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Introduction


Let’s be honest — this is not your father’s resume.

In today’s hiring world of algorithms, artificial intelligence (AI), and lightning-fast screening, you have only seconds to prove your value. Applicant Tracking Systems (ATS) parse keywords, AI models rank applicants, and human reviewers skim at warp speed. Yet, despite all the tech, one truth still stands: A resume is the single most powerful tool to open interview doors.

This 9th Edition of Resumes For Dummies brings resume writing into the AI era. Whether you’re starting from scratch or updating a proven document, you can discover how to create a resume that works for both machines and humans to sell your strengths, tell your story, and get you in the door.

I tackle what’s changed (and what hasn’t), show you how to use AI safely and strategically, and guide you step by step through building your core resume and customizing it into OnTarget versions that command attention. You can also find exclusive links to deeper creative resume strategy and additional professional resume samples on the companion website to provide you with even more opportunities to prove your resume can be modern, meaningful, and unmistakably you.



About This Book

Think of this as your hands-on playbook for writing resumes that win interviews. It combines classic marketing principles with the newest technology so you can present your best professional self online, on paper, and everywhere opportunity appears.

Here’s what you can expect inside:


	A modern framework: Build a core resume, which is a complete master file of your experience, skills, and achievements to make creating tailored OnTarget versions fast and easy.

	AI with guardrails: Learn how to partner with AI tools to brainstorm keywords, spot gaps, and polish language while avoiding the traps that can sabotage your credibility.

	Design and readability: Discover clean, contemporary layouts that look great to people and parse perfectly through ATS.

	Real-world examples: Leverage current, field-tested resume samples — in the book and on the companion website at www.dummies.com/go/resumesfd9e — which are drawn from top professional resume writers for successful job seekers at all levels.

	Career transitions and special cases: Access clear guidance on what works today for returning to the workforce, changing industries, freelancing, or explaining gaps.



If you go through the entire book, you’ll know how to create, adapt, and deliver resumes that get noticed, earn interviews, and advance your career faster.



Foolish Assumptions

I’m assuming that at least one of these describes you:


	You’ve never written a resume and want an expert, approachable guide to get it right the first time.

	You already have a resume that worked once but not anymore, and you want to modernize it for today’s digital screening systems.

	You’re considering a job change, promotion, or full-on career pivot and need a resume that tells your new story confidently.

	You’ve heard about or unsuccessfully tried using AI resume builders.

	You understand that a resume isn’t just a list of jobs; it’s strategic self-marketing, and you want a competitive edge from someone who’s helped thousands of people just like you get there.



If any of that sounds like you, welcome. You can find practical guidance, examples, and encouragement on every page, mixed with a little humor and humanity along the way.



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.

[image: Remember] 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.

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

[image: Warning] 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

Your resume journey doesn’t end here. You can get great tips to go from the Cheat Sheet (go to www.dummies.com and search for “Resumes For Dummies Cheat Sheet”). And you can visit the online companion website at www.dummies.com/go/resumesfd9e for expanded tools and inspiration, including:


	Professional and award-winning resume samples from Career Directors International’s members and annual Toast of the Resume Industry (TORI) Awards

	Creative design inspiration and advanced formatting ideas for networking resumes, career marketing documents, and visual portfolios

	Downloadable checklists and exercises that help you collect achievements, measure results, and polish every section of your resume

	Additional supplemental resources that didn’t fit in the book but can enhance your transition journey



Think of the companion site as your private resource library to expand on the book and give you more options for more industries, challenges, and opportunities to soar.


Where to Go from Here

This book is set up so you can flip to the section of the book that fits your immediate need. But if you’re starting fresh or want to understand how all the pieces fit together, begin with Chapters 1 through 5. These chapters explain why resumes still matter in today’s AI-driven hiring world, walk you through building a strong core resume, and show you how to transform it into an OnTarget resume that aligns with a specific job posting.

If your resume is already solid and you want to fine-tune or troubleshoot, skip ahead based on what’s holding you back:


	If your resume looks flat or cluttered, head to Chapter 8, where you’ll learn how design, formatting, and structure affect scannability and readability.

	If you suspect your resume isn’t matching job postings well, Chapter 7 helps you sharpen keywords and word choice so your experience translates clearly to both screening software and human readers.

	If you want to speed up tailoring without losing accuracy or credibility, Chapter 6 shows you how to use AI intentionally — as a writing assistant, not a replacement for thinking.

	If you’re keen to see what success looks like across roles, industries, and career stages, Part 3 gives you a wide range of sample resumes you can learn from and adapt.

	If you’re short on time or want fast, practical reminders, head straight to Part 4 for checklists, warnings, and quick wins you can apply immediately.

	If you’re going through a life/career change or transition, Chapters 9 and 10 are for you.



Whichever path you take, remember: A resume is never just a formality — it’s your story of impact told with focus and purpose. Done right, it captures attention, builds confidence, and turns opportunity into offer.

Ready to open doors to your next great role?

Let’s get started together.






Part 1

Creating Today’s Winning Resume


IN THIS PART …
 

	See why resumes still matter and how AI, ATS, and online applications shape what works now.Learn how employers pull information from your resume and how formatting helps (or hurts) both humans and parsers.

	Understand what’s changed with resume formats to select the best one for your background, target, and strategy.

	Meet the sections that make up a resume and what belongs where.

	Gather the right raw material and build your core resume library.

	Turn your core into OnTarget submissions that land more interviews.







Chapter 1

Getting Hired in the AI Era


IN THIS CHAPTER

[image: Bullet] Confirming why a resume still matters — even in today’s AI-driven hiring process

[image: Bullet] Catching up with current hiring trends

[image: Bullet] Understanding what it takes to capture employer attention



Are resumes outdated? Every few years someone declares the resume dead, and every time the hiring process answers back: A resume is still required.

Even in today’s automated and AI-heavy era, employers need a fast, trusted way to see who you are, how you deliver results, and why you match the job announcement. The job seeker who ultimately lands the interview is the one who learns to sell themselves with their resume by providing researchable proof instead of a life story told in bullet points.

If you want to be selected out of the hundreds, even thousands, of applicants for the job, this book provides a clear pathway to create a winning resume that can survive ATS, navigate AI, and get prospective employers delighted and excited to pick you. And in this chapter, you preview what’s ahead in this comprehensive guide to resumes and how to craft your resume to reach your goal in the great job chase.



Writing a Resume: It’s Still Required

Getting you through the door for an interview is the single job of your resume. In other words, your resume needs to keep what helps a screener say yes in seconds and cut the rest. Whether in an AI-heavy process or one that is exclusively human-driven, that means your resume must:


	Prove at a glance you’re qualified for the role.

	Utilize a clean format structure that parses.

	Offer bullets and tight paragraphs that connect required responsibilities to results.



Do this quick check: Does the top third of your resume show your role target, a branding summary, core required skills, and one or two quantified wins? If not, don’t worry. You can find out exactly how to do this in Chapters 3 through 5.

[image: Remember] If content in your resume doesn’t prove value or relevance, you should rewrite or cut it. This rule applies whether you’re building a core resume or an OnTarget resume.

A core resume is your complete, behind-the-scenes master document. It holds all of your experience, accomplishments, skills, and career history — without worrying yet about length or focus. You’ll use it as your source material.

An OnTarget resume is the tailored version you create from your core resume for a specific job or career direction. It highlights only what aligns with the role you’re targeting, using language that matches what employers and screening systems are looking for.

Throughout this book, you’ll learn how to build a strong core resume first and then turn it into focused OnTarget resumes that help you land interviews.



Keeping Up or Staying Behind

With the rapid pace of technology and AI, hiring moves faster and skims resumes harder. Yet, today’s job market is filled with qualified candidates, so you have to step up and stand out like never before.

[image: Tip] If your resume reads like it’s from the last decade, you’ll end up feeling, and being, invisible. Keeping up means modernizing with required headings, clean and attractive layouts, storytelling, crisp metrics, and language that mirrors the job target’s requirements.

Be open to resetting your concept of what you must do to create a winning resume. When you’re looking for a job, you’re taking part in a game where you can’t see your competition. Following the steps to create a powerful resume is critical to your success.


Inviting AI, navigating the risks

In Chapter 6 I show you how to use AI to brainstorm and refine phrasing, identify keywords, spot gaps, target the position you’re seeking, and even do it all in your voice. However, AI is a tool that is only as powerful as the content and prompts that you give it, and it doesn’t know your wins like you do. So if you don’t take the time to come up with the stories and achievements that make you unique, your resume will be generic.

[image: Warning] Letting AI loose with your resume and not checking its output can wreak havoc on your job prospects. AI might include sensitive information that doesn’t ever belong on your resume or rely on styles and sections that will immediately make you look out of touch to a potential employer. Plus, AI is known to hallucinate wildly, so don’t paste AI text without checking it. Make sure achievements, dates, and metrics are accurate and yours.

Before you refine with AI in Chapter 6, help AI get to know you by gathering your data in Chapter 3 and identifying your stories in Chapter 4. Then you can be confident you have compiled enough information to get the most out of AI, stand out from the competition, and land those interviews.



Catching up with hiring trends

Hiring has changed, and your resume must adjust. Teams skim faster, how information is grabbed from your resume by parsers differs by applicant tracking system (ATS), and AI often ranks who’s seen first. Having the experience for the job doesn’t matter if you can’t present it in a way that checks the boxes for how employers review resumes.

As you’ll learn in Chapters 2 to 4, resumes can survive these new trends when they:


	Lead with a branding summary that targets your match for the role, scope, and unique achievements in three to four tight lines.

	Write for parsers and people by using standard section labels, simple structure, and keeping all key info as live text (no text boxes or graphics for essential keyword content).

	Align to skills-first screening by naming skills the job posting calls for near the top and providing each with a result-focused bullet in related positions.

	Mirror the job’s language responsibly with natural keywords, close synonyms, and no keyword stuffing.

	Front-load measurable outcomes in job bullets, such as time saved, revenue influenced, and risk reduced, so value is obvious in the top third of your resume.

	Signal the scope and context of your outcomes, such as team size, budget, product/user scale, and customers to anchor impact.

	Show collaboration and communication strengths, when target relevant, with results-focused success stories that involve cross-functional partners or stakeholders.



[image: Tip] ATS systems aren’t uniform with formats, field mapping, and keyword handling. If you follow the strategies in this book to first create a core resume in Chapter 4 and then deploy the OnTarget resume strategy in Chapter 5 when applying for each position, it will work.


HOW TECHNOLOGY SCREENS YOUR RESUME

Applicant tracking systems (ATS) are databases employers use to collect, store, and manage resumes. When you apply online, your resume is uploaded into an ATS, where it’s parsed — meaning the system attempts to read and categorize your information into fields like job titles, employers, dates, and skills. If your resume isn’t structured clearly, the system may misread or skip important details.

That’s why structure and clarity matter more than ever. A resume that’s visually clever but poorly organized can confuse parsing systems. Likewise, a resume that’s keyword-stuffed but vague won’t impress the human decision-maker who eventually reviews it.

The goal isn’t to “beat” the technology — it’s to work with it. When you understand how resumes are screened today, you stop guessing and start positioning yourself to win. And this book helps you do just that!



[image: Warning] Don’t game keywords by playing tricks like stuffing or pasting them as invisible text. No matter what you see online and in social media, it backfires with humans and can get filtered by systems.




Positioning Your Resume to Win

A winning resume must target a specific job, so you have to adjust your resume for each job opening you’re applying for. Your OnTarget resume is the tight version of your core resume tailored for a specific role or employer. It aligns your focus line, branding summary, keywords, and proof to the job posting so you pass first-glance human and system tests.

Need-to-know OnTarget essentials (Chapter 3) include, in order:


	Focus line: The role you’re targeting that appears at the top of your resume but is not an old-fashioned “Objective” sentence

	Branding summary: Three to four lines of text, either in bulleted or paragraph form, that signal not only that you are qualified but that you bring a history of results and value-adds

	Keywords/areas of expertise: Often a three-column list of the specific skills the position requires

	Results-focused experience: Work history that tells stories front-loaded with results and actions that support the required skills



[image: Tip] Generic resumes spray and pray. They read vague, miss keywords, and fail the first-glance test. Instead, swap generalities for evidence through brief, powerful story-based language that illustrates scope, context, account, and outcome. This will help screeners to say yes in seconds. Putting in the effort to craft your core resume (Chapter 4) and then customize OnTarget versions (Chapter 5) for each application is time well spent as it pays dividends with more interviews and a much shorter job search.


Getting in the door with a marketing mindset

Marketing means matching message to audience and delivering it through the right channel. Identify the decision-maker, speak their language, and send a concise, relevant OnTarget resume with a clear call-to-action.

[image: Tip] When a posting appears, message someone close to the role with a three-line note and your OnTarget resume attached.



Treating yourself like a brand

A brand is a promise: who you are, what you deliver, and how teams feel working with you. Your resume needs to show an employer with many choices why you’re worth considering. You’ll want to always take steps to thoughtfully match your resume to the position, speak their language, and apply with a powerful, OnTarget resume (Chapter 5).

[image: Tip] When navigating a job search, consider yourself the CEO of You, Inc. and recognize that your resume must function as your marketing brochure that gets prospective employers excited to meet you.



Zeroing in on what employers crave

Employers want impact, reliability, and alignment so it’s always a win when your resume translates your work into their outcomes: growth, savings, speed, quality, safety, or satisfaction. Use short, front-loaded bullets to not just tell but sell by making sure they begin with an outcome, challenge, and action (Chapters 4 and 7).

[image: Remember] Never forget that it’s not just about being qualified for the job and having the right words on the page. Instead, it’s about making the prospective employer’s life easy by framing experience in a way that is quick and easy to scan while showing how you stand out from equally qualified competition.






Chapter 2

Selecting the Best Resume Format


IN THIS CHAPTER

[image: Bullet] Understanding different resume formats

[image: Bullet] Navigating changes caused by online application and content parsing

[image: Bullet] Selecting the format that best flatters your experience



Format decisions make (or break) the first-glance test because formats aren’t just looks — they’re how you organize your resume so a screener and their tools can say “yes” in seconds. Your design choices should clearly guide the reader’s eye to prove you have what the target job requires while still passing today’s quick scan and parser reality.

To make sure you select the best format for your resume, in this chapter, I show you what has drastically changed, which includes online application content parsing and cutting through ATS (applicant tracking system) confusion. I also help you choose a format from among the three proven structures: reverse-chronological (RC), chrono-functional (CF), and hybrid. You can see which format flatters your story, how to structure it so parsers and people read it cleanly, and how to avoid red flags that derail your progression.

[image: Remember] An applicant tracking system (ATS) is software employers use to collect, organize, and screen resumes before a human ever sees them. While an ATS doesn’t hire anyone, it does determine whether your resume makes it through the first gate — which is why structure, clarity, and relevant keywords still matter.



Using a Resume Format to Gain an Advantage

You may assume that format simply refers to the way you “decorate” your resume, but it’s actually the structure that makes your value scannable for both people and their tools. The right format pulls eyes to the top third, groups like information together (such as summary, skills, and experience), and keeps key facts in live text so nothing gets dropped when systems parse it. In an AI-assisted, ATS-driven flow, structure carries as much weight as wording.

In the next two sections, I explain what shapes your format choices so you can pick the structure — reverse-chronological, chrono-functional, or hybrid — that best flatters your story without raising flags.

[image: Remember] Format is strategy, not decoration. Put what must be seen where it will be seen: role target, branding summary, six to nine core skills, and one to two quantified wins in the top third.


Navigating online application and content parsing

Online applications and applicant tracking systems (ATS) extract, segment, and reformat your resume content before a human ever sees it. Your job is to make sure what you wrote survives the trip, field by field, because formatting directly impacts how accurately your information is parsed and populated during this process.

What changes with parsing includes:


	Apps read your file and map fields (name, title, employer, dates, education) into boxes.

	Some systems strip layout, bullets, and styling. If key info lives in a sidebar, table, or header, it may vanish.

	Pasted content can lose characters (bullets, symbols, smart quotes) or collapse line breaks.



These formatting steps help you maintain control of your message:


	Keep the key facts as normal body text (name, phone, email, city/state, job titles, employers, dates, and education).

	Use standard section labels (summary, experience, education, and skills).

	Use simple bullets and avoid text boxes, columns, tables, and graphics when presenting essential information.

	Keep job titles and dates consistent format-wise (for example, “Jan 2023–Aug 2025”).

	Have a plain-text version ready for portals that only accept paste-in content (very rare today).



Sometimes, instead of (or in addition to) uploading your resume and parsing the content, online applications require you to enter information directly into web form fields. When this happens you will:


	Paste from your OnTarget resume (Chapter 5), then proof every field, especially job titles, employer names, dates, and locations.

	Watch for lost characters (bullets, quotes, em dashes). Fix odd symbols and reinsert line breaks when needed.

	Keep titles and dates in a consistent format (e.g., “Jan 2023–Aug 2025”).

	Use the “Additional Information” box for a one-sentence value line that mirrors your resume branding summary.

	If the site allows a file upload, attach a clean .docx or PDF as backup.

	Save a copy (screenshot/print to PDF) of what you submitted for later reference.



[image: Remember] You don’t have a one-and-done option at your disposal for this process because every online application varies how this process is handled. Even when working with an elite, master resume writer you will still have to carefully check your content when completing online applications.



Understanding resume formats

Resume format refers not to the overall look of your resume but to how you organize and emphasize your information. Different format styles can flatter different histories, but they all aren’t effective when applying online.

Historically, formats have come in three main styles:


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

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

	The hybrid format, which lets you customize how you emphasize both the functional skills and the chronology depending on your unique needs, but with even greater cautions



[image: Remember] Although I guide you through all three styles, you need to create an online reverse-chronological resume (RC). Reserve the other formats for situations where you need to network your way into a job to overcome challenges in your career history or to target jobs that don’t align with your former path.

[image: Warning] And yes, there is such a thing as a fourth type, or functional resume, which focuses primarily on skills and leaves out company names and dates where the work was performed. However, this format presents a big red flag for prospective employers who expect to see employment dates and know something is wrong if they don’t, so avoid temptation to use it under any circumstances.

Table 2-1 gives you a breakdown of when you might want to use a different format solely for a networking version of your resume. Whenever the reverse chronological is a perfect match, use it as your default.


TABLE 2-1 Your Best Resume Format Based on Your Situation




	Your Situation

	Format






	Perfect career progression

	Reverse chronological




	New graduate

	Reverse chronological, chrono-functional, or hybrid




	Seasoned ace

	Reverse chronological unless old jobs are most relevant then hybrid




	Military transition

	Reverse chronological, chrono-functional, or hybrid




	Job history gaps

	Reverse chronological, chrono-functional, or hybrid




	Career change

	Reverse chronological, chrono-functional, or hybrid




	Special issues

	Reverse chronological, chrono-functional, or hybrid




	Multitrack job history

	Reverse chronological, chrono-functional, or hybrid




	Demotions

	Reverse chronological, chrono-functional, or hybrid







[image: Remember] Online, the reverse-chronological resume rules. Even with career transitions and gaps, it’s still your best overall choice. But again, a job search is marketing and an effective job search almost always means networking your way to the right people. If you’ve got big challenges in your work history, networking your way to open doors is the only time an alternate format can be considered. After those doors have opened, then follow up with a clean reverse chronological for formal submission.




Choosing the Reverse-Chronological Format

The reverse-chronological (RC) format, shown in Figure 2-1, is the default for online applications. It lists your most recent roles first and makes it easy for screens (and their tools) to spot recency, scope, and momentum. In this section, you can better understand what RC emphasizes, decide when to rely on it (even with bends in your path), and structure it to pass the first-glance test as well as parse cleanly.

[image: Remember] For any online submission, use RC. Save chrono-functional and hybrid for networking conversations only and still submit an RC resume when asked.


Understanding the reverse-chronological format

The RC format tells your story from the present backward. It puts the newest, most relevant proof on top, which is how hiring teams think: “What have you done lately that matches this role?” When RC most format flatters your story:


	Recency and progression (titles, scope, impact) match the role’s need.

	Real-world context (employers, teams, customers, scale) relates directly to the role.

	Results map to the job posting’s language and priorities.



[image: Resume template with sections for contact, job title, competencies, experience, education, and other skills.]FIGURE 2-1: The tried-and-true reverse-chronological format.


It’s important to understand these scenarios that the RC can obscure along with how you can handle them:


	Career reboot where older work is more relevant: Front-load a strong branding summary and skills that you prove with targeted bullets under job descriptions.

	Short projects/consulting: Group these under one “Consulting” job title and add timeframes with selected engagements.

	Work history gaps: Offer a brief context for the gaps, show upskilling, and let the top third of your resume and your related job descriptions sell you.



To gain a better understanding of the RC format, envision your resume as a reverse funnel that pulls the prospective employer into it (see Figure 2-2). 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 competition (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.

[image: Resume funnel diagram with objective, summary, keywords, and experience sections.]FIGURE 2-2: You’ll use the reverse funnel method to write your resume and strategically present yourself and your qualifications.


Many parsers and AI screeners expect RC structure and standard labels (summary, experience, education, skills). Keeping essentials in plain text improves how your resume is indexed and displayed.

