You likely held new positions in new geographies on a regular basis, causing 
you to develop a variety of diverse and transferable skillsets.

»» You’re accustomed to changes in responsibility, title, and position.

Identifying potential strikes against you
Your key weaknesses can easily be overcome. They include:

»» You likely speak and write using jargon, titles, and acronyms that may be 
unfamiliar and intimidating to employers.

»» Your confidence and discipline may come across as arrogance, superiority, or 
inflexibility.

»» You may lack knowledge of how corporations operate.

»» You may fall into a common misperception held by some employers that you 
need constant structure and guidance to function.

»» Corporate America believes you operated without concern of budgets.
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Tips for transitioners
When transitioning from the military, you are going to want to do four things:

»» Gather together all the resources you need to review your career path (see 
the “Resources to consider” section later in this chapter).

»» Get all your responsibilities and accomplishments on paper in a brain dump 
(see Chapter 8).

»» Look at civilian job descriptions to understand target wording when translat-
ing your military experience.

»» Write your experience to speak to your target audience and positions (see the 
following section).

Writing for civilian markets
Most civilian employers aren’t familiar with military speak and need you to use 
crossover language that they understand and to which they can relate. This 
means taking the time to change your word choice from milspeak to civilian  
language that targets the target job description. If you get stuck using acronyms 
and military titles they don’t know, you may get passed over.

To determine how to word your resume for civilian speak, do one of the 
following:

»» Access your military branch’s transition assistance center for workshops or 
personal assistance in writing your resume.

»» Go over what you did with a friend or family member who has been in the 
civilian world and can advise you on accurately wording the description.

»» Check out military transition websites as suggested by Master Military Resume 
Writer Billie Parker Jordan of Advantage Resumes and Career Services:

•	 Use skill translator websites that show you corresponding civilian and 
federal employment roles.

MOS (www.onetonline.org/crosswalk)

Mil2FedJobs Federal Jobs Crosswalk (www.Mil2FedJobs.com)

Department of Labor Military to Civilian Occupation Translator  
(www.careerinfonet.org/moc)

•	 Explore transition options for veterans to help determine what you would 
like to do next and where you fit best.

My Next Move for Veterans (www.mynextmove.org/vets/)

http://www.onetonline.org/crosswalk
http://www.Mil2FedJobs.com
http://www.careerinfonet.org/moc
http://www.mynextmove.org/vets
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Resources to consider
These are the military transition documents you will likely need to review:

»» Evaluation Reports

•	 USMC: Fitness Reports (E-5 & above) or Proficiency Conduct Marks (E-4 & 
Below)

•	 Navy: Fitness Reports (Officers)/Performance Evaluations (Enlisted)

•	 Army: Evaluation Reports (Officer, NCO, or Enlisted)

•	 Air Force: Officer Performance Evaluation Report or Enlisted Performance 
Appraisal

•	 Coast Guard: Performance Reviews

»» List of medals and certificates describing what you did to receive them

»» Military Occupational Specialty (MOS)

»» Smart Transcript

»» VMet (DD2586): Verification of Military Experience and Training

»» Job descriptions for potential job targets

»» Training certificates/transcripts (non-military)

»» Brief Sheet (originates from MCTFS)

»» Education Information Report

If you don’t have your records, go to the National Personnel Records Center  
(www.archives.gov/personnel-records-center/ompf-access) to learn how to 
obtain your OMPF (Official Military Personnel File).

Getting the message about milspeak
Bill Gaul, a former military officer and placement specialist, popular media com-
mentator, and acknowledged expert on the military transitioning job market, 
answers questions about demilitarizing your resume.

Q: Can you give an example of what you call milspeak?

A: An Army officer’s resume read: “As commanding officer of a 500-person organi-
zation, I was responsible for the health, morale, and welfare of all personnel.” 
Health, morale, and welfare? Just think of the incredible range of skills and  
experience completely overlooked in that milspeak phrase. Far-reaching accom-
plishments and important responsibilities are whitewashed into boilerplate terms 
that mean nothing to a civilian hiring manager.

http://www.archives.gov/personnel-records-center/ompf-access
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For example, digging into “health, morale, and welfare,” we found “policy devel-
opment, human resource management, budget planning and administration, pro-
cess improvement, operations management, and staff development.”

Q: What’s the deal with job titles?

A: Some military job titles are ambiguous, some misleading. For example, a Navy 
fire control technician does not put out fires but operates and maintains electronic 
weapons targeting systems.

Translate your job title without misleading the employer:

»» Mess cook (food service specialist)

»» Fire control technician (electronic weapons systems technician)

»» Motor pool specialist (automotive maintenance technician)

»» Provost marshal (law enforcement officer)

»» Quartermaster (supply clerk)

»» Base commander (mayor of a small city)

When in doubt about the ethics or clarity of “civilianizing” your job title, you can 
list it like this: Functional Job Title: Mayor of Small City.

When you need a tool to help you translate military job titles to their civilian 
counterparts, find the Military Occupational Classification Crosswalk at the O*NET 
Resource Center (www.onetonline.org/crosswalk/MOC/), a free Department of 
Labor website.

Q: What can you do in situations where your specific work experience doesn’t 
closely relate to the job you’re applying for?

A: You can communicate your organizational position instead of your job title. An 
E-5 Marine Corps embassy guard applying for a management position in the 
security industry listed his job title as “facility supervisor.” He added the details 
of his experience within the body of his resume. This drew readers because it 
­represented more of a fit than someone who kept people in proper lines applying 
for visas.

https://www.onetonline.org/crosswalk/MOC/
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Q: Aren’t most military members in combat-related jobs?

A: Yes, and that can be a problem, trying to relate the job you’ve had to the job you 
want, unless you’re applying for law enforcement positions. But for the straight 
combat MOS (military occupational specialty) — infantry, tank gunner, recon-
naissance Marine, and the like — there are several options.

List your relative position in an organization — “unit supervisor” instead of 
“­platoon sergeant” as your title. Your work in collateral duties may be the key. 
A platoon sergeant seeking a position in staff development and training, based on 
duty as a training NCO (noncommissioned officer), can list “training supervisor” 
as her title.

The dates listed must accurately reflect the time you spent in the specific collat-
eral duties, of course. As you know, it is often the case that you will have more 
than one collateral duty while performing a key role for an organization.

Q: How should you list your level of authority?

A: Omit references to rank or grade such as “NCO,” “petty officer,” and “­sergeant.” 
Unless an employer has military experience, these terms won’t communicate your 
relative position within an organization. Instead, list civilianized equivalents 
appropriate to your level of authority:

»» Safety Warrant Officer OSHA (coordinator)

»» Training NCO (training supervisor)

»» Barracks sergeant (property manager)

Q: What about education and training?

A: Many courses and schools leave recruiters wondering exactly what you trained 
for because the course titles can be esoteric and arcane. The rule is this: List your 
training in a way that will provide immediately apparent support for your job 
objective.

If the name of a school or course doesn’t communicate exactly what you were able 
to do after the course that you couldn’t do before, show that value because you are 
trying to inform, not mystify. You are trying to demilitarize the language to help 
resume reviewers understand the nature of your military training. Some examples:
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»» SNAP II Maintenance School (Honeywell Computer Server Maintenance School)

»» NALCOMIS Training (Automated Maintenance and Material Control System 
Training)

»» Mess Management School (Food Service Management School)

»» NCO Leadership Training (Leadership and Management Training)

Q: Is that all there is to civilianizing a military background?

A: Not quite. To help resume reviewers understand the depth of your training, list 
the number of classroom hours you studied. To determine the number of hours, 
multiply the number of course days by 8, or the number of weeks by 40. If you 
completed the course within the past 10 years, list the completion date. If the 
course is older, leave off the date. Here are two examples:

Leadership and Management Training (160 hours)  
Organizational Development (120 hours)
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Chapter 14
Overcoming Career 
Roadblocks

Chances are that not everything in your career history is a plus. Minuses — 
either fact or perception — such as a gap in your work history, need to be 
handled carefully to keep them from setting off alarm bells in prospective 

employers’ minds. It’s always better to anticipate and minimize factors in your 
background that might screen you out of the running.

Nobody’s perfect, but rarely are job seekers jammed up against problems so severe 
that they can’t be solved in some way. Careful resume management is a good start.

This chapter gives you ideas on how to turn lemons into lemonade if you have 
some negatives in your background.

Navigating Job Gaps
Job gaps can happen for any number of reasons, but when it’s time to return to 
work, you can feel like you just stepped over the edge of a cliff. Some of the rea-
sons for job gaps include:

»» Unemployment/layoff

»» Stay-at-home mom or dad

IN THIS CHAPTER

»» Successfully leaping over gaps to 
return to your career

»» Continuing your career despite other 
challenges

»» Addressing unique life circumstances 
in your resume
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»» Caring for elderly parents

»» Incarceration

»» Illness/disability

»» Attending school

»» Taking a sabbatical (to write a book or travel)

Regardless of why you have the gap, one thing is for sure: Employers will see 
recent unaccounted time in your work history as a red flag. So, instead of hoping 
it will be overlooked, determine how to address it in the most positive light for 
your situation.

If the gap was only for a few months or less than a year, list only years in your 
employment history instead of months and years. This can make a gap disappear 
on your resume (but not in reality). You still need to be prepared to explain the gap 
in the interview or in a detailed job application.

Viewing a gap as a good thing
The first step in turning a gap in your work history into a value-added time period 
is to look for the golden threads that make it valuable. Consider things that may 
translate into covering the gap:

»» Did you learn anything new from classes, self-study, reading books, earning 
a certification, or attending professional meetings or conferences?

»» Did you perform unpaid work for a family member or friend?

»» Did you create crafts that you sold online or at local events?

»» Did you volunteer and contribute to projects, leadership, or fundraising?

»» Did you write a book or start and build a blog in your industry?

»» Did you travel extensively and become more culturally aware?

»» Did you stay deeply connected to your industry through professional 
association and trade memberships, networking, and self-study?

»» Did you help old customers or employers as an unpaid favor?

When you get these details down on paper, you can begin to see how you can cover 
a gap with true value-added experience.
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Minding the gap
How does all this data translate into an appropriate job title, location, and descrip-
tion in your resume? As you likely found when reviewing the questions in the 
preceding section, many positive elements eclipse the real reason for your employ-
ment gap. Put the emphasis on what best positions you for your target.

Covering your gap begins with the job title you use as a placeholder for this time 
period in your life. Depending on what you were doing this could appear as:

Consultant; Fundraiser (Volunteer); Coordinator; Sabbatical; Self-Study, Project 
Management; or even Bookkeeper.

Here’s how each came to be, with an included explanation of the gap so you can 
understand the reasoning.

»» Consultant: While looking for a new position, I contacted old clients and did some 
work for them. I also created a blog and advertised myself in my professional 
association’s journal, which led to a few short gigs.

»» Fundraiser (Volunteer): While raising my children, I volunteered for the ULA and 
was elected to direct their 2017 fundraising initiative, which led to recruitment of 
team, strategic planning, innovative marketing, and a 300 percent increase in 
funds over prior years’ campaign.

»» Coordinator: As a stay-at-home mom, I maintained time management and 
organization despite challenging personalities and schedule conflicts. I directed 
daily activities ranging from study groups to field trips.

»» Self-Study, Project Management: I utilized my employment gap to stay-up-to- 
date on trends through PMI and continued pursuit of PMP credential. Presented 
the Project Gap to 30 attendees at local PMI chapter meeting. Contributed 
extensively to support discussions on PMI web forum.

»» Bookkeeper: I kept the books for my husband’s business, ABC Trucking, which 
included processing accounts payables and accounts receivables, handling all 
cash receipts, and bank balancing. I set company up on QuickBooks, which 
reduced processing time by over 40 percent monthly and cut out third-party fees 
of $500 monthly.

The reasons for the gaps I include in the preceding list wouldn’t go in your resume. 
The idea is to cover the gap without exploiting the why. Know that if you are cover-
ing a gap, you’ll have a chance to discuss it in the interview. That’s the appropriate 
time for discussing the “why” of a job gap. If it gets out in your resume, you likely 
won’t get the interview.
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Instead, position yourself, truthfully, as a great candidate with the positive 
elements of your gap and be prepared to discuss the reason for the gap in your 
interviews.

Resume antidotes: Describe yourself as “manager,” not “CEO” or “president,” 
and if you have time, rename your business something other than your own name: 
“River’s End Associates, Inc.,” not “Theresa K. Bronz, Inc.”

The chief mistake people make is assuming that a positive explanation won’t sell. 
Instead, they fudge dates from legitimate jobs to cover the gaps. You may get 
away with it in the beginning. But ultimately, you’ll be asked to sign a formal 
application — a legal document. When a company wants to chop staff without 
paying severance benefits, the first thing that happens is an intense investigation 
of the company’s database of application forms. People who lied on their applica-
tions can be sent out into the mean streets with nothing but their current 
paychecks on their backs. Lying isn’t worth the risk.

Work history breaks are less obvious in a functional or hybrid format, which  
I discuss in Chapter 6.

TREAD CAREFULLY WHEN USING THE 
CONSULTANT OR SMALL-BUSINESS 
EXPLANATION
Professional and managerial job seekers are routinely advised to explain gaps by saying 
that they were consultants or that they owned small businesses. Not everyone can be a 
consultant, and there’s substantial risk in the small-business explanation.

If it should happen to be true that you were a consultant, name your clients and give 
a glimmer of the contributions you made to each. If you really had a small business, 
remember: Employers worry that you’ll be too independent to do things their way 
or that you’ll stay just long enough to learn their business and go into competition 
against them.

Strategic antidotes: Search for a business owner who is within eyeshot of retirement 
and wouldn’t mind your continuing the business and paying him or her a monthly 
pension.
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Returning to the Workforce  
after Being a Caregiver

Whether you were taking care of your children or your aging parents, if you have 
taken time off and are now ready to return to work, you need to effectively cover 
that gap.

After taking a career break to care for your family, trying to reenter the  
workforce — whether by choice or economic necessity — may make you feel as 
though you’ve been living on another planet. A reader writes:

Employers don’t want to hire men or women who’ve been out of the market for more 
than a year or two. But for the last ten years, I’ve worked my tail off! Don’t they 
understand that? Doesn’t intelligence, willingness to work hard, creativity, attention 
to detail, drive, efficiency, grace under pressure, initiative, leadership, persistence, 
resourcefulness, responsibility, teamwork, and a sense of humor mean anything 
these days?

Every characteristic that this reader mentions is still a hot ticket in the job market, 
but the burden is on you to interpret these virtues as marketable skills:

»» Grace under pressure, for example, translates to crisis manager, a valuable 
person when the electricity fails in a computer-driven office.

»» Resourcefulness translates to office manager, who is able to ward off crank 
calls from credit collection agencies.

»» A sense of humor translates to data communications manager, who joshes a 
sleepy technical whiz into reporting for work at 2 a.m. for emergency repair of 
a busted satellite hovering over Europe.

You can’t, of course, claim those job titles on your resume, but you can make 
equivalency statements:

Like a crisis manager, I’ve had front-lines experience handling such problems as 
electrical failures, including computer crashes.

Fill the home-management period with crossover (transferable) skills relevant to 
the targeted position. Examples range from time management (developing the 
ability to do more with less time) and negotiation skills (creating compromises 
with difficult people and in challenging situations) to budgeting experience 
(developing a sophisticated understanding of priority allocation of financial 
resources). Other examples include using a smartphone in drumming up support 
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for a favorite charity (developing confidence, improving sales skills, and cultivat-
ing a businesslike telephone technique) and leadership positions in the PTA 
(developing a sense of authority, attaining management strengths, and establish-
ing the ability to guide others).

Omit all information that the employer isn’t entitled to, including your age, 
marital status, physical condition, number and ages of children, and partner’s 
name. Even though the law is on your side, why drag in facts on your resume that 
can stir up bias? Your resume’s job is to open interview doors.

SELECTED HOME-BASED SKILLS
Don’t overlook skills that you may have acquired inside the home. Here are a few 
examples of occupations in which they can be used. This illustration assumes that 
you lack formal credentials for professional-level work. If you do have the credentials, 
upgrade the following examples to the appropriate job level:

•	 Juggling schedules: Paraprofessional assistant to business executives or 
physicians, small service business operator, dispatching staff of technicians

•	Peer counseling: Human resources department employee benefits assistant, 
substance abuse program manager

•	Arranging social events: Party coordinator, nonprofit organization fundraiser, 
art gallery employee

•	Conflict resolution: Administrative assistant, customer service representative, 
school secretary

•	Problem-solving: Any job

•	Decorating: Interior decorator, fabric shop salesperson

•	Nursing: Medical or dental office assistant

•	 Solid purchasing judgment: Purchasing agent, merchandiser, retail sales associate

•	Planning trips, relocations: Travel agent, corporate employee relocation 
coordinator

•	Communicating: Any job

•	 Shaping budgets: Office manager, department head, accounting clerk

•	Maximizing interior spaces: Commercial-office real estate agent, business 
furniture store operator
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To help in your quest, seek out seminars, workshops, and services offered to 
on-ramping individuals. Women will want to discover such websites as Fairy 
God  Boss (https://fairygodboss.com) and the forum Dad Stays Home (www.
dadstayshome.com), which includes a section on working from home.

Seeking a Job When You Have a Disability
Millions of job seekers are protected by the Americans with Disabilities Act (ADA), 
which makes it illegal for an employer to refuse to hire (or to discriminate against) 
a person simply because that person has one or more disabilities.

ADA protection covers a wide spectrum of disabilities, including acquired immuno-
deficiency syndrome (AIDS) and human immunodeficiency virus (HIV), alcoholism, 
cancer, cerebral palsy, diabetes, emotional illness, epilepsy, hearing and speech 
disorders, heart disorders, learning disabilities (such as dyslexia), intellectual 
disabilities, muscular dystrophy, and visual impairments. The act does not cover 
conditions that impose short-term limitations, such as pregnancy or broken bones.

