YOUR RESUME

It is amazing how many candidates are rejected before they have even had the opportunity to meet personally with a prospective employer.  It may seem unfair, but as the employer’s initial impression comes from your resume, you need to ensure it provides the greatest impact.

Here are a few hints to help you make the most positive, initial impression you can, with your resume:

· Keep it Simple and Sincere (a new version of the KISS principle).

· Make your resume look tidy and business like.  Flamboyant resumes are rarely successful and more often distracting.  Check layout, spelling and grammar.  Recheck spelling and grammar.  Have someone you trust check spelling and grammar again. DO NOT RELY ON SPELL CHECK.

· Use a word processing package and a laser or ink jet printer.  This will ensure that the presentation is of the highest quality.

· Keep it short.  Most persons having to read a large number of resumes tend to read the first page and scan the employment history.  They do not have time to read epic autobiographies.  The attached sample shows how in three pages a senior person with an extensive career history can convey enough information to secure a first interview.

· Use a covering letter to tell the prospective employer why you are worthy of consideration for the position.

· Be scrupulously honest.  Dishonesty is almost always discovered.

· Resumes and their covering letters are no place for modesty.  Be proud of your achievements.  Laud your virtues and attributes.  Colour your language with adjectives and adverbs.  Cold, factual resumes which do not convey personality or achievements usually fail.

The attached sample resume template is not the only valid format.  However, it is a simple, straightforward format that does a good job.

GOOD LUCK!   GOOD JOB HUNTING!

RESUME

PERSONAL DETAILS

Name:

Address:

Phone:






Fax No:

Mobile:






Email:

Date of Birth:

EDUCATION

INSTITUTION


FROM – TO

         QUALIFICATION

High School

TAFE College

University

CAREER OBJECTIVES (or any other suitable heading)

Regard this resume as a brochure selling you.  It is important to tell the reader what he/she needs to know to bring you in for an interview to find out more.  Do not tell your life story.  Information which is not relevant to gaining employment but which makes you feel good about yourself should be included with extreme caution.

In this area, make a statement about your personal career objectives.  Also use this space to clearly state what you perceive to be your strengths and how these strengths or personal attributes can be applied to achieve corporate objectives.  Provide anecdotal evidence of how you have achieved for former employers.  Then substantiate this in the next section “Employment History”.

This is your chance to be proud, “to stick out your chest” and show that you believe in yourself.  Say where you see yourself going in your career over the next three to ten years.

It is not a bad idea to have your resume typed on a PC and tailor this section to each position for which you apply.  Remember, that realistically, you have space to tell only 5% of what you have to say about yourself.  You must be very selective and relevant to the job for which you are applying.  Once you are in front of the potential employer in an interview, you can provide other information as it is required. 

EMPLOYMENT HISTORY

A brief summary of your employment history. Most recent position first and working backwards. This gives the employer the opportunity to assess your job stability, increasing areas of job responsibility and the companies you have worked for i.e. are they in a similar industry? Also, include periods when you  have not been working.

6/2005 to Present

N & C Limited – Campbelltown   02 46 123456




Design Engineer

15 months




Senior Design Engineer
12 months




Project Manager

12 months




Assistant Manager R & D
to present

In this area, use no more that one or two sentences to briefly state your responsibilities and duties.  Next, state your achievements during your period of employment in this company.  Everything you state must be verifiable.  This statement of achievement is far more important than the previous paragraph outlining your duties etc.  Remember to put this into terms that are meaningful to a prospective employer – put yourself in their shoes.

In this example, this person had several promotions/jobs during this period at N & C Limited.  There are several ways of handling this:  you can just treat it all as one job with progression of responsibilities and achievements or you can break this into groupings, by job.

4/95 to 6/05
ABC Pty Limited, Gulargambone     02 65 232598

As you can see, this format places most recent employer first, then progressively works back listing all employers.  Leave no gaps in your work record.

The most recent job is usually the most important, therefore give it most space, and progressively reduce the amount you say about each job as you go back in time.  The exception to this is where you held a recent position for a very short time and/or a previous position is of greater relevance.

Work history beyond 15-20 years ago is of limited relevance.  Have this prepared and typed but do not include it in your resume.  Your resume can simply say “Information on employment prior to 197? Is available upon request.

TECHNICAL SKILLS

This is where you indicate specialised shills which are not apparent from your formal training such as Sybiz, Lotus, AutoCAD, MS Word, Dbase-IV and so on.  IT professionals may wish to list these immediately under Academic Qualifications on the first page of the resume.

VOCATIONAL TRAINING (optional)

Here you may list all of the courses you have undertaken during your career.

PERSONAL ACTIVITIES AND INTERESTS (optional)

You are the sum of all your interests and activities.  Your immediate supervisor in your new job is likely to see almost as much of you as he/she will see his/her own family.  Knowing about you and what you are interested in provides depth and colour to you as a person.

REFERENCES

This may sound cynical, but there are surprisingly few negative or critical written references.  For this reason, employers and especially recruitment consultants prefer to contact referees personally.  Have a list of referees prepared and up to date with contact numbers.  There must be at least one referee for each of your employers for the past decade or beyond.  It is your responsibility to track down employment referees because it can be nearly impossible for someone else to find persons who have moved on in the intervening years since you worked for/with them.  You are more likely to track down these referees more quickly than someone with no previous contact with them.

Nearly everyone has had a personality conflict with a boss at some time in their career.  This is not a showstopper, nor is it a crime.  If it is relevant, discuss this openly with an interviewer.  Do not be critical of anyone!  Do not dwell on the situation, just briefly and honestly state the case as you believe it to be and move on.