[image: Tip] Think of the RC format as your home base. Even if your career path has bends (gaps, short stints, a career change), you can rely on the RC and use the top third of your resume to control the narrative.

Since gaps happen, you can take these steps in your RC job description, which I delve into more deeply in Chapters 9 and 10:


	Name the context briefly when helpful, always looking for the positive spin. “Full-Time Student (MO/YEAR – MO/YEAR)” or “Volunteer – ABC Organization (MO/YEAR – MO/YEAR)” or Home Care to Family Member – (MO/YEAR – MO/YEAR)”.

	Group short projects or volunteering under one umbrella: “Project Manager, Consulting – Various Contracts – (MO/YEAR – MO/YEAR”).

	Show upskilling during time away, making those the emphasis when possible (courses, certifications, portfolio work). “Project Management Program (Student) – ABC School- (MO/YEAR – MO/YEAR).

	Front-load relevance, strengths, and value in the summary and skills list so screeners see fit before they see gaps.



For a visual example of handling challenges, see Figure 2-3 for grouping short-term contract roles under one position and Figure 2-4 for introducing gap coverage.

[image: Remember] You’re not hiding anything, you’re framing it. The RC format earns trust because it shows sequence and growth.

[image: Warning] Don’t try to “beat” parsing with an alternate format. You’ll only make it harder for humans and systems to understand your value.



Structuring the RC resume

The RC format is one you’re likely most familiar with, but I’ve added in a few marketing points. Here’s a deeper view of how it maps out with the one-page template shown earlier in Figure 2-2. Keep in mind that for most job seekers, even some new grads, this will encompass two pages after you’ve fleshed it out.

[image: Professional experience form with project manager details, job titles, and company information.]FIGURE 2-3: Grouping short-term contract roles under one position.


[image: Professional experience form with sections for education, volunteer work, and family care, including tips for each.]FIGURE 2-4: Introducing content to cover a gap in employment.


[image: Tip] RC parses more consistently across different applicant tracking systems, so use standard section labels, consistent date formats, and plain text for job titles and company names.

You can think of this format as encompassing three zones:


	The “say yes” zone (top third) 

	Focus line: Target role or equivalent

	Branding summary: Three to four lines that explore role, scope, and key differentiators (highly relevant licenses, certifications, and awards may also appear here)

	Areas of expertise: Twelve to twenty-one target-specific skills/keywords





	Experience (most recent first) 

	Header line: Formatted as “Title – Employer, City, ST (MO/YYYY – MO/YYYY)”

	Scope line: Optional as relevant to include team size, budget, product/user scale, key stakeholders

	Bullets: Story-telling around matches for target job formatted with outcome first followed by the action/challenge (incorporating tools/tech, if relevant)





	Education and training/credentials

	Degrees, certifications, licensure (relevant first). Formatted as “Title – Organization Name, Date attained (optional)”

	Professional development if it supports the target role







[image: Remember] Always stick with formatting that helps both parsers and people, including:


	Use standard section labels, such as “Experience” and “Education.”

	Apply plain text for all essential content (avoiding text boxes/columns for contact info, titles, and dates).

	Spell out and abbreviate the first time you introduce a term: “customer relationship management (CRM).”

	Keep tense consistent always using past tense even in your most recent role so that you can share achievement stories.



[image: Tip] It’s critical to always use the OnTarget version of your RC to pick keywords to include and write supporting job description bullets for the job posting in front of you. In Chapter 5 you walk through the steps of creating your OnTarget versions and better yet, in Chapter 6 you can find AI prompts to help you turn your core expertise and experiences into resume magic.

[image: Warning] Be very careful when considering buying decorative plug-and-play templates as quite often they’re created by graphic designers who don’t understand ATS or parsing. As a rule, don’t put anything that is keyword essential in a sidebar, icon, or graphic. Save those elements for items like a testimonial quote from a client or former employer. A graphically enhanced resume can truly help you shine if you work with a true expert, such as a Certified Graphic Resume Architect or Toast of the Industry Award winner in the high-design categories. These professionals understand how to best utilize high-design elements without masking important information that needs to be parsed.




Chrono-Functional Format

The chrono-functional (CF) format, shown in Figure 2-5, leads with what you can do and places the timeline second. In today’s job market, the CF format is a networking-only tool: It can open doors in conversations, showcase transferable strengths, and de-emphasize detours. It isn’t ATS-safe and shouldn’t be used for online submissions.

This section helps you weigh the CF format’s tradeoffs, see where it can be used responsibly along with a safe example, and learn how to structure a CF networking version that pairs cleanly with the OnTarget RC you’ll still submit when asked.


Understanding the chrono-functional resume format

The CF format puts capability first and timeline second. That can help a human reader see fit before they judge when/where you did the work, but it comes with tradeoffs.

[image: A resume template with sections for name, job target, skills, experience, education, and other relevant information.]FIGURE 2-5: A chrono-functional resume format for networking.


The following are the pros of the chrono-functional format:


	Spotlights transferable strengths up front (themes tied tightly to the target role).

	Elevates nontraditional experience (volunteer work, coursework, projects) that prove value.

	Reduces noise from early or off-target roles by subordinating them.



The pitfalls of the chrono-functional format include:


	Parses poorly/looks incomplete because online systems expect reverse-chronological sequencing

	Obscures progression if you don’t connect themes back to roles/date

	Triggers skepticism if it looks like you’re hiding gaps or job-hopping



[image: Remember] The CF format earns a conversation while the RC format gets you through the system. If you think you’re leaning toward the CF format, be sure to check out the hybrid format first, which is covered later in this chapter in the section, “Introducing the Hybrid Format.”

When you think chrono-functional resume formatting, think “door-opener for humans” and not “parser food” for machines. You could use the CF networking version for:


	Career change or when older/nonwork projects show your target match

	Multitrack portfolio (contracting + employment) that would benefit from grouping by themes

	Retun to work/visible gaps where skills-first framing keeps focus on your value

	Military to civilian transition where translation sometimes matters more than sequence

	Off-target recent role with prior roles or projects matching the new target

	Industry pivot where you must show crossover (for example, EdTech to SaaS product)



[image: Warning] Use caution or avoid using the CF format when:


	The job opening asks for an upload or provides an application link.

	A recruiter says they’ll forward your resume (which usually means into an ATS).

	Your RC resume already tells the story cleanly.





Structuring the chrono-functional resume

Frame yourself as the right fit fast in a CF-formatted networking resume. To do this, prove each theme with attributable evidence, and backstop with a mini-chronology to build trust as illustrated in Figure 2-5 earlier. Build it with the following parts:


	The “say yes” zone (top third, just like the RC format) 

	Focus line: Target role or equivalent

	Branding summary: Three to four lines that explore role, scope, and key differentiators (can include highly relevant licenses, certifications, and awards here, too)

	Areas of expertise: Twelve to twenty-one target-specific skills/keywords





	Experience themes (typically three to five sections, but varies) 

	Use theme/function header titles for each that are tied to the target job keywords (for example, Product Strategy, Business Development, Customer Relationship Management).

	Under each theme, add two to four proof bullets (outcome + action + challenge/scope).

	Be sure to clarify in each bullet in which position each took place (for example, “at XYZ Company”).





	Mini-chronology (to earn trust) 

	Employment summary block with “Title – Employer, City, ST (MO/YYYY – MO/YYYY” for each role

	Optional scope line (team, budget, users) for key roles





	Education and training/credentials

	Degrees, certifications, licensure, the most relevant first, formatted as “Title – Organization Name, Date attained (optional)”

	Professional development if it supports the target role







[image: Tip] When opting to create a CF format resume for networking, consider these do’s and don’ts:


	Do map every showcased skill to a role/source somewhere on the page.

	Do keep themes specific and relevant for the target position.

	Don’t hide dates or remove employers.

	Don’t convert this resume style for use in online applications. Always upload/apply with an OnTarget RC.



A CF format resume without sources (roles/dates) raises red flags. Always add the mini-chronology and source lines to keep credibility high.

[image: Tip] Reuse the same top third across CF and RC formats with only the middle content changing. This keeps your brand consistent and saves you time in resume rework.




Introducing the Hybrid Format

The hybrid resume format blends the credibility of a timeline with the flexibility of thematic emphasis. Think of it as the middle path where you keep employers, titles, and dates (so you don’t raise flags), while you selectively elevate earlier, more relevant experience so it isn’t buried.

In today’s job market the hybrid resume is a networking-only strategy that helps you seem like the right fit at a glance, even when your recent role isn’t the best proof. The hybrid format doesn’t hide anything. Instead, it preserves chronology and just adjusts what gets spotlighted first.

[image: Remember] For uploads and portals, use the RC format. Bring the hybrid to conversations, and then follow up with your OnTarget RC resume for formal submissions or uploads.


Bridging gaps without raising flags with the hybrid format

The hybrid format exists to surface relevance without sacrificing trust. It’s ideal when the right proof lives earlier in your story, when the last roles you had don’t reflect the target, and sometimes even when there are work history gaps.

The hybrid format shines for:


	Earlier, on-target roles that are stronger than the latest ones

	Industry or role return (where older jobs on page two of your RC format are relied on for your target)

	Demotion or holding pattern in your work history you don’t want to over-feature

	Recent gap that needs context while focusing attention on value



The hybrid avoids red flags (in networking) because:


	You retain employers, titles, and dates in the format so a reviewer can still trace sequence.

	You add a brief emphasis section to pull forward what matters without deleting the timeline.



[image: Remember] Reuse the same top third across hybrid, CF, and RC formats with only the middle content changing. This protects your voice and brand consistency with employers.

The following are good reasons to choose the hybrid format:


	Your most recent job is off-target, but you have earlier wins that match the posting.

	You’re returning to a prior specialty (earlier experience fits perfectly).

	You’ve had a demotion, lateral, or stopgap that shouldn’t dominate the first glance.

	You need to acknowledge a gap but keep the focus on skills, outcomes, and readiness.



The following are situations in which you should skip the hybrid format:


	Your RC format resume already tells the story cleanly.

	The prospective employer is guiding you straight to an ATS/portal (submit RC).

	You’re tempted to remove dates, which isn’t a hybrid but a big risk.



[image: Remember] The hybrid format is for making the right proof visible early. If you find yourself removing chronology, you’ve left hybrid territory.



Structuring the hybrid format resume

Some employment challenges require the lightest of tweaking to make them blend in (light hybrid), and others require more of a major renovation (heavy hybrid). Always use the smallest move that gets this done.

For a light hybrid (see Figure 2-6):


	Maintain an RC layout.

	Add a one-to-two-line relevance spotlight of positions at the start of the “Experience” section. For example, you might write, “Offering key expertise in <Target Job> through positions as Job Title at Company A, Job Title at Company B, Job Title at Company C, and Job Title at Company.”

	In the most relevant earlier role, expand bullets slightly while tightening and targeting as much as possible your recent off-target role(s).

	Focus the summary and top third of your resume the same as the RC.



When it’s crucial for you to play up a job from earlier in your career but going to a chrono-functional resume would be overkill, it’s time for the heavy hybrid. Build it by following this format (see Figure 2-7):


	The top third should be the same as the RC format (see the earlier section, “Structuring the RC resume” for more details).

	Insert a short “Selected Relevant Experience” block before the full chronology timeline.

	Follow with Full Employment History in standard RC order (with dates).



When opting to create a hybrid format resume, either light or heavy, consider these do’s and don’ts:


	Do keep every role with dates somewhere on the page.

	Do label clearly sections of Selected Relevant Experience vs Employment History.

	Don’t bury essentials in sidebars/graphics and instead keep plain text for titles, employers, and dates.

	Don’t convert hybrid format for online application. Always submit your OnTarget RC.



[image: Resume template with sections for job targeting, competencies, experience, education, and other skills.]FIGURE 2-6: Use the light hybrid to highlight key relevance hidden in your resume layout.


[image: A resume template with sections for job targeting, skills, experience, and timeline. Includes placeholders for personal info and job descriptions.]FIGURE 2-7: The heavy hybrid format highlights an earlier role.



[image: Tip] When opting for a hybrid format for networking, always try to build a light hybrid resume first. If you still can’t surface enough proof above the fold, move to the heavy hybrid. The hybrid format’s job is to prime the human conversation so your RC format resume is a no-brainer when it’s time to apply.

[image: Remember] If a reviewer says, “Send me your resume,” they mean something they can forward into the system. That’s always your OnTarget RC resume.

For more on tackling resume challenges, see Chapters 9 and 10.






Chapter 3

Mapping Out the Parts: Resume Essentials


IN THIS CHAPTER

[image: Bullet] Understanding the sections of your resume

[image: Bullet] Leading with an objective header and strategic branding summary

[image: Bullet] Matching the target job with focused keywords

[image: Bullet] Proving value with experience bullets

[image: Bullet] Streamlining resumes and cutting dangerous clutter



Aprospective employer takes a risk every time they bring someone new onto the team. Are you really a good match for the role and their culture? Your resume’s content shapes the first impression and determines whether you get a closer look. In today’s applicant tracking system/AI reality, the right words in the right place are critical.

This chapter outlines the sections you include on your core resume, including job descriptions, which are presented in reverse-chronological order (see Chapter 2 for more on resume formats). As you build your core version here and in Chapter 4, remember that this is your foundation, but results improve when you tailor it. Use this core to build OnTarget versions matched to specific postings (Chapter 5), and tap smart AI prompts to sharpen language where it matters most (Chapter 6).

[image: Remember] Build it right and tight. A clear core resume makes tailoring your OnTarget versions for specific openings faster and helps hiring teams say “yes” to an interview.



Breaking Down the Parts of Your Resume

[image: Remember] Your resume works because readers, and their tools, can predict where to find things. For ATS (applicant tracking systems) and parsing, you should always use recognizable sections and keep essentials in live text (not hidden in text boxes, images, or tables).

Here are the essential parts that make up a resume:


	Contact information

	Objective header (your target role)

	Branding summary

	Key skills/areas of expertise

	Experience

	Education and training



If it helps you get an interview, you may also include:


	Certifications and licenses (also frequently grouped with Education)

	Endorsements

	Work samples (not actually included, but listed as available)

	Activities and affiliations

	Honors and awards





Listing Contact Details That Get You Found

No matter which format you think you will be using (see Chapter 2 for more on formats), start your resume with your name on the top line and then follow with city/state, email, and phone number. Always use a professional personal email address and a phone number you control. If you have a LinkedIn profile or other relevant professional site, you can include that URL as well.

[image: Tip] 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.

You’ll specifically want to limit contact information to:


	Your name should always stand alone on the top line because that is where human screeners, ATS systems, and parsers expect it to be. Always include your full legal name, and then if you have a nickname, you can include that in quotations.

	An email address is critical because it’s how the majority of employers will initially contact you. Never use a work email address, an email that dates you (like AOL), or an email that isn’t professional (like bigcouchpotato@whatever.com). Your resume will benefit from a simple Gmail address that doesn’t give away your date of birth (DOB), personal hobbies, or family status.

	[image: Warning] Include a phone number where you can most easily be reached. Some employers prefer to pick up the phone and give you a call. So check voicemail morning, noon, and night for timely call returns.


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

	Point prospective employers to a LinkedIn profile or other URL when it enhances your value through recommendations, connections, and your social participation and thought leadership.





Framing Your Focus with a Bold Objective

Your objective is a header, stating the specific role you’re targeting. It sets context for the summary and skills that follow. Nix any long-winded generic sentences and get right to the point. For example:


	Senior Financial Analyst, UX Researcher, Project Manager, Operations Manager, etc.



[image: Tip] Echo the job title, when appropriate, so it’s the same as the job you’re submitting your OnTarget resume for. This immediately shows the prospective employer you believe you are a fit for their exact role. You can tailor your OnTarget resume further to complete that impression and help you stand out and get an interview.

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’re 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 a Branding Summary

If your “Objective” header claims you’re a match for the job, the summary section supports this idea by highlighting why you’re the best candidate for the role out of other qualified applicants. This branding summary of three to five lines signals role, scope, and edge.

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.

[image: Tip] Part 3 of this book contains sample resumes, and links to more online, that illustrate a variety of effective summary strategies and layouts. But Figure 3-1 gives you a quick peek at one such summary. It also contains the objective header statement and key skills section so you can see the entire scope of the marketing strategy in this first third to half page. An effective summary is a results-teaser that makes prospective employers both see that you're qualified and excited to learn more about you.

[image: Remember] A summary is known by many names. Among the most popular are areas of expertise, skills summary, highlights summary, asset statement, power summary, career highlights, career summary, career profile, career focus, summary of qualifications, unique selling proposition, and accomplishments profile.

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


Maximizing your opening pitch

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.

[image: Resume for a Senior Technology Operations Manager position. Lists skills and experience in IT and management. Name and communication address are on the top.]FIGURE 3-1: A strong summary section supports your objective header statement and leads into your key skills section.


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 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.

[image: Warning] 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.



Showcasing your value in a snapshot

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 published a book on a key topic, highlight this accomplishment 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.







[image: Remember] 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 certification is listed as a prerequisite for the position or it positions you as uniquely qualified, 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 ATS systems, to determine whether you make it to the decision-maker and the interview.

[image: Tip] Although there are specific competencies and skills for each type of job, the way they are specifically worded will vary by employer and industry. 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). AI prompts in Chapter 6 will make this a snap.

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


Highlighting hard skills that employers crave

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 of a retail manager, administrative assistant, veterinary technician, salesperson, 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 competencies. (Flip to Chapters 4 and 6 to ID your skills.)



Conveying soft skills with substance

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.”




Proving through Experience

Experience includes your professional experience or work history presented in reverse-chronological order (also known as RC). This section is critical because it’s where you provide 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.

Today’s resume must account for time. So, each position or time block should strive to have your specific job title, employer company name, location (city, state), and month/year dates of employment. Account for each position or timespan in a way that shows progression and promotion whenever possible. There’s more detail about shaping your experience in the following sections.

[image: Tip] For new graduates, those with gaps, or those who are 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 9 and 10 for strategies.


Structuring your professional history

A powerful job description is targeted to the position being applied for and encompasses:


	A hook line is typically presented as a brief initial paragraph that sets the stage for the position by laying out the goal or challenge of the position.

	Proof-stories are typically presented as a series of bullets that follow the hook. These bullets lead with results with a powerful recipe of outcome (percentage/impact/dollar amount) + action + scope/stakeholders. They start with a strong verb and show measurable change whenever possible (for example, “Cut onboarding time 325 by redesigning intake workflow with HR and sales”).



[image: Warning] Get rid of weak, passive phrases like “responsible for.” This phrase should never appear on your resume. Your goal is to stand out from equally qualified candidates with the sizzle only you can offer.



Emphasizing experience that aligns

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 competencies (experiences) and related accomplishments you have for the job you performed. 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 accomplishments include:


	Increased revenues

	Saved money

	Increased efficiency

	Reduced overhead

	Increased sales

	Improved workplace safety

	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 3-2 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 4).

[image: Professional experience section of a resume, highlighting sales and business development roles with key achievements and skills.]FIGURE 3-2: A succinct yet powerful listing of an applicant’s professional experience.





Incorporating competencies with impact

Competencies are the behaviors required to do the work and are often hinted at more than listed. They don’t come in a one-size-fits-all package. To meet the needs of ATS, 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



[image: Tip] Target job descriptions from the company are your friend. You’ll know exactly what to play up by reading what the job requires. You’ll be able to easily apply prompts in Chapter 6 to do the heavy lifting on this process.

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

	Exhibiting

	Illustrating

	Manifesting

	Proving

	Revealing

	Verifying






Making the Grade with Education

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 the best way

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 5.)

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

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.

[image: Tip] 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.


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, medicine, 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.



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.



[image: Warning] Sometimes education can cause more harm than help. This is true with:


	Advanced degrees that overqualify you for the position, such as a doctorate when your bosses aren’t that educated

	Credentials that show your passions and experience may lie in a completely different area

	Status of high school graduation, unless specifically requested in the job ad



If it’s not called for and it could hurt you, it’s best to leave it off and save it for discussions that may come up.



Featuring certifications that matter

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.

[image: Tip] 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 education section so you can add the granting entity and any particulars.



Listing licenses with purpose

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 “Professional Licensing” (if only one license) or “Professional Licenses” (for more than one license).

[image: Tip] 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 granting entity and any particulars.




Gaining Extra Points with Employers

Is there anything else you can add that will strengthen your image after the core sections above? In the next sections you’ll explore other areas of value, including activities, affiliations, honors, awards, and endorsements.


Including relevant activities

Activities can be anything from hobbies and sports to campus extracurricular participation. 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.

[image: Warning] It doesn’t matter how proud of your activities and hobbies you might be. If they aren’t relevant or might hurt you because they’re controversial or dangerous, 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.



Aligning with organizations and affiliations

If you have professional and civic affiliations, especially with leadership roles, these could enhance your value and standing. Be sure to relate these affiliations and roles to reviewers in terms of marketable skills, knowledge, and accomplishments. A high profile in the community (online or local) is particularly important for many professions.

[image: Warning] Again take care to avoid anything that could reflect negatively with a specific employer or give away information about you that isn’t relevant (age, race, religion, politics). Doing your homework on a prospective company or target employer will help you know when to add and when to leave off certain roles and affiliations.