Generally, the ADA forbids employers that have more than 15 employees from 
doing the following:

»» Discriminating on the basis of any physical or mental disability

»» Requiring applicants to take pre-employment medical exams

The ADA requires that an employer make reasonable accommodations for quali-
fied individuals who have disabilities, unless doing so would cause the employer 
undue hardship. The undue hardship provision is still open to interpretation by 
the courts.

If you have a disability that you believe is covered by the ADA, familiarize yourself 
with the law’s specifics. The U.S. Department of Justice’s ADA home page can be 
found at www.ada.gov. For even more information, call your member of Congress, 
visit your library, or obtain free comprehensive ADA guides and supporting 
materials from the splendid website maintained by the Job Accommodation 
Network (https://askjan.org).

The following section offers advice on building an effective resume while navigat-
ing disability-related issues.

https://fairygodboss.com/
http://www.dadstayshome.com
http://www.dadstayshome.com
http://www.ada.gov
https://askjan.org
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Deciding whether to disclose a disability
Do not disclose your disability on your resume. Remember, your objective is to get 
an interview. Save disclosure until a better time, if at all. Here are a couple of 
guidelines for deciding when and whether to disclose a disability:

»» If your disability is visible, the best time to disclose it is after the interview has 
been set and you telephone to confirm the arrangements. Pass the message 
in an offhanded manner: “Because I use a wheelchair for mobility, can you 
suggest which entrance to your building would be the most convenient?” 
Alternatively, you may want to do a drive-by to determine this for yourself 
and reserve disclosure for the interview.

»» If your disability is not visible, such as mental illness or epilepsy, you need 
not disclose it unless you’ll need special accommodations. Even then, you can 
hold the disclosure until the negotiating stage after you’ve received a potential 
job offer.

No matter what you decide to do, be confident, unapologetic, unimpaired, and 
positive.

Explaining gaps in work history
What can you do about gaps in your work history caused by disability? Stay the 
course I recommend earlier in this chapter. You cannot permanently obscure the 
issue, but your goal is to get to the interview. If you have nothing to cover the time 
outside of recovering from your illness, list it as “Sabbatical” in your timeline and 
then be prepared to discuss it.

While you are prepping for your job search, also spend some time getting up to 
speed on your industry and area of expertise so you can confidently feel and be 
prepared to return to work.

If you have too many episodes of gaps your work history will look less shaky in a 
functional or hybrid format, which I discuss in Chapter 6. Online resume discus-
sion groups, which you can find through the Job Accommodation Network 
(https://askjan.org), can serve as further sources of guidance on this difficult 
issue.

When substance abuse is the problem
Substance abuse is a disability under the Americans with Disabilities Act. If you’re 
recovered from the addiction, you’re entitled to all the act’s protections. If you’re 

https://askjan.org
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still abusing a substance, such as alcohol or illegal narcotics, you’re not covered 
by the act. Don’t disclose previous substance abuse on your resume, and cover 
gaps in your work history as described earlier in this chapter.

Avoid mentioning alcohol or drugs, be careful about application forms, and be 
honest at interviews if you have recovered or if the experience was a brief fling or 
two. In being honest, also remember that you still need to sell yourself. Write up 
an addendum that explains your mistake and how you have changed, and have 
letters of recommendation, proof of employment, and any recognition since that 
time with you to further prove your character.

However, if you’re still held prisoner by a chronic, destructive, or debilitating 
overuse of a chemical substance that interferes with your life or employment, no 
resume tweaks can benefit you. Get help for your addiction.

Seeking a Job When You’re an Ex-Offender
Each year millions of offenders leave state and local prisons for the free world or 
circulate in and out of American jails and detention centers at the city and county 
levels. If you’re one of these people, this book can help you — especially when it 
comes to meeting today’s need to customize and send out your digital resume — 
but you need specialized help of the type that I describe here.

Negative info kills your chances
Never forget that the purpose of your resume is to get a job interview. Period. Your 
resume is not the place to confess your sins, accentuate your weaknesses, or lie 
about yourself. Make sure your resume is future-oriented and employer-centered. 
Use your resume to clearly communicate to employers what you can do for them. 
Issues concerning your criminal record are best dealt with during the job interview.

Avoid the chronological format
The reverse chronological format (see Chapter 6) is not your friend. This format, 
with its emphasis on employers and dates, tends to point up the two major weak-
nesses of ex-offenders — limited work experience and major employment time 
gaps. Instead, choose a functional or hybrid combination format (also in Chapter 6) 
that emphasizes your qualifications as they relate to the job you seek — skills, 
competencies, and personal qualities.
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Present prison experience  
in nonprison terms
If you acquired education, training, and work experience in prison, be careful how 
you list that experience on your resume. Instead of saying that you worked at 
“Kentucky State Prison,” say you worked for the “State of Kentucky.” Both 
statements are truthful, but the first statement immediately raises a red flag that 
can prematurely screen you out before you get an interview.

Get help with job search moves
Resources are available to help you. Following are a few:

»» Find the best specialized books at www.exoffenderreentry.com.

»» Discover re-entry resources in all 50 states at the National Hire Network  
(www.hirenetwork.org).

»» Visit the CareerOneStop’s Job Search Help for Ex-Offenders site  
(www.careeronestop.org/ExOffender).

»» Consider hiring a professional resume writer; see the appendix.

Addressing Experience Dilemmas
Most job listings you look at include a line that details how much experience the 
employer wants the ideal candidate to have. If you’re like most job seekers, you 
may feel like Goldilocks whenever you read this line. It always seems as though 
you have too much experience or too little experience  — never just the right 
amount. So what’s a job seeker to do? This section has the answers.

Too much experience in one job
A reader writes:

I’ve stayed in my current and only job too long. When my company cut thousands of 
workers, we received outplacement classes. I was told that job overstayers are perceived 
as lacking ambition, uninterested in learning new things, and too narrowly focused. 
What can I do about this?

Here are several strategies for meeting this issue head-on.

http://www.exoffenderreentry.com
http://www.hirenetwork.org
https://www.careeronestop.org/ExOffender
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Divide your job into modules
Show that you successfully moved up and up, meeting new challenges and accept-
ing ever more responsibility. Divide your job into realistic segments, which you 
label as Level 1, Level 2, Level 3, and so on. Describe each level as a separate posi-
tion, just as you would if the levels had been different positions within the same 
company or with different employers. If your job titles changed as you moved up, 
your writing task is a lot easier.

Deal honestly with job titles
If your job title never changed, should you just make up job titles? No. The only 
truthful way to inaugurate fictional job titles is to parenthetically introduce them 
as “equivalent to .  .  .” Suppose that you’re an accountant and have been in the 
same job for 25 years. Your segments might be titled like this:

»» Level 3 (equivalent to supervising accountant)

»» Level 2 (equivalent to senior accountant)

»» Level 1 (equivalent to accountant)

To mitigate the lack of being knighted with increasingly senior job titles, fill your 
resume with references to your contributions and accomplishments.

Tackle deadly perceptions head-on
Diminish a perception that you became fat and lazy while staying in the same job 
too long by specifically describing challenges faced, actions taken, and results 
attained (see Chapter 8).

Derail a perception that you don’t want to learn new things or that you are too 
narrowly focused by including learning initiatives in your training and education 
section and active affiliations in either your summary or affiliations section of 
your resume.

You will likely want to highlight the reason why you are now leaving this job and 
making a change — don’t. Your resume is for selling you, not excusing you. The 
closest you can come is to simply align yourself in the cover letter with a passion 
for what the prospective employer is doing. For example:

I’m excited to apply for the advertised position of Department Manager with your 
company. As an organization with contemporary viewpoints and green practices, you 
align exactly with my personal beliefs and professional goals.

Otherwise, save talk of why you left for the interview.
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Too little experience
When a job posting calls for a specific number of years of experience — say, five 
years’ experience and you come up short with only three years’ experience — but 
you know you can do the job, the basic technique is to work with what you’ve got. 
Dissect your three years’ experience for all you’re worth. Use the strategies in 
Chapter 8 to use all the appropriate bells and whistles to show how you are equiva-
lent to someone with five years based on what you have done and accomplished.

Addressing Situations Not in Your Control
In today’s quick-changing day and age, companies often make decisions to 
improve the bottom line, but in the process, employees take a hit. Usually, you 
can’t do much when you’re told you’re going to be laid off or that your company 
has been swallowed up by a larger one. You have to pick yourself up, dust off your 
resume, and put your best foot forward. In the following sections, I explain how 
to handle things such as layoffs, mergers, and acquisitions on your resume.

Several layoffs
Hard to believe, but good workers sometimes experience one layoff after another. 
A reader writes that he’d experienced four no-fault severances within seven years.

When you’ve been to the chopping block a few too many times, explain the cir-
cumstances after each listing of the company name:

Carol Interiors (company closed doors) . . . Salamander Furnishings (multiple rounds of 
downsizings) . . . Brandon Fine Furniture (company relocated out of town) . . . Kelly 
Fixture Co. (plant sold and moved overseas).

Offering brief explanations takes the blame from your shoulders. When you com-
bine this with strong accomplishment stories (see Chapter 8), you can overcome 
any negative stigma from the layoffs.

Mergers and acquisitions
A reader writes:

Upon graduating from college, I went to work for Company A. Several years later, 
Company A was acquired by Company B. More years passed, and Company B was 
acquired by Company C. Eventually, Company C merged with Company D, and as a 
result, after ten years with the four companies, I was laid off.
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My question is how best to handle this work history on my resume? I worked for four 
different corporate entities, with four different names, without ever changing jobs.  
Do I list all four on my resume? Or just the last one?

Always try to show an upward track record — that you acquired new knowledge 
and skills and just didn’t do the same thing over and over each year. And you don’t 
want the reader to assume that you worked for only one company that laid you off 
after a decade.

Taking these two factors into consideration, can you show correlation between 
your job titles and responsibilities with the changes in ownership? If yes, identify 
all four owners:

Job title, Company D (formerly Company C), years Job title, Company C (formerly 
Company B), years Job title, Company B (formerly Company A), years Job title, 
Company A, years

If you can’t show an upward track record that correlates with changes in owner-
ship, just use the current owner name with a short explanation:

Job title, Company D, years (Through a series of mergers and acquisitions, the entities for 
which I have worked include Company A, Company B, and Company C.)

The reason for naming every entity is perception. Background and credit checks 
will turn up those company names, and if your resume doesn’t mention them, 
it sends up a red flag for your potential employer!

Handling Red-Flag Circumstances
Only the luckiest job seekers have a straight-line career path upward. The rest of 
us have steps back (whether by choice or by force), and some of us change jobs like 
the British royals change hats.

Employers can detect demotions or backward job steps with just a glance, and they 
often frown on them — or at the very least, wonder what happened. You know 
you’re going to be asked about it, so there’s no better time than when you’re put-
ting together your resume to decide how to put a positive face on the situation.

As for job hopping these days, the notion is as far out of a reality circle as the 
concepts of job security, company loyalty, and a guaranteed company pension.
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Adding insult to injury, some employers cling to a double standard — hiring and 
firing employees like commodities, then looking with disfavor on applicants who 
have had a glut of jobs by circumstance, not by choice.

In the following sections, I explain how to address job issues that may cause 
potential employers to raise an eyebrow, if not handled well.

Demotion
You’ve been demoted. There are myriad reasons that could range from the 
employer no longer thinks you are a fit and wants you out to the employer wants 
to keep you but budgets are an issue. But in either case, if you have to show a 
progression that shows a chronology with the company of a lower-level position, 
it can raise red flags with the prospective employer.

The basic way to handle demotions throughout the job-hunting process is akin to 
how you handle being fired: by accentuating the positive contributions and results 
for which you are responsible. But being demoted is trickier to handle than being 
fired. Being let go no longer automatically suggests personal failure — but being 
demoted does.

Unless you are still with the company or left on bad terms, now is the time to 
speak with your former employer about your resume and her reference. If the 
situation wasn’t your fault, your employer may work with you to develop what she 
will say and what title you can put on the resume. Your employer may agree that 
you can list the higher-level title for the full time frame or agree to let you group 
your roles under a broader title. You won’t know if you don’t ask.

But what if you can’t do that? Don’t worry because you still have options.

Option one: Use the big umbrella
Group all jobs under one big time umbrella and don’t include dates on any of 
them. This approach lets you sell what you’ve done but takes the emphasis off 
exactly when you did it. Of course, you still need to be prepared to present it in a 
positive light when they ask you about it in the interview. Check out Figure 14-1 
for how this looks.

Option two: Group like with like
While not all that different from option one, grouping like with like means that 
you put the two management jobs together with one set of dates to cover the entire 
time, and then you list the prior positions with that company by their correct 
dates. It has a similar effect, but now with some dates connecting it, it makes it 
feel more factual. Figure 14-2 gives you an example of grouping like with like.
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Option three: Explain it away
Proceed with caution here! Perhaps you have this demotion as a favor to you 
(yes, it happens) or a major change happened internally in the company that had 
nothing to do with your performance. You went back to school to get your MBA 
and needed less responsibility, you had an aging parent in hospice three hours 
from home, or you landed a book contract and needed breathing room but not 
so much you would leave your job. On the other end, your company was bought 
out or taken over, and it didn’t need you in that role but saw the value of 
keeping you.

When the demotion lets you function and perform, go ahead and play it up care-
fully. This can be as simple as adding the statement, “Assumed role with lesser 
accountability in order to complete company-required MBA.” See Figure 14-3 to 
get an idea of how you can explain away a demotion.

FIGURE 14-1: 
This snapshot 

shows the 
umbrella  
concept  
at work.

FIGURE 14-2: 
This snapshot 

shows grouping 
like with like.
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No matter how well you handle your resume entry, the reference of the demoting 
employer may ultimately end your chances of landing a new job that you want. 
In trying to mend fences, you may appeal to the demoting employer’s fairness or 
go for guilt. Point out how hard you worked and how loyal you’ve been. Find 
reasons why your performance record was flawed. Ask for the commitment of a 
favorable reference and a downplaying of the demotion. If fairness or guilt appeals 
are denied, see an employment lawyer about sending the demoting employer, on 
law-firm letterhead, a warning against libel or slander.

FIGURE 14-3: 
These four 

options show 
you exactly how 

to account 
for different 

demotion 
challenges.
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Job-hopping
Even when it wasn’t at your initiative, holding five or more jobs in ten years can 
brand you as a job hopper. The fact that you’re out of work now underscores that 
impression. Even employers who are guilty of round after round of employee 
dismissals instinctively flinch at candidates they perceive to be hopping around.

Take pains to reverse that disapproval. When you draft your resume, post a list of 
negative perceptions on your desk; when you’re finished writing, compare your 
resume with the list. Offer information that changes negative perceptions of you 
as a job hopper. The following list identifies perceptions employers often have of 
a job hopper and ways to counter them.

Perception Counter

Is disloyal and self-focused Perfect attendance, volunteer office 
gift collector

Will split in a blink for a better offer and 
take company secrets along

Competition of projects

Doesn’t know what he/she wants and is 
never satisfied

Diverse background that promoted 
impressive results

After checking for damage control, go back and review your resume for accom-
plishments that enhance your image, such as the following:

»» A fast learner: Give examples of how your skills aren’t company-specific 
and you rapidly adjust to new environments.

»» A high achiever: Show favored skills much courted by headhunters. 
When true, emphasize, “Recruited for advanced position.”

»» A quick adapter: Mention examples of agreeable flexibility in adjusting 
to new ideas, technology, and position requirements.

»» A relationship builder: List praise from coworkers or bosses for commitment 
to team success. Quotes, as shown in Chapter 7, are a great way to do this.

»» A determined worker: Use examples of accomplishments and contributions 
that show your commitment to meeting standards of superior workplace 
performance despite the tough job market of recent years.

When your current joblessness comes after a background that a quick-change art-
ist would admire, use your resume to prepare the way to acceptance. Emphasize 
project completion and career progression, using years not months. If you still 
have trouble landing interviews, include more positive statements in your cover 
letter to tackle your history. For ideas, read Joyce Lain Kennedy’s book, Job Search 
Letters For Dummies (Wiley).
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Concurrent positions
Sometimes you find that you’re doing work for a specific company (or companies —  
such as with temporary work) but are being paid through a staffing firm or other 
intermediary. Putting this on your resume can feel sticky and overwhelming. 
Do you list all companies and months you worked for them individually? No! That 
can make you look like an inconsistent, noncommittal job hopper.

Luckily, reporting this information on your resume is easy. You can group them 
all together under one date umbrella with the agency and then separate out each 
company below it with descriptions and accomplishments. For example:

XYZ Agency                            [date] to present

Marketing Representative

Stepped into challenging marketing assignments with Company A, Company B, 
and Company C with the goal of raising consumer awareness and profits.

For Company A, Name of Department/Division

As job title, performed:

*accomplishment

*accomplishment

*accomplishment

In the same format as I show for Company A, offer the company, department/
division, job title, and accomplishment information for Companies B and C.

If your job assignments were virtually the same, you can just list the bullets about 
the assignments together. Just be sure to clarify the particular company where any 
results took place.

Self-employed or family-employed
You likely didn’t even realize a potential time bomb in this one, but there is! When 
your resume shares that you worked for a family business, it can send up red flags 
to prospective employers that you had it easy. While the reality is that you prob-
ably put in long hours, you need to make sure this negative perception doesn’t get 
in the way of your chances at the interview.

Conversely, if you were self-employed, chances are you wore many hats and gave 
yourself the title of director, president, or even CEO. Unless you have a profes-
sional track record in those roles and the responsibilities they encompass, using 
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them to land your next job as technical writer, marketing manager, or production 
manager won’t work. You’ll be labeled overqualified and ignored.

Luckily, it only takes little wording tweaks to overcome these challenges.

»» Worked for the family: Abolish any mention of family-owned, inherited, 
next-generation, parents, or siblings. Instead talk about it like any company 
you joined (or built) and the challenges, action, and results that it took to do 
so. If you are concerned you are assuming too much about the position, get 
on the Internet and look at job descriptions for similar jobs (such as chef, 
operations manager, bookkeeper, general manager, front-of-house manager, 
and so on).

»» Had your own business and it was a multi-million dollar success: 
Yes, you can call yourself CEO and go on to manage another multi-million 
dollar operation for another company.