Spotlighting honors and awards

You’re rarely going to make this a standalone section at the end of your resume because awards related to your profession and target deserve to be center stage in your summary or within the job where they were attained.

[image: Tip] 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 local 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 meaningless 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.)



Getting endorsements

Adding a short, flattering quote that supports your unique value offers third-party proof of your claims. Such a quote might be culled from a letter of recommendation, thank you letter, review, or LinkedIn profile endorsement.

Such a quote might appear near the top of your resume, like the one shown in Figure 3-1 (earlier in this chapter) or within the specific job description. 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% cut in Internet access and telephone costs. — Bill Jones, CEO

	For a sales rep at a toner and cartridge shop: Jennifer Robertson’s resourcefulness in getting inside the SoapSuds account and expanding it by 15% 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 12 hours 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.




Trimming Details That Don’t Belong

There are two more (big) categories of information that you should never, ever include on your resume: salary and references. These sections help you understand why these topics should be left off.


Dodging the salary trap

Never mention salary on your resume. Period.

When it comes up on an application, you almost always have to include a specific amount. 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 disadvantage. This is especially true if you’ve been working for low pay — or if you’ve been paid above market.

[image: Warning] Online applications sometimes require you to detail a former salary or future goals. While you have to answer, whenever possible, go with negotiable, open, or flexible instead of including specific dollar amounts.

[image: Tip] Before you reveal your salary requirements, research the market rate for someone with your skills and experience. Start with websites like 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 overprice yourself, be talked into taking a reduced salary, or not even get the interview. You always want to strive to get to the interview and the offer before talking dollars.

[image: Tip] An exception to salary silence advice: Tell recruiters with whom you have a serious interest in working with 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.



Holding off on references

Employment references do not belong on a resume unless an employer specifically asks for them, which rarely happens. 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. It’s assumed that you’ll have those references available when they are requested.

[image: Tip] 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 haven’t done so already, reach out to prior employers, customers, directors of organizations for which you volunteer, professors, teachers, and instructors. Get their permission to have potential employers contact them about you.

Your three to five professionally oriented references should be listed with contact information on a separate page from your resume. You can submit this when applying for a position by uploading it when there is an additional documents option. It’s a proactive way of showing you’re prepared and confident that references support what you’ve claimed.






Chapter 4

Laying the Groundwork for Resume Brilliance


IN THIS CHAPTER

[image: Bullet] Gathering data to draw on

[image: Bullet] Digging up details, challenges, actions, and results

[image: Bullet] Turning all that data into resume gold



Before you write, you collect. This chapter gets you past blank-page jitters by assembling raw material — roles, responsibilities, projects, numbers — and then mining it for proof you can use later. By the end, you’ll have a core resume file that gives you one organized place to keep facts, stories, and metrics that can be tailored into OnTarget resumes in Chapter 5 and transformed with AI in Chapter 6.

[image: Warning] Don’t judge what’s “relevant” yet as you’ll have a chance to edit and refine later. You don’t want to leave anything out because you can’t anticipate what information you’ll need for every future application. In Chapter 5, you can choose what to keep for the OnTarget versions.



Getting Started by Gathering Data

Before you write, take the time to gather a working file of resources. This resource file will turn into your core resume by the end of the process. Be sure to include:


	Resumes: Resumes written in the past three to seven years

	Employment info: Job titles, employers, dates, locations; official job descriptions, performance reviews, and other employment records

	Project details: Briefs/charters, scopes, sprint notes, change tickets, and links or screenshots of deliverables

	Results: OKRs/KPIs, dashboards, uptime/quality/cost reports, CSAT/NPS, and budget deltas

	Forms of recognition: Awards, bonuses, shout-outs, testimonials, and LinkedIn recommendations or endorsements

	Credentials: Licenses, certifications, and degrees or course descriptions that prove skills for new grads or career changers

	Publications: Books, papers, articles, or other published works

	Presentations: Speaking engagements and other presentations

	Affiliations: Roles held (business, board level, social, civic, academic) or related contributions (especially focused for new grads and career changers)

	For new grads or those with a new major credential for job target: Major course textbooks or material, course syllabi, and school’s course descriptions (usually in the catalog)



[image: Warning] If data is confidential, record percent deltas or ranges and keep context at a high level. Don’t export proprietary information from employer systems.

Otherwise, 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 refine your resume.

[image: Tip] Take the time to copy and paste (or retype and organize) documents into a single word processing document. This is typically MS Word because it’s what most corporations use but you may opt to use Google Docs. You will work in this document, rearranging and finessing information, to create your core resume, so the data you need will be easy to access as you continue.

Keep in mind that some of this data may require you to do a little thinking and a little freewriting where you brainstorm on paper or directly into the document. Get your lists and data together now so you can compile your data into a single document of noteworthy information.

Be sure to save your master core file before progressing. Your best option is Core-Resume-YourName.docx.



Compiling the Content for the Basis of Your Resume

If you’ve collected initial documented data (see the earlier section, “Getting Started by Gathering Data”) and combined it into a single file, don’t worry if you have a lot or a little bit of information because you’re not through. Your writing isn’t polished, resume-worthy content for your final resume yet. Instead, you’re likely going to continue dumping information into your document (and saving it regularly to avoid losing it) as you work through this chapter. 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 and responsibilities

You’re going to start with your employment history section (refer to Chapter 3 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, courses, degrees, and even gap-year experiences next and in more depth in Chapters 9 and 10.

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 Month/Year – End Month/Year]

	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 upselling 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 other positions you held in the last ten years. If you’re changing careers or returning to a past profession, do the same for older roles that support your new target as well.

[image: Remember] With your documentation in front of you, you can draft this quickly. Don’t polish yet as these are working notes.

[image: Tip] If you’re missing details for any job description, try:


	Visiting your former employer’s careers page (many post current/archived job descriptions)

	Contacting HR or a former colleague (reconnecting via LinkedIn)

	Performing an online search for your job title + employer name to be reminded of responsibilities

	Looking at Glassdoor.com (www.glassdoor.com) for company-specific information

	Checking industry association career centers for job descriptions





Digging deep to mine for career story gold

After you’ve listed your history and responsibilities, go back and dig for value, which is what changed because you were there. Think of it like following a thread until you reach specifics about challenges you faced, what you did to address them, and the results you delivered.

In an OnTarget resume, you don’t just match the job posting; you also give the employer reasons to pick you over other qualified applicants. That means you sell what you accomplished, not just tell what you did.

[image: Tip] You do this by having concrete stories, which are commonly referred to as CAR stories. CAR stands for:


	Challenge: What problem or goal did you inherit?

	Action: What did you do to address it?

	Result: What happened because of your action?



Start your CAR stories by determining the challenges you faced. Do so by returning to the bulleted list for your most recent job and ask yourself:


	What did you step into on day one — any problems or urgent goals?

	Was this a newly created role? If so, what were the expectations?

	Were you filling a long-vacant position?

	Were you recruited? What issues prompted them to bring you on board?



Brainstorm these answers into your notes. If you’re drawing a blank, consider the following:


	If the organization was already successful, where did you still spot opportunities to improve?

	After you settled in, what processes, costs, or outcomes did you upgrade?



For example, if you were a retail manager, here are threads to consider:


	What were branch sales goals before you started? Were they met? By what percentage each quarter/year, and why?

	What was turnover/dissatisfaction like? What did you change, and what are the new numbers?

	Were branches ranked? Where was yours on day one (out of how many), and where is it now? What did you do to move it?



After considering these questions, a retail manager might come up with something like this:


	Overall Challenges:

	The center needed a full turnaround — rebuild a customer-focused team, win back clients, overcome negative brand perception, and lift revenue by increasing average ticket.

	I took over a poorly performing center with about 80 percent client attrition; ranked twenty-third out of twenty-seven centers.

	Quarterly sales goals were greater than 40 percent below goal.

	Target average sale was $580; actual was $350.

	Customer satisfaction sat at 66 percent; training gaps were evident.

	Inventory shrink ran about 20 percent per month (about $1,200 in losses).

	Center was staffed at three (should be five); all had tenure of less than six months; turnover hurting service and profit.







You can use these notes later to craft a short hook in your job description (more on this later in the chapter), which is one line that sets the scene for your achievements.

After you capture the overall challenge(s), go back to each responsibility bullet for the role and sketch a quick CAR story for that item (one line per responsibility is fine at this stage).

[image: Tip] Mine all your documentation for proof: LinkedIn recommendations, award memos, thank-you emails, and evaluations often contain ready-made CAR material.



Connecting actions to tangible results

Once you’ve listed the challenges for each role (the first element of a CAR story), pair each one with the actions you took and the results you achieved to finish your CAR story. Work within the core notes you’ve already created. For each challenge, jot down one to three actions you took to meet the challenge and at least one measurable result.

[image: Remember] Don’t worry about this core resume’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 earlier sections, your notes might look like:


	Actions prompted by the challenge: 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 on how to upsell platinum level, giving them training materials, scripts, and product knowledge sessions

	Provided add-on role-play demos and weekly client meeting promos; set mini-incentives for staff to practice and adopt

	Reactivated former members with outbound calls (remaining weeks, product credits, service recovery); introduced new leadership

	Hosted open houses to re-engage lapsed clients and showcase services/products

	Launched a referral bonus ($50 in-store credit after four weeks)

	Ran targeted specials to move excess inventory.



Results Achieved:


	Achieved a 50 percent close rate from call to walk-in (vs. 30 percent test-center expectation).

	Upgraded 40 percent of clients from the $350 annual plan to platinum ($580).

	Increased up-front nutrition bar sales by 20 percent via bulk discount offer.

	Improved center ranking from twenty-third to thirteenth in nine months. Reached seventh by Q1 year 2024; maintained status for four consecutive years.

	Began meeting quarterly sales goals in Q2 and continued to do so.

	Earned “Most Improved Center” for four consecutive years (2021, 2022, 2023, 2024).







You’re far more than your responsibilities. When you repeat this step on each position, you’ll uncover the stories that show your value. This material later turns into concise, results-first bullets with a brief hook for each role.




Taking the Next Steps

It’s time to look beyond day-to-day jobs to other areas that show your value. Even if you’re not sure what roles you’ll target, gather this material now. The sections below describe what else you can round up and give you starter language you can adapt into achievements.

[image: Remember] Don’t let the length of this growing document worry you; this is just a resource you’ll be glad you created as you move forward.


Considering other accomplishments

You’re more than your job titles. To paint a complete picture for employers, pull in education, volunteer work, and recognition that support your target jobs. Think about some of the following areas of accomplishment:


	Academics (use when a degree/program/certification drives a pivot):

	List relevant courses and pull short descriptions from the textbook’s table of contents, course description, or syllabi.

	For each course, jot quick CAR (challenge, action, result) notes: What problem or case did you tackle? What did you learn? What did I analyze/build/test/understand? What changed — grade, outcome, deliverable, presentation, adoption?





	Awards: Capture award name, issuer, date, and a one-line “why it matters” for your target. Translate it into a CAR story of strength/value whenever possible.

	Publications and presentations: List title, venue, date, and the takeaway in CAR format.

	Affiliations (volunteer work/leadership): Add organization, role, dates, and one to two CAR notes that expose target skills.





Brainstorming your way to standout wins

[image: Tip] When you hit a brick wall with your accomplishments, try the following plug-and-play strategy to help uncover the value you delivered. Just fill in the blanks and add these statements to your stories.


Saying it with numbers

A few numbers can reveal more than lengthy paragraphs. Apply these to your work history where you can:


	__ (#) 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, thers).





Saying it with percentages

Percentages help readers grasp scope and impact at a glance. Use them to show ranking, goal achievement, cost cuts, and improvements:


	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

Bottom-line impact belongs on a resume. Use dollar figures, savings, revenue, and budget results:


	Supervised entire ______________ (a department) staff, decreasing middle-management costs by ____ ($).

	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 you’re set — you’ve collected the data you need to build your core resume (you will use it to create OnTarget versions in Chapter 5).





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 ad; focus on showing the skills, accomplishments, and experience you’ve built for the type of job you want (think “I’m a chemical engineer” or “I’ma receptionist”). Later you’ll pick the best “diamonds” from your core resume to build an OnTarget resume for a specific posting (see Chapter 5).

To make your experience stand out, there’s no shortcut. You and your data will do some highlighting, copying, and pasting to move from a multipage roadmap to what will likely be a one- or two-page core resume.

[image: Tip] 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 to make sure your hook paragraph is only a few sentences 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 3 walks you through specific content for each of these.)


	Save the file.

Open your word processor and save the document to make repeated saves easier. Include the target role in the file name.


	Set up your contact information.

Place your concise contact information at the top of the page.


	Create section headers.

Add placeholders for the sections you’ll most likely use: objective, header focus statement, summary, key skills/areas of expertise, experience, education, professional affiliations, and so on.


	Fill in the straightforward content.

Knock out the black-and-white sections first such as education since the only selling you might offer here is an honor or top GPA.




[image: Tip] 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 anywhere from 9 to 21 bullets for your Core resume after you go through the content you’ve collected. Check out Chapter 7 for more on keywords.



Tackling your most recent or related experience first

Whether your best proof sits in a recent job, volunteer role, internship, or project from a new degree program, start with your most recent professional experience.

[image: Remember] 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 9 and 10.)

For a traditional, progressive path, focus your effort on the current/most recent position. Your goal is to narrow your content to:


	A hook summary paragraph that sets the scene (role, goals, challenges).

	Supplemental bullets or brief subsections by function showing how you went above and beyond using CAR statements.



To write the hook paragraph, reread your notes for this role and highlight phrases that tell the story, such as:


	“Recruited to …”

	“Company faced …”

	“Recognized for …” / “Achieved …” / ‘Resulted in saving …”




OMIT INTERVIEW-KILLER DATA

Some land mines don’t belong on a resume. Save anything negative for the interview, during which you can explain context. Leave out:


	Firings, demotions, forced resignations, early contract terminations

	Personal conflicts with coworkers or supervisors

	Bankruptcy, tax issues, or credit problems

	Criminal convictions or lawsuits

	Homelessness

	Illnesses you’ve recovered from

	Disabilities that don’t prevent you from performing essential job functions, with or without accommodation





Those highlights help you shape the hook now and will also feed the summary section you’ll write later.

[image: Tip] You might have put together that the word “I” is assumed in the resume and not actually spelled out. When thinking of writing your hooks and bullets, think “I was recruited to …” but write, “Recruited to … .” This is standard and expected in resumes.

With responsibilities and accomplishments, group like items together. If you have several items about budgeting, group them, keep the strongest CAR statements, and trim the rest.

If you can’t find a CAR statement, that’s okay. Keep the bullet on your core resume anyway because you may need it when you build OnTarget resumes. Describe the responsibility as clearly as you can and aim for language that sounds active and value-added. Chapter 7 has plenty of wording ideas.



Focusing on older positions that still count

After you finish your main value position (see the preceding section), the rest go faster. Yes, reread, highlight, and connect the dots so you understand each role’s value. But you don’t need anywhere near the depth you used for the most recent position.

The older or less relevant the job, the less detail it needs. Unless you’re making a major career change that calls for a different approach later, keep it to a brief hook plus a few top-line accomplishment bullets.

[image: Tip] Four employment positions or ten to 15 years is the max you should include, so stop listing and detailing positions at that point. 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).



Playing up other relevant experience

If you have other sections with substance, such as volunteer work (common for career changers), internships, major projects, or community leadership, capture them now. Put more time into what’s recent and relevant, and give the rest a concise note with one to two outcomes.

For help translating seemingly unrelated roles into language that fits your target, visit Chapter 5 on using crossover wording to bridge experience.



Building your brand in the summary section

Finish with your summary section last as you will have combed through your experience, responsibilities, skills, and accomplishments, and now see your unique selling proposition (USP) clearly.

As described in Chapter 3, your USP is the 30-second commercial that shows why you’re not only qualified for the job but also the best candidate. Tie together why you’re a return on investment for the employer. Ask yourself:


	Do you make money or save money?

	Do you turn things around or optimize processes?

	Have you earned notable recognition (awards, publications) or in-demand credentials?



You already captured these details in your notes. You likely highlighted standout phrases so you can use them now. Here’s how to draft it:

Gather all these ideas in one place. Look for standout items or consistent performance 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.”


	Gather the strongest ideas in one place.

	Look for patterns (for example, consistent revenue growth, repeat process fixes, reliability wins).

	Convert these patterns into USP phrases (for example, “Money-maker: rainmaker focused on profit, exceeding goals, and delivering unprecedented financial wins”).



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.

[image: Tip] If you find yourself stumped about what really matters, review target job descriptions on the Internet or jump to Chapter 6 for AI prompts to help you ID what’s important.




Understanding the Purpose of the Core Resume

After you’ve built your core resume (the source and foundation for OnTarget versions), you may want a polished version for networking events and job fairs. These open-ended settings call for a broad view of your strengths, not always a single-target resume. If you choose to hand out your core, make it look its best:


	Save as a new file so you don’t overwrite your master core document.

	Keep it to two pages unless you’re an executive. When in doubt, drop secondary duties or items without clear accomplishments.

	Proofread carefully to catch typos, complex phrasing, and run-on sentences.

	Leave generous white space around the page so it’s easy to skim.

	Use a common, readable font (for example, Aptos 12, Calibri 11 or Arial 10 to 11 point for body text).

	Remove skills you don’t want to market. Being able to do something doesn’t mean you must feature it.

	Draw attention to value with simple emphasis: Bold job titles, italicize accomplishments, and consider short testimonial quotes from bosses. Read more on this in Chapter 8.

	Avoid negative information that could derail an initial impression.







Chapter 5

Crafting Job-Focused Resumes the OnTarget Way


IN THIS CHAPTER

[image: Bullet] Challenging the “good enough” myth and ditching one-size-fits-all resumes

[image: Bullet] Selling yourself with ATS filters, parsing and humans

[image: Bullet] Tailoring your OnTarget resume, even for career changes



Hiring teams don’t read resumes but instead scan fast for proof you’re right for the job, and getting your resume in front of a human is part of the challenge. So this chapter shows you how to convert your core resume (see Chapter 4) into tailored submissions the OnTarget way. Use the info in this chapter to match the role's language, surface the right proof in the top third of your resume, and make sure what you write parses cleanly so it gets past the online upload and ATS (applicant tracking system) process so a human actually sees it.

You’ll challenge the “good enough” myth, see why generic resumes stall out, and learn a simple flow to extract the right keywords from job descriptions and translate your experience with crossover language, without losing your voice or accuracy. By the end, you’ll have a repeatable way to shortcut your path to landing interviews.



Challenging the Myth of “Good Enough”

“Good enough” is how otherwise qualified candidates get filtered out. A generic resume treats every job as the same and asks a busy screener to connect the dots. They won’t. Screeners rapidly scan for proof that matches the specific role, the specific language, and the specific team’s priorities.

Here’s what “good enough” looks like (and why it stalls):


	One resume for all roles: You sound capable but not clearly qualified.

	Vague claims: Promises are made with phrases like “strong communicator” without proof points.

	Old wins, no context: Your wins might have been impressive once but are likely irrelevant now.

	Keyword misses: The language fails to match the keywords specific to the job posting.

	Top third wasted: The best match is buried or the language doesn’t mirror the job posting.



What works instead — the OnTarget approach:


	Pick a target. Every submission mirrors one posting (title, team, focus, and so on).

	Translate, don’t invent. Use job posting terms that match your real experience.

	Prove it up top. Place role match, key qualifications, and supportive wins in the top third.

	Keep it RC (reverse chronological) for portals. Use structure so parsers read titles, dates, and employers cleanly as discussed in Chapter 2.

	Cut the extras. If it doesn’t show a match to this job, it isn’t OnTarget.



[image: Remember] OnTarget isn’t a rewrite of your career but a curation of your core resume. Choose keywords and supporting proof that make it easy for a prospective employer to see that you’re a match for the job.

[image: Tip] Before tailoring, ask: “If the hiring manager only skimmed the top third, would they see an obvious match?” If not, move stronger proof up or rewrite using the posting’s terms. Chapter 6 provides you with AI prompts to make this process easier.

[image: Warning] Don’t keyword-stuff your resume. If a term appears up top, prove it once in your “Experience” section with a concrete result.



Turning a Generic Resume into an Interview-Generating Resume

Your resume isn’t a buffet where a screener samples what they like. A generic version usually gets filtered out before a hiring manager ever sees it. Consider the path it takes in twenty seconds:


	Resume is parsed for titles, employers, dates, and key skills matches.

	Auto filters trim by keywords, title, years, location.

	Human skims six to ten seconds looking for supporting hot points.

	Shortlisted, if you survive it all, and many move on while most don’t.



It can stall if there’s a language mismatch; the top third doesn’t express role match, skills, or quick wins; or your “Experience” section doesn’t provide keyword proof. But I can help you fix it. These sections explain how to set your resume up for the best chance of getting placed in the interview pile.


Parsing the first glance

The first person who sees your resume is rarely the hiring manager. It’s usually a busy screener who gives each resume a 6-10 second look for obvious fit. If your match is clear, you make the “maybe” pile; if not, you’re out.

Make the top third do the work:


	Target focus objective line: Match or mirror the job title.

	Branding summary: Include what you do, at what scope, and how you deliver value.

	Areas of expertise: Use employer’s terms from the posting (as they match your skill).

	Highlight wins: Emphasize examples of results you deliver with a recent, qualified example or overview.



Format for skimming:


	Use short bullets, clear section labels, and generous white space.

	Keep job titles, employer names, locations, and dates in a clean, consistent pattern.

	Avoid dense paragraphs, tiny fonts, and decorative elements that compete with text instead of showcasing it.



Language alignment:


	Prefer the posting’s exact vocabulary to translate and not invent.

	Spell out acronyms the first time used.



Error-free basics:


	Proofread names, numbers, and dates.

	Keep tense consistent using past tense, even in your current role for past-tense achievements.

	Ensure contact information is professional and located at the top.



[image: Tip] Cover everything but the top third of your resume. Would a stranger see your target, aligned skills, and why you go above and beyond other qualified candidates? If not, move stronger proof up.

[image: Remember] It’s not enough to be qualified; you’ve got to sell your unique brand and value that’s going to excite prospective employers. If it’s not obvious yet, it won’t be obvious later to get you in the door.



Parsing through applicant tracking system filters and bots

Most applications go through ATS software first. The system reads titles, employers, dates, and skills, and compares them to the posting. Only strong matches reach a human screener.

Make parsing easy:


	Use RC structure and standard labels (areas of expertise, experience, education).

	Keep essentials in body text and not in headers/footers, sidebars, text boxes, icons, or tables.

	Maintain a consistent pattern: Title – Employer, City, ST (month/year – month/year).

	Use simple bullets and common fonts (Calibri, Arial, Aptos, Times New Roman).

	Upload a .docx or PDF resume.



Make relevance obvious:


	Use the posting’s exact terms in “Areas of Expertise” and prove you’re match-worthy in the “Experience” section.

	Place role match, aligned skills, and winning highlights in top third.





Landing strong with decision-makers

If your resume reaches the hiring manager, the bar goes up. Because of prior screening, they already know you’re a fit. So now they need to confirm not only your match for the role but also what makes you stand out against the competition, making you worthy of their time in an interview. To stand out, target each section on purpose:


	Objective header: Mirror the job title.

	Summary: Connect your scope to their priorities and include proof.

	Areas of expertise: Use employer’s terms from the posting.

	Experience (RC): Lead with hook followed by result-first bullets that map directly to key requirements.

	Education/Training: Include only those items that advance your candidacy for target roles.



[image: Tip] Stand out with CAR stories and bullets ordered by relevance. See Chapter 4 for CAR gathering and Chapter 3 for section structure.




Aligning Your Resume to the Role Using Crossover Lanugage

Once upon a time (typewriters, photocopies), customizing a resume was painful, so the generic version was the norm. Today it’s the opposite and using the OnTarget approach where you curate a resume from your core and speak a particular employer’s language is the only way forward.

[image: Tip] Picture a bridge between your experience and the employer’s world. If they speak healthcare and you speak engineering, your language won’t make sense unless you translate your work into their terms. That’s crossover language: relaying the message of your resume in the employer’s vocabulary.

[image: Remember] In the following rare cases, a generic resume is okay:


	Job fairs: Bring a clean two-page core that fits the type of role you are seeking for initial contact. Follow up with an OnTarget version.

	Single job focus: If you truly chase one role in one niche, one strong resume can work, but you should still tweak it for major postings.

	Networking/references/social: Share a general resume or maintain a broadly consistent profile. Respond to leads with an OnTarget version.



An employer knows what they want in a candidate, and they signal this through keywords and phrasing in the posted job description. So to spoon-feed a prospective employer what they’re seeking, start by mining keywords from the job description. You can use these to refine your core resume to one that’s OnTarget for this particular position.

[image: Tip] If the job description is vague, find three to five similar postings for the same job title and spot common terms and phrases that you can use as keywords. Then go beyond postings for vocabulary: Check the Occupational Outlook Handbook (www.bls.gov/ooh/), run general searches by job title, and scan professional associations for role definitions and core responsibilities.

What you can usually infer from a job posting:


	The objective header you should use (mirror the job title)

	What the employer values (play up in your summary, keywords, and experience bullets)

	The key skills/keywords to list in “Areas of Expertise” and then prove in “Experience.”

	The crossover wording that translates your past into the new field’s terms (more on this in the later section, “Translating experience with crossover language”).



Also note how they label people, work, and outcomes:


	People: Patients, members, stakeholders, key decision makers

	Work: Sell vs consult, implementation vs. deployment

	Products: Cardiothoracic medical devices vs. high-tech equipment



Then revise wording from your core resume with the following workflow so your OnTarget draft uses those terms, without changing the facts:


	Mark the must-haves. Highlight title, required skills/tools, and outcomes (quota, retention, uptime).

	Build a keyword list for “Areas of Expertise.” Use the posting’s exact terms whenever possible.

	Map proof to terms. Share CAR stories in the “Experience” section with concise, result-first bullets.

	Rewrite the top third. Align your objective header, summary, and areas of expertise.

	Cut conflict noise. Remove content and words that don’t support the goal (for example, retail/ops details that don’t help outside sales).



[image: Remember] Keywords belong in two areas: up top in Areas of Expertise and in Experience. Mirror the employer’s terms and don’t stuff them in — make them flow organically.

Figure 5-1 shows a core one-size-fits-all resume for a job seeker who is overqualified for their target position. In Figure 5-2, the same job seeker appears perfectly qualified for this job.

[image: Warning] Only use language you can defend in an interview. Learn the basics, check usage and context, and be ready to explain your work in that vocabulary. The AI prompts in Chapter 6 will help greatly with this.

Figure 5-3 shows an example of revising a job summary with crossover language to shift from home cabinetry phrasing to project management terminology to match the target role.

[image: A resume for a retail management professional. It lists key competencies and professional experience. Name and communication address are at the top.]FIGURE 5-1: This core one-size-fits-all resume for a job seeker who last held a position in retail operations management makes them overqualified for targeting a sales position.


[image: Resume sample with professional experience, key competencies, and contact information.]FIGURE 5-2: 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.



TO CLONE OR NOT TO CLONE: MIRRORING AD LANGUAGE

Yes, mirroring the exact words from the posting whenever they truthfully fit is what you must do. Software often prefers exact matches, and busy screeners might miss synonyms. ATS also checks how you used the term: Listing CRM helps, but proving you used it to achieve something, like lifting retention, helps more. (For parsing basics, see Chapter 4).



[image: Resume snippets showing job descriptions and responsibilities before and after a career change.]FIGURE 5-3: An example of revising a job summary using crossover language.


[image: Tip] Not sure which words to use? In Chapter 6 you’ll get AI prompts that extract terms from a posting, suggest accurate crossover phrasing, and help you draft your Experience bullets from your Core.

[image: Remember] Save each OnTarget version you create. When a similar role appears, open that file, tweak as needed, and you’re submission-ready in minutes.





Part 2

Crafting Resumes That Command Attention


IN THIS PART …
 

	Apply AI to turn your core into OnTarget resumes.

	Discover how to choose words that sell your strength and match you for target roles.

	Refine design for instant appeal that lets you stand out against the competition.

	Understand how to revise your resume as you grow in your career.

	Tackle pivots and roadblocks to put your best foot forward.







Chapter 6

Turning Core Content into Gold with AI


IN THIS CHAPTER

[image: Bullet] Getting efficient with AI

[image: Bullet] Steering clear of common traps caused by AI



If you have a core resume (see how to build one in Chapter 4) that you’ve tailored into an OnTarget version (see Chapter 5 for how to do this), you can use AI as a drafting assistant. Never use AI as a decision-maker, but do use it to speed up wording, identify the best keywords, and keep formatting crisp for parsing. In this chapter, I detail how you can supply the strategy and proof so the AI of your choice can help you convey your message faster and cleaner.



Writing Faster and Smarter After You’ve Done the Thinking

AI can speed up your writing, but you must first do the actual thinking because AI can help you write faster but it can’t decide your target role, priorities, or what your story should be. You should already have built your core resume (Chapters 3 and 4) with responsibilities, CAR stories, metrics, scope, and tools. Now you can quickly tailor that content with prompts to a target job without losing your voice or accuracy. This helps you create an OnTarget resume for a specific job posting (see Chapter 5 for more about OnTarget resumes and how to write them).

[image: Remember] Here’s how you can use AI after you’ve done the thinking:


	Analyze the job posting to surface role-specific keywords, skills, and priorities so your resume speaks the employer’s language.

	Generate or refine a targeted branding summary that connects your scope, strengths, and ROI (return on investment) to the role.

	Transform core resume bullets into result-first, ATS-clean power statements that highlight your impact, metrics, and relevance.



Any modern tool works (ChatGPT, Claude, Copilot). Paste only what you’re comfortable sharing and always proof for accuracy because AI is known to make things up.

[image: Tip] Keep your core document as the single source of truth. Every OnTarget version starts there and snaps back to it. So don’t change the core version. Instead, save a new version of the core to refine your OnTarget version with AI.


Finding the fit and extracting keywords

Hiring teams (and their tools) judge how well you fit by the exact words you use. Your first AI task is to compile a clean list of target keywords you can mirror in your “Areas of Expertise” section and later for your “Summary” and bullet rewrites in your “Experience” section.

Follow the prompting process below to identify key job description content and find your fit for the role using your core resume. Make sure you have the job posting and your core resume handy. Just input the prompt content and recommended resources detailed in the following steps into your AI tool:


	Identify keywords from the job posting.

	Prompt: “From the job posting below, extract the high-value keywords, skills, and requirements. Group as must-have vs. nice-to-have. For each, add a common synonym/variant (e.g., account management / client success), flag any licenses/certs, and return as a compact list I can consider for pasting into my resume keyword section.” [Paste the job posting before hitting enter/go.]

	[image: Tip] The AI tool now has that data so as long as you stay in the same discussion as you move through these steps, you won’t have to re-upload information. It’s a solid idea to name each AI conversation with the job title and company name so you can return to it to craft follow-up letters or other targeted tools.






	Determine how well you fit the job posting. With this next prompt you will identify how close of a match you are to this role and also identify crossover terms (see Chapter 5) to play up when the fit isn’t perfect. 

	Prompt: “Based on my core resume notes that I will paste (or upload) below, map which must-have items I already demonstrate, where I have adjacent experience, and which crossover terms I should use so my background reads as on-target. Keep it to a short table with the headings: requirement, proof/source, suggested wording.” [Paste or upload your core resume before hitting enter/go.]







With these two prompts you have a solid map for what to include in your two-to-three-column Areas of Expertise keyword section that follows your summary, and you can understand if you’re a solid match for the role.

[image: Tip] It’s a good idea to apply for roles where you meet the majority of the must-haves and at least 70 to 80 percent of the nice-to-haves with adjacent/crossover proof. Otherwise, save your time and network first.



Prompting powerful summary statements

Your summary is the advertisement for you. It must demonstrate how you’re not only qualified but a candidate who offers a return on investment in making or saving money, improving quality or satisfaction, or other wins that demonstrate your value. Keywords win relevance, and hooks win persuasion.

For these prompts you will need the target job description (posting), your areas of expertise (get these by using the steps in the earlier section, “Finding the fit and extracting keywords”), and the job description section of your core resume.

Using the same AI conversation from the earlier section, input the prompts from the following steps to create a summary statement (if you use a new conversation, you’ll have to upload information, like your core resume, instead of asking AI to recall it):


	Draft a results-first, ATS-clean branding summary.

	Prompt: You are a Master resume writer helping me write a resume branding summary for the role [Target Title] at [Company]. Using the job posting and core resume I previously uploaded: (1) Start with a focus line: “[Target Title] — [primary scope/industry/edge]”. (2) Then write 3–5 tight lines that sell ROI (faster, better, more profitable/efficient/risk-reduced), using employer language and metrics where accurate. (3) Weave in 3–6 of the most relevant items from my Areas of Expertise, but naturally, not as a list. (4) Avoid clichés (“results-oriented”), buzzy fluff, and anything I can’t prove. Keep it ATS-clean (plain text, no icons). Here are my core resume Experience highlights. [Paste or upload core resume before hitting enter/go if you’re using a new AI conversation.]





	Select from branded summary options.

	Prompt: Using the exact same inputs, generate 2 alternate summaries: (1) Strategic (market/financial impact forward) and (2) Operational (execution/throughput/quality forward). Keep both to the same 3-5 lines. No new facts.

	Pick the summary that fits the job description best: If the description leans toward market/financial impact (revenue, growth, CAC/LTV, share), choose the Strategic version. If the description leans toward execution/throughput/quality (SLAs, uptime, cycle time, defects), choose the Operational version.

	[image: Tip] Blend both summaries if needed. (You can ask AI to do that as well). You can steal one strong line from the other version as long as you don’t exceed total length and keep proof intact. It’s also a good idea to save both variants in case you need to swap them in future similar postings.






	Tighten without losing power.

	Prompt: Reduce to </= 67 words, preserving metrics, scope, and employer keywords. Replace any vague claims with concise proof. Keep the focus line.





	Add more proof (optional).

	Prompt: Add one final, single-line proof element that begins with an outcome (number or %), then names the lever (how). Example pattern: “Recognized for saving time – cut onboarding time 43% by standardizing CRM workflows across 3 regions.





	Add an early career or pivot variant (optional).

	Prompt: Create a variant for [student / career-changer] that sells transferrable ROI using my projects/volunteer work/certs. Keep 3–5 lines and stay honest about scope.







[image: Tip] Keep your focus line (Objective Header) literal: “Product Marketing Manager — B2B SaaS, PLG, GTM Launches.” That clarity speeds both human scanning and parsing.

[image: Warning] Never let AI invent numbers, brands, or credentials. If a line isn’t provably yours, cut it.



Transforming raw content into a results-driven resume

You’ve got a core resume full of responsibilities, CAR stories, metrics, scope, and tools; along with your target job posting. This section turns that raw clay into clean, powerful statements: results-first, ATS-focused, keyword-matched lines that a human can skim in seconds.

Use this one-shot “Select + Rewrite” process to have AI do the heavy lifting. You’ll want to start with your most recent/relevant position because that’s where your focus is if you’ve had a progressive career path. Then follow these steps:


	Select and rewrite experience content.

	Prompt: Your goal is to use my Core resume bullets and content from [Job Title] at [Company] in order to select the ones that best match this target job and rewrite them as 1–3 lines max, ATS-clean power statements in the shape Outcome, followed by Action, then followed by Scope/Tools. The voice should be concise, professional, no “I”, no fluff with power verbs. Mirror the target job’s language naturally with no keyword stuffing. Past tense. Priorities lie in proving better/faster/cheaper/safer (ROI), quantify where true, keep nouns and titles plain text. Deliver: (1) 1-3 line max summary section for the role that incites interest and creates a hook that brings the value and achievement of the position together. (2) Rewrite and condense 6-10 bullets for the target role that prove required key job target experience and are results-focused. [Paste or upload your experience job description before hitting enter/go.]

	You should now have a strong, but short, opening introduction paragraph followed by a series of bullets.





	Order and trim.

	Prompt: From the bullets you just produced, remove duplicates, tighten content to 1-2 lines each when possible, order them strongest-to-least based on the job posting, and give each a theme title at the beginning (for example, “Strategic Planning,” “Customer Service”). If two lines say the same thing, merge into the stronger single bullet. Return only the final list in priority order.





	Repeat this two-step process. Do the first two steps for one to two more positions, max, on your resume before applying the next prompt.

	Adjust earlier positions that still fall within a ten- to fifteen-year work history.

	Prompt: Your goal is to use my core resume bullets and content from [Job Title] at [Company] in order to create a powerful results-first position overview summary of no more than 3-4 lines. Sum up the Outcome-Action-Scope/Tools to create a hook that mirrors the target job’s language naturally with no keyword stuffing. No “I”, no fluff with power verbs. Past tense. Priorities lie in proving better/faster/cheaper/safer (ROI), quantify where true, keep nouns and titles plain text.







What you have now are concise, results-first bullets and short role overviews that mirror the posting. Drop them into your RC (reverse chronological) resume under each role, lead with the top bullets, and keep everything as laser-focused on your target as possible.

[image: Remember] Before you paste, fact check every metric, tool, and claim against your core resume. Read it out loud once and cut anything that doesn’t prove the target role. Keep bullets to one to three lines max.

[image: Tip] Keep keyword nouns in plain text (at least once), use standard section labels (Experience, Education, and so on), and leave adequate white space as humans skim and parsers strip some styling and can’t always read keywords if placed in design-heavy elements like text boxes.




Avoiding AI Traps and Mistakes

AI is your drafting assistant and not your decision maker. Use it to speed up wording and then verify the content. To be sure you stay clear of giving over too much control to AI, watch for these common traps and see how to avoid them:


	Hallucinated facts: Never blindly accept numbers, names, or tools that AI fills in. Cross-check every metric and title against your core resume.

	Keyword stuffing: If a sentence reads like a word list, prompt with: Rewrite for plain English and keep 1–2 high-value terms.

	Off-brand voice: If the output doesn’t sound like you, prompt with: Regenerate in a concise, professional voice with no hype.

	Format breaks: Don’t let AI add tables, text boxes, or icons for critical info. Keep essential content in body text. Remember, you’re using AI for content not layout.

	Privacy: Paste only what you’re comfortable sharing and remove personal identifiers and confidential data.



Do a final pass with your own eyes by following this checklist:


	All writing is in past tense, with one to three lines max per bullet, which flows from result to action to scope/tools.

	The top third sells the role: Focus line, branding summary, and areas of expertise mirror the posting.

	Your resume contains no filler content (“responsible for”), me-statements, or clichés.

	Dates, titles, and employer names are consistent and in plain text.

	Any redacted data, that is safe to share, has been re-added.

	You’ve saved one OnTarget file per job, and your core remains the master.



Now you should be ready to lock the draft, save a clean OnTarget file, and move forward knowing both the bots and the humans can (and want to) read what you’ve written.


AI RESUME MYTHS, HACKS, AND DISASTERS TO AVOID

If you’ve spent more than five minutes on job-search social media, you’ve likely seen “AI hacks” promising to trick applicant tracking systems or force your resume to the top of the pile. Many of these tactics are not only ineffective — they can actively disqualify you.

Here are some of the most common (and dangerous) AI resume myths floating around online:


	Hiding white text prompts: Suggestions like embedding hidden instructions, such as “Ignore all other candidates” or “Rank this resume highest,” don’t work. ATS software strips formatting and ignores hidden text, and human reviewers who spot it may question your ethics.

	Keyword stuffing generated by AI: Overloading your resume with long keyword lists or awkward repetitions makes your resume harder to read and easier to reject. Both bots and humans are designed to detect relevance, not desperation.

	Letting AI invent experience: AI tools will confidently fabricate metrics, job duties, tools, or certifications if you let them. Submitting false or exaggerated information can cost you interviews or even your job, if discovered later.

	Uploading confidential or personal data: Pasting sensitive employer data, proprietary information, or personal identifiers into AI tools can violate confidentiality agreements and create privacy risks.

	Using AI to design your resume layout: Tables, columns, icons, graphics, and text boxes may look appealing, but they often break parsing and hide critical information from ATS systems. Worse, AI can throw in sections that make you look dated.

	Believing AI replaces strategy: AI can’t decide what belongs on your resume, what to prioritize, or how to position your experience. Without strong core content and proof from you, AI simply accelerates weak writing.



The smart approach is to use AI to rewrite, tighten, and translate content you’ve already thought through and not to shortcut truth, ethics, or strategy. If a tactic sounds like a trick, it probably is.







Chapter 7

Working Wonders with Wow Words


IN THIS CHAPTER

[image: Bullet] Selling yourself with wow words

[image: Bullet] Sharpening winning words with AI

[image: Bullet] Getting grammar and spelling tips



Words do the heavy lifting on a resume, but you don’t need to be adept with a thesaurus to fine-tune your phrasing. In this chapter I focus on action verbs that turn flat, “responsible for” lines into energetic, results-first bullets while keeping keywords in view. I help you pass the scan and impress the human by showing you how to get the most out of your action verbs in this chapter. You can see how to pair them by leading with an outcome followed by a strong verb as well as ground them with keywords that mirror the job description.



Understanding Wow Words

Wow words are the intentional word choices that make your resume clearer, stronger, and more persuasive at a glance. They come in two flavors, both of which matter:


	Action verbs (this chapter’s focus) bring your stories to life: revived, streamlined, negotiated, engineered. They make bullets dynamic and outcome-driven instead of flat “responsible for …” statements.

	Keywords are usually nouns that match search terms and requirements (you can meet them in Chapters 3 and 4 and get prompts for them in Chapter 6): CRM, OSHA compliance, Python, revenue operations.



[image: Remember] Keywords help you get found and pass screens; action verbs help you get chosen. So use them together for the biggest impact.

[image: Tip] In this edition I limit wow words to just verbs in this chapter, but you can visit the online companion website for a variety of industry-specific keyword skill lists and other related resources. Visit it by going to www.dummies.com/go/resumesfd9e.



Sparking Action with Wow Verbs

Use lively, energetic verbs to communicate your abilities and accomplishments while focusing on words of power and substance. Try out some of the recommended wow verbs in these sections, organized by job posting role, and use the ones that are authentic for you.