»» Had your own business and now it’s time for a 9-to-5 position: Whether 
you were successful or not, you realize you need to go back to your profes-
sion. If that isn’t as an executive, then don’t label yourself as one with your job 
title. Aim for something as parallel to your target as possible by looking at 
your areas of accountability. For instance, if you are trying to go back to 
Marketing Manager, your title may be Marketing Manager, and those skills 
are what you play up first and foremost in having run your own business.

Check out Chapter 9 for ideas on how to target your resume for career changes and 
Part 4 of this book for effective resume samples.
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See samples of resumes for various positions and 
professions.

Check out examples of resumes that address the 
issues of too much or too little experience.

Find ways to work with special circumstances such as 
a return to the workforce or a career change.

View bells and whistles that you can add to truly make 
your resume pop.
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Chapter 15
OnTarget Resumes 
by Industry and 
Career Field

The sample resumes in this chapter are set up to highlight a variety of posi-
tions and professions, from restaurant service and office manager to IT tech 
and logistics manager. You’ll find examples for individuals of all levels with 

straight-forward careers as well as curveballs.

A text box atop each sample resume in this chapter tells you the job being tar-
geted, shares any key details, and provides the author of the resume sample. Each 
author is a professional resume writer, and you can find their contact information 
in the appendix.

These examples represent individual people and their unique experiences; they 
are provided only as an example of what is possible in a resume. Please consider 
them as roadmaps — not rules — in creating your next resume.
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As you review these resumes, note that I have made it possible for you to see your-
self in them while also protecting the identity of the original job seekers who 
agreed to have their resumes fictionalized. To do this, I have made certain stylistic 
choices for all the resumes:

»» The job seeker’s name appears as Your Name at the top of the resume and as 
NAME when mentioned in a testimonial quote. These indicate where you 
should refer to yourself.

»» Contact information is shown with the words City, State, Zip Code, Phone, and 
Email. This is where you would place your contact information.

»» Employment dates (and education dates, when included) use the word Date. 
This is where you would list your years of employment or the year you earned 
a credential.

»» Job descriptions do not list actual company names. Instead, you’ll see 
Company Name, Hospital Name, and the like. This is where you would list your 
employer’s company name.

»» If a year is stipulated, such as Won this award in 2015, the word Year has been 
substituted for the actual date.
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Chapter 16
OnTarget Resumes by 
Experience and Age

Have reason to think that you have too much experience — or not enough — 
for the job you want? Or that you’re too young — or too old? The sample 
resumes in this chapter show techniques aimed at making your resume 

just right for your age and experience level.

These examples represent individual people and their unique experiences; they 
are provided only as an example of what is possible in a resume. Please consider 
them as roadmaps — not rules — in creating your next resume.

As you review these resumes, note that I have made it possible for you to see your-
self in them while also protecting the identity of the original job seekers who 
agreed to have their resumes fictionalized. To do this, I have made certain stylistic 
choices for all the resumes:

»» The job seeker’s name appears as Your Name at the top of the resume and as 
NAME when mentioned in a testimonial quote. These indicate where you 
should refer to yourself.

»» Contact information is shown with the words City, State, Zip Code, Phone, and 
Email. This is where you would place your contact information.
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»» Employment dates (and education dates, when included) use the word Date. 
This is where you would list your years of employment or the year you earned 
a credential.

»» Job descriptions do not list actual company names. Instead, you’ll see 
Company Name, Hospital Name, and the like. This is where you would list your 
employer’s company name.

»» If a year is stipulated, such as Won this award in 2015, the word Year has been 
substituted for the actual date.
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Chapter 17
OnTarget Resumes for 
Special Circumstances

Just because you’re changing careers, stepping out of your military uniform, 
or explaining resume gaps, don’t think that you are at a disadvantage. You 
can create a riveting resume. The samples in this chapter give you some ideas 

about how to do just that by deftly handling your special circumstances.

These examples represent individual people and their unique experiences; they 
are provided only as an example of what is possible in a resume. Please consider 
them as roadmaps — not rules — in creating your next resume.

As you review these resumes, note that I have made it possible for you to see your-
self in them while also protecting the identity of the original job seekers who 
agreed to have their resumes fictionalized. To do this, I have made certain stylistic 
choices for all the resumes:

»» The job seeker’s name appears as Your Name at the top of the resume and as 
NAME when mentioned in a testimonial quote. These indicate where you 
should refer to yourself.

»» Contact information is shown with the words City, State, Zip Code, Phone, and 
Email. This is where you would place your contact information.



308      PART 4  Bringing It All Together with Sample Resumes

»» Employment dates (and education dates, when included) use the word Date. 
This is where you would list your years of employment or the year you earned 
a credential.

»» Job descriptions do not list actual company names. Instead, you’ll see 
Company Name, Hospital Name, and the like. This is where you would list your 
employer’s company name.

»» If a year is stipulated, such as Won this award in 2015, the word Year has been 
substituted for the actual date.
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Chapter 18
Award-Winning Creative 
Marketing Resumes

Are you ready to cash in on all the possible bells and whistles to create your 
next winning resume? Then take the time to browse through this chapter, 
where I have included award-winning creative resumes from the Career 

Directors International competition, Toast of the Resume Industry Awards 
(TORIs).

The TORIs are the professional resume-writing industry’s best of the best, recog-
nizing top resume writers from around the world in the single longest-running 
annual resume competition (2000 to the present).

These examples represent individual people and their unique experiences; they 
are provided only as an example of what is possible in a resume. Please consider 
them as roadmaps, not rules, when creating your next resume.

The resumes in this chapter are meant to be networking resumes. They will not 
survive ATS or other keyword resume scans. Be sure to always include a scannable 
copy of your resume along with a highly formatted one to ensure that you are 
covering your bases.
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5The Part of Tens



IN THIS PART . . .

Fine-tune your resume with ten tweaks.

Discover efficient ways to get your resume in front of 
decision-makers.

Know what to look for when you hire a professional 
resume writer and get a list of recommended pros.

Use a ten-point checklist to make sure your resume is 
OnTarget.
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Chapter 19
Ten Ways to Improve 
Your Resume

Think your resume could sparkle with a few tweaks? Feeling like you’ve 
busted your chops and still are on the outside looking in? Close but no cigar? 
Here are ten easy fixes to power up your resume to OnTarget status.

Match Your Resume to the Job
To dart past job software filters, a resume must closely meet the requirements in 
the job description. If you know what company recruiters are looking for, make 
sure you put it in the top quarter of your resume. If instead you’re posting your 
resume in databanks, research the career field for typical requirements and 
include those that apply to you. Maintain your focus on including target keywords 
and then providing support with your experience.

IN THIS CHAPTER

»» Eliminating anything that doesn’t 
support the job you’re targeting

»» Being crystal clear about what you’re 
applying for

»» Finding success in the 5 percent rule
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Use Bulleted Style for Easy Reading
Using one- or two-liners opens up your resume with white space, making it more 
appealing to read. Professional advertising copywriters know that big blocks of 
text suffocate readers. Let your words breathe! Remember, less is more with 
wording and page content.

Discover Art of Lost Articles
Although using articles — a, an, and the — in your resume isn’t wrong, they also 
aren’t common. Delete them for a crisper and snappier end result. Recruiters and 
employers expect to read resumes in compact phrases, not fully developed sen-
tences. The first person I is another word that your resume doesn’t need. Look at 
the following examples:

With Articles Without Articles

I reported to the plant manager of the 
largest manufacturer of silicone-based 
waxes and polishes.

Reported to plant manager of largest  
manufacturer of silicone-based waxes  
and polishes.

I worked as the only administrative 
person on a large construction site.

Worked as only administrative person on 
large construction site.

Sell, Don’t Tell
Forget sticking to the old naming-your-previous-responsibilities routine. Merely 
listing “Responsible for XYZ” doesn’t assure the prospective employer that you 
met your responsibility or that the result of your efforts was worth the money 
someone paid you. Plus, this kind of generic overview won’t make you stand out 
from all the other qualified applicants.

By contrast, read over your resume and make sure you have answered that pesky 
“So what?” question, which is lying in ambush for each bit of information you 
mention. Try to imagine what’s running through a prospective employer’s mind 
when you relate that you were responsible for XYZ: So what? Who cares? What’s in it 
for me? Anticipate those questions and answer them by including the challenge 
you faced, the actions you took, and the results you attained. (Chapter 9 discusses 
this advice in more detail.)
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Show Off Your Assets
Employers are wild about snaring the cream of the crop. If you have a high rank in 
any significant group (graduation, sales, attendance record, performance  
ratings), make sure that fact appears prominently on your resume. Use dollar 
amounts, percentages, rankings, awards, and honors to make it clear.

Make Sure Your Words Play Well Together
Old wisdom: Use a lot of action verbs to perk up reading interest in resumes. Later 
wisdom: Cash in some of the action verbs for nouns, the keywords that ward off 
anonymity in sleeping resume databases. New wisdom: Use both nouns and verbs. 
See Chapter 10 for more about all this wisdom.

Reach Out with Strength
Highlight the qualifications and past job activities that speak to the kind of job you 
want and the skills you want to use. If, for instance, you want to transition from 
military training to civilian training, remain riveted to your training skills without 
diluting your message by mentioning your ability to keyboard 80 words per 
minute.

Don’t muddle your resume’s message with minor skills or skills you no longer 
want to use or need for the position for which you are applying; stay on message 
and ruthlessly delete what doesn’t qualify you for your target job.

Trash a Wimpy Objective
Imagine an actor striding onto a stage, stopping, and then standing there like a 
log, addressing the audience: “I came to find out what you can do for me.”

Not exactly a curtain raiser — any more than beginning your resume with simply 
awful objective statements like: “Seeking a chance for advancement,” or “where 
my skills will be utilized.”
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Retire trite messages such as this one: “To obtain a responsible job with challeng-
ing and rewarding duties.” Does someone out there really want an irresponsible 
position? One that’s dull and unrewarding?

Cross out these generic meanderings and go for a straightforward objective header 
statement that parrots back to the employer the job for which you’re applying.  
If your target position is Project Manager, then your objective header can be 
“Project Manager – PMP Certified.”

Don’t be afraid to take it one step further and use the exact title the company lists. 
That way, they will know the resume is written just for them.

Deliver the Right Document
If it just isn’t clear from the job advertisement what file format of resume is 
desired by the HR department, go ahead and ask. But when you can’t reach some-
one and don’t know the answer, cover your bases. Submit a resume saved in a .doc 
format (typically created in the preferred MS Word) along with one formatted in 
ASCII (plain text). (See Chapter 4 for more about the ASCII format.)

Erase the Leave-Outs
Eliminate clutter by removing useless information that doesn’t support the rea-
sons why you’re a qualified candidate. Here’s a short list of the worst offenders:

»» The title word, “Objective.” It’s understood that the top line under your contact 
info will be your job target.

»» “References available on request.” Listing the references on your resume is 
even worse.

»» Your Social Security number or driver’s license number.

»» The date your resume was prepared.

»» Your company’s telephone number.

»» Your high school or grammar school.

»» Dates you spent involved in college extracurricular activities.
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»» Dates you were involved with professional or civic organizations, unless you’re 
using them to fill in gaps or add heft to your claims.

»» Names of (human) past employers; put these on your reference sheet with 
contact information.

»» Most jobs older than 10 to 15 years ago to avoid showing your age or over 
qualifications.

»» Any content that doesn’t qualify you for the position or emphasizes that your 
heart and skills lie elsewhere (jobs, volunteer work, affiliations, education).

»» Activities not related to your job target that could be considered inflammatory 
or might cause discrimination, such as religious or political affiliation, age, 
race, and dangerous sports.
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Chapter 20
Ten Ways to Increase the 
Odds of Landing a Job

Although the Internet makes uncovering a gold mine of job possibilities 
easier than ever, your mission is to separate the gold from the sand in 
finding the right opportunities for you. This chapter aims to help you get 

your resume to the right eyes for the right jobs without fumbling around and 
wasting time.

Send Your Resume in the Right Tech Form
The job search process is now primarily digitized, producing a variety of devices 
and websites where your online resume can be marketed.

The big question savvy job seekers are asking right now is which form they should 
use to send resumes to a specific online location, such as a job board. Read the 
instructions on each website, of course, but you have the following three options:

»» The full-design resume, when used as an online document, conveys a visual 
message as well as information expressed only in typographic text. Graphical 
design elements vary — the most popular are lines, white space, bullets, 

IN THIS CHAPTER

»» Submitting resumes digitally

»» Zeroing in on company websites

»» Judiciously using job boards

»» Avoiding resume black holes
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columns, graphs, symbols, and colors (see Chapters 11 and 12 for more on 
these design elements). The advantage: Human eyes find full-design resumes 
far more inviting to read than plain-text resumes. This is the one you always 
want to use when the system accepts full-designs such as MS Word or PDF.

»» The plain-text resume is an online document constructed without formatting 
in plain-text file format. You can use any character that’s on your keyboard, 
including dashes, asterisks and plus signs, capital letters, and white space. But 
you can’t use bullets, boldface, or underlined text. (For more on plain text, see 
Chapter 4.) This resume isn’t attractive visually and should be used only when 
the system requires it.

»» The hyperlinked (or linked) resume is an online document that anyone can 
access easily by moving from one website to another. When used for resume 
transmission, you store a full-design resume on a website, and then, within  
a plain-text resume, embed a link that connects to it. This option is rarely 
provided for online job applications but might be used in networking when 
connecting someone to your online resume.

WEB HOSTING SITES
As part of your job search, consider finding an online home to park your full-design 
resume — either your personal website or a free or fee web hosting site. Plenty of  
websites enable you to post a full-design resume.

Some sites operate as paid hosting services and charge a low monthly rate (under  
$10 a month) for small personal websites you can use to host the link to your full-design 
resume and your professional portfolio, if you wish.

Others are free, but read the fine print.

Still other sites are free and mean it, but understandably encourage you to eventually 
upgrade to a modestly priced paid membership — such as Yola (www.yola.com),  
a service that gets rave reviews from experts and users alike.

When you need a hosting site for a multimedia resume, remember to choose one — 
such as VisualCV (www.visualcv.com) — that can accommodate images, charts,  
references, awards, and more.

https://www.yola.com/
https://www.visualcv.com/
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Don’t Chase Every Job
Are you part of the resume mob, applying for anything and everything that doesn’t 
crawl? Two words: Stop it! From this moment on, let loose your online resume 
only when you have serious qualifications (such as you have four of the four “must 
have” qualifications in the job posting). What’s in a selective distribution policy 
for you? Plenty:

»» You don’t waste your time, leaving more of it to thoughtfully respond to job 
postings for which your prospects are realistically bright.

»» Your hopes aren’t dashed for something that’s not going to happen, causing 
you to suffer the black-hole blues.

»» You don’t blemish your image with recruiters, one of whom may someday 
shepherd you to a terrific job. Recruiters, whose income depends upon 
finding “perfect” candidates for specific positions, are likely to be annoyed  
if you send them generic resumes over and over.

As a swamped recruiter said: “When I’m looking for a chief financial officer and 
an industrial engineer applies, why should I spend time I don’t have to personally 
respond?” He has a point.

Hit the Bull’s-Eye with Your Resume
Most generic resumes are now goners (as I discuss in Chapter 9). Make it easy for 
employers to consider you for a specific job by matching your resume to the job 
description for each job you target.

If you submit your resume without knowing the particulars of an open job, you 
probably won’t organize your information to match. Use the exact words the job 
description calls for. If the job says you must have “more than three years of 
experience,” say precisely that; don’t assume the applicant tracking system (ATS) 
software will figure it out from the dates. Never try to impress by overstating what 
you offer, exceeding the job requirements; if the job posting calls for five years’ 
experience, for example, say you have five years’ experience; don’t say you have 
22 years’ experience. When you appear overqualified for a job, you will likely not 
get an interview because the company believes you are applying for anything and 
are not likely to stay in the position when the right fit for your experience becomes 
available.
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In customizing your online resume, pay special attention to the requirements sec-
tion (qualifications required) of the posting. Tailor and submit a different resume 
for each position you qualify for within the same company.

Give your database-dwelling resume new life every three days. Refreshing your 
resume is especially important on general job boards. Recruiters scour them all 
day long and rarely look back more than two days. Make a minor revision, such as 
deleting an insignificant word, typing it back in, and saving the change. This sim-
ple action lifts your resume to the top of the pile again.

Never expect a passively posted resume to help you find a job. Footwork and  
networking are needed to get your great OnTarget resume into the right hands. 
(See Chapters 2 and 4 for more on this topic.)

Move Fast, Follow Guidelines
When you’re hotly pursuing a job opening, timing is destiny. Jobs are flying off 
the shelves in today’s economy. Back in the day, you may have been smart to wait 
a couple weeks to make your move after the first wave of candidates had passed 
through the resume pile. Not anymore. Those who apply first have an advantage: 
As soon as a prospective employer finds several promising people, interviewing 
begins.

Pay attention to the date a position is posted because listings more than a few days 
old may already be filled. You can still apply, of course, but don’t be surprised if 
you don’t hear back because the job is no longer available.

Follow directions given in the job posting, even the tiresome tasks of cutting and 
pasting job applications and answering questionnaires.

You may be able to save time filling out online job applications with an automatic 
form filler. Most automatic form fillers are free or offer free trials. Plus, some 
search engines such as Chrome save much of your standard contact information, 
allowing you to select it and automatically paste it.

Neutralize Chilling Information
Use your email to skirt two knock-out punches that can cause a screener to fly 
over your resume:
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»» Location: Employers resist the expense of relocation unless your talent is 
unavailable in their locale. Tell a true version of a story like this: Suppose 
you’re in Montana and the job is in Atlanta. Say in your email that you went  
to school in the South (or vacationed there), love it, and, at your own expense, 
hope to return as soon as possible. You can also rent a post office box so you 
can receive mail locally and provide a local address.

»» Money: A job posting asks for your salary history or salary requirements;  
you fear you’re a little rich for the company’s budget but that as soon as they 
appreciate the value you bring, it won’t be a problem. Say in your email that 
you look forward to disclosing the personal information at a job interview and 
ask whether you should bring copies of your W-2 forms. Don’t be afraid to say 
that the salary is negotiable. For some people, quality of life trumps the salary 
amount.