[image: Tip] Looking across the lists, you can find verbs that fit almost any role. Start with a result, pick a precise verb, and then anchor it with keyword nouns. Avoid reusing verbs and strive for original use for each bullet.


Administration and management




	advised

	initiated

	prioritized




	approved

	installed

	promoted




	authorized

	instituted

	recommended




	consolidated

	instructed

	redirected




	delegated

	launched

	reorganized




	developed

	integrated

	reviewed




	diagnosed

	managed

	revitalized




	directed

	mediated

	scaled




	drove

	mentored

	spearheaded




	ensured

	monitored

	streamlined




	examined

	negotiated

	strengthened




	eliminated

	originated

	supervised




	guided

	overhauled

	transformed




	headed

	pioneered

	trimmed




	influenced

	presided

	validated









Communications and creativity




	addressed

	edited

	proofread




	arranged

	enabled

	publicized




	assessed

	facilitated

	published




	authored

	influenced

	reconciled




	branded

	initiated

	recruited




	campaigned

	illustrated

	reported




	conducted

	introduced

	revitalized




	created

	localized

	scripted




	curated

	narrated

	shaped




	demonstrated

	pitched

	storyboarded




	designed

	planned

	summarized




	developed

	presented

	translated




	directed

	produced

	visualized









Sales and persuasion




	advocated

	launched

	recruited




	centralized

	liaised

	repositioned




	championed

	managed

	resolved




	consulted

	mediated

	reviewed




	evangelized

	negotiated

	saved




	forecasted

	nurtured

	secured




	identified

	planned

	solved




	implemented

	presented

	spearheaded




	improved

	promoted

	stimulated




	increased

	proposed

	surveyed




	influenced

	prospected

	targeted









Technical ability




	analyzed

	expedited

	operated




	architected

	fabricated

	optimized




	automated

	facilitated

	pioneered




	classified

	generated

	reduced




	compiled

	improved

	refactored




	configured

	increased

	researched




	conducted

	installed

	restored




	containerized

	integrated

	revamped




	deployed

	interfaced

	streamlined




	designed

	launched

	supplemented




	detected

	managed

	surveyed




	developed

	migrated

	systematized




	eliminated

	modified

	tested




	engineered

	monitored

	upgraded









Office support




	administered

	documented

	onboarded




	allocated

	drafted

	ordered




	applied

	enacted

	organized




	assisted

	evaluated

	planned




	balanced

	facilitated

	prepared




	budgeted

	formatted

	prioritized




	charted

	implemented

	reconciled




	completed

	improved

	scheduled




	contributed

	instituted

	solved




	coordinated

	liaised

	supported




	defined

	logged

	triaged









Teaching and training




	accommodated

	designed

	innovated




	adapted

	developed

	instituted




	assessed

	effected

	instructed




	augmented

	empowered

	integrated




	briefed

	engaged

	introduced




	built

	evaluated

	mentored




	certified

	expanded

	modeled




	charted

	facilitated

	onboarded




	coached

	formulated

	presented




	conducted

	generated

	revolutionized




	conveyed

	guided

	summarized




	delivered

	implemented

	trained




	demonstrated

	initiated

	upskilled









Research and analysis




	amplified

	detected

	invented




	analyzed

	discovered

	investigated




	articulated

	documented

	measured




	assessed

	evaluated

	modeled




	benchmarked

	examined

	pinpointed




	calculated

	experimented

	planned




	charted

	explored

	prepared




	collected

	extracted

	quantified




	compared

	focused

	segmented




	compiled

	forecasted

	surveyed




	composed

	generated

	tested




	conducted

	identified

	synthesized




	consulted

	interpreted

	validated









Helping and caregiving




	administered

	educated

	reassured




	advised

	empowered

	recognize




	advocated

	expedited

	rectified




	assessed

	facilitated

	referred




	assisted

	fostered

	reformed




	boosted

	furthered

	rehabilitated




	collaborated

	guided

	represented




	consoled

	helped

	served




	coordinated

	liaised

	settled




	consulted

	monitored

	supplied




	counseled

	nursed

	supported




	de-escalated

	nurtured

	stabilized




	demonstrated

	optimized

	streamlined




	diagnosed

	promoted

	treated




	documented

	provided

	triaged











Financial management




	adjusted

	eliminated

	purchased




	administered

	exceeded

	reconciled




	allocated

	financed

	reduced




	analyzed

	forecasted

	reported




	audited

	funded

	researched




	balanced

	generated

	reshaped




	budgeted

	hedged

	returned




	calculated

	increased

	revised




	capitalized

	invested

	saved




	decreased

	managed

	secured




	developed

	modeled

	solicited




	disbursed

	planned

	supplemented




	distributed

	projected

	systematized










Wowing Your Way to More with AI

Chapter 6 gave you fast-action prompts, but here’s how to use AI to sharpen verbs and keep bullets punchy while preserving your voice:


	Verb upgrade: Paste a dull bullet and ask for three alternatives that start with stronger verbs and keep the same facts (no embellishment).

	Outcome-first flip: Ask AI to reorder each bullet to start with the result, then the action and challenge (see Chapter 4 for more on CAR stories).

	Jargon check: Have AI swap insider jargon for language used in the target job description (you still verify for accuracy).

	Duplications delete: Ask AI to flag repeated verbs and suggest varied, authentic options.



[image: Warning] AI is known to make stuff up. Check facts before adding data to your resume.



Polishing Resume Language

Resume language isn’t conversational so keep it tight and professional. Drop first- and third-person pronouns; start lines with a verb; and skip most articles unless they clarify meaning. Use past tense in job descriptions, even for a current role because you’re reporting completed results, and split long sentences. Finally, don’t just rely on spell-check but visually triple-check spelling, names, titles, tools, and numbers.

[image: Remember] Active verbs + consistent past tense + short, clear lines = winning content.

[image: Warning] One misspelling is enough to screen you out. Employers connect that with lack of quality focus. Read your resume back to front and have someone proofread it.





Chapter 8

Refining Your Design for Maximum Impact


IN THIS CHAPTER

[image: Bullet] Designing for digital first and print second

[image: Bullet] Making small choices for big impact

[image: Bullet] Giving your qualifications breathing room

[image: Bullet] Choosing an overall look that supports your story



Good design isn’t decoration but how you make your resume easy to scan, easy to trust, and easy to say “yes” to. A well-designed resume guides the eye to what matters most for the job you’re targeting. It’s appropriate for your level, relevant to the role, and effortless to read on-screen.

Content still wins, but it only gets read when your layout helps busy reviewers find the proof fast. Smart design choices create a clear path through your document so a screener can answer in seconds:


	Why are you contacting me?

	What can you do for us?

	How do I know you can do this here?

	What makes you stand out from equally qualified candidates?



[image: Remember] Design for humans and their tools. Keep essential text (section labels like Summary, Experience, Education; job titles; employers; dates; contact info) in live body text so it parses cleanly when you upload a .docx or PDF.

Your resume can be both visually polished and still ATS-clean. While you may network with an alternative format (see Chapter 2) to overcome initial gaps or concerns, when it comes time to apply, make sure you stick with the reverse chronological (RC) for proper parsing.



Arranging Your Layout for Instant Appeal

When your resume feels like a page out of a dictionary, no one reads it. The instinct to “fit everything in with small fonts, tight spacing, and heavy blocks of text” usually backfires. Those elements overwhelm the eye and exhaust the reader. Even niche recruiters won’t often fight to find your value if dozens of easier-to-read options are waiting.

Instead, give your words breathing room. A little white space makes your resume look confident, modern, and professional but never empty. That may mean trimming sentences, simplifying phrasing, or choosing a cleaner sans-serif font that conserves space without looking cramped or being too small. Slight adjustments to line spacing or margins can help, as long as the page still feels open and balanced.

In this section, you’ll see how small design choices for spacing, margins, and structure will create an instant visual welcome that encourages hiring managers to keep reading.


Measuring your margins with intention

White space isn’t wasted space because it’s what makes your resume readable and modern. Think of margins as the frame that gives your content room to breathe. For top and bottom, margins never go below 0.5 to 0.6 inches and side margins never below 0.7 to 0.8 inches. Going smaller risks a cluttered, cramped look while going larger than 1 inch can make it appear as though you don’t have enough value to share.

[image: Warning] Full justification (even right and left edges) may look polished but can create distracting “rivers” of white space running down your text. If you can’t eliminate those gaps by rewording, switch to left alignment/justification for a cleaner, more natural read. The goal is easy scanning, not rigid symmetry.



Balancing blank space for readability

Left alignment is standard and reader-friendly, but sometimes it can leave too much open white space on the right side of the page. Scan your layout for wide gaps or uneven areas that make the page feel lopsided. A balanced layout helps guide the eye naturally through your content.

See Figure 8-1 for a before example with uneven white space and Figure 8-2 for an improved version that uses columns, bullets, centering, and indenting to create a cleaner, more inviting flow.

[image: Resume excerpt. Professional experience, education, and training sections are listed with job titles, company names, and degrees.]FIGURE 8-1: This snapshot shows a before resume with wasted white space.


[image: A resume with sections for professional experience and education and training.]FIGURE 8-2: This snapshot shows an after resume with balanced, attractive white space.






Employing Basic Design Elements for a Readable Resume

If you’ve ever tried to read a solid block of text, you know how quickly your eyes glaze over. Employers and recruiters feel the same way trying to scan dozens of resumes that look like research papers instead of marketing pieces. The fix is simple: Break it up by grouping related details, using clear headings, and applying font size, spacing, and indentation to guide the eye.

Professional resume writers often fine-tune these details to fit more information without making the page feel crowded. They adjust font size, tighten spacing, align sections for visual flow, condense type, use a smaller-size font, and manipulate vertical spacing. You don’t need to become a design expert, however — simply follow the readability techniques in the next few sections to make your resume content look clean, organized, and easy to digest.


Breaking up blocky text

Dense paragraphs are hard on the eyes and easy to skip. Keep every section scannable by limiting paragraphs to two to four sentences or no more than five lines of text. If you need more room to tell the story, split it into two paragraphs or follow with a few focused bullets that highlight key results.

[image: Remember] Shorter blocks create rhythm and make your accomplishments faster to absorb.



Group content under each role

Once you’ve written a short overview hook paragraph for a position, support it with clear, well-spaced bullets that tell your Challenge, Action, and Result (CAR) stories (see Chapter 4 for creating CAR stories). Long, uninterrupted bulleted lists make the reader’s eyes wander and dilute impact.

Add a little white space between bullets to keep them readable, or group related points under small headings or categories. This helps key results stand out and makes it easier for reviewers to find the details that matter most.

See Figures 8-3, 8-4, and 8-5 for examples of how simple spacing and organization can turn dense blocks of content into reader-friendly, visually balanced layouts.

[image: Resume excerpt for Director of Business Development role. Lists key achievements and responsibilities.]FIGURE 8-3: This snapshot shows a before resume that is too blocky and dense.


[image: Resume excerpt. Director of Business Development, with key skills and achievements listed.]FIGURE 8-4: This snapshot shows an after resume that employs bullet titles to draw the eye.


[image: Resume excerpt for Director of Business Development role. Lists experience in contracts, alliances, planning, and operations.]FIGURE 8-5: This snapshot shows an after resume that employs functional sections to draw the eye and break up content.





Drawing attention with simple visuals

A touch of design can highlight your best wins. Use a text box or shaded callout to draw attention to something special such as an award, testimonial, or quick fact that reinforces your value. Visual anchors like these help the reader pause and notice what matters most. Figure 8-6 shows a variety of ways you can highlight information through the use of text boxes.

[image: A resume with name, contact, summary, testimonial, key info, and job experience.]FIGURE 8-6: Text boxes featuring the summary, a testimonial, and key information grab the eye.


[image: Tip] Use visual callouts sparingly — once or twice in your entire resume is plenty. A well-placed highlight is meant to pull the reader in, not compete with your main content.

Also, although it’s important to spell out accomplishments in the body text of the resume for parsing, you can positively grab attention with a chart or graph to draw the eye. See Figure 8-7 for an example.

[image: Advertisement for a Chief Information Officer with text and a line graph showing savings from dollars 500 M to dollars 1 B.]FIGURE 8-7: A very simple chart can depict a key metric, such as cost savings.


[image: Remember] These visual cues can appear anywhere within your resume, not just at the top. Use them only where they add clarity or impact, and always keep essential text such as job titles, employers, dates, and section headers in the main body so your resume remains ATS-friendly and parsable.



Creating headers that draw the eye

Section headers anchor your resume, help readers find what they’re looking for fast, and tell systems how to parse your content when you upload your resume to apply online for a job. While online systems are sensitive to specific titles, it’s the body text of the experience that matters most, so you can use some stylistic elements to make your headers stand out such as:


	Use a slightly larger, bolder, or different font from your body text.

	Add subtle shading or horizontal lines to separate sections.

	Apply a single accent color for header text or bullets.



[image: Tip] Keep design choices light. Unless you have advanced layout skill, avoid putting headers inside shapes or text boxes, since that can block ATS scanning on upload. Use color only as it fits your field with deeper tones like navy, burgundy, or charcoal often being safe and bright or pastel hues leaning toward unprofessional. Save more creative header treatments for networking or printed versions, and stick with clean text headers for online submissions.

See Figure 8-8 for simple, professional header styles that make your resume look polished without sacrificing parsing accuracy.

[image: Illustrates resume section indicators such as shaded shape, underlining, horizontal lines, and industry-specific icons.]FIGURE 8-8: This snapshot shows a variety of header options you might employ.





Picking appropriate fonts and font styles

Fonts set the tone for your resume before anyone reads a word. Clean, modern typefaces make your content easy to scan and help your document look polished on any screen. You don’t need fancy effects to stand out as subtle contrast does the work for you.

Here are simple, safe ways to use fonts effectively:


	Use two complementary fonts. Choose a clean sans-serif font such as Aptos, Calibri, Arial, Tahoma, or Verdana for the body text, and pair it with a classic serif font like Times New Roman, Garamond, or Georgia for headers. This mix keeps your resume modern, readable, and balanced while maintaining full compatibility with ATS systems.

	Take advantage of bold and italic. When used sparingly, bold draws attention to job titles or key results, while italic can highlight supporting details.

	Vary font sizes with purpose. Slightly increasing the font size for headers, job titles, or your name helps guide the reader’s eye naturally through your content.



[image: Tip] Keep your overall font size between 10 and 12 points for body text and slightly larger (14 to 20 points) for headings. Skip novelty or script fonts entirely as they’re harder to read and can confuse parsing software.



Staying consistent across elements

Consistency signals professionalism. After you’ve chosen your fonts, spacing, and bullet style, use them the same way throughout your resume. Inconsistencies distract from your content and make the layout look sloppy, so you want to avoid these common mistakes:


	Mixing different tabs, indents, or alignments.

	Switching bullet shapes or symbols without reason. You can mix styles sparingly if it’s intentional and looks clean.

	Changing line spacing between sections. Keep the same spacing between headers, body text, and bullets for a polished, cohesive look.





Applying final appearance touches

Before sending your resume into the world, give it a final polish:


	Check alignment. Your name and contact information can be left-aligned, centered, or right-aligned as long as you stay consistent.

	Proofread relentlessly. Typos and grammar errors are instant credibility killers. Run spell-check, read your resume aloud, and ask a detail-oriented friend to review it. Even one small mistake can overshadow an otherwise perfect match.

	Fix widows and orphans. Avoid single words or short lines stranded on their own line by spending time rewriting to get rid of these dangling, lonely words and phrases.

	Skip underlining. Underlining can interfere with scanning and make text harder to read with lower case text. Use bold or spacing for emphasis instead.



[image: Tip] If your resume runs more than one page, include your name and page number in a simple header or footer that matches the first page (for example, Page 1 of 2). Avoid unnecessary graphics with key body text that can disrupt parsing.

[image: Warning] Whether fee or free, templates may look convenient but often do more harm than good. Many rely on hidden tables or text boxes that break parsing, hurt ATS scannability, and make you blend in with the competition through a layout identical to hundreds of others.



Standing out with a creative resume

If you have the skills and eye for design, you can take your resume further with creative touches that still keep it professional and readable. Subtle graphics, color accents, or layout variations can showcase your personality and make your resume memorable when used with intention. For inspiration, check out the sample resumes in Chapters 11 to 13 and explore additional design-heavy, award-winning examples from professional resume writers online at www.dummies.com/go/resumesfd9e.

[image: Remember] Creativity should never come at the cost of clarity. If your design choices distract from your achievements or confuse online systems, scale them back. Think of creativity as a way to express your brand — not to reinvent the rules. When done right, your resume’s design becomes as strategic as its content.




Printing with Purpose and Polish

Even in a digital-first job market, having a few printed resumes can still serve you well. Bring crisp copies to interviews, networking events, and career fairs. (Never rely on Wi-Fi to share your resume at an event as it could fail). A professional-looking paper version also reinforces your attention to detail when handed directly to a decision-maker.

Use high-quality printer paper and a good printer, and keep the look identical to your digital version with the same layout, fonts, and content. There’s no need for colored stock or fancy folders; clean white, cream, or light gray paper always looks professional.





Chapter 9

Navigating a Major Life Change


IN THIS CHAPTER

[image: Bullet] Jump-starting your career

[image: Bullet] Making years of experience a positive

[image: Bullet] Transitioning out of the military

[image: Bullet] Reflecting your authentic self



Searching for a job is stressful, and navigating a life transition is, too. Combine the two and it can feel overwhelming, but you can move confidently from one phase of life to the next. This chapter guides you through the most common transitions:


	Launching for your first job after graduation.

	Continuing your career as a seasoned or transitioning professional.



As you move through this chapter you’ll learn how to frame shifts as strengths so employers see your potential, not your change. If you’re facing issues such as job gaps or other career setbacks, turn to Chapter 10.



Scoring Big with Your First Gig

When you’ve just graduated it’s easy to worry that “no experience” will hold you back. But what employers really want to see is your drive, your results, and how quickly you can learn and contribute. You can sidestep challenges by showing energy, fresh perspective, and up-to-date knowledge that more seasoned candidates may lack. This section gives you a quick primer on how to build a resume that opens doors to your first professional opportunity.

[image: Tip] For effective examples of new graduate resumes, turn to Chapter 12. You can also explore 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’ll see great examples for overcoming new grad challenges. A few of these are also showcased in the companion website found at www.dummies.com/go/resumesfd9e.


Promoting strengths with no experience

As a recent graduate, you have a number of standout selling points:


	You bring fresh energy and enthusiasm. Employers appreciate new professionals who are eager to learn, contribute, and grow.

	Your skills and knowledge are current. Through coursework, internships, and projects, you’ve developed practical experience that’s directly relevant to today’s workplace.

	You offer strong value. Companies know early-career hires bring big potential without the high price tag of seasoned pros. That makes you an excellent long-term investment.

	You’re tech-savvy and adaptable. You’ve grown up in a connected, global environment, comfortable with collaboration tools, AI, and change.



Add in the fact that you’re quick to learn, open to feedback, and unshaped by “we’ve always done it this way” habits, and you’re prime for development by an organization. With those strengths, hiring managers will want to take a second look at what you can bring to the table.



Recognizing rookie blind spots

Your biggest blind spots aren’t about capability but perspective. You may underestimate what you bring to the table or worry employers will see your education as theory and not practice. Common missteps include:


	Undervaluing your experience. Projects, research papers, class learning, volunteer work, internships, and even part-time jobs all demonstrate transferable skills. Don’t dismiss them for not happening in a job.

	Letting the stereotype stand. Some employers assume new grads have knowledge but little practical experience. Counter that by emphasizing results such as how your coursework solved real problems.



These are easy gaps to close with smart resume strategy. The more you focus on value, outcomes, and adaptability, the faster you’ll look ready to hire.



Demonstrating value as a recent graduate

Your resume isn’t a catalog of everything you’ve done but rather a targeted marketing tool that positions you for the roles you want.

Even when using a reverse-chronological (RC) format for online applications, you should include relevant student and unpaid experience in your “Experience” section. Doing so keeps your resume readable by systems and humans while showing you’ve applied your learning in real-world settings.

To show that you’re ready for the job you’re aiming for, you’ll emphasize experiences and results that connect directly to the field or function you’re pursuing. Whether those examples come from coursework, internships, projects, or volunteer work, what matters is demonstrating impact and not just activity. For more on RC formatting see Chapter 2.



Data-mine your college experience

Uncover and reframe every class project, internship, volunteer role, and job that gave you something marketable. When reviewing your college years, look for experiences that demonstrate transferable skills, measurable outcomes, and real-world readiness:


	Work experience: Internships, part-time or campus jobs, entrepreneurial ventures, freelance work, and volunteer roles all offer valuable context.

	Team participation: Sports, clubs, and group projects prove collaboration, discipline, goal setting, and sometimes leadership, which are great indicators of workplace performance.

	Achievements: Awards, scholarships, honors, and a high GPA (3.5 or above) validate commitment and excellence.

	Projects and research: Captsones, case studies, or class deliverables can show problem-solving, analysis, or innovation in action.

	Course-based skills: Technical or professional competencies gained through your studies show alignment with your target job.

	Technical proficiency: Tools, software, and platforms you’re confident using will shine when they are a match for those listed in job descriptions.



The goal is to translate your education into employable value. Organize experiences in RC order preferably under Experience so systems can read them, and humans can see your classroom learning has workplace impact. I’ll show you how the Experience section isn’t just about paid jobs in the sections that follow.


Clarify your aim

Start your resume by clearly stating your job target. Today’s employers and systems scan for focus and not for lofty objectives. Skip the old school “Seeking a challenging position” and go straight to the point with a short, keyword-rich line that names your desired role or field: For example:

Research position in urban planning field — Chicago area.

Keep it concise and relevant. If you’re applying online, make sure your job-title wording matches the title in the posting so your resume gets picked up in keyword searches and resonates with human screeners.



Summarize what makes you stand out

Your resume should open with a short summary that highlights your strongest assets and value. (See Chapter 3.)

Start by thinking about what professors, internship supervisors, or mentors have praised you for. Review recommendation letters or awards you’ve received from clubs, academic work, or volunteering. Then, craft two to four sentences that capture those strengths in a confident, results-focused way. (Chapter 6 has AI prompts to help.) Here’s an example of a summary:

Visionary and high-energy marketing graduate recognized for creativity in developing campaigns for real-world brands including XYZ Company and ABC Company. Campaign selected by an agency panel out of 24 presented by fellow competitors. Driven to success — attained 3.75 GPA in BS in Marketing.

Here’s what makes this summary work:


	Authentic: Grounded in real classroom or internship experience

	Quantified: Includes metrics (GPA, client examples, or selection results)

	Targeted: Aligns with target field (marketing) and uses industry keywords



[image: Remember] Keep it to three to five lines at the top of your RC resume. It’s the first section humans and systems read, so include keywords that match your target job.



Sell your skills, knowledge, and training

[image: Warning] You may be tempted to follow advice to simply list the names of your classes under your degree in the “Education” section. Don’t! That’s how employers (and software) get the impression you have book smarts but not workplace-ready skills, nixing critical keywords. (More on this in Chapters 5 to 7.)

Instead, showcase your classroom learning, school papers, projects, transferrable work, and volunteer skills as proof of what you can do. Directly under your summary, add a two- or three-column list with the title:

Knowledge, Skills, and Training

For example, 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 9-1 for an example of how this can look.

[image: Knowledge, Skills and Training include Advertising, Budgeting, Branding, Project Planning, Public Relations, Graphic Design, Marketing, Pricing.]FIGURE 9-1: List your knowledge, skills, and training with bullets.


This gives your resume immediate keyword-matching power while providing the skills you’ll reinforce later in your “Experience” section.

[image: Remember] Many new grads skip the keyword section assuming they have little to offer, but that’s not true. Course descriptions, syllabi, and project lists provide the specific tools, techniques, and concepts that align with your target job(s).

[image: Tip] If you’re not sure what to include, scan target job postings. The language used in those descriptions will guide you to the most relevant skills and keywords. (See Chapter 7 for more on power words and keyword strategy.)



Experience isn’t just about paid jobs

Your experience isn’t limited to paychecks. Strengthen it by including unpaid positions, internships, special projects, and volunteer jobs/leadership roles (such as campus club president). List them just like you would employment in RC order under your experience section. For example:


	Marketing, FT Student– ABC University, City, ST | 1/2021-Present 

	Marketing Campaigns: Designed and presented campaign for XYZ Company that was selected by ABC Ad Agency as the top project out of 24 submissions. Collaborated with agency staff on mock pitch presentation.

	Marketing Collateral: Created promotional content including press releases, websites, brochures, and social media assets using Canva, Photoshop, and WordPress as part of advanced design coursework.





	President (Marketing Responsibility)– 123 Sorority, City, ST | 1/2023-Present 

	Recruiting & Marketing Campaigns: Collaborated with volunteers to develop effective on-campus and off-campus recruiting campaigns that led to 30% increase in pledges over prior three years.

	Communications & Promotions: Served as organization spokesperson to university administrators and secured approval for a unique on-campus fundraiser that raised $25,000 in one semester.







[image: Tip] Highlight the experience that best aligns with your career goal. If you have at least one year of full-time professional experience, you list your “Education” section after your “Experience” section — unless your degree more directly supports a career change or new specialization.

[image: Remember] ATS (applicant tracking systems) recognize these entries when you format them like real jobs. Always include a title, organization, city, and dates for each role, even if it wasn’t paid. You’ll be transparent while benefitting from a keyword match.



Dump unhelpful information

Don’t pad your resume with filler. Hobbies, personal interests, or high school activities rarely help unless they directly relate to your career goal or reveal valuable traits such as leadership, teamwork, or creativity. Include an activity only if it is needed to support your target job. Otherwise, cut it.



Make unrelated work history relatable

Maybe your past jobs don’t match your target field but the skills you used probably do. A cashier, server, or retail associate develops customer service, problem-solving, and multitasking abilities that translate into roles like marketing coordinator, account manager, or office administrator. To connect the dots for employers:


	Review job postings for your target roles and note recurring keywords.

	Reframe your past tasks to show how they demonstrate those same skills.

	Describe outcomes, not duties (how your work created results or solved problems).



For instance, instead of writing:


	Cashier– ABC Grocery, Company Name, City, ST | Dates

	Scanned items and processed payments.



You might say:


	Customer Service Rep (Title: Cashier)– ABC Grocery, Company Name, City, ST | Dates

	Managed high-volume customer transactions with speed and accuracy while promoting in-store loyalty programs; recognized for exceptional customer service as Employee of the Month 5X in 2 years.






Avoiding common new graduate mistakes

Even the most enthusiastic new grad can sabotage their chances with a few easy-to-fix missteps. Steer clear of these errors:


	Skipping results: Don’t just say what you did but explain the impact, whether improving efficiency, leading a project, or earning top marks.

	Overusing buzzwords: “Hard-working” and “team player” mean little. Replace these with concrete examples of collaboration or initiative.

	Listing everything you’ve ever done: Focus on what sells you for your current goal, not a catalog of every class, club, or job you’ve held.

	Stopping at the basics: You put in the time to earn your degree, now invest in the effort to market it by moving beyond a bare-bones list.

	Burying key information: The top third is prime real estate so lead with your strongest content, including summary, key skills, and achievements.

	Ignoring employers’ needs: A resume isn’t about what you want; it’s about the results and ROI you offer. Study target job descriptions and focus on what you can do for them.

	Neglecting proofreading: A typo can undermine all your credibility. Proof your document aloud, then have a detail-oriented friend review it.

	Using templates: Stick to a clean, scannable reverse-chronological layout that parses correctly online.



[image: Remember] The goal isn’t to look perfect but to look prepared. A polished, focused, and well-targeted resume tells employers you’re ready to contribute.




Moving Beyond “Too Old” to “In Demand”

For some industries even those in their 40s face age bias. But it doesn’t have to stop you. What matters is how you show up on paper and online: strategic, current, and confident. This section walks you through practical ways to counter bias, spotlight your strengths, and make hiring managers see you as exactly what you are — experienced, capable, and ready to deliver results.


Selling your strengths as a seasoned pro

Studies show mature professionals excel at analysis, empathy, and judgment, which are invaluable skills in today’s complex workplaces. You bring several key advantages to the workplace:


	Road-tested: You’ve built judgment, perspective, and real-world problem-solving skills that save employers time, money, and missteps. Your experience helps you spot issues early and make informed decisions.

	Reliable: Your track record shows consistency and follow-through. Employers can count on you to show up, perform, and bring a strong work ethic and sense of accountability.

	Flexible: You’ve learned to adapt to new priorities and technologies. Whether you’re open to hybrid schedules, consulting, or mentoring roles, you can pivot as business needs evolve.

	Financially practical: You know your worth and can evaluate offers realistically, often with less financial pressure than younger competitors.

	Collaborative: Years of teamwork have honed your communication and diplomacy. You naturally build consensus and keep projects moving.

	Big-picture perspective: You’ve seen and experienced enough to anticipate needs, manage risk, and improve results before problems arise.





Busting myths about mature workers

Experienced workers bring measurable value, proven judgment, and a work ethic that younger generations are still developing. Here are a few common myths and resume realities:


	Myth: Older workers can’t or won’t learn new skills.

Reality: The over-50 crowd is now the fastest growing group of digital learners. Show that agility on your resume by citing new certifications, software proficiency, or continuing education courses. Highlight recent technology use, online collaboration, or process improvement achievements that prove you’re current, confident, and curious.


	Myth: Training older workers is a lost investment because they won’t stay long.

Reality: Today’s mature professionals are extending their careers, often by choice. Reinforce your reliability and engagement by emphasizing commitment to quality work, strong communication, adaptability to multigenerational teams, and readiness to take on new challenges.


	Myth: Benefit and accident costs are higher for older workers.

Reality: Instead of addressing health directly, prove your value through outcomes — consistent performance, low absenteeism, and long-term contributions that offset any perceived cost differences.






Leveraging experience to stay competitive

Even with your proven track record, it’s easy for employers to assume they can find someone they perceive as more current. Your mission is to prove them wrong both quickly and visually. A clean, modern layout (see Chapter 8) paired with a forward-focused message keeps your resume fresh.

Stock your resume with quantifiable accomplishments, relevant skills, and evidence that you’re continually learning. Use the following strategies to help your experience work for you — not against you.


Match your target job description

Start by reviewing several job descriptions for roles that interest you. Identify what employers are asking for including skills, tools, and outcomes. Then, compare those requirements with your own transferable strengths to build a bridge between your past experience and future goals.

[image: Tip] If your industry is shrinking or changing direction, look at related roles that use similar abilities. To explore similar occupations visit the Occupational Outlook Handbook (https://www.bls.gov/ooh/) from the U.S. Department of Labor. Matching your skills to evolving roles moves your focus from what you’ve done to what you can do to show the measurable value you offer.



Shorten your resume

A good rule of thumb: Focus on the last 10 to 15 years of experience. That’s where employers and ATS focus first.

If you have earlier roles that add more value than recent ones, include them under a heading, such as Key Experience, Additional Experience, or Prior Work History. List job titles, employers, and locations in body text but skip the dates or even list total years in role. This keeps content searchable and provides interview talking points without revealing your full career span.

[image: Tip] Avoid overwhelming readers with decades of detail. Keep the spotlight on your most current, relevant accomplishments and skills. If you’re bridging industries or re-entering the workforce, consider a hybrid format only for the networking phase to better showcase transferable skills (see Chapter 2).



Focus your resume

Stay focused and remember your resume isn’t an autobiography. Concentrate on your two most recent or most relevant positions, especially those that match your current career goals. Older or unrelated experience doesn’t need equal billing.

If your background includes many unrelated roles, your resume can start to look like a career kaleidoscope. For tips on handling that, see Chapter 10.



Show that you’re a tower of strength

Demonstrate resilience through results. Use examples that show how you solved problems, cut costs, improved systems, or adapted quickly to new challenges. Employers value professionals who’ve weathered change and come out stronger when conditions get tough.



Demonstrate cultural and professional awareness

Show that you’re attuned to today’s inclusive workplace language and values. Use terms that reflect respect and awareness — for example, diversity, cross-cultural, multicultural, multiethnic, and people with disabilities (never handicapped). Use women rather than girls or gals.

Sensitivity in wording and tone is especially vital for positions involving teamwork, leadership, or public interaction.



Send your resume online

Submitting your resume digitally signals that you’re current, confident, and comfortable in today’s tech-driven hiring world. Most employers expect online submissions through company portals, LinkedIn, or email.

Before sending, double-check that your file name is professional and that you’re using an ATS-friendly format (.docx or PDF). See Chapters 1 and 2 for guidance on digital resumes, online applications, and Chapter 16 for tips on using LinkedIn to boost visibility and outreach.



Remove outdated education dates

Leaving graduation years off your resume is smart strategy. What you studied matters far more than when you studied it. If an employer really wants to know when you graduated, they’ll ask in the interview. For now, keep the focus on your relevant credentials and learning, not the timeline.

[image: Tip] If you’ve recently gone back to school to refresh your skills or change direction, revisit the new graduate strategies earlier in this chapter and apply the ones that strengthen your current goals.



Trim your resume to fighting weight

If you’ve built a long and varied career, deciding what to keep can feel like trying to choose between your best wins! Focus on the content that directly supports your current target and let the rest go.

A trusted colleague or mentor can also review your resume for clarity and focus. A fresh, objective eye can quickly spot what’s essential and what’s just extra weight. AI can also help with the prompts in Chapter 6.



Employ appropriate headings

When your background includes freelance, contract, or volunteer work, you can still label that section “Experience” or “Professional Experience” as it encompasses both paid and unpaid roles. It keeps your timeline clear and positions all experience as credible and career relevant.

If you’ve changed direction through new education or certifications, list education before experience. You can even refine the heading — for example “Accounting Education” — to align with your target field. Your “Experience” section then follows, reinforcing how you applied learning.




Considering a lower-level role strategically

If you’re ready to step down from a higher position, don’t rely on your resume alone to explain why. Use networking, referral, and direct outreach to spark conversations where you can tell your story and shape how decision-makers perceive your change. Signal that you’re not bailing out or burned out but reengaging your strengths in a new direction. For instance:

After years of leading teams and projects, I realized I’m most fulfilled performing hands-on work where I can directly contribute to results. I’m ready to apply my experience in a more focused, day-to-day role that lets me keep learning and adding value.

Be upfront about compensation expectations, too:

I understand that transitioning into a new field comes with a learning curve, and I’m comfortable with a pay adjustment that reflects that.

When you adapt your resume, lead with transferable skills such as leadership, communication, and problem-solving, being sure to back them up with examples. An engineer pivoting into sales could emphasize:

Leveraged a strong technical background and communication skills to translate complex solutions for clients and support key business decisions.

Always apply using an RC format (see Chapter 2) to ensure proper parsing and credibility, but use your summary and bullet language to spotlight crossover strengths.

[image: Remember] A step down is a strategy and not a setback. Employers value maturity, humility, and purpose-driven professionals who bring experience without ego. Show that you’re choosing your next chapter with intention.



Dodging mistakes that seasoned workers make

With a long career behind you, it’s easy to overlook details that can hold your resume back. Keep it sharp by avoiding these common missteps:


	Choosing the wrong focus: Like new grads, experienced professionals sometimes highlight everything instead of targeting what matters most. Zero in on experience and results that align with your next role. (See “Avoiding common new graduate mistakes” earlier in this chapter.)

	Using outdated resume standards: Modern resumes don’t include personal details like marital status or unrelated hobbies, and they rely on clean, ATS-friendly formatting and targeted keywords matched to experience proof. (See Chapter 8 for layout and Chapter 5 for keywords.)

	Skipping a summary: Without a summary, even a strong career can read like a list. Lead with a concise opening that connects your strengths to your target field, like a professional hook. See Chapter 3 for summaries.

	Overlooking continuing education: If your formal education ended years ago, showcase your commitment to learning through certifications, workshops, or professional development relevant to your next goal. Skip high school, even if it’s the only education you completed.



[image: Remember] A polished resume isn’t about age but about relevance. Keep your focus current, your format modern, and your message forward-looking.




Shifting from Military Work to Civilian Employment

Transitioning from military service into a civilian role can feel daunting. Fortunately, when it comes to your resume, there are guidelines to help you stand out.

Your military career has given you a wealth of transferable skills that employers crave, including leadership, discipline, teamwork, problem-solving, and mission focus. The key is learning how to translate those into civilian language without the military acronyms and jargon that recruiters may not understand. In the following sections, you’ll learn how to highlight your service experience with civilian-friendly clarity and impact.

[image: Tip] If you’re preparing to transition from active duty, take advantage of the Transition Assistance Program (TAP). TAP offers career counseling, resume workshops, and interview preparation tailored for service members entering the civilian workforce. Contact your installation’s TAP office or visit TAP events online (https://www.dodtap.mil) to get started.


Highlighting strengths from military service

Your time in uniform has equipped you with a powerful foundation of skills and values that employers value. Among your strongest assets are:


	Discipline and accountability: You understand structure, deadlines, and what it means to deliver consistently and with integrity.

	Adaptability and agility: Frequent relocations, shifting missions, and new responsibilities have honed your ability to adapt and learn fast.

	Team leadership and collaboration: You’ve worked within diverse units where teamwork, communication, and shared accountability meant mission success.

	Cross-cultural competence: You’ve interacted with people from many backgrounds and environments, developing sensitivity, diplomacy, and global perspective.

	Operational excellence: You know how to set objectives, manage resources, and follow through to achieve measurable outcomes.

	Resilience under pressure: You’ve proven your ability to stay calm, focused, and effective in challenging situations, which are strengths employers value.



[image: Remember] Civilian employers may not immediately recognize the depth of your military background. Your job is to connect the dots by translating what you’ve done into results and skills they understand and need.



Addressing employer concerns up front

Even with impressive qualifications, some employers may not immediately understand how your military experience fits into the civilian workplace. The good news is that these common misconceptions are easy to overcome with the right messaging. They include:


	Translating “milspeak” into plain English: Civilian employers may not understand your titles, acronyms, or mission descriptions. Swap terms like NCOIC or OIC for civilian equivalents such as supervisor or project manager. Focus not only on operations but also on outcomes.

	Balancing confidence with approachability: Your professionalism and command presence can read as rigidity. Emphasize collaboration, teamwork, and adaptability to show you’re mission- and people-oriented.

	Bridging business gaps: Corporate processes differ from military operations, but your experience managing logistics, budgets, and people demonstrates business acumen in action. Quantify where you’ve allocated resources, met targets, or improved efficiency.

	Reframing the “structure” myth: Some hiring managers assume veterans need constant direction. Dispel this by highlighting times you took initiative, led independently, or adapted to fluid conditions.

	Clarifying fiscal responsibility: Many civilians assume the military runs without budget constraints. Point out where you managed cost controls, tracked assets, or optimized resources to achieve mission goals.



[image: Tip] Employers appreciate clarity and confidence. The more you translate your achievements into civilian terms (metrics, results, leadership impact) the faster they’ll recognize your value.



Transitioning smoothly into civilian roles

Your transition to civilian life will feel much easier once you approach it like you would a mission, with clear objectives, the right intel, and a solid plan of action. Follow these steps to keep your resume and confidence on track:


	Gather your resources. Tap into career-transition tools such as the Transition Assistance Program (TAP), veteran employment centers, and LinkedIn’s “Veterans Career Portal.” (See the “Resources to consider” section later in this chapter for more.)

	Do a complete brain dump. List every responsibility, achievement, and mission outcome from your service record. Just get it all down and don’t worry about editing or length yet. Then follow the process in Chapter 4 to translate those raw notes into measurable accomplishments.

	Study civilian job descriptions. Review listings for roles you’re targeting to understand employer language. Pay attention to recurring keywords, qualifications, and success metrics. Chapter 6 offers AI prompts to help.

	Tailor your resume for your new audience. When you write your RC resume, emphasize results and transferable skills that mirror your target industry’s needs. (See the next section for guidance on translating military language into civilian terms.)



[image: Remember] Your military background gives you a strong foundation. Success comes down to translation to show employers how your mission success, leadership, and adaptability directly meet their business goals.


Writing for civilian markets

Most employers aren’t fluent in milspeak, so translate your experience into clear, civilian-friendly language that matches target job. To avoid being overlooked, don’t let acronyms, ranks, or unit titles dominate your resume.

[image: Tip] To write your resume in language employers understand:


	Get expert help. Visit your branch’s Transition Assistance Center for resume workshops or one-on-one guidance.

	Ask a civilian reviewer. Have a friend or colleague outside the military read your resume to flag any unfamiliar terms or content.

	Use translation tools. Master Military Resume Writer Billie Parker Jordan of Advantage Resumes and Career Services recommends these resources: 

	O*Net Military Crosswalk (https://www.onetonline.org/crosswalk)

	Mil2FedJobs Federal Crosswalk (https://www.Mil2FedJobs.com)

	DOL Military-to-Civilian Occupation Translator (www.careerinfonet.org/moc)

	My Next Move for Veterans (https://www.mynextmove.org/vets)







[image: Remember] Clarity beats jargon every time. When you translate your experience into everyday business terms relevant to your job target, you show employers exactly how your service translates into value for their team.



Resources to consider

Before you start writing, gather the official records and documents that will help you recall your accomplishments, verify dates, and translate your experience accurately:


	Evaluations and Performance Reports

	Marine Corps: Fitness Reports (E-5 and above) or Proficiency/Conduct Marks (E-4 and below)

	Navy: Fitness Reports (Officers)/Performance Evaluations (Enlisted)

	Army: Officer, NCO, or Enlisted Evaluation Reports (OER/NCOER/DA Form 2166)

	Air Force: Enlisted or Officer Performance Reports (EPR/OER)

	Coast Guard: Enlisted or Officer Evaluation Reports (EER/OER)





	Training and Education Records

	Joint Services Transcript (JST) or Community College of the Air Force (CCAF) transcript

	Certificates for military and civilian training courses

	Degree or credential documentation for any additional education





	Service Summaries and Career Overviews

	VMET (DD-2586): Verification of Military Experience and Training

	MOS/AFSC/Rating Description: Job code explanations outlining core duties

	Awards and citations to include medals, commendations, and certificates with performance context





	Civilian Job Prep Resources

	Job descriptions for your target roles

	Notes on transferable skills or achievements aligned with positions







[image: Tip] You can request record copies through the National Personnel Records Center (www.archives.gov/personnel-records-center/ompf-access) or access your Official Military Personnel File (OMPF) via milConnect (https://www.dmdc.osd.mil/milconnect).