Additionally, consider the cost of living where the job is posted. I had a client 
in New England who applied for a job on in a city in Florida with a dramatically 
lower cost of living. He put together a chart to show what his higher New 
England salary translated to in lower-cost Florida, and was a shoe-in.

Using enough of the right keywords on your resume gooses an ATS to rank you as 
a higher and better match for a specific job, putting you in the running for the 
interview list. (For more on ATS and other online screening potential employers 
use, see Chapter 4.)

Go Directly to the Hiring Manager
When your resume is stuck in a black hole, send another copy to the hiring  
manager  — the decider. But how do you find the name? A quick-and-simple 
search is adequate for most jobs. At small companies, the decision-maker may be 
the head of your function; at larger companies, the decider may be a few notches 
down from the vice president of your function. Other easy-button tips include:

»» Call the company and ask.

»» Research the company’s website, which usually displays leadership bios and 
main phone numbers; decode the formula for the decider’s email address by 
looking at the company’s press releases.

»» Try a web search for the company name plus the decider’s function or likely title.

»» Research using LinkedIn, which can be a powerful and easy way to track down 
your target. If you need an email address after you identify someone, try 
Zoom Info (www.zoominfo.com).

http://www.zoominfo.com
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»» Reach out to your networks on social media, such as Twitter, Facebook, and 
LinkedIn. Send word to all your connections that you’re interested in the job 
and ask whether they can name that name.

»» Consider using fee services to reach hiring managers. LinkedIn offers both 
free accounts and fee accounts. Among the paid variety are premium 
accounts, which enable you to send messages straight to hiring managers  
and recruiters who aren’t in your network.

»» If you’re a college student or graduate, your alumni office or career center 
may provide alumni contacts at companies you’re targeting.

»» Don’t neglect local chapters of your industry’s professional association for 
great networking, connections, and identifying your target. The inside lane is 
where success happens most.

Find an Inside Advocate
Assuming your uncle doesn’t own the company where you want to work, your 
number-one best way to get hired is to find a valued company employee who is 
willing to act as a conduit to the hiring manager. Harried and hurried hiring man-
agers may decide the best way to hire good people is to consider those recom-
mended by satisfactory employees on the theory that birds of a feather flock 
together.

Your next best move: Find an inside advocate who can deliver your resume to the 
company’s HR recruiters and say a few encouraging words about you.

For more than a decade, CareerXRoads recruiting consultants Mark Mehler and 
Gerry Crispin annually surveyed large, highly competitive, high-profile corpora-
tions on their sources of hire. Excluding inside promotions and transfers, the 
sourcing study always reveals that referrals win out, numbering more than a 
quarter of all external hires. More recent surveys from SilkRoad mimic the same 
findings.

When you’re on the outside looking in and have exhausted all your resources, turn 
to social media and professional organizations, asking (or tweeting), “Who do you 
know who works at [fill in the blank]?”
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Keep on Keepin’ On
When you don’t hear a word back, it may not be your fault. Your resume may have 
been lost in a black hole. Here are a few things that could have sent your resume 
into the employer’s abyss:

»» The job was cancelled or frozen, denied budget approval, or never existed 
outside the hiring manager’s wish list.

»» A job listing may have been contracted for 30 days, but the job was filled on 
day five and the recruiter simply forgot to take down the listing.

»» The job was a high-turnover gig and posted even when there was no immedi-
ate opening because managers like to have replacements standing by.

»» An employee in the job was on the firing line but received a last-minute 
reprieve. Unfortunately, no one told you.

»» Worst of all, a job may have been locked up for a friend or internal candidate 
but posted to prove the employer abides by equal opportunity employment 
practices.

Find It on Company Websites
Thousands of companies big and small have career sections on their websites. 
They don’t necessarily advertise all their openings on pay-to-post job boards, 
meaning you may discover hidden jobs by reviewing company sites.

As you scan a company site, back up to its home page and click to press releases, 
annual reports, about us, and relevant general areas for any edge you can use to 
enhance your application when you move to the careers area.

Susan P. Joyce, the talent behind Job-Hunt.org, reminds you: “In addition to vis-
iting the employer’s website to see what the company does, check it out on Yahoo! 
Finance, BusinessWire, Hoovers, and similar digital compilers of information to 
discover the latest news about the employer and the employer’s industry.”

When you reach the careers area and begin submitting your resume in earnest, 
remember to pay close attention to each requirement of the position and custom-
ize your resume to show that your qualifications are a bull’s-eye for those require-
ments. (For more on resume customization, check out Chapter 9.)
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Pay attention to specific instructions on each company’s site, and don’t be sur-
prised if you’re asked to take online pre-employment tests or respond to screen-
ing questions.

Use Job Boards with Caution
How many job boards are there in the world? The count is elastic from year to 
year, but estimates place the number operating globally as high as 50,000 and 
growing. Job boards have become the dominant information source for identifi-
able open jobs. Even newspapers, in addition to printed pages, now post their 
help-wanted ads online in job-board style.

But, here’s the downside to all that information:

»» You and every other job seeker in the world know about job boards and are 
accessing them.

»» Job boards can suck up your time and make you feel like you’re being 
productive when in reality you’re only being busy.

»» Companies still prefer to hire candidates who were referred to them, even for 
their jobs posted online.

This combination can be a recipe for disaster as you push all your job search 
efforts into applying online for jobs. Those resumes then end up in a black hole. 
With a single job easily receiving more than 1,000 applicants, even very qualified 
candidates can slip through the cracks. And that number is conservative for com-
panies such as Google, which regularly receives 20,000 resumes each week and 
has had record weeks where 70,000 resumes were received!

Use job boards as a springboard to identify companies who are hiring and to deter-
mine which ones are worth pursuing. While it can’t hurt to submit your resume, 
avoid waiting and instead get active using other methods in this chapter to reach 
the decision-maker.

If you decide to go the job-board route, strategize with these:

»» Job search aggregator sites scour the Internet for job openings and list them 
all in one place. The top five are Indeed (www.indeed.com), SimplyHired  
(www.simplyhired.com), CareerJet (www.careerjet.com), LinkedIn Jobs 
(www.linkedin.com/jobs), and JobRobot (www.jobrobot.com).

https://www.indeed.com/
https://www.simplyhired.com/
https://www.careerjet.com/
https://www.linkedin.com/jobs
https://www.jobrobot.com/
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»» CareerCast (www.careercast.com) is a job portal containing 1,001 job boards 
powered by Adicio in the United States and Canada. When you’re trying to 
decide which jobs mesh with your talents, interests, and qualifications, check 
out the site’s annual free Jobs Rated Report at www.careercast.com/
jobs-rated.

Some job seekers post anonymous resumes online to maintain their privacy and 
stay out of trouble with their current employer. An anonymous resume is stripped 
of the subject’s name and contact information, and generic descriptions are sub-
stituted for company names in the experience section. Anonymous resumes are 
distributed by job sites or third-party employment services, but employers often 
consider them to be a waste of time and won’t accept them. I recommend you 
think twice before deciding that this is your best approach.

http://www.careercast.com
http://www.careercast.com/jobs-rated
http://www.careercast.com/jobs-rated
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Chapter 21
Ten Tips for Choosing 
Professional 
Resume Help

In addition to reading this book, how do you best come up with a resume that 
ushers you into prime interviewing territory? Should you hire a professional 
resume writer or go it alone?

There’s plenty to be said in favor of hiring a professional writer, who not only is 
an expert in classic marketing principals but also is tuned into the brave new 
world of job search — from swirling social media to racing-ahead technology.

Professionally crafted resumes not only boost your confidence but actually make 
money for you by shortening your job search  — for example, when you’re 
searching for a $50,000-a-year job, each week of unemployment costs you about 
$950 in lost pay. By working with a certified professional, you can dramatically 
reduce the time you spend unemployed.

Organize your own material to present to the professional writer just as you 
organize your taxes to hand over to an accountant. Organizing your information 
primes your mind for job interviews. But don’t be intimidated because a qualified 
professional will guide you toward what is needed.

IN THIS CHAPTER

»» Selecting a superb resume writer

»» Checking out the goods

»» Shopping for price quotes
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In an age of personalization  — personal financial advisers, personal trainers,  
personal career coaches  — why not a personal resume pro? I have witnessed 
dramatic, life-changing results produced by the efforts of talented professional 
resume writers. Prime candidates who could benefit from using a resume service 
are first-time resume writers, people in a competitive professional or managerial 
job market, people with a checkerboard history, people who haven’t thought about 
resumes in years, people who are shy and have trouble selling themselves, and 
anyone who takes what they do for granted. Frankly, if resume writing isn’t your 
full-time job, you could benefit by working with a professional resume writer. 
Follow the tips in this chapter to avoid hacks and select a resume pro wisely.  
(And for a list of recommended resume services, flip to the appendix.)

Choose a Resume Writing Service, 
Not a Clerical Service

Clerical services are word processors and typists. If all you needed were someone 
to format what you have already written, then this would be it.

But most people need much more: identifying keywords for your target position; 
describing your unique selling proposition (USP) and bottom line value; capital-
izing on the challenges you faced, actions you took, and results you attained; 
determining how to overcome little glitches such as layoffs and job gaps; ensuring 
your resume content is Applicant Tracking System (ATS) compatible; and even 
figuring out how to make volunteer leadership relevant.

All these factors require someone who specializes in resume writing  — not in  
typing. Truly talented resume professionals make it their business to know what 
it takes to sell you to the various audiences who will review your resume. They 
take over the otherwise daunting tasks of uniquely positioning your experience 
and expertise for your target and making sure your resume puts you in a positive 
and authentic light that checks all the right boxes.

Zero in on Certified Professionals
Chances are if you request a resume writer referral from friends and colleagues, 
you’ll be met with quizzical looks. One reason that professional resume writers 
can provide a gold standard in job seeker marketing is because they are still a 
hidden gem for many.
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Despite the lack of recognition, professional resume writing is a serious industry 
with training, certification, and continuing education requirements. Find a resume 
writer who holds a certification from a reputable organization that requires con-
tinuing education and champions adherence to new trends. These qualifications 
are critical to making your investment worthwhile.

The best organization today is Career Directors International (CDI), which offers a 
variety of resume certifications. Each certification requires writing at the highest 
standards and maintaining continuing education units. When you visit its website, 
you can find a job seekers portal called Find a Career Pro (www.careerdirectors. 
com/find-a-career-professional/), which allows you to search for a resume 
writer and/or career coach to assist you. Here you can also find instructions on how 
to carefully select your service provider.

Full disclosure: I personally founded CDI after 20 years of success as a resume 
writer and career coach. My accolades included numerous resume-writing and 
job-placement awards, publication in more than 15 resume compendiums, 
resume expert for 54 national professional associations, and a documented 
success rate of clients landing new and better positions in just a few months. 
Fourteen years ago I recognized the need to create a resource for resume writers 
where the focus was on what works today and how can we prepare for tomorrow’s 
changes. Today I work with resume writers, not job seekers, to ensure that CDI 
meets its goals through its training, certifications, industry surveys, resume 
competitions, and educational resources for career professionals. That way, the 
tools offered to job seekers and the skills of our member writers remain top 
notch.

Not all resume writers or the certifications they earn are created equal. Be careful 
not to be drawn in by slick resume writer websites that promise a lot but give you no 
idea whom you’ll be working with or what qualifications they currently hold.

Further, just because a writer says she’s certified, do your homework. Visit the 
granting agency’s website to make sure the person you’re considering working 
with is listed. Then, check to see whether that organization is keeping up with 
resume trends. Some key examples include that they: require continuing educa-
tion to maintain the credential, are pioneering trends in the industry by publish-
ing reports, and are maintaining a value-added job seeker blog or related 
educational resource that shows their modern approach. At the very least, you 
want someone with continuing education requirements, not someone who earned 
a certification 20 years ago and has not stayed up-to-date.

http://www.careerdirectors.com/find-a-career-professional/
http://www.careerdirectors.com/find-a-career-professional/
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Request a Free Initial Consultation
Request a free, brief consultation, which will be handled in person, on the phone, 
or by online video chat. Speak not to the boss or a sales representative, but to the 
writer. The same firm can have good and poor writers.

Expect an initial consultation to involve many questions about you — your prior 
career and current goals — and how the resume writer can help. If you have spe-
cific challenges or concerns, voice them. If the resume writer doesn’t know how to 
answer them, you should probably keep looking.

Trust your intuition. Do you feel comfortable with the individual after he or she 
has shown knowledge about your industry and handling your challenges? Do the 
writer’s resume samples look like the ones in Part 4, giving you confidence that 
the writer is on point with current trends? If your answers are “yes” and that 
individual has a verifiable certification with continuing education requirements, 
chances are you have found a good match.

A consultation is not a DIY conversation where you are told step by step what is 
wrong with your resume and how to change it. This session is exploratory in 
nature to determine what you need and how the writer can help.

Evaluate the Writer’s Resume Samples
In this book, I share a variety of professional resume samples with you (Chapters 15 
through 18 are chock full of ’em!). You are now an educated job seeker who knows 
what to look for in a resume professional. When shopping around on websites, look 
for resume samples and expect them to be this good. If you find samples that use 
weak words, tell but don’t sell, are mostly empty or far too full of content, and 
aren’t playing up keywords, challenges, actions, and results — run!

Expect the samples to give you a strong indication of what a resume writer’s work 
looks like today. If there are no samples, then you have no way of identifying that 
writer’s level of talent. While someone could be an excellent resume writer, not 
having work samples is cause for a deeper look or a second thought. You need 
someone who can walk the talk, and samples are another way to gauge that 
effectively.
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Ask for References
Some resume writers have hard-hitting testimonials that include all or partial 
elements of a client’s name and even the jobs they landed. But others serve up 
fluff. In either case, you’re going by what the resume professional lists on his or 
her website. Just as you probably wouldn’t invest a chunk of change in something 
you bought online without first reading all the online reviews posted by third par-
ties, neither should you jump to buy resume-writing services from someone based 
on what you see on the writer’s website.

You can check LinkedIn and even Facebook to see whether they have third-party 
recommendations (search by company name and writer’s name). Those recom-
mendations should indicate tangible results (such as how quickly interviews and 
jobs were landed), not simply how much better a resume looked or how much 
more confident the candidate felt.

You can also ask for references to contact. Most resume writers can give you a 
short list of satisfied clients who have agreed to act as a reference.

Don’t expect more than a handful of references to contact. Most job seekers wish 
to remain anonymous, so a short reference list is common, no matter how tal-
ented the resume professional.

Watch Out for an Overuse of Forms
Although many professional resume writers have you fill out a detailed form at 
some point in the process, a form is rarely the best or only way for someone to 
gather all the needed information to write your resume. The resume professional 
should interview you either before or after you fill out the form to make sure all 
your unique experiences, strengths, and accomplishments have been uncovered.

Identify Generalists and Specialists
In resume writing, you may run into generalists and specialists. For instance, if 
your career is in information technology, then you want to make certain that the 
professional you select has knowledge and experience working with people in 
your field. Occasionally, you’ll find someone who has worked in your profession 
and is now a resume writer, but it is more the exception than the rule. Typically, 
a specialist is simply someone who prefers to work with job seekers in certain 
niche professions.
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Conversely, don’t be afraid of generalists. Generalists with all the right bells and 
whistles (such as awards, certifications, concrete testimonials, and even degrees 
in technical writing) are also skilled at extracting information, performing any 
necessary research, identifying keywords, and marketing you on paper through 
both powerful wording and dynamic layout. Experienced generalists will have 
worked with job seekers in multiple fields and at multiple levels, which gives 
them flexibility and adaptability to meet any challenges.

A resume professional doesn’t have to specialize in your field to be able to provide 
you with the expertise you need. Be sure to ask whether the professional has 
experience in your field, look for samples on his website that show a familiarity, 
and watch what he says to gain a sense of his comfort zone with your field. Many 
professionals are adept at interviewing and researching, so they do not need to 
specialize in order to provide you with superior service.

Look for a Fair Price
Prices vary by locale and depend on a number of factors, but expect to pay between 
$300 and $1,500 for most resumes. Executive resumes often range between  
$750 and $3,000. You pay the most in these situations:

»» Heavy time investment: The professional must spend many hours to 
document your value, such as when you’re changing careers.

»» Killer job market: Hoards of people want the job you want, and the 
professional has the expertise to make you stand out from the crowd.

»» Challenging problem: When you have a background of job hopping, 
employment gaps, and other kinds of issues discussed in Chapter 14, the 
professional has to have the expertise to present your qualifications in a 
favorable light.

»» Customizing resumes: If you’re using a two-page resume, for example, you 
can probably pay for a core resume and customize only the first page for each 
different job, retaining the second page across your search. You pay extra for 
a few customizations of your core resume. For more on core resumes, visit 
Chapter 8.

»» Document packages: Many job seekers now understand that cover letters, 
online profiles, accomplishment sheets, follow-up letters, and other career 
marketing documents are the nuts and bolts of a 21st-century job search  
and turn to professional resume writers for assistance with a comprehensive 
solution. (For more details about these documents, check out the book  
Job Search Letters For Dummies [Wiley] by Joyce Lain Kennedy.)
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Take Aim
Customize! For maximum impact, you need to target each resume you send out  
to a specific employer or career field. Look for a resume professional who 
understands this concept. You need a resume that has “you” written all over it —  
your theme, your focus, and your measurable achievements — all matched to a 
career field you want. Skip over those who sell the same cookie-cutter resume 
over and over or ask you to choose the template you like most.

Avoid resume pros who offer assembly-line presentations, virtually indistin-
guishable from thousands of others created by the service. Ignore resume pros 
who plug your information into a fill-in-the-blanks standard form, garnished 
with prefab statements.

Know That a Cheap Resume Is No Bargain
Appreciate the hidden costs of a poor resume: A hack job can cost you good job 
interviews and thus good jobs.

When the finished product is in your hands, you should be able to say:

»» This is an OnTarget resume. It shows that my qualifications are a great match 
for the job I want.