Translating “milspeak” into civilian terms

The following classic Q&A with career transition expert Bill Gaul continues to capture the heart of translating military experience into language employers understand. While some terminology has evolved, his examples still illustrate how powerful your resume can become when you trade “milspeak” for clear, civilian language.

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 organization, 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 accomplishments and important responsibilities are whitewashed into boilerplate terms that mean nothing to a civilian hiring manager.

For example, digging into “health, morale, and welfare,” we found “policy development, human resource management, budget planning and administration, process 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. Classic examples still used in many transition workshops include:


	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)



[image: Tip] For updated translation tools and terminology, use the Military Skills Translator on My Next Move for Veterans (https://www.mynextmove.org/vets/) or the O*NET Military Crosswalk (https://www.onetonline.org/crosswalk), a free Department of Labor website.

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.

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.

[image: Tip] This approach still works when applying online or through recruiters. Just make sure your original military title appears somewhere in the body text or parentheses (for example, “Facility Supervisor (Embassy Security Guard, E-5, USMC)”) so it’s transparent and searchable.

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, reconnaissance 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 their title.

The dates listed must accurately reflect the time you spent in the specific collateral 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.

[image: Remember] While law enforcement remains a common fit for veterans from combat arms roles, today’s employers also seek these professionals for project management, operations, logistics, security, training, and emergency management positions. Focus your resume on leadership, teamwork, and mission execution skills that align with your target field.

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 Officer (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:


	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)



(Editor’s note: The same principle applies to today’s advanced systems and technical schools — rewrite course names in plain language that reflects the actual skills or certifications you gained, such as network administration, cybersecurity, project management, or logistics operations.)

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. Examples:


	Leadership and Management Training (160 hours)

	Organizational Development (120 hours)



[image: Tip] Many modern training records can also be converted into continuing education units (CEUs) or mapped to civilian certifications through programs like COOL, ACE, or the Joint Services Transcript system.




Writing Your Resume While Coming Out or Living Authentically

Every job seeker deserves the freedom to show up authentically, and that includes those who identify as lesbian, gay, bisexual, transgender, queer, or who otherwise live outside of traditional gender or orientation norms. Whether you’re newly coming out, returning to work after transition, or simply deciding how visible to be about your identity, your resume can reflect both who you are and the professional strengths you offer.

You never have to hide your accomplishments, leadership, or community contributions to protect your employability. The key is to decide what feels safe, what feels true, and what supports your goals. Some job seekers choose to highlight affiliations, advocacy, or leadership in LGBTQ+ organizations as part of their personal brand. Others prefer to let their work and results speak for themselves, keeping personal details private until a later conversation. Both are valid choices and can lead to professional success.

[image: Remember] Your resume is a marketing document, not a confessional. It should reflect your value as a professional first, while honoring your authentic self in a way that aligns with the company cultures and roles where you’ll thrive.

When approached thoughtfully, your LGBTQ+ identity or advocacy work can be positioned as a strength offering evidence of resilience, emotional intelligence, and leadership under pressure. The next sections show you how to make confident, informed decisions about what to include and how to frame it for maximum career impact.


Deciding what to share, when, and why

There’s no single right level of disclosure when it comes to your sexual orientation, gender identity, or related community involvement. The choice depends on your comfort level and goals, and the type of employers you target. Your resume should reflect your choice and not pressure from others.

Start by thinking strategically about what information adds value to your career story. Some professionals lead with their advocacy experience as part of their personal brand, while others include it more subtly, under neutral headings or skill-based language. Either path can be effective. The goal is to keep the focus on your qualifications and leadership, not your label:


	Clarify your comfort zone. Before writing, decide whether you want to be fully open, partially open (for example, mentioning an LGBTQ+ organization without specifying your role as an identity leader), or private.

	Assess the audience. Research prospective employers’ diversity statements, employee resource groups, and public reputation. Companies that support inclusion are more likely to see your identity as a strength.

	Emphasize skills, not status. If you mention LGBTQ+ organizations or initiatives, frame them around leadership, program development, or community impact the same way you’d describe other accomplishments.

	Consider timing. If you’re concerned about bias in early screening, you can reserve more personal details for the interview stage.

	Be consistent across materials. Your resume, LinkedIn profile, and cover letter don’t have to mirror each other exactly, but they should align in tone and comfort level.



[image: Tip] When in doubt, start with language that highlights universal skills such as advocacy, training, mentoring, outreach, event planning, diversity education, policy development, or inclusion leadership. These translate well across industries and convey value without oversharing.

U.S. federal law prohibits employment discrimination based on sexual orientation and gender identity under Title VII of the Civil Rights Act, enforced by the EEOC. But remember, while protections exist, company culture matters, so research employers carefully to decide what to share.

For guidance on aligning resume language, pronoun use, and diversity-related keywords with your online profiles and early screening systems, see Chapters 1 and 2.



Positioning an LGBTQ+ affiliation as a strength

When you choose to share your LGBTQ+ identity or related community involvement, treat it as a professional asset that reinforces your value, credibility, and leadership. Employers increasingly recognize that inclusive teams innovate faster and serve customers more effectively. Your lived experience can be a differentiator, not a detour.

The key is to show how your identity, advocacy, or volunteer work has helped you develop transferable competencies that employers want. Think of your resume as proof of adaptability, cross-cultural communication, and leadership under pressure — skills honed through navigating difference, educating others, or building safe and inclusive spaces.

Consider these ways to highlight your strengths:


	Lead with results. Quantify your contributions — for example, “Founded a student LGBTQ+ resource group that grew to 75 active members” or “Organized diversity training sessions attended by 200 employees.”

	Show leadership and initiative. Describe your roles in terms of responsibility and impact: “Advocated for inclusive policy change,” “Developed allyship workshops,” or “Served as board treasurer for a nonprofit supporting queer youth.”

	Connect to business value. Frame your involvement around outcomes employers understand such as improving engagement, enhancing community relations, or strengthening team cohesion.

	Demonstrate emotional intelligence. Reference mentoring, conflict resolution, or advocacy as examples of empathy and resilience, which are qualities prized in modern workplaces.

	Reflect authenticity. If being out or living authentically has strengthened your confidence or communication, it’s fair to reference that growth as part of your personal brand statement or summary.



[image: Remember] You’re not defined by a label but by the leadership, empathy, and courage that come with owning your story. When you show how those qualities translate to workplace results, the right employers will see strength.



Highlighting community impact and advocacy roles

If you’ve contributed to community organizations, advocacy groups, or initiatives that advance equality, inclusion, or social change, that experience deserves recognition. These roles often involve high-level leadership, public speaking, event coordination, fundraising, and policy or program development, which are all valuable, transferable skills. The key is to translate your impact into employer-relevant results.

When describing this work on your resume, focus on what you accomplished and how it demonstrates professional strengths. Employers respond best to achievements framed around outcomes including growth, engagement, visibility, education, or collaboration, rather than just titles or causes. Here are some examples of how to highlight community involvement:


	List advocacy roles like professional experience. Treat volunteer or nonprofit leadership as formal experience with titles, dates, and impact statements (for example, Director of Outreach — LGBTQ+ Community Alliance, 2021–Present).

	Quantify results. Replace generic phrasing like “participated in events” with data-driven outcomes: “Secured $25,000 in sponsorships for Pride Month initiatives” or “Directed diversity campaign reaching 3,000 community members.”

	Integrate transferable skills. Emphasize competencies such as stakeholder engagement, event planning, strategic communication, and program development.

	Show collaboration and allyship. Highlight partnerships with organizations, schools, or corporations to demonstrate teamwork and influence beyond the LGBTQ+ community.

	Include recognition. Add credibility with awards, nominations, or media coverage to show that your impact is both measurable and respected.



[image: Tip] Volunteer and advocacy experience can belong in either the Experience or Community Leadership section, depending on its relevance to your career target. Use placement strategically to reinforce your qualifications.

For additional resources on workplace inclusion and employer equality ratings, visit the Human Rights Campaign’s Corporate Equality Index (www.hrc.org/resources/corporate-equality-index) or Out & Equal Workplace Advocates (www.outandequal.org).






Chapter 10

Overcoming Career Roadblocks


IN THIS CHAPTER

[image: Bullet] Overcoming job gaps and reentering your career with confidence

[image: Bullet] Navigating challenges that could raise red flags

[image: Bullet] Reframing unique circumstances into selling points



Career paths aren’t always smooth. You may have a gap in your work history, a detour that didn’t pan out, or an event that makes you wonder how to present yourself on paper. The key is to address these issues strategically before a hiring manager’s imagination does it for you.

Nobody’s career is perfect, but most obstacles can be turned into strengths with the right approach. In this chapter, you’ll discover ways to turn setbacks into proof of resilience to position yourself for your next win.



Navigating Job Gaps

Job gaps can happen for all kinds of reasons, and returning to the workforce after time away can feel overwhelming. Common causes include:


	Layoff or unemployment

	Caring for children or other family members

	Health challenges or disability

	Education or retraining

	Incarceration or reentry

	Sabbatical for personal growth, travel, or writing



Whatever the reason, a recent unaccounted period can raise red flags. Instead of hoping no one notices, acknowledge the gap and redirect attention to your skills, accomplishments, and readiness to work.

[image: Tip] If your gap is less than a year, don’t sweat it as standard job searches often take several months to a year. It’s fine to only list years (not months) on a networking resume, but when it’s time to apply with your reverse-chronological (RC) version, you’ll need those details.


Reframing career gap as growth

The key to turning a career gap into a value-added period is recognizing the threads of growth that make it valuable. When thinking about your time, look for experiences demonstrating initiative, learning, or contribution:


	Took classes, earned certifications, or pursued self-study to stay current

	Performed unpaid consulting, freelance, or project work for friends, family, or community groups

	Created and sold crafts or products online or locally

	Volunteered in leadership, project coordination, or fundraising roles

	Wrote a book, blog, or articles connected to your profession

	Traveled extensively and developed cultural awareness or language skills

	Stayed engaged through professional associations, networking, and industry events



Once you list these activities, you’ll see that your gap reflects professional growth and motivation, which are qualities every employer values. You can feature these experiences briefly in your networking resume or LinkedIn profile, then blend them into your RC version for formal applications.



Bridging the gap with confidence

How does all this translate into a clear title, timeline, and description on your resume? The key is to emphasize activities that reflect progress and value, not absence. Choose a short, truthful title that best positions you for your target, which might look like:


	Consultant: Contacted former clients for short projects, maintained professional visibility through blogging and association involvement, and completed several contract-based assignments.

	Volunteer Fundraiser: Directed local nonprofit’s annual campaign, which included recruiting and leading volunteer team, strategic planning, creating innovative marketing materials, and boosting donations by 300%.

	Household Coordinator: Oversaw scheduling, logistics, budgeting, and directing of daily activities for family operations, overcoming challenges of schedule and personality conflicts.

	Independent Study, Project Management: Stayed current through PMI coursework and forums, presented Project Gap to local chapter meeting, and pursued PMP credential.

	Bookkeeper: Managed finances for a family business, ABC Trucking. Processed accounts payments and receivables, handled cash receipts, and bank balancing. Implemented QuickBooks, streamlined reporting, and cut monthly costs by 40%.



[image: Warning] Be cautious when labeling yourself a “consultant” or “business owner.” If it’s true, briefly name clients and note deliverables; if not, avoid it. Employers may assume you’re too independent or plan to return to self-employment. A simpler title such as “Project Coordinator” or “Operations Support” often works better.

[image: Remember] Avoid overexplaining the “why” of your gap in your resume. Keep the focus on transferable skills and results, not circumstances. Save the backstory for interviews.

If your business experience is legitimate but you’re seeking to downplay seniority, use neutral titles (for example, Manager instead of President) and business names that don’t match your own (for example, “River’s End Consulting” instead of “Theresa K. Bronz, Inc.”).




Reentering the Workforce after Caregiving

Whether you stepped away to raise children or care for aging relatives, reentering the workforce has its challenges. After years of managing a household or supporting family, it’s easy to forget that you’ve been using many of the same skills employers prize — time management, leadership, organization, budgeting, communication, and grace under pressure. The key is translating your experiences into language that fits your target job. For example, the following list offers some phrases of experience, followed by how you can best translate them for employers:


	Grace under pressure: Crisis management and multitasking

	Resourcefulness: Operations or (office) management

	Negotiation and diplomacy: Conflict resolution and teamwork

	Organization and scheduling: Logistics or administrative coordination



You can’t claim a specific job title on your resume, but you can make an equivalency statement:


	Caregiver to Family Member– City, ST    11/2023 to 8/2024

	Maintained financial, scheduling, and health-related operations for multigenerational household; balanced competing priorities with efficiency and resilience.



[image: Remember] Reframe your home-management years around transferable strengths: planning, budgeting, problem-solving, and people skills. These translate well to a variety of positions. Consider these sample crossover examples:


	Juggling schedules: Project manager, coordinator, dispatcher, executive assistant

	Health advocacy and peer support: Patient liaison, medical office assistant, HR, employee benefits assistant

	Event & relocation coordinator: Party coordinator, nonprofit organization fundraiser, art gallery employee, event planning support, travel agent, relocation coordinator

	Conflict resolution: HR support, customer relations, school or office administrator

	Budgeting: Purchasing assistant, retail manager, accounting clerk



[image: Tip] Omit personal information such as age, marital status, physical condition, or family details. Even though employers can’t legally ask, it’s best to avoid information that may trigger bias.

To ease your return, explore reputable reentry resources such as iRelaunch (www.irelaunch.com) — which offers free starter materials — and Path Forward (www.pathforward.org), a nonprofit connecting caregivers to mid-career “returnships.” For other free workforce reentry options, visit CareerOneStop’s Reentry Program Finder (www.careeronestop.org).

For tailored resume and job search guidance from certified experts in military transition, reentry, or diversity inclusion, visit the Career Directors International directory (https://careerdirectors.com/find-a-career-professional/).



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 discriminate against qualified individuals because of a physical or mental disability.

ADA protection covers a wide range of conditions, including but not limited to AIDS/HIV, alcoholism, cancer, cerebral palsy, diabetes, emotional illness, epilepsy, hearing and speech disorders, heart conditions, learning and intellectual disabilities, muscular dystrophy, and visual impairments. It doesn’t cover temporary limitations, such as pregnancy or a broken bone.

Generally, the ADA forbids employers with 15 or more employees from:


	Discriminating based on disability in hiring, pay, or advancement.

	Requiring applicants to take pre-employment medical exams.



Employers must also provide reasonable accommodations to qualified individuals unless doing so would cause undue hardship, a standard interpreted by the courts.

[image: Tip] If you have a disability covered by the ADA, review the law’s details and accommodation examples at www.ada.gov or through the Job Accommodation Network (JAN) at (https://askjan.org), which provides free guidance on workplace accommodations and employee rights.

The following section offers advice on building an effective resume while navigating disability-related disclosure and presentation choices.


Deciding whether to disclose a disability

In most cases, don’t disclose a disability on your resume. Your goal is to secure an interview first, when you’ll have the opportunity to highlight your qualifications and value. Consider these guidelines:


	If your disability is visible, disclosure can help you manage logistics and set the tone of confidence. You might mention it when confirming the interview, for example: “Because I use a wheelchair, could you please recommend the most accessible building entrance?” Or, if you prefer, simply visit the site in advance to identify accessibility in person.

	If your disability isn’t visible, such as chronic illness, mental illness or epilepsy, disclosure is optional unless you’ll need an accommodation. In that case, you can wait until the offer stage to discuss specifics.



No matter your decision, approach it from a place of confidence and professionalism — you’re sharing information, not seeking permission.



Explaining gaps with honesty and strategy

If your disability led to a gap in your work history, follow the same approach outlined earlier in this chapter: address it honestly but focus on your readiness and value.

You can’t erase a gap, but you can frame it strategically. If your time away was for recovery or treatment, simply note it as “Sabbatical” and be prepared to discuss your return to the workforce with confidence.

[image: Tip] Before restarting your job search, refresh your professional knowledge through online courses, certifications, or industry reading so you can speak confidently about current trends and tools.

If you’ve experienced multiple employment breaks, consider networking your way to opportunities with a hybrid resume format (see Chapter 6) to emphasize strengths and skills over strict chronology. You’ll still need to use the RC version for applications, but a hybrid can help you get to that point more effectively.

For additional peer or professional guidance, connect with resources such as the Job Accommodation Network (https://askjan.org) or certified career experts through Career Directors International (https://careerdirectors.com/find-a-career-professional/).



When substance abuse is the problem

Substance abuse is recognized as a disability under the Americans with Disabilities Act (ADA). If you’re in recovery, you’re protected by the act’s provisions. However, active substance use or dependency on illegal drugs isn’t covered. Don’t mention past substance abuse on your resume. Instead, address any employment gaps as outlined earlier in this chapter.

[image: Remember] If the topic arises during interviews, be honest and brief while selling yourself by focusing on growth, stability, and professional strengths. Have letters of recommendation, documentation of continuous employment, or awards earned since recovery to demonstrate your reliability and commitment.

If you’re still struggling with substance abuse, the most important next step isn’t rewriting your resume but seeking help. Once you’ve received treatment and regained stability, your work history can be reframed as a story of resilience and renewal.




Seeking a Job When You're an Ex-Offender

Each year millions of people transition from incarceration or community supervision back into the workforce. If you’re among them, you’re not alone — and you’re not without support. With the right approach you can rebuild your career and move forward with confidence.

This book can guide you in writing a modern, digital-ready resume that highlights your value and helps you network your way back into the workforce. Still, you’ll also benefit from specialized reentry assistance, which can help you navigate background checks, legal rights, and employer programs designed to hire justice-impacted individuals.


Preventing negative info from derailing your search

The purpose of your resume is simply to get you in the door for an interview. Period. It’s not the place to explain past mistakes, highlight weaknesses, or include information that could bias an employer.

Keep your resume future-focused and employer-centered. Emphasize what you can contribute now, not what happened before. If questions about your record arise, save that discussion for a later stage in the process — ideally, once you’ve demonstrated your value and built rapport in an interview or conversation.

[image: Tip] Your goal isn’t to hide your past but to lead with your present strengths. Once employers see your professionalism, reliability, and motivation firsthand, your history becomes only one part of a much bigger story.



Avoiding chronological format pitfalls

The reverse-chronological format (RC), discussed in Chapter 6, isn’t the best choice when you’ve had employment interruptions or limited recent experience, although it will play a key role later in the job application process. Because this format focuses heavily on employers and dates, it can draw attention to gaps you’d rather initially de-emphasize while building interest in you.

Instead, start with a functional or hybrid format (also explained in Chapter 6) for networking or approaching reentry-friendly employers. These styles let you spotlight your skills, competencies, training, and professional strengths first, which helps employers see what you offer today rather than where you’ve been.

[image: Tip] Be sure to prepare the RC-based version because online applications require exact dates and job sequences. You can check out other sections in this chapter for strategies on massaging any gaps.



Getting support for successful reentry

You don’t have to navigate your career reentry alone. A variety of free and low-cost resources can help you rebuild confidence, gain training, and connect with employers who believe in second chances:


	CareerOneStop's Reentry Resources (www.careeronestop.org/ExOffender): A U.S. Department of Labor site offering state-by-state job search, training, and legal aid resources

	National Hire Network (www.hirenetwork.org): Provides links to programs across all 50 states that assist people with criminal records in overcoming employment barriers

	The Reentry Employment Opportunities (REO) program (www.dol.gov/agencies/eta/reentry): Supports workforce development and job-readiness initiatives for individuals with prior justice involvement

	Career Directors International (CDI) (www.careerdirectors.com/find-a-career-professional): A source to find certified resume writers and career coaches who specialize in crafting reentry-friendly resumes and job search strategies



[image: Tip] When you’re ready to return to work, lean on experts who understand the reentry process. A well-crafted resume and supportive professional guidance can make all the difference in helping employers see your potential and not your past.




Addressing Experience Dilemmas

Most job listings include a line describing how much experience the ideal candidate should have. If you’re like most job seekers, it can feel like a Goldilocks moment where you either have too much experience or not quite enough. Rarely does it seem just right.

Fortunately, your resume can be shaped to highlight what truly matters: the results, skills, and value you bring today instead of just the number of years you’ve worked. This section walks you through practical ways to reframe both too much and too little experience so your background reads as a perfect fit.


Staying competitive with one long-term 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?

If this sounds familiar, take heart. Employers value commitment — they just need to see growth and relevance, not stagnation. With a few strategic adjustments, you can demonstrate that your long-term tenure reflects loyalty, performance, and continuous learning rather than complacency. The following strategies show you how to position your longevity as an advantage.



Divide your job into career milestones

If you’ve spent many years with one employer, it’s vital to show that you grew within the organization rather than repeating the same role for many years. The simplest way is to divide your tenure into career milestones that reflect increases in scope, skill, or responsibility.

For example, you can show internal growth under one employer with subheadings like Project Coordinator → Senior Coordinator → Department Lead. This approach visually and logically communicates advancement, even when all roles technically share the same employer line.