»» This resume suggests that I offer the employer a good return on investment 
by showing how I stand out from equally qualified applicants and how I can 
make or save the company more money than I cost.

»» I like reading my resume; it won’t put the recruiter to sleep.
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Chapter 22
Your Ten-Point 
Resume Checklist

Before going public with your resume, read through it a final time with the 
following checklist in mind. Give yourself 10 points for each item only when 
your resume meets that OnTarget standard. If you don’t get a score of 100, 

go back and try again.

Qualifications
You’ve customized your resume by matching your qualifications (skills, educa-
tion, accomplishments, and so on) with the specific requirements of a job, or by 
matching your qualifications with the expected qualifications in a career field. 
(Chapter 9 discusses the customizing requirement and why it’s so important.)

Image and Focus
You don’t say the equivalent of, “I thought you might have an opening I could 
fill,” but state what you want to do for an employer and why you’re the most 
qualified to do it. You consider your resume’s overall impression — its look and 

IN THIS CHAPTER

»» Confirming your resume is a match 
for job requirements

»» Smacking down tacky resume errors

»» Standing back for a fresh look at the 
impression you’re making
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feel. Your resume has a unifying theme: You present yourself as focused, not 
merely desperate to accept any job. (Refresh your recall of focus in Chapter 9 and 
of image in Chapter 11.)

Format and Style
You select the best format for your situation. For example, reverse chronological 
when staying in the same field, or chrono-functional or hybrid when changing 
fields. (Chapter 6 covers formats.)

RESUME POWER
In this age of constant change and information — when a seemingly endless stream of 
platforms for communication engulfs us — resumes endure.

Despite this constant change, resumes remain the most important personal power tool 
in job-finding because the medium can be converted to meet the needs of any platform, 
whether e-reader, social media profile, web portfolio, or good old stamp-and-envelope 
printed resume in the mail.

The resume — regardless of its final form — conveys what is needed to sell you and 
shows employers that your qualifications meet their requirements.

Regardless of what you might hear or read, the resume isn’t going away anytime soon. 
If you want to get hired, you have to adapt to ongoing changes in how information is 
compiled and delivered, and sell yourself, your experience, and your accomplishments 
in some resume-style document or profile.

Employers want your message to put them in a comfort zone where they’re assured 
that you’ll make more money for them, deliver greater benefits to them, or save them 
more time and treasure than it costs to hire you.

That’s the strategic message you must deliver in each resume. Anything less is a danger-
ous roll of the dice. Get OnTarget with your resume and your job search strategy, and 
the job you desire won’t be far off.
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Accomplishments and Skills
You directly relate your skills to the skills and competencies needed for the job. 
You cite at least one accomplishment for each skill or competency. You measure 
any claim you can by using numbers, percentages, or dollar amounts. (Turn to 
Chapter 8 for measurement tips.) You highlight results, not just a list of duties and 
responsibilities. Always use the CAR formula: state the challenge you faced, relay 
the action you took, and show your results.

Language and Expressions
You make the most of your word choices. You use adequate keywords (nouns) to 
make your resume searchable by software. You use action verbs to put vitality in 
your resume for human eyes. You eliminate words that don’t directly support your 
bid for the job you want, as well as such meaningless words and phrases as  
“References available.” You use industry jargon where appropriate, but you trans-
late acronyms, technical jargon, or military lingo into easy-to-understand 
English. (Chapter 10 reviews word usage.)

Content and Omissions
Your content supports your goal. You create a funnel effect in your resume by start-
ing with the objective header statement, moving into the summary, supporting this 
with keywords, and proving it all with experience. That is, you draw the prospective 
employers down into your resume by grabbing and keeping their interest.

You list education before experience only if you’re a new graduate with virtually 
no experience, or if your target job is related more to education and training than 
experience. You don’t list personal information that isn’t related to the job you 
seek, such as marital status, number of children, or height. (For a refresher on 
content, see Chapter 7.)

Length and Common Sense
You use a length that makes sense for the amount of information you’re present-
ing. Even though today’s resumes are shorter and crisper (because most are crafted 
for digital distribution), certain guidelines remain. You limit your resume to one 
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page if you are lightly experienced, two pages if you are extremely experienced, and 
three pages only if you are an executive or consultant. Additionally, your resume 
can stretch even longer when it’s a professional resume or a curriculum vitae.

When you find you have an unusually long list of supporting information, such as 
articles you have published, presentations you have given, or relevant training 
you have completed, it’s acceptable to have a third-page addendum. Set it up with 
your contact information at the top just like your resume and title it Addendum in 
the same font size as the headers on your resume. Now you have an interchange-
able third page that you can provide as it’s relevant.

Don’t jam-pack a jumble of text on one page, making your resume way too difficult 
to read and way too easy to ignore. Instead, spend some extra time to reword what 
you have to say and pare down to what matters most to get you the job interview.

Social Media and Other New Things
You tailored a message showing your value to an employer. Consider this criterion 
when you offer your resume on LinkedIn, Facebook, Twitter, other social media 
sites, or on teeny-weeny mobile screens. Although seasoned workplace veterans 
come across as with it and youthful by using the new tools, the fact that you’re 
up-to-date alone isn’t enough to get you hired. (If you didn’t use one of the new 
platforms to convey your resume, count this criterion as a free throw and give 
yourself 10 points by doing so now.)

Sticky Points and Sugarcoating
You thoughtfully handle all problem areas, such as grouping or removing irrele-
vant, long-ago, part-time, and temporary jobs. You account for all the gaps in the 
time frame of your resume. You scour your resume for possible hidden negatives 
and eliminate them as described in Chapter 14.

Proofreading and More Proofreading
Your resume contains no typos, no grammar disasters  — no errors of any  
kind. You not only use your computer’s spell checker, but you double- and triple- 
check your resume. You ask others to carefully read it. Typos are hot buttons to 
many employers — two goofs and you’re gone.



APPENDIX  Directory of Resume Writers      425

Appendix  
Directory of Resume 
Writers

Many professional resume writers contributed samples and information to this 
book in the form of resume samples (Chapters 15–18), ATS resumes (Chapter 4), 
LinkedIn profile samples and advice (Chapter 2), step-by-step creative resume 
strategies (Chapter 12), and military resume instructions (Chapter 13).

If you’re stumped on how to proceed with your resume or feeling stuck on getting 
started, you may want to contact one of the professionals listed in this appendix 
to help you put your resume together.

This appendix includes each contributor’s contact information. If an arrow (↑) 
appears by the author’s name, it means that person has earned a resume writing 
certification from Career Directors International (CDI). If a star (*) appears, he or 
she has won a resume-writing award from CDI.  If a pound sign (#) appears,  
it means the individual’s work should be in here but I could only include so many 
resumes, no matter how fantastic they are!

Niya Allen-Vatel 
Career Global 
Bronx, New York 
Phone: (888) 507-8247 
Email: info@careerglobal.co 
https://careerglobal.co/

Meg Applegate 
Hinge Resume Collaborative 
Indianapolis, Indiana 
Phone: (317) 643-4802 
Email: hingeresume@gmail.com 
www.hingeresume.com

Kimberly Robb Baker * 
This Little Brand 
Chicago, Illinois 
Phone: (312) 566-8387 
Email: kim@thislittlebrand.com 
http://thislittlebrand.com/

Susan Barens 
Golden Ratio Ltd. 
Fort Mill, South Carolina 
Phone: (440) 610-4361 
Email: helpmeachieve@golden 
ratiocoaching.com 
www.goldenratiocoaching.com

Jacqui Barrett-Poindexter ↑ 
Career Trend 
Lake Texoma, Texas 
Phone: (903) 523-5952 
Email: jacqui@careertrend.net 
www.careertrend.net

mailto:info@careerglobal.co
https://careerglobal.co/
mailto:hingeresume@gmail.com
https://www.hingeresume.com
mailto:kim@thislittlebrand.com
http://thislittlebrand.com/
mailto:helpmeachieve@golden
ratiocoaching.com
mailto:helpmeachieve@golden
ratiocoaching.com
http://www.goldenratiocoaching.com
mailto:jacqui@careertrend.net
http://www.careertrend.net
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Karen Bartell ↑ 
Best-In-Class Resumes 
Massapequa Park, New York 
Phone: (631) 704-3220 
Email: karen@bestclassresumes.com 
www.bestclassresumes.com

Laurie Berenson ↑ 
Sterling Career Concepts, LLC 
Franklin Lakes, New Jersey 
Phone: (201) 573-8282 
Email: laurie@sterlingcareer 
concepts.com 
www.SterlingCareerConcepts.com

Brenda Bernstein ↑ * 
The Essay Expert, LLC 
New York, New York 
Phone: 718-390-6696 
Email: BrendaB@TheEssayExpert.com 
www.TheEssayExpert.com

Skye Berry-Burke ↑* 
Skye Is The Limit Resume and Career 
Solutions 
Ontario, Canada 
Phone: (705) 206-9988 
Email: info@skyeisthelimit.ca 
www.skyeisthelimit.ca

Mary Elizabeth Bradford ↑* 
Global C-Suite Resume Writer 
Phone: (830) 331-9398 
Email: maryelizabeth@maryelizabeth 
bradford.com 
www.maryelizabethbradford.com/

Bridget (Weide) Brooks 
Resume Writers’ Digest / 
BeAResumeWriter.com 
Omaha, Nebraska 
Phone: (402) 393-4600 
Email: bb@bearesumewriter.com 
www.bearesumewriter.com

Phaedra Brotherton 
Resumes and Career Strategies 
Arlington, Virginia 
Phone: (703) 920-5322 
Email: info@resumesandcareer 
strategies.com 
www.resumesandcareerstrategies. 
com/

Donald Burns * 
Executive Promotions, LLC 
New York, New York 
Phone: (917) 519-0487 
Email: donaldburns1@gmail.com 
www.ExecutivePromotionsLLC.com

Erin Cambier 
Superior Resume & Career Services 
Sioux Falls, South Dakota 
Phone: (605) 275-3736 
Email: erin@superiorresume.com 
www.superiorresume.com

Maria Caraballo ↑* 
Career Branding Inc. 
Juncos, Puerto Rico 
Phone: (787) 955-5704 
Email: maria@cbincpr.com 
http://careerbrandinginc.com/

Paula Christensen 
Strategic Career Coaches 
Green Bay, Wisconsin 
Phone: (920) 264-0806 
Email: paula@strategiccareer 
coaches.com 
www.strategiccareercoaches.com/

Marlene Cole ↑* 
Pilbara Resumes / New Generation 
Careers 
South Australia, Australia 
Phone: +61 4 3412 2659 
Email: marlene@newgencareers.com 
www.newgencareers.com

Sarah Cronin ↑ 
Sarah Cronin Consulting 
Queensland, Australia 
Phone: +61 7 5525 7587 
Email: info@sarahcronin.com.au 
www.sarahcronin.com.au

Darlene M. Dassy ↑* 
Dynamic Resume Solutions 
Sinking Spring, Pennsylvania 
Phone: (610) 678-0147 
Email: darlene@dynamicresume 
solutions.com 
www.dynamicresumesolutions.com

mailto:karen@bestclassresumes.com
http://www.bestclassresumes.com
mailto:laurie@sterlingcareer
concepts.com
mailto:laurie@sterlingcareer
concepts.com
http://www.SterlingCareerConcepts.com
mailto:BrendaB@TheEssayExpert.com
http://www.TheEssayExpert.com
mailto:info@skyeisthelimit.ca
http://www.skyeisthelimit.ca
mailto:maryelizabeth@maryelizabeth
bradford.com
mailto:maryelizabeth@maryelizabeth
bradford.com
https://www.maryelizabethbradford.com/
mailto:bb@bearesumewriter.com
http://www.bearesumewriter.com
mailto:info@resumesandcareer
strategies.com
mailto:info@resumesandcareer
strategies.com
http://www.resumesandcareerstrategies.com/
http://www.resumesandcareerstrategies.com/
mailto:donaldburns1@gmail.com
http://www.ExecutivePromotionsLLC.com
mailto:erin@superiorresume.com
http://www.superiorresume.com
mailto:maria@cbincpr.com
http://careerbrandinginc.com/
mailto:paula@strategiccareer
coaches.com
mailto:paula@strategiccareer
coaches.com
http://www.strategiccareercoaches.com/
mailto:marlene@newgencareers.com
http://www.newgencareers.com
mailto:info@sarahcronin.com.au
http://www.sarahcronin.com.au
mailto:darlene@dynamicresume
solutions.com
mailto:darlene@dynamicresume
solutions.com
http://www.dynamicresumesolutions.com
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Jeri Hird Dutcher * 
Workwrite 
Moorhead, Minnesota 
Phone: (218) 791-4045 
Email: Jerihd@gmail.com 
www.WorkwriteResumes.com

Ken Docherty ↑* 
Docherty Career Management, Inc. 
British Columbia, Canada 
Email: ken@dochertycareer 
management.com 
www.DochertyCareerManagement.com

Kelly Donovan 
Kelly Donovan & Associates 
Lake Elsinore, California 
Phone: (909) 235-6383 
Email: kelly@kellydonovan.com 
www.kellydonovan.com

Matthew Dupee 
Rad4Career 
Vero Beach, Florida 
Phone: (772) 217-9639 
Email: mjdupee@outlook.com 
www.rad4career.com/

Maureen Farmer ↑ 
Word Right Career and HR Consulting Inc. 
Nova Scotia, Canada 
Phone: (902) 466-6661 
Email: maureen@wordrightcareer.com 
https.wordrightcareer.com

Jennifer Fishberg 
Career Karma Resume Development & 
Career Services 
Highland Park, New Jersey 
Phone: (732) 421-2554 
Email: info@careerkarma.net 
www.careerkarma.net

Cliff Flamer * 
BrightSide Resumes 
California, United States 
Phone: (510) 444-1724 
Email: info@brightsideresumes.com 
https://brightsideresumes.com/

Anne Galloway ↑ 
power-to-change 
Noord Holland, Netherlands 
Phone: 31615561377 
Email: anne@power-to-change.eu 
http://www.power-to-change.eu/

Louise Garver ↑ 
Career Directions Intl, LLC 
Beavercreek, Ohio 
Phone: (937) 429-1332 
Email: louise@careerdirections 
llc.com 
https://careerdirectionsllc.com/

Jill R. Grindle 
Pinnacle Resumes, LLC 
Bourne, Massachusetts 
Phone: (774) 302-4229 
Email: jill@pinnacleresumes.com 
www.pinnacleresumes.com

Susan Guarneri ↑* 
Guarneri Associates 
Rhinelander, Wisconsin 
Phone: (715) 362-9120 
Email: Susan@AssessmentGoddess.com 
www.AssessmentGoddess.com

Tiffany Hardy ↑* 
Top1Resumes 
Phoenix, Arizona 
Phone: (480) 848-6268 
Email: tiffanyhardy@top1resumes.com 
https://www.top1resumes.com

Laura Hartnell ↑ 
Laura Hartnell Career Transition Services 
Ontario, Canada 
Phone: (519) 420-8447 
Email: laura@laurahartnell.ca 
https://www.laurahartnell.ca/

Gayle Howard ↑* 
Top Margin Executive Resumes 
Melbourne, Australia 
Phone: +613 9690 9499 
Email: getinterviews@topmargin.com 
www.topmargin.com

mailto:Jerihd@gmail.com
http://www.WorkwriteResumes.com
mailto:ken@dochertycareer
management.com
mailto:ken@dochertycareer
management.com
http://www.DochertyCareerManagement.com
mailto:kelly@kellydonovan.com
http://www.kellydonovan.com
mailto:mjdupee@outlook.com
https://www.rad4career.com/
mailto:maureen@wordrightcareer.com
http://www.wordrightcareer.com
mailto:info@careerkarma.net
http://www.careerkarma.net
mailto:info@brightsideresumes.com
https://brightsideresumes.com/
mailto:anne@power-to-change.eu
http://www.power-to-change.eu/
mailto:louise@careerdirections
llc.com
mailto:louise@careerdirections
llc.com
https://careerdirectionsllc.com/
mailto:jill@pinnacleresumes.com
http://www.pinnacleresumes.com
mailto:Susan@AssessmentGoddess.com
http://www.AssessmentGoddess.com
mailto:tiffanyhardy@top1resumes.com
https://www.top1resumes.com
mailto:laura@laurahartnell.ca
https://www.laurahartnell.ca/
mailto:getinterviews@topmargin.com
http://www.topmargin.com
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Sandra Ingemansen ↑* 
Resume Strategies 
Chicago, Illinois 
Phone: (312) 212-3761 
Email: sandra@resume-strategies.com 
www.resume-strategies.com

Billie P. Jordan ↑ 
Advantage Resumes & Career Services 
Maysville, North Carolina 
Phone: (910) 743-3641 
Email: bjordan1@ec.rr.com 
www.AdvantageResumes4you.com

Gillian Kelly ↑* 
Outplacement Australia 
Brisbane, Australia 
Email: info@outplacementaustralia.
com.au 
www.outplacementaustralia.com.au

Erin Kennedy ↑* 
Professional Resume Services, Inc. 
Lapeer, Michigan 
Phone: (877) 970-7767 
Email: erin@professionalresume 
services.com 
www.professionalresume 
services.com

Peter Lavelle 
Rez Builder Resume and Job Service 
Stillwater, Minnesota 
Phone: (651) 769-4246 
Email: peter@rez-builder.com 
www.rez-builder.com/

Michelle Lopez ↑* 
Brand YOU Studio 
Western Australia, Australia 
Phone: +61 8 9274 1257 
Email: michelle@brandyoustudio.
com.au 
www.brandyoustudio.com.au

Natalie MacLellan ↑ 
Best Foot Forward 
Ontario, Canada 
Phone: (855) 422-8494 
Email: natalie@bestfootforward.co 
https://www.bestfootforward.co

Victoria McLean * 
City CV 
London, England 
Phone: +44 207 100 6656 
Email: victoria@citycv.co.uk 
www.citycv.co.uk

Jennifer Miller ↑* 
Professional Edge Resumes 
Alberta, Canada 
Phone: (403) 860-1381 
Email: info@professionaledge 
resumes.com 
http://professionaledgeresumes. 
com/

Judith Monaco 
Monaco Writing & Consulting Services, LLC 
Savannah, Georgia 
Phone: (912) 999-6279 
Email: judithmonaco@comcast.net 
www.monacowriting.com/

Zakiyyah Mussallihullah 
Andy Thomas Careers Now 
Laurel, Maryland 
Phone: (704) 280-8420 
Email: zakiyyah@andythomas 
careersnow.com 
http://andythomascareersnow.com/

Sari Neudorf 
SDN Consulting 
St. Louis, Missouri 
Phone: (314) 283-6976 
Email: sari@sdnconsulting.biz 
http://www.sdconsulting.biz/

Tyrone Norwood ↑ 
Norwood Consulting Group 
Birmingham, Michigan 
Phone: (248) 905-1624 
Email: info@norwoodconsulting.org 
www.norwoodconsulting.org

Lisa G. Parker ↑ 
Parker-CPRW 
Claxton, Georgia 
Phone: (888) 601-0595 
Email: msparker@parkercprw.com 
https://parkercprw.com/

mailto:sandra@resume-strategies.com
http://www.resume-strategies.com
mailto:bjordan1@ec.rr.com
http://www.AdvantageResumes4you.com
mailto:info@outplacementaustralia.com.au
mailto:info@outplacementaustralia.com.au
http://www.outplacementaustralia.com.au
mailto:erin@professionalresume
services.com
mailto:erin@professionalresume
services.com
http://www.professionalresumeservices.com
http://www.professionalresumeservices.com
mailto:peter@rez-builder.com
https://www.rez-builder.com/
mailto:michelle@brandyoustudio.com.au
mailto:michelle@brandyoustudio.com.au
http://www.brandyoustudio.com.au
mailto:natalie@bestfootforward.co
https://www.bestfootforward.co
mailto:victoria@citycv.co.uk
http://www.citycv.co.uk
mailto:info@professionaledge
resumes.com
mailto:info@professionaledge
resumes.com
http://professionaledgeresumes.com/
http://professionaledgeresumes.com/
mailto:judithmonaco@comcast.net
https://www.monacowriting.com/
mailto:zakiyyah@andythomas
careersnow.com
mailto:zakiyyah@andythomas
careersnow.com
http://andythomascareersnow.com/
mailto:sari@sdnconsulting.biz
http://www.sdconsulting.biz/
mailto:info@norwoodconsulting.org
http://www.norwoodconsulting.org
mailto:msparker@parkercprw.com
https://parkercprw.com/
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Marie Plett * 
Aspirations Career Services, Inc. 
Cincinnati, Ohio 
Phone: 317-600-7727 
Email: marie.plett@gmail.com 
http://www.aspirationsresume.com/

Rachel Vander Pol * 
RVP Career Services 
San Diego, California 
Phone: (760) 270-0275 
Email: rachel@rvpcareerservices.com 
www.rvpcareerservices.com/

Barb Poole ↑* 
Hire Imaging LLC 
Lafayette, COPhone: (320) 253-0975 
Email: barb@hireimaging.com 
www.hireimaging.com

Audrey Prenzel ↑* 
Audrey Prenzel Career Transition Services 
Ontario, Canada 
Phone: (613) 391-7029 
Email: audrey@audreyprenzel.com 
www.audreyprenzel.com

Annette Richmond ↑ 
career-intelligence Resume Writing & 
Career Services 
Norwalk, Connecticut 
Phone: (203) 807-4360 
Email: annette@careerintelligene 
resumewriting.com 
http://careerintelligence 
resumewriting.com/

Michelle A. Riklan * 
Riklan Resources 
Marlboro, New Jersey 
Phone: (800) 540-3609 
Email: michelle@riklanresources.com 
www.riklanresources.com

Eve Ruth ↑* 
Compelling Resumes 
Seattle, Washington 
Email: info@compellingresumes.com 
www.compellingresumes.com/

Barbara Safani ↑* 
Career Solvers 
New York, New York 
Phone: (347) 480-1827 
Email: info@careersolvers.com 
https://www.careersolvers.com/

Posey Salem ↑ 
Radiant Resume Career Services 
Pittsburgh, Pennsylvania 
Phone: (412) 628-8104 
Email: ARadiantResume@gmail.com 
www.RadiantResumeServices.com

Robin Schlinger ↑* 
Robin’s Resumes 
Atlanta, Georgia 
Phone: (404) 875-2688 
Email: robin@robinresumes.com 
https://robinresumes.com

Cheryl Lynch Simpson ↑* 
Executive Resume Rescue 
Westerville, Ohio 
Phone: (614) 891-9043 
Email: info@executiveresume 
rescue.com 
http://executiveresumerescue.com/

Laura Smith-Proulx * 
An Expert Resume 
Arvada, Colorado 
Phone: (303) 364-4411 
Email: laura@anexpertresume.com 
http://anexpertresume.com/

Michelle Swanson ↑ 
Edwardsville, Illinois 
Phone: (618) 741-0454 
Email: michelle@michelleswanson.com 
www.michelleswanson.com

Denise Taylor 
Amazing People 
Tewkesbury, United Kingdom 
Phone: +44 0 7931 303367 
Email: denise@amazingpeople.co.uk 
www.amazingpeople.co.uk

mailto:marie.plett@gmail.com
http://www.aspirationsresume.com/
mailto:rachel@rvpcareerservices.com
https://www.rvpcareerservices.com/
mailto:barb@hireimaging.com
http://www.hireimaging.com
mailto:audrey@audreyprenzel.com
http://www.resumeresources.ca
mailto:annette@careerintelligene
resumewriting.com
mailto:annette@careerintelligene
resumewriting.com
http://careerintelligenceresumewriting.com/
http://careerintelligenceresumewriting.com/
mailto:michelle@riklanresources.com
http://www.riklanresources.com
mailto:info@compellingresumes.com
https://www.compellingresumes.com/
mailto:info@careersolvers.com
https://www.careersolvers.com/
mailto:ARadiantResume@gmail.com
http://www.RadiantResumeServices.com
mailto:robin@robinresumes.com
https://robinresumes.com
mailto:info@executiveresume
rescue.com
mailto:info@executiveresume
rescue.com
http://executiveresumerescue.com/
mailto:laura@anexpertresume.com
http://anexpertresume.com/
mailto:michelle@michelleswanson.com
http://www.michelleswanson.com
mailto:denise@amazingpeople.co.uk
http://www.amazingpeople.co.uk
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Adrienne Tom ↑* 
Career Impressions 
Alberta, Canada 
Phone: (888) 781-3056 
Email: adrienne@career 
impressions.ca 
www.CareerImpressions.ca

Rosa Vargas ↑* 
Career Steering 
Orlando, Florida 
Phone: (321) 704-7209 
Email: rosamrw@gmail.com 
https://careersteering.com/

Kara Varner ↑ 
A Platinum Resume 
Colorado Springs, Colorado 
Phone: (719) 200-4200 
Email: aplatinumresume@yahoo.com 
www.aplatinumresume.com

Jeanette Walton ↑ 
Walton’s Words 
Victoria, Australia 
Phone: +61 414 787 924 
Email: jeanette@waltonswords.com.au 
www.waltonswords.com.au

Natalie Winzer ↑ 
iHire, LLC 
Frederick, Maryland 
Phone: (877) 798-4854 x 322 
Email: natalie.winzer@ihire.com 
www.ihire.com

Lucie Yeomans 
Agave Communications LLC/Your 
Career Ally 
San Tan Valley, Arizona 
Phone: (480) 235-2354 
Email: lucie@yourcareerally.com 
www.yourcareerally.com

mailto:adrienne@career
impressions.ca
mailto:adrienne@career
impressions.ca
http://www.CareerImpressions.ca
mailto:rosamrw@gmail.com
https://careersteering.com/
mailto:aplatinumresume@yahoo.com
http://www.aplatinumresume.com
mailto:jeanette@waltonswords.com.au
http://www.waltonswords.com.au
mailto:natalie.winzer@ihire.com
http://www.ihire.com
mailto:lucie@yourcareerally.com
http://www.yourcareerally.com
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Index
A
abbreviations, 162
About.me (website), 69
academics. See education
accomplishments

on checklist, 423
compiling, 123–124

accomplishments profile. See summary 
section (resume)

Accounting and Finance Assistant, creative 
resume example for, 377

accounting field
creative resume for, 352–353, 354–355, 377
OnTarget resume for, 237–238

acronyms, 162
action verbs, 155
activities, on resumes, 108–109
ad language, mirroring, 142
ADA (Americans with Disabilities Act), 215
Administrative Assistant, OnTarget resume 

for, 249–250
administrative field

keywords for, 156
OnTarget resume for, 249–250
wow words for, 146–147

affiliations
compiling, 124
gathering, 116
on resume, 109

age, OnTarget resumes by, 271–305
AI (artificial intelligence), 54
Alba, Jason (CEO), 39
alignment, in plain-text resumes, 47
Allen-Vatel, Niya (resume writer), 269–270, 425
all-in-one resumes

about, 134–136
assembling bones of, 127
building your brand, 130–131

creating, 126–131
defined, 9
emphasizing other experience, 130
experience, 128–129
for job fairs, 137
for networking contacts, 137
older positions, 129
polishing, 131
for reference refresher, 137
for similar career pursuits, 137
for social media, 137
summary section, 130–131

all-purpose resumes
about, 134–136
assembling bones of, 127
building your brand, 130–131
creating, 126–131
defined, 9
emphasizing other experience, 130
experience, 128–129
for job fairs, 137
for networking contacts, 137
older positions, 129
polishing, 131
for reference refresher, 137
for similar career pursuits, 137
for social media, 137
summary section, 130–131

“Also,” on resumes, 161
Americans with Disabilities Act (ADA), 215
analysis case studies, 54
analysis jobs, wow words for, 151–152
announcing promotions, 70
annual reports, finding keywords in, 159
Applegate, Meg (resume writer), 252, 425
applicant tracking system (ATS), 47–50, 104, 

135–136, 142, 178, 414
application forms, 111
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apprenticeships, OnTarget resume for, 274
areas of expertise. See summary section (resume)
Arruda, William (author)

Ditch, Dare, Do, 65
articles, in grammar, 161, 398
artificial intelligence (AI), 54
ASCII resume, 44–47
asking thought-provoking questions, 33
asserts, emphasizing your, 399
asset statement. See summary section (resume)
ATS (applicant tracking system), 104, 135–136, 

142, 178, 414
attachments, etiquette for, 46
Automotive Sales Director, OnTarget resume 

for, 260
awards

compiling, 124
data-mining from college experience, 189
gathering, 116
on resume, 109–110

B
Baker, Kimberly Robb (resume writer),  

391–393, 425
balancing blank space, 167–168
banking field

keywords for, 156
OnTarget resume for, 253, 261–262, 263–264

Barens, Susan (resume writer), 324, 425
Barrett-Poindexter, Jacqui (resume writer), 425
Bartell, Karen (resume writer), 243–244, 426
Bartender Who Was Fired Seeking New Position, 

OnTarget resume for, 322–323
basic evaluation, as a component of online 

screening, 53
behavioral assessment, as a component of online 

screening, 53
’being’ verbs, 162
BEKS Data Services, 46
Berenson, Laurie (resume writer), 426
Bernstein, Brenda (resume writer), 426
Berry-Burke, Skye (resume writer), 329–330, 426

big-picture vision, as a strength for seasoned 
workers, 195

bio, as social profile, 14
Bit.ly, 32
Blank Page Syndrome, 115
blank space, balancing, 167–168
blocky text, 169
Blogger (website), 55
blogs

as a branding tool, 55–56
finding keywords on, 158
mindfulness and, 68
sharing posts, 33

BlogSearchEngine (website), 55
Boat Captain, creative resume example for, 

370–371
Bookkeeper, for explaining job gaps, 211
Bradford, Mary Elizabeth (resume writer),  

368–369, 426
brainstorming, 124–126
branding

about, 23
building your, 130–131

branding tool, 55
Brooks, Bridget (Weide) (resume writer), 426
Brotherton, Phaedra (resume writer),  

344–345, 426
bulleted style, 398
bullets, 46–47
Burns, Donald (resume writer), 320–321,  

364–365, 426
Business and Data Analyst, creative resume 

example for, 378–379

C
Cambier, Erin (resume writer), 426
campus leadership, data-mining from college 

experience, 189
candidate-centered, generic resumes as, 134
CAR (challenges, actions, and results) stories, 29, 

99, 102, 103, 119, 136, 161, 169
Caraballo, Maria (resume writer), 377, 426
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career change
about, 138
from Actor to HR/Recruiting, OnTarget resume 

for, 313
from Professional Athlete to Sales, OnTarget 

resume for, 309–310
from Publisher to Non-Profit Communications/ 

Advocacy, OnTarget resume for, 344–345
from Self-Employed Event Manager to Office 

Manager, OnTarget resume for, 311–312
career cluster, 24
Career Directors International (CDI), 60, 415, 425
career field, OnTarget resumes by, 231–270
career focus. See summary section (resume)
career highlights. See summary section (resume)
career profile. See summary section (resume)
career roadblocks

about, 209
concurrent positions, 226
demotion, 222–224
disabilities, 215–217
ex-offenders, 217–218
experience dilemmas, 218–220
family-employed, 226–227
home-based skills, 214
job gaps, 209–212
job-hopping, 225
mergers and acquisitions, 220–221
multiple layoffs, 220
red-flag circumstances, 221–227
returning to the workforce, 213–215
self-employed, 226–227

career summary. See summary section (resume)
CareerBuilder, 37, 40
CareerCast (website), 411
CareerDirectors (website), 188
CareerJet (website), 410
CareerOneStop (website), 218
CareerXRoads, 58, 408
caregiving

returning to the workforce after, 213–215
wow words for, 152

CDI (Career Directors International), 415, 425

CEO, creative resume example for, 361–363
certifications, 48, 107, 116
certified professionals, for resume writing, 

414–415
CFO, creative resume example for, 352–353
challenges

identifying, 119–121
overcoming, 121–123

challenges, actions, and results (CAR) stories, 29, 
99, 102, 103, 119, 136, 161, 169

charts, 170–172, 182–184
Chief Commercial Officer, creative resume 

example for, 382–384
Chief Medical Information Officer/Doctor, creative 

resume example for, 364–365
Chief Revenue Officer, creative resume example 

for, 356–358
Christensen, Paula (resume writer), 267–268, 426
Chritton, Susan (author)

Personal Branding For Dummies, 23
chrono-functional (CF) resume format, 76, 81–84
city of residence, 95
civilian work, moving from military work to, 

202–207
clarifying your aim, 190
cleaning up online images, 63–64
Clinical Nurse/Project Coordinator, creative 

resume example for, 366–367
cloning, 142
clutter, eliminating, 400–401
Colbert, Stephen (comedian), 69
Cole, Marlene (resume writer), 239–240, 295, 

309–310, 338–339, 346–347, 366–367, 426
collaborative nature, as a strength for seasoned 

workers, 195
colors, using in resumes, 179
comments

cheerful, 69
monitoring, 67–68

common sense, on resume checklist, 423–424
communications field, wow words for, 147–148
company logos, using in resumes, 179
competencies, 104–105
compiling content, 117–123
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components (resume)
about, 93–94
activities, 108–109
application forms, 111
contact information, 95–96
education, 105–108
endorsements, 110
experience, 101–105
honors and awards, 109–110
objective header statement, 96–97
organizations and affiliations, 109
skills, 100–101
summary section, 97–100
what to omit, 112–113

concurrent positions, addressing, 226
consistency, in design and style, 174
consultation

for explaining job gaps, 211, 212
requesting for resume writers, 416

Contact Information
about, 95–96
as a recommended header, 48

content
on checklist, 423
compiling, 117–123
curating, 33
customizing, 14
grouping under job descriptions, 169–170

contingency recruiters, 59–60
converting resumes to plain-text, 44–46
Coordinator, for explaining job gaps, 211
core resumes

about, 134–136
assembling bones of, 127
building your brand, 130–131
creating, 126–131
defined, 9
emphasizing other experience, 130
experience, 128–129
for job fairs, 137
for networking contacts, 137
older positions, 129
polishing, 131

for reference refresher, 137
for similar career pursuits, 137
for social media, 137
summary section, 130–131

cost, of resume writers, 418, 419
creating

chrono-functional (CF) resume format, 84
core resume, 126–131
groups, 71
headings, 172–173
hybrid resume format, 86–88
reverse-chronological (RC) resume format, 80–81

creative resumes
about, 177
advantages of, 177–180
design strategies for, 180–185
examples of, 351–393

creativity field, wow words for, 147–148
Crispin, Gerry (recruiting consultant), 408
Cronin, Sarah (resume writer), 278–279, 426
crossover language, for custom resumes, 139–142
curating content, 33
Custom Databanks (website), 60
customer service field

keywords for, 156–157
OnTarget resume for, 239–240, 275

Customer Service Supervisor, OnTarget resume 
for, 239–240

customized resumes
about, 9, 133, 137–138
custom approach, 137–142
by experience and age, 271–305
by industry and career field, 231–270
job descriptions, 139
necessity of, 133–134
one-size-fits-all resume, 134–136
for special circumstances, 307–349
using, 10
using crossover language, 139–142

customizing
about, 115
accomplishments, 123–124
brainstorming, 124–126
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compiling content, 117–123
content, 14
creating a core resume, 126–131
gathering data, 116–117
polishing a core resume, 131

D
Dassy, Darlene M. (resume writer), 426
data, gathering, 116–117
DeCarlo, Laura (resume writer), 311–312
degree, on resume, 105–107
demotions, addressing, 222–224
Department of Labor Military to Civilian 

Occupation Translator (website), 202
design

about, 165–166
balancing blank space, 167–168
basic elements of, 168–175
bulleted style, 398
charts, 182–184
on checklist, 422
graphics, 185
graphs, 182–184
icons, 185
lines, 181
logos, 184
measuring margins, 166–167
monograms, 184
printing tips, 175–176
shading, 181
space, 166–168
strategies for creative resumes, 180–185
text boxes, 181–182