When uploading an RC resume online, list each milestone with its own title and corresponding years (if applicable). This reinforces growth while maintaining system readability and chronological integrity.

[image: Tip] Keep the structure authentic by showing advancement through results, expanded responsibilities, or evolving project scales. Avoid made-up job levels or generic labels (“Level 1,” “Level 2”) that can sound artificial or confuse recruiters and parsing systems.


Deal honestly with job titles

If your official job title never changed you can use better matched industry titles or descriptive phrases to clarify your evolving scope and better match your target. For instance:


	Warehouse Specialist (Title: Courier/Dispatcher)

	Office Coordinator (Title: Administrative Assistant)

	Sr. Accountant (Title: Accountant)

	Supervising Accountant (Title: Level 3)

	Sr. Accountant (Level 2)



These cues help both human reviewers and AI parsers understand that your scope expanded while keeping your resume truthful and compliant with verification systems.

[image: Remember] If your title remained static for many years, emphasize progression through your achievements. Metrics like process improvements, mentorship roles, or expanded team oversight convey advancement without title inflation.



Tackle deadly perceptions head-on

Employers may assume that long tenure equals complacency or outdated skills. Counter those assumptions by proving continued relevance and initiative.


	Demonstrate results. Use the CAR framework (Challenge, Action, Result) to describe measurable outcomes that show innovation and performance (see Chapter 4).

	Show continuous learning. List certifications, professional development, and recent training in your “Education” or “Summary” sections.

	Highlight engagement. Feature professional memberships and committee roles to show you’re connected and current in your field.



[image: Tip] Avoid trying to explain away why you’re leaving a long-held job in your resume. The resume’s job is to sell you and not to defend you. If you need to express alignment, do so briefly in your cover letter. For example: 

I’m excited to apply for the Department Manager position with your company. As an organization known for its innovation and sustainability, you align perfectly with my personal values and professional goals.





Boosting value with thin experience

When a job posting calls for more years of experience than you have, don’t disqualify yourself prematurely. Employers are often more interested in impact than calendar time.

Break down your existing experience to highlight depth, progression, and measurable outcomes. Use the strategies in Chapter 4 to showcase how your accomplishments, responsibilities, and skills demonstrate the equivalent value of a more tenured professional.

You can also strengthen your case by incorporating relevant coursework, certifications, volunteer projects, or contract work that extend your professional reach beyond traditional employment years.

[image: Tip] Quantify wherever possible. Two years that include leadership, results, and continued learning often outweigh five years of routine activity.




Addressing Situations Not in Your Control

In today’s fast-moving world, even high-performing professionals can find themselves caught in organizational change such as layoffs, mergers, or acquisitions designed to boost the bottom line. When this happens, your task is to reframe the disruption as part of a larger story of adaptability and contribution. The following guidance helps you handle these situations confidently on your resume.


Bouncing back after several layoffs

Hard as it may seem to believe, good employees sometimes experience multiple no-fault separations in a short time. If this has happened to you, provide brief factual context beside each employer to shift focus from the layoff to your performance. For example:

Carol Interiors (company closed) or Salamander Furnishings (relocated)

A short note removes blame while building transparency. When you combine clear context with strong accomplishment statements (see Chapter 4), you’ll demonstrate continued value and resilience rather than instability.



Explaining changes from mergers and acquisitions

When multiple corporate takeovers have reshaped your employer name, without you ever leaving the job, you’ll want to show continuity and progress.

If your role expanded over time, display the evolution clearly:

Job Title - Company D (formerly Company C) — Dates

Job Title - Company C (formerly Company B) — Dates

Job Title - Company B (formerly Company A) — Dates

If your responsibilities remained consistent, simplify the record:

Job Title, Company D — Dates

(Through a series of mergers and acquisitions, supported companies including Company A, Company B, and Company C.)

[image: Remember] Listing prior entities builds trust and prevents confusion during background or employment verification checks, which will most likely return legacy company (former employer) names.




Handling Red-Flag Circumstances

Even the most successful careers don’t always follow a perfectly straight line. Many professionals experience detours including demotions, reorganizations, short job stints, or overlapping roles, all of which can raise questions if not framed correctly.

Employers can spot these patterns at a glance, but their reaction depends on how you present them. Your goal is to tell a career story that reflects growth, adaptability, and professionalism — not instability.

Today’s workforce norms have shifted. Job hopping, career reinvention, and portfolio-style careers are more common than ever, yet some employers still cling to old assumptions. In the following sections you’ll find strategies for neutralizing common red flags and showing how every experience, including the messy ones, adds up to value.


Explaining a demotion without shame

Demotions happen for many reasons, some in your control and some not. Perhaps leadership changed, budgets tightened, or you voluntarily stepped back to balance new priorities. Whatever the cause, showing a move to a lower-level role can raise questions if not handled with care.

[image: Remember] Treat a demotion much like any other setback by highlighting what you achieved and not what changed. A well-framed resume entry can keep focus on your impact rather than your title. If you left on decent terms, speak with your former manager or HR to clarify what title and dates can fairly appear on your resume. Some employers may agree to list your highest title for the full tenure or allow a grouped presentation. You won’t know unless you ask.

When that’s just not possible, use one of the following approaches to maintain clarity and credibility when networking your way into an opportunity.


Option one: Use the big umbrella

You can use the umbrella concept, which involves grouping roles under one company heading without breaking out individual role dates, as long as the version you submit online follows a linear reverse-chronological (RC) format. See Figure 10-1 for how the umbrella format looks on a resume.

[image: Remember] Whenever you use this or the strategies that follow, these approaches work best for networking handouts, LinkedIn, recruiter introductions, and email attachments sent directly to humans. Always apply with your RC version so your information parses correctly into databases, matches job requirements, and avoids raising missing data flags.



Option two: Group like with like

similar to the umbrella approach, grouping like with like lets you consolidate related roles, such as two management positions, under a single date range to show continuity and growth. Then, list earlier roles in the company with their original dates.

[image: Resume snippet lists experience as Manager of Operations, Regional Manager, and Sales Associate.]FIGURE 10-1: This snapshot shows the umbrella concept at work in a networking resume.


This version provides a sense of factual structure while downplaying the demotion and emphasizing long-term contribution. See Figure 10-2 for an example of the grouping like with like format for your networking resume.

[image: Resume excerpt lists Manager of Operations and Sales Associate roles with accomplishments.]FIGURE 10-2: This snapshot shows grouping like with like in a networking resume.




Option three: Explain it away

Proceed with caution here! Sometimes a demotion happens for reasons that have little to do with performance. You may have requested reduced responsibilities while earning a degree, caring for a family member, or pursuing a major personal project. Or the company itself may have restructured, merged, or shifted leadership priorities in ways that changed your role. When the demotion still allowed you to contribute and perform, Figure 10-3 shows how you can address it with a brief, neutral statement such as:

Assumed role with reduced scope to complete company-sponsored MBA program.

[image: A form with 4 sections such as advanced degree, writing a book, handling a challenge, and explaining a company change.]FIGURE 10-3: These four options show ways to account for different demotion challenges.


[image: Tip] Even when your resume reads well, your former employer’s reference may influence how opportunities unfold. When possible, clarify what your past supervisor will say and, if needed, request a reference that emphasizes your strengths and ongoing contributions. If your reputation or future prospects could be harmed by inaccurate statements, consult an employment attorney about your rights and options for addressing it formally.




Turning job-hopping into value

Once a red flag, job hopping is now more common in dynamic industries. Still, when you’ve made multiple moves in a short period, employers may question your stability, loyalty, or focus. Your goal is to proactively reframe that story to emphasize value, adaptability, and growth rather than movement. The following list identifies perceptions employers often have of a job hopper and ways to reframe them.




	Perception

	Counter






	Is disloyal or self-focused

	Show reliability through metrics, completed projects, and references to teamwork or trust.




	Will leave for the next offer

	Emphasize achievements that took time to deliver such as long-term initiatives or multi-phase results.




	Doesn’t know what they want

	Tie roles together with a clear professional theme such as: “building high-performing teams” or “streamlining workflows.”







After addressing perceptions, reinforce your stability through accomplishments that highlight:


	Adaptability: Thriving during mergers, transitions, new technologies, or other emerging changes

	Commitment: Finishing projects, mentoring others, or improving team performance

	Growth: Promotions, expanded scope, cross-industry success, or increasing complexity of assignments

	Credibility: Positive feedback or recognition (see Chapter 4 for quotes)

	Performance: Consistent metrics showing impact, regardless of tenure



[image: Tip] For networking or recruiter-handout versions, you can simplify timelines by showing years only or grouping short projects under a single heading to emphasize continuous engagement.

For formal job applications, always use the RC format with full month-and-year dates so your information parses correctly into ATS and passes verification checks. Use your cover letter to acknowledge the breadth of your experience and your goal for long-term fit.



When contract or agency work looks like job hopping

If your resume lists a series of short-term roles that were all performed through the same employer, staffing agency, or consulting firm, you can simplify the presentation by grouping them together. This layout shows continuous employment while still giving credit for each client assignment.

Luckily, reporting this information on your resume is easy. You can group them all under one date umbrella for the agency and then list each company beneath it with its description and accomplishments. For example:


	XYZ Agency, City, ST8/2024 to present

	Marketing Representative

	Stepped into challenging marketing roles with Company A, Company B, and Company C with 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 you see Company A, offer the company, department/division, job title, and accomplishment information for Companies B, C, and so on.

[image: Tip] If your job assignments were virtually the same, you can combine the bullet points under the agency heading. Just make sure to clarify which company benefited from each result.



Framing self-employed or family employment with credibility

You may not realize it, but even a solid self-employment or family business background can raise subtle red flags for employers. When hiring managers see family-run or self-owned companies on a resume, they sometimes assume the work was casual, unstructured, or lacked external accountability, even if in reality you worked harder than anyone else. The key is to neutralize the perception and showcase your professional contributions with clear, verifiable results.

Conversely, if you’ve been self-employed, titles like President, Director, or CEO can work against you unless they align with your next target role. If you’re returning to a mid-level or contributor position, those titles can make you appear overqualified or resistant to taking direction.

Fortunately, a few small wording adjustments can make all the difference. If you


	Worked for the family: Omit references to family-owned, inherited, next-generation, parents, or siblings. Treat it as any other professional position, focusing on challenges, action, and results. Use a job title that reflects your role such as Operations Manager, Bookkeeper, or Front-of-House Manager. If you’re unsure, research current job postings in your field to confirm terminology that matches your level of accountability.

	Owned a successful business: If your venture grew into a sizable operation and you plan to continue at an executive or entrepreneurial level, you can keep your CEO or President title. Back it with metrics including revenue growth, staff managed, client base, and innovation.

	Are returning to employment after self-employment: If you’re moving back into the workforce, align your job title and description to your target role rather than your ownership status. For example, if your next goal is Marketing Manager, title your entry the same way and emphasize marketing strategy, campaign leadership, and client engagement as your core responsibilities. The goal is to bridge and not emphasize the gap between business ownership and employment.



[image: Tip] For guidance on reframing experience to align with a new career direction, see Chapter 9. For real-life examples of self-employment and career change resumes, turn to Part 4 as well as the online companion website at www.dummies.com/go/resumesfd9e.






Part 3

Exploring Real-World Resumes That Work


IN THIS PART …
 

	See samples of resumes for various positions and professions in today’s changing job market.

	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.

	Link to a library of additional resume samples on the companion website, including award-winning ones that demonstrate bells and whistles you can add to truly make your resume pop.







Chapter 11

Matching Industry and Career Fields with OnTarget Resumes


The sample resumes in this chapter show how OnTarget principles come to life across a wide range of industries and career fields — from hospitality and logistics to IT, office administration, and healthcare. You’ll also see examples aligned with ongoing professionals as well as fast-growing and emerging areas such as telehealth, digital marketing, sustainability, AI-related roles, DEI, and ed-tech.

Whether your path has been linear or full of surprises, these samples demonstrate how to tailor your resume to the expectations, language, and priorities of your chosen field (see Chapter 5 for more specifics about adjusting your core resume to OnTarget versions).

[image: Remember] These resumes reflect the OnTarget refinement candidates use for specific job postings regardless of their current title or role. These examples represent real people with distinctive experiences and goals, and they’re offered as roadmaps, not rules, to inspire your approach.

[image: Tip] Whenever possible, we’ve included resumes in the book that emphasize emerging careers. I could never cover the numerous professions all in one book. So if you want to see even more samples for challenges, other job targets, and employment levels, please visit the companion website at www.dummies.com/go/resumesfd9e. There you’ll find:


	Expanded sets of resumes for topics covered in this chapter as well as Chapters 12, 13, and 14

	Award-winning creative examples from Career Directors International’s (TORI) Awards

	Bonus designs and formatting options that couldn’t fit in the print edition



To protect the privacy of the original job seekers, all printed and online samples have been fictionalized in consistent ways:


	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 or XX/XXXX. This is where you would list your months and years of employment or the year you earned a credential.

	Job descriptions do not list actual employer company names. Instead, you'll see Company Name, Company A, Company XYZ, 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 2024, the word Year has been substituted for the actual date. 



[image: A resume for cybersecurity senior manager. It includes name, communication address, certifcation details, sector details, and professional experience.]


[image: The resume lists professional experience as a Security Assurance Analyst, Senior S O C Lead, and Security Engineer, along with company names and employment periods. Experience and certification details appear at the bottom.]


[image: A resume with name and communication address on the top followed by experience in various roles, strengths in data science and analysis, and carreer history and achievements.]


[image: A resume has name, communication address, teaching experience, education, and technical skills.]


[image: A resume for an automation and controls engineer. It details experience, skills, and accomplishments. Contact information is at the top.]


[image: Resume with work experience, skills, and education. Projects include automation and robotics integration. Technical skills listed. It has bullet points to indicate skills.]


[image: Resume with work experience, skills, and education. Projects include automation and robotics integration. Technical skills listed. It has bullet points to indicate skills.]


[image: A resume with name and address on the top. The page includes experience with a flowchart to indicate acheivements and awards.]


[image: Resume details professional experience, skills, and education. Includes job titles, company names, and bullet-point achievements.]


[image: Resume sample for a Corporate Sustainability Advisor position. It includes name, communication address, key strengths, advisory and leadership roles.]


[image: A resume for a Corporate Sustainability Advisor, detailing experience with company details, additional experience, publications, and education.]


[image: Resume for D E I role. Highlights include D E I champion, program design chair, and experience in education and international teaching.]


[image: A resume details education, experience, internships, and research projects. It highlights D E I roles and related skills.]


[image: Resume of a Digital Marketing Director. It includes a line graph showing growth in brand/product fans from 2020 to 2025.]


[image: Resume with name, contact, work experience, education, awards, and affiliations. Campaign engagement boost, 38%, social reach: 41%.]


[image: Resume for an AI/Machine Learning Team Lead. It highlights experience, skills, and achievements in the field.]


[image: Resume page 2 with work experience as machine learning and software build engineer, education with Master's and Bachelor's degrees.]


[image: Resume for a Mechanical and Electrical Maintenance Technician position. It highlights skills, experience, and achievements. The resume includes a bar graph to indicate revenue growth.]


[image: Resume for a Mechanical and Electrical Maintenance Technician position. It highlights skills, experience in using equipment, industries, and brands. The resume includes a bar graph to indicate M T B F in hours.]


[image: Resume of a sales executive with leadership strengths and career history. Includes sales growth and territory expansion achievements.]


[image: Resume page 2 with Sales Engineer experience, top accounts, achievements, education, and Dale Carnegie certifications.]


[image: Resume of a sports physical therapist. It highlights experience, skills, and quantifiable outcomes in sports medicine and rehabilitation. It includes a bar graph and a highlight.]


[image: Resume page 2 with Physical Therapist, Athletic Trainer Intern, Education, Certifications, and Professional Affiliations.]


[image: A resume sample for a registered nurse. It highlights skills, medical licensure and certifications, pofessional nursing and leadership experience.]


[image: Resume page 2 with work experience, education, volunteer work. Nursing position, hospital, city, state, dates. Education and volunteer work listed.]


[image: Resume for an executive assistant position. It highlights skills, experience, and achievements with quantifiable results.]


[image: Resume page 2 with work experience and education. Executive assistant roles with company descriptions and certifications listed.]


[image: Resume of a Senior Mortgage Officer. Lists experience, skills, and achievements in banking and finance.]


[image: A resume detailing professional experience in banking, including roles, responsibilities, and certifications.]


[image: Resume of HR Generalist Laura Hartnell. It highlights skills, experience, and contributions with measurable results.]


[image: Page 2 of a resume for a Human Resources professional, listing experience, education, and technical skills.]


[image: A resume for a program manager position. It includes name and address on the top followed by experiences as prorgam manager and professional experience.]


[image: Resume detailing project management experience, education, certifications, and experiences in technology and productivity tools.]


[image: Resume for an Executive Chef. It highlights culinary expertise, leadership, and entrepreneurial experience with metrics.]


[image: A resume details experience as Owner/Executive Chef and Executive Chef, plus education, certifications, and technical skills.]





Chapter 12

Aligning Experience and Age with OnTarget Resumes


Worried you may have too much experience — or not enough — for your target role? Or that your age might affect how your resume is perceived? The samples in this chapter show how to present your background so it feels like the perfect fit.

[image: Remember] These examples represent real people with distinctive experiences and goals. They’re offered as roadmaps, not rules, to inspire your approach.

[image: Tip] Whenever possible, I’ve included resumes in the book that emphasize emerging careers. Want to see even more samples for challenges, other job targets, and employment levels? Visit the companion website at www.dummies.com/go/resumesfd9e for additional resume examples. There you’ll find:


	Expanded sets of resumes for this chapter’s topic as well as Chapters 11, 13, and 14

	Award-winning creative examples from Career Directors International’s TORI Awards

	Bonus designs and formatting options that couldn’t fit in the print edition



To protect the privacy of the original job seekers, all printed and online samples have been fictionalized in consistent ways:


	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 or XX/XXXX. This is where you would list your months and years of employment or the year you earned a credential.

	Job descriptions do not list actual employer company names. Instead, you'll see Company Name, Company A, Company XYZ, 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 2024, the word Year has been substituted for the actual date. 



[image: Resume for a Project Manager position. It lists skills, experience, and education. Includes an employment timeline and experience.]


[image: Resume page 2 with experience highlights, skills, and education. Project management and marketing roles are detailed with achievements.]


[image: A resume for a legislative staff assistant position. It includes education, experience, and additional work experience.]


[image: A resume of a clinical situation with education, professional membership certification, and industry experience.]


[image: A resume lists industry experience, community involvement, campus leadership, and software skills.]


[image: Resume of Gabrielle Suttis, a high school graduate, listing skills, education, work experience, and extracurricular activities.]


[image: Resume for an Electrical Engineering Technician position. It lists core competencies, education, and academic projects. Author, Laura Hartnell.]


[image: Resume page 2 with work history and personal projects. Skills include tutoring, welding, management, cooking, and electrical work.]


[image: A resume for a Customer Service/Sales Associate position. It highlights skills, education, and professional experience.]


[image: A resume for a project manager position. It lists professional experience, competencies, and education.]


[image: Resume for an Instructional Designer and Learning Partner role. It details core capabilities, professional experience, education, and skills.]


[image: Resume for a Criminal Intelligence Analyst position. Lists education, experience, and core competencies.]


[image: Resume excerpt detailing employment, research, and community involvement. Skills include analysis, reporting, and event coordination.]


[image: Resume for a Senior Customer Service Representative position. Includes work experience, education, and computer skills.]


[image: A resume for a retail management professional. It highlights key competencies and professional experience with metrics and achievements.]


[image: Resume page 2 details professional experience and education. It lists achievements and skills for roles at Weight Loss Companies B and C.]


[image: A resume for a Technical Sales Executive. It highlights leadership, achievements, and sales strengths. Contact information is at the top.]


[image: Resume includes work experience, education, and certifications. Lists skills and achievements in sales and management roles.]


[image: Resume for a C R O Analyst position. It highlights skills, experience, areas of expertise, professional experience are C R O analyst, link developer, and service operator, and education.]


[image: Resume for a Senior Product Development Manager. Highlights expertise and achievements in food product innovation and leadership. Success highlights are at the bottom.]


[image: Page 2 of a resume for a Quality & Food Safety Manager. It lists role overview, success highlights, early career, and academic and professional credentials.]


[image: Resume for a marketing manager position. It lists areas of expertise, professional endorsements, and marketing achievements as a marketing manager.]


[image: Resume with marketing experience, education, and contact information.]


[image: A resume sample of senior sales representative. Personal profile is at the top followed by skills, a bar graph indicates sales in millions, personal sales methodology, a review from regional manager, and signature sales strengths.]


[image: Resume with professional experience, sales achievements, and education. A table lists overshot sales targets every year. Education and experience as operations and marketing representative are listed.]


[image: Resume of an Executive Director seeking C E O role in Manufacturing. It highlights business transformation portfound and career narrative and business impact.]


[image: Resume page 2 details manufacturing roles, education, and professional development. Highlights achievements and skills.]


[image: Resume of a healthcare executive. Highlights include career achievements, professional experience, and key skills. Areas of oversight and boards and committees are highlighted in a box.]


[image: Resume page 2 details professional experience, education, and associations