Dib, Deb (author)
Ditch, Dare, Do, 65

digital age, 7–8
Director of Development and Outreach, OnTarget 

resume for, 245–246
Director of Information Technology, creative 

resume example, 372–374
disability, job searching with a, 215–217
Ditch, Dare, Do (Dib and Arruda), 65

Dixon, Pam (privacy expert), 57
Docherty, Ken (resume writer), 237–238, 254–255, 

289–290, 361–363, 427
document type, 400, 403–404
dollar amounts, using statements with, 125–126
domain names, purchasing, 14
Donovan, Kelly (resume writer), 331, 427
Dupee, Matthew (resume writer), 300–301, 427
Dutcher, Jeri Hird (resume writer), 304–305, 

318–319, 427

E
education section

about, 105
certifications, 107
compiling data for, 123
degree, 105–107
Education as a recommended header, 48
licenses, 108
location of, 106
supplementing, 201

e-forms, 51
email

address for, 95
subject line of, 48

employer-centered, targeted resumes as, 134
employers, use of social media searches by, 62–63
employment section, 116–118
endorsements

on resume, 110
for social media profiles, 25

Estrada, Susan (Internet pioneer), 64
evaluating resume writer’s samples, 416
EVP of Development, creative resume example 

for, 368–369
EXE files, 46
Executive Director Seeking Same, OnTarget 

resume for, 302–303
Executive in Global Marketing, OnTarget resume 

for, 278–279
Executive Seeking CEO, OnTarget resume for, 

289–290
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Executive Seeking CEO/CFO, OnTarget resume for, 
283–284

Executive with Overlapping Jobs with One 
Company, OnTarget resume for, 320–321

ex-offenders, job searching for, 217–218
experience section (profile), 29–31
experience section (resume)

about, 101
addressing dilemmas with, 218–220
competencies, 104–105
on core resume, 128–129
defining parts of, 102
emphasizing target experience, 102–103
location of, 106
for new graduates, 192, 194
OnTarget resumes by, 271–305

expressions, on checklist, 423

F
Facebook

about, 19
benefits of, 19–20

Facebook friends, 67
Fairy God Boss (website), 215
family-employment, addressing, 226–227
Farmer, Maureen (resume writer), 241–242, 

336–337, 427
Feedly (website), 56
Fertik, Michael (author)

Wild West 2.0: How to Protect and Restore Your 
Online Reputation on the Untamed Social 
Frontier, 65

finance field
creative resume for, 352–353, 377
OnTarget resume for, 237–238
wow words for, 153

financial viability, as a strength for seasoned 
workers, 195

Find a Career Pro, 415
finding keywords, 158–159
fine-tuning social media profiles, 31
’Fired,’ on resume, 160

first-line computerized resume screening, 
135–136

first-line human resume screening, 135
first-person pronouns, 161
Fishberg, Jennifer (resume writer), 273, 427
Flamer, Cliff (resume writer), 313, 427
flexibility, as a strength for seasoned workers, 195
focus

on checklist, 421–422
resumes for seasoned workers, 198

followers (Twitter), 21
fonts

mixing, 173–174
for mobile job searches, 38, 41
in plain-text resumes, 47
using in resumes, 180

format
on checklist, 422
in plain-text resumes, 46–47
for resumes, 400

formats
about, 75
chrono-functional, 76, 81–84
hybrid, 76, 84–88
importance of, 76–77
portfolios, 90–91
resume letters, 89–90
reverse-chronological, 76, 77–81

forms, for resume writers, 417
full-design resume, 403–404
’Fundraiser,’ for explaining job gaps, 211

G
Galloway, Anne (resume writer), 342–343, 427
Garver, Louise (resume writer), 253, 427
Gaul, Bill (placement specialist), 204
generalists, as resume writers, 417–418
generic resumes

about, 134–136
assembling bones of, 127
building your brand, 130–131
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creating, 126–131
defined, 9
emphasizing other experience, 130
experience, 128–129
for job fairs, 137
for networking contacts, 137
older positions, 129
polishing, 131
for reference refresher, 137
for similar career pursuits, 137
for social media, 137
summary section, 130–131

Glassdoor (website), 40
global positioning system (GPS), 40
Goog.gl, 32
Google (website), 67
Google Alert, setting up on your name, 67
Google suite, 38
GPA, data-mining from college experience, 189
GPS (global positioning system), 40
graduates, new

New Four-Year Graduate Seeking Assistant 
Manager/Event Coordinator, OnTarget 
resume for, 293–294

New Four-Year Graduate Seeking Legislative 
Staff Assistant, OnTarget resume for, 273

New Graduate School Grad Seeking Capital 
Markets Internship, OnTarget resume for, 
287–288

New Graduate School Grad Seeking Environment 
Management, OnTarget resume for, 282

New Graduate Seeking Data Analyst, OnTarget 
resume for, 300–301

New Graduate Seeking Sports Broadcaster, 
OnTarget resume for, 304–305

New Two-Year Graduate Seeking Carpentry 
Apprenticeship, OnTarget resume for, 274

resumes for, 188–194
grammar, 161–162
graphics

in creative resumes, 185
using in resumes, 180

graphs, 170–172, 182–184
grievances, airing on social media, 68

Grindle, Jill R. (resume writer), 427
groups

creating, 71
Facebook, 20
LinkedIn, 18

growth experiences, posting about, 71
Guarneri, Susan (resume writer), 275, 427
guidelines, following, 406

H
hard skills, 100–101
Hardy, Tiffany (resume writer), 352–353, 427
Hartnell, Laura (resume writer), 263–264, 427
hashtag, 22
Head of Cargo Seeking Executive Role, creative 

resume example for, 391–393
headings

creating, 172–173
using, 199

helping field, wow words for, 152
’helping’ verbs, 161
highlights summary. See summary section 

(resume)
Hiring Manager, 407–408
home-based skills, 214
honors

data-mining from college experience, 189
on resume, 109–110

Howard, Gayle (resume writer), 354–355, 427
Human Resource Generalist, OnTarget resume 

for, 252
human resources field

keywords for, 158
OnTarget resume for, 252, 313

hybrid resume format, 76, 84–88
hyperlinked resumes, 404

I
icons

in creative resumes, 185
explained, 2–3

identity theft, resume blasting services and, 57–58
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images
on checklist, 421–422
using in resumes, 180

in-basket exercises, 54
Indeed, 37, 410
industry, OnTarget resumes by, 231–270
industry jargon, 162
information technology (IT) field

creative resume for, 372–374, 375–376
Information Technology Executive, creative 

resume example for, 375–376
Information Technology Security Consultant, 

OnTarget resume for, 254–255
Information Technology Senior Support 

Manager, OnTarget resume for, 243–244
keywords for, 157
OnTarget resume for, 243–244, 254–255, 

291–292
Ingemansen, Sandra (resume writer), 280–281, 

325–326, 382–384, 428
inside advocates, 408
integrity tests, 54
interaction simulations, 54
Interior Design Manager, creative resume 

example for, 389–390
Internet resources

About.me, 69
Adrienne Tom (resume writer), 430
Americans with Disabilities (ADA), 215
Anne Galloway (resume writer), 427
Annette Richmond (resume writer), 429
Audrey Prenzel (resume writer), 429
Barb Poole (resume writer), 429
Barbara Safani (resume writer), 429
BEKS Data Services, 46
Billie P. Jordan (resume writer), 428
Bit.ly, 32
Blogger, 55
BlogSearchEngine, 55
Brenda Bernstein (resume writer), 426
Bridget (Weide) Brooks (resume writer), 426
CareerBuilder, 37
CareerBuilder (website), 40

CareerCast, 411
CareerDirectors, 188
CareerJet, 410
CareerOneStop, 218
Cheryl Lynch Simpson (resume writer), 429
Cliff Flamer (resume writer), 427
for companies, 409–410
Custom Databanks, 60
Darlene M. Dassy (resume writer), 426
Denise Taylor (resume writer), 429
Department of Labor Military to Civilian 

Occupation Translator, 202
Donald Burns (resume writer), 426
Erin Cambier (resume writer), 426
Erin Kennedy (resume writer), 428
Eve Ruth (resume writer), 429
for ex-offenders, 218
Fairy God Boss, 215
Feedly, 56
Find a Career Pro, 415
Gayle Howard (resume writer), 427
Gillian Kelly (resume writer), 428
Glassdoor, 40
Goog.gl, 32
Google, 67
Google suite, 38
Indeed, 37, 410
Jacqui Barrett-Poindexter (resume writer), 425
Jeanette Walton (resume writer), 430
Jennifer Fishberg (resume writer), 427
Jennifer Miller (resume writer), 428
Jeri Hird Dutcher (resume writer), 427
JibberJobber, 39
Jill R. Grindle (resume writer), 427
Job Accommodation Network, 215, 216
Job Blog, 55
Job-Hunt.org, 58
JobRobot, 410
Jobs Rated Report, 411
Judith Monaco (resume writer), 428
Kara Varner (resume writer), 430
Karen Bartell (resume writer), 426
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Kelly Donovan (resume writer), 427
Ken Docherty (resume writer), 427
Kimberly Robb-Baker (resume writer), 425
Laura Hartnell (resume writer), 427
Laura Smith-Proulx (resume writer), 429
Laurie Berenson (resume writer), 426
LinkedIn, 17
LinkedIn Jobs, 410
Lisa G. Parker (resume writer), 428
Louise Garver (resume writer), 427
Lucie Yeomans (resume writer), 430
Maria Caraballo (resume writer), 426
Marie Plett (resume writer), 429
Marlene Cole (resume writer), 426
Mary Elizabeth Bradford (resume writer), 426
Mashable, 13, 38
Matthew Dupee (resume writer), 427
Maureen Farmer (resume writer), 427
Meg Applegate (resume writer), 425
Michelle A. Riklan (resume writer), 429
Michelle Lopez (resume writer), 428
Michelle Swanson (resume writer), 429
Mil2FedJobs Federal Jobs Crosswalk, 202
Monster, 37
MOS, 202
My Next Move for Veterans, 202
Natalie MacLellan (resume writer), 428
Natalie Winzer (resume writer), 430
National Hire Network, 218
National Organization on Disability, 111
National Personnel Records Center, 204
Niya Allen-Vatel (resume writer), 425
Occupational Outlook Handbook, 141, 197
O*NET Resource Center, 205
Paula Christensen (resume writer), 426
PayScale, 40, 112
Peter Lavelle (resume writer), 428
Phaedra Brotherton (resume writer), 426
Pinterest, 56
Pipl, 65
Posey Salem (resume writer), 429
Privacy Rights Clearinghouse, 111

Rachel Vander Pol (resume writer), 429
resume templates, 175
Robin Schlinger (resume writer), 429
Rosa Vargas (resume writer), 430
Salary, 40, 112
Salary Expert, 112
Sandra Ingemansen (resume writer), 428
Sarah Cronin (resume writer), 426
Sari Neudorf (resume writer), 428
Scoop.it, 56
SimplyHired, 37, 410
skill translator, 202
Skye Berry-Burke (resume writer), 426
Social Media Today, 13
Social Mention, 65
Susan Barens (resume writer), 425
Susan Guarneri (resume writer), 427
Thesaurus, 146
Tiffany Hardy (resume writer), 427
TinyURL, 32
Twazzup, 65
Tyrone Norwood (resume writer), 428
USAJobs, 197
Victoria McLean (resume writer), 428
VisualCV, 69, 404
Wayback Machine, 64
web hosting, 404
WordPress, 56
World Privacy Forum, 57
Yola, 404
YourName.com, 14
YourNameresume.com, 14
Zakiyyah Mussallihullah (resume writer), 428
Zoom Info, 407

Investment Banking Associate, OnTarget resume 
for, 253

IT. See information technology (IT) field

J
JibberJobber (website), 39
Job Accommodation Network (website), 215, 216
Job Blog (website), 55
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job boards, 410–411
job descriptions

drawing words from, 139
finding keywords in, 158
grouping content under, 169–170
matching for seasoned workers, 197
matching resume to, 397
mining for keywords in, 159

job fairs, generic resumes for, 137
job gaps

about, 209–210
Covering Gap of Providing Family Care Back to 

Turnaround Specialist, OnTarget resume for, 
332–333

Covering Gap of Sabbatical, Career Change, and 
Too Many Similar Positions, OnTarget resume 
for, 325–326

Covering Gap of Stay-at-Home-Parent, OnTarget 
resume for, 327–328

due to disabilities, 216
explaining, 211–212
viewing as a positive, 210

job search apps, 37–38
Job Search Letters For Dummies (Kennedy), 225, 418
job searching, facilitating with technology, 12–14
“Job Seeker’s Guide to Resumes: Twelve Resume 

Posting Truths” report (Dixon), 57
job titles, 219
job-hopping, addressing, 225
Job-Hunt.org, 58
JobRobot (website), 410
Jobs Rated Report (website), 411
job-specific resumes

about, 9, 133, 137–138
custom approach, 137–142
by experience and age, 271–305
by industry and career field, 231–270
job descriptions, 139
necessity of, 133–134
one-size-fits-all resume, 134–136
for special circumstances, 307–349
using, 10
using crossover language, 139–142

Jordan, Billie P. (resume writer), 428
Joyce, Susan P. (Job-Hunt.org operator),  

58, 409

K
Kelly, Gillian (resume writer), 298–299, 428
Kennedy, Erin (resume writer), 428
Kennedy, Joyce Lain (author)

Job Search Letters For Dummies, 225, 418
Kent, Peter (author)

Search Engine Optimization For Dummies, 
6th Edition, 66

keywords. See also wow words
about, 154–155
for administration and management, 156
for banking, 156
for customer service, 156–157
finding, 158–159
for human resources, 158
for information technology, 157
for manufacturing, 157–158
mining for in job descriptions, 159
for mobile job searches, 40
poison words, 160–161
for social media profiles, 25
using, 160–161

knowledge
data-mining from college experience, 189
selling for new graduates, 191–192

L
language

on checklist, 423
for new graduates, 193

Lavelle, Peter (resume writer), 340–341, 428
layoffs, addressing multiple, 220
layout, in resumes, 180
Lemke, James M. (employment technology 

expert), 154–155
length of resume, on checklist, 423–424
licenses, 108
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life changes. See also specific life changes
about, 187
military to civilian employment, 202–207
new graduates, 188–194
seasoned workers, 195–201

lines, in creative resumes, 181
linked resumes, 404
LinkedIn

about, 17
benefits of, 17–19
listing respected groups on, 68

LinkedIn Jobs, 18
LinkedIn Learning, 18
live feeds, 56
logos, in creative resumes, 184
Lopez, Michelle (resume writer), 258–259, 282, 

348–349, 428
lower-level jobs, taking, 199–201

M
MacLellan, Natalie (resume writer), 428
management field

keywords for, 156
OnTarget resumes for, 256–257, 267–268, 

276–277, 282, 283–284, 289–290, 293–294, 
311–312, 314–315

wow words for, 146–147
managerial assessments, as a component of 

online screening, 53–54
manufacturing field, keywords for, 157–158
margins, measuring, 166–167
marketing field, OnTarget resumes for, 251, 

276–277, 278–279, 298–299
Mashable, 13, 38
McLean, Victoria (resume writer), 234–235, 

287–288, 332–333, 380–381, 428
medical field

creative resume for, 364–365, 366–367
OnTarget resume for, 233, 236, 241–242

Medical Office Manager, OnTarget resume 
for, 233

Mehler, Mark (cofounder of CareerXroads), 
10, 58, 408

mergers and acquisitions, addressing, 220–221
Mid-Level Marketing Manager, OnTarget resume 

for, 276–277
Mid-Level Sales Professional, OnTarget resume 

for, 296–297
Mil2FedJobs Federal Jobs Crosswalk (website), 202
Military to Civilian Transition for Avionics 

Technician, OnTarget resume for, 316–317
Military to Civilian Transition for Recruiter, 

OnTarget resume for, 334–335
Military to Civilian Transition for Supply Chain 

Manager, OnTarget resume for, 340–341
military work, moving from civilian work from, 

202–207
Miller, Jennifer (resume writer), 389–390, 428
milspeak, 204–207
mining

data from college experience, 189
for keywords in job descriptions, 159

mirroring ad language, 142
mobile communication, 13
mobile job search

about, 35
Apply link error, 37
avoiding mistakes with, 41–42
benefits of, 36
font, 38
global positioning system (GPS), 40
keywords, 40
managing, 39
powering, 37–40
Really Simple Syndication (RSS), 38–39
salary strategy, 39–40
type size, 38

Monaco, Judy (resume writer), 265–266, 428
monitoring comments, 67–68
monograms, in creative resumes, 184
Monster, 37
MOS (website), 202
MS Word, 180, 181, 185
Music and Film Scoring Associate, creative resume 

example for, 380–381
Mussallihullah, Zakiyyah (resume writer),  

245–246, 428
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My Next Move for Veterans (website), 202
myths, about seasoned workers, 196–197

N
National Hire Network (website), 218
National Organization on Disability (website), 111
National Personnel Records Center (website), 204
network building, 68
networking contacts, generic resumes for, 137
Neudorf, Sari (resume writer), 428
Norwood, Tyrone (resume writer), 251, 428
numbers, using statements with, 124

O
objective header statement, 96–97, 194,  

399–400
Occupational Outlook Handbook

finding keywords in, 158
website, 141, 197

office support field, wow words for, 149–150
Official Military Personnel File (OMPF), 204
omissions, on resume checklist, 423
OMPF (Official Military Personnel File), 204
O*NET Resource Center (website), 205
online image

about, 61
cleaning up your, 63–64
maintaining online reputation, 66–71
for new graduates, 193
openness of, 62–63, 71–72
restoring online reputation, 64–66

online job ads, finding keywords in, 158
online profiles

about, 23
advantages of, 23–24
disadvantages of, 24
tips for writing, 25–26

online reputation
maintaining, 66–71
restoring, 64–66

online resumes, 10

online screening guards
about, 52–53
being rejected, 55
pros and cons of, 54
sample components of, 53–54

OnTarget resumes
about, 9, 133, 137–138
custom approach, 137–142
by experience and age, 271–305
by industry and career field, 231–270
job descriptions, 139
necessity of, 133–134
one-size-fits-all resume, 134–136
for special circumstances, 307–349
using, 10
using crossover language, 139–142

Open Candidates (LinkedIn), 18
organizations, on resume, 109
orphans, 174
overexposure, to recruiters, 58–59
Overqualified Executive Targets Lower Sales 

Position, OnTarget resume for, 318–319
Overqualified Operations Manager and 

Sales Supervisor Targets Lower-Level 
Opportunities, OnTarget resume for, 348–349

oversharing, 67
overwriting, 162

P
page numbers, in plain-text resumes, 47
Parker, Lisa G. (resume writer), 236, 316–317, 428
password-protected files, 46
PayScale (website), 40, 112
PC Magazine (magazine), 38
percentages, using statements with, 125
perceptions, about experience, 219
persistence, importance of, 409
Personal Branding For Dummies (Chritton), 23
personality assessment, as a component of online 

screening, 53
personalized resumes

about, 9, 133, 137–138
custom approach, 137–142
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by experience and age, 271–305
by industry and career field, 231–270
job descriptions, 139
necessity of, 133–134
one-size-fits-all resume, 134–136
for special circumstances, 307–349
using, 10
using crossover language, 139–142

persuasion, wow words for, 148
phone number, 95
photos, for social media profiles, 25
pigeonholed, 24
Pinterest, 56
Pipl (website), 65
plain-text resumes, 44–47, 404
planning case studies, 54
Plett, Marie (resume writer), 180, 184,  

359–360, 429
poison words, 160–161
Pol, Rachel Vander (resume writer), 370–371, 429
political correctness, 198
Poole, Barb (resume writer), 429
portfolios, 90–91
posting

about growth experiences, 71
kudos on social media, 70
tips, 33

power summary. See summary section (resume)
pre-employment screening, 52
Prenzel, Audrey (resume writer), 429
prescreening, 52
presentation exercises, 54
presentations

compiling, 124
gathering, 116

President/CEO, creative resume example for, 
359–360

printed resumes, 175–176
privacy, resume blasting services and, 57–58
Privacy Rights Clearinghouse (website), 111
Professional Experience, as a recommended 

header, 48

professional help, 413–419
Program Manager of Non-Profit, OnTarget resume 

for, 256–257
programs (conference), finding keywords in, 159
projects, gathering data on, 116
promotions, announcing, 70
pronouns, first-person, 161
proofreading, on resume checklist, 424
Property Manager, OnTarget resume for, 267–268
publications

compiling, 124
gathering, 116

purchasing domain names, 14

Q
qualifications, on resume checklist, 421

R
Radiologic Technologist, OnTarget resume for, 236
Really Simple Syndication (RSS), 38–39, 56–57
recommendations, gathering, 116
recruiters

contingency, 59–60
facilitating (See keywords)
overexposure to, 58–59
retained, 59–60

reference refresher, generic resumes for, 137
references

asking for from resume writers, 417
providing, 113

’References available upon request,’ 160
Regional Account Manager, creative resume 

example for, 387–388
Registered Nurse, OnTarget resume for, 241–242
reliability, as a strength for seasoned workers, 195
Remember icon, 3
Repetitive Positions in News Anchor Role, 

OnTarget resume for, 331
Repetitive Positions in Wellsite Management, 

OnTarget resume for, 314–315
research field, wow words for, 151–152
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research papers/projects, data-mining from 
college experience, 189

researching companies, 409–410
resources, for military transition documents, 203
’Responsibilities included,’ on resume, 160
responsibilities list, compiling, 117–118
restoring online reputation, 64–66
resume blasting services, 57–60
resume components. See components (resume)
resume formats. See formats
resume funnel, 11–12
resume letters, 89–90
resume note, 40, 41
resume spamming, 10
resume templates, 175
resume writers, 414, 425–430
resumes. See also specific topics

checklist for, 421–424
components of, 93–113
gathering, 116
importance of, 8
new and traditional components of, 8–12
plain-text, 44–47
power of, 422
printed, 175–176
sending online, 199
techniques for writing, 11–12
tips for improving, 397–401

Retail Sales and Marketing Professional, OnTarget 
resume for, 251

retained recruiters, 59–60
retweeting, 21
reverse-chronological (RC) resume format, 76, 

77–81
Richmond, Annette (resume writer), 256–257, 429
Riklan, Michelle A. (resume writer), 293–294, 429
roadblocks. See career roadblocks
road-tested, as a strength for seasoned 

workers, 195
RSS (Really Simple Syndication), 38–39, 56–57
Ruth, Eva (resume writer), 378–379, 429

S
Safani, Barbara (resume writer), 375–376, 429
salary

for mobile job searches, 39–40
on resume, 112–113, 160

Salary (website), 40, 112
Salary Expert (website), 112
Salary Insights (LinkedIn), 18
Salem, Posey (resume writer), 180, 233, 249–250, 

291–292, 322–323, 327–328, 334–335, 429
Sales and Marketing Director, OnTarget resume 

for, 234–235
Sales Development Manager, OnTarget resume 

for, 258–259
sales field

creative resume for, 385–386, 387–388
OnTarget resume for, 234–235, 247–248, 

251, 258–259, 260, 269–270, 275, 285–286, 
296–297, 309–310, 318–319

wow words for, 148
Schlinger, Robin (resume writer), 48–49, 429
Schmidt, Eric (CEO), 64
Scoop.it, 56
search engine optimization (SEO), 66
Search Engine Optimization For Dummies, 6th 

Edition (Kent), 66
search engines, finding keywords in, 159
search tools

about, 43–44
applicant tracking system (ATS), 47–50
blogs, 55–56
e-forms, 51
online screening, 52–55
plain-text resumes, 44–47
Really Simple Syndication (RSS), 56–57
resume blasting, 57–60

seasoned workers
about, 195
errors common in, 201
Mature Professional Seeking Director of 

Contracts, OnTarget resume for, 280–281



Index      445

Mature Professional Seeking Director of 
Information Technology Advertising 
Operations, OnTarget resume for, 291–292

Mature Professional Seeking Senior Sales 
and Merchandising, OnTarget resume for, 
285–286

Mature Professional/Executive Seeking Senior 
Marketing Director, OnTarget resume for, 
298–299

myths about, 196–197
selling your strengths, 195
showing skills, 200
taking lower-level jobs, 199–201
tips for, 197–199

selective, being, 405
self-employment

addressing, 226–227
OnTarget resume for, 324

Self-Study, Project Management, for explaining 
job gaps, 211

selling yourself, 398
sending resumes online, 199
Senior Accounting and Finance Manager, 

OnTarget resume for, 237–238
Senior Commercial Banker, OnTarget resume for, 

261–262
Senior Executive, Banking, OnTarget resume for, 

263–264
Senior Financial Accounting, creative resume 

example for, 354–355
Senior Sales Manager, OnTarget resume for, 

247–248
Senior Sales Representative, OnTarget resume for, 

269–270
Senior Technology Sales Manager, creative 

resume example for, 385–386
sentences, complexity of, 162
SEO (search engine optimization), 66
shading, in creative resumes, 181
sharing blog posts, 33
shortening resumes for seasoned workers, 198
SimplyHired, 37, 410
Simpson, Cheryl Lynch (professional resume 

writer), 180, 385–386, 429
skill translator websites, 202

skills
about, 100
on checklist, 423
emphasizing, 200
hard, 100–101
home-based, 214
as a recommended header, 48
selling for new graduates, 191–192
soft, 101
testing, as a component of online screening, 53
wow words for many, 153–154

skills summary. See summary section (resume)
SmartArt, 182–184
Smith-Proulx, Laura (resume writer), 356–358, 429
social media

about, 15–16
absence from, 63
on checklist, 424
finding keywords on, 158
generic resumes for, 137
posting kudos on, 70
use of, 8–9

Social Media Today, 13
Social Mention (website), 65
social networking

Facebook, 19–20
importance of, 13
LinkedIn, 17–19
reach of, 16
Twitter, 20–22

social profiles
bios as, 14
sharing personal information on, 32–33
writing, 26–32

Social Security Number, on resume, 161
soft skills, 101
software facility, data-mining from college 

experience, 189
spam gatekeepers, 58
special circumstances, OnTarget resumes for, 

307–349
specialists, as resume writers, 417–418
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specialties section (profiles), 28–29
spell-check

about, 162–163
for e-forms, 51
for plain-text resumes, 46
using, 174

sports, data-mining from college experience, 189
state of residence, 95
sticky points, on checklist, 424
strengths

highlighting, 399
military, 202
promoting for new graduates, 188
selling as a seasoned worker, 195

Struzik, Ed (former president of BEKS Data 
Services), 46

subject line, of email, 48
substance abuse, 216–217
sugarcoating, on checklist, 424
summary of qualifications. See summary section 

(resumes)
summary section (profiles), 26–28
summary section (resumes)

about, 97–98
in core resume, 130–131
importance of, 201
maximizing, 98–99
for new graduates, 190–191, 193
selling yourself, 99–100
’Summary,’ as a recommended header, 48

Supply Chain Director, OnTarget resume for, 
265–266

Swanson, Michelle (resume writer), 276–277, 
285–286, 429

Swimley, Scott (sales vice president), 63

T
tabs, in plain-text resumes, 47
tailored resumes

about, 9, 133, 137–138
custom approach, 137–142
by experience and age, 271–305

by industry and career field, 231–270
job descriptions, 139
necessity of, 133–134
one-size-fits-all resume, 134–136
for special circumstances, 307–349
using, 10
using crossover language, 139–142

targeted resumes
about, 9, 133, 137–138
custom approach, 137–142
by experience and age, 271–305
by industry and career field, 231–270
job descriptions, 139
necessity of, 133–134
one-size-fits-all resume, 134–136
for special circumstances, 307–349
using, 10
using crossover language, 139–142

Taylor, Denise (resume writer), 429
teaching field, wow words for, 150–151
technical ability, wow words for, 149
technical skills, data-mining from college 

experience, 189
technology, facilitating job searching with, 12–14
templates, resume, 175
tense, shifts in, 162
text, blocky, 169
text boxes, 170–172, 181–182
Thesaurus (website), 146
Thompson, David (author)

Wild West 2.0: How to Protect and Restore Your 
Online Reputation on the Untamed Social 
Frontier, 65

thought-provoking questions, asking, 33
TinyURL, 32
Tip icon, 3
tips, posting on blogs, 33
Toast of the Resume Industry Awards (TORIs), 351
Tom, Adrienne (resume writer), 283–284, 296–297, 

314–315, 372–374, 430
Too Many Concurrent Jobs, OnTarget resume for, 

346–347
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Too Many Short-Term Jobs for Chef, OnTarget 
resume for, 338–339

Too Many Similar Positions, OnTarget resume for, 
342–343

Too Many Years with the Same Company, 
OnTarget resume for, 336–337

TORIs (Toast of the Resume Industry Awards), 351
trade website career centers, finding keywords 

in, 158
training

gathering records about, 116
as a recommended header, 48
selling for new graduates, 191–192

traits, mentioning on social media, 69–70
Transition from Incarceration with Career Gaps to 

Lower-Level Position, OnTarget resume for, 
329–330

Transition from Self-Employment to Employment, 
OnTarget resume for, 324

Twazzup (website), 65
tweet, 21
Twitter

about, 20–21
alias accounts, 68
benefits of, 21–22

type size, for mobile job searches, 38, 41
typeface, in plain-text resumes, 47

U
unique selling proposition (USP), 99, 130, 414
URL shorteners, 32
USAJobs (website), 197
USP (unique selling proposition), 99, 130, 414

V
Vargas, Rosa (resume writer), 387–388, 430
Varner, Kara (resume writer), 261–262, 430
verbs

action, 155
being, 162
helping, 161

VisualCV (website), 69, 404
Volunteer, for explaining job gaps, 211

W
Walton, Jeanette (resume writer), 274, 430
Warning icon, 3
Wayback Machine (website), 64
weaknesses, recognizing for new graduates, 

188–189
web hosting sites, 404
webdings, 185
websites

About.me, 69
Adrienne Tom (resume writer), 430
Americans with Disabilities (ADA), 215
Anne Galloway (resume writer), 427
Annette Richmond (resume writer), 429
Audrey Prenzel (resume writer), 429
Barb Poole (resume writer), 429
Barbara Safani (resume writer), 429
BEKS Data Services, 46
Billie P. Jordan (resume writer), 428
Bit.ly, 32
Blogger, 55
BlogSearchEngine, 55
Brenda Bernstein (resume writer), 426
Bridget (Weide) Brooks (resume writer), 426
CareerBuilder, 37
CareerBuilder (website), 40
CareerCast, 411
CareerDirectors, 188
CareerJet, 410
CareerOneStop, 218
Cheryl Lynch Simpson (resume writer), 429
Cliff Flamer (resume writer), 427
for companies, 409–410
Custom Databanks, 60
Darlene M. Dassy (resume writer), 426
Denise Taylor (resume writer), 429
Department of Labor Military to Civilian 

Occupation Translator, 202
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websites (continued)
Donald Burns (resume writer), 426
Erin Cambier (resume writer), 426
Erin Kennedy (resume writer), 428
Eve Ruth (resume writer), 429
for ex-offenders, 218
Fairy God Boss, 215
Feedly, 56
Find a Career Pro, 415
Gayle Howard (resume writer), 427
Gillian Kelly (resume writer), 428
Glassdoor, 40
Goog.gl, 32
Google, 67
Google suite, 38
Indeed, 37, 410
Jacqui Barrett-Poindexter (resume writer), 425
Jeanette Walton (resume writer), 430
Jennifer Fishberg (resume writer), 427
Jennifer Miller (resume writer), 428
Jeri Hird Dutcher (resume writer), 427
JibberJobber, 39
Jill R. Grindle (resume writer), 427
Job Accommodation Network, 215, 216
Job Blog, 55
Job-Hunt.org, 58
JobRobot, 410
Jobs Rated Report, 411
Judith Monaco (resume writer), 428
Kara Varner (resume writer), 430
Karen Bartell (resume writer), 426
Kelly Donovan (resume writer), 427
Ken Docherty (resume writer), 427
Kimberly Robb-Baker (resume writer), 425
Laura Hartnell (resume writer), 427
Laura Smith-Proulx (resume writer), 429
Laurie Berenson (resume writer), 426
LinkedIn, 17
LinkedIn Jobs, 410
Lisa G. Parker (resume writer), 428
Louise Garver (resume writer), 427
Lucie Yeomans (resume writer), 430

Maria Caraballo (resume writer), 426
Marie Plett (resume writer), 429
Marlene Cole (resume writer), 426
Mary Elizabeth Bradford (resume writer), 426
Mashable, 13, 38
Matthew Dupee (resume writer), 427
Maureen Farmer (resume writer), 427
Meg Applegate (resume writer), 425
Michelle A. Riklan (resume writer), 429
Michelle Lopez (resume writer), 428
Michelle Swanson (resume writer), 429
Mil2FedJobs Federal Jobs Crosswalk, 202
Monster, 37
MOS, 202
My Next Move for Veterans, 202
Natalie MacLellan (resume writer), 428
Natalie Winzer (resume writer), 430
National Hire Network, 218
National Organization on Disability, 111
National Personnel Records Center, 204
Niya Allen-Vatel (resume writer), 425
Occupational Outlook Handbook, 141, 197
O*NET Resource Center, 205
Paula Christensen (resume writer), 426
PayScale, 40, 112
Peter Lavelle (resume writer), 428
Phaedra Brotherton (resume writer), 426
Pinterest, 56
Pipl, 65
Posey Salem (resume writer), 429
Privacy Rights Clearinghouse, 111
Rachel Vander Pol (resume writer), 429
resume templates, 175
Robin Schlinger (resume writer), 429
Rosa Vargas (resume writer), 430
Salary, 40, 112
Salary Expert, 112
Sandra Ingemansen (resume writer), 428
Sarah Cronin (resume writer), 426
Sari Neudorf (resume writer), 428
Scoop.it, 56
SimplyHired, 37, 410
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skill translator, 202
Skye Berry-Burke (resume writer), 426
Social Media Today, 13
Social Mention, 65
Susan Barens (resume writer), 425
Susan Guarneri (resume writer), 427
Thesaurus, 146
Tiffany Hardy (resume writer), 427
TinyURL, 32
Twazzup, 65
Tyrone Norwood (resume writer), 428
USAJobs, 197
Victoria McLean (resume writer), 428
VisualCV, 69, 404
Wayback Machine, 64
web hosting, 404
WordPress, 56
World Privacy Forum, 57
Yola, 404
YourName.com, 14
YourNameresume.com, 14
Zakiyyah Mussallihullah (resume writer), 428
Zoom Info, 407

Weddle, Peter (career expert), 137
widows, 174
Wild West 2.0: How to Protect and Restore Your 

Online Reputation on the Untamed Social 
Frontier (Fertik and Thompson), 65

Williams, Wendell (testing expert), 53–54
wingdings, 185
Winzer, Natalie (resume writer), 260, 430
WordPress, 56
words. See also keywords; wow words

grammar, 161–162
poison, 160–161
spelling, 162–163
tips for using, 399

work history
data-mining from college experience, 189
unrelated, 193

workforce, returning to the, 213–215
workplace relevance, for social media profiles, 25
World Privacy Forum (website), 57
wow words. See also keywords

about, 145–146
for administration and management, 146–147
for communications and creativity, 147–148
for financial management, 153
for helping and caregiving, 152
for many skills, 153–154
for office support, 149–150
for research and analysis, 151–152
for sales and persuasion, 148
for teaching, 150–151
for technical ability, 149

writing
social profiles, 26–32
style of, for new graduates, 194

Y
Yeomans, Lucie (resume writer), 302–303, 430
Yola (website), 404
Young Professional Just Starting Out Pre-College, 

OnTarget resume for, 295
Young Professional Seeking Customer Service/

Sales Associate, OnTarget resume for, 275
YourName.com, 14
YourNameresume.com, 14
yourself, selling, 398

Z
ZIP files, 46
Zoom Info (website), 407
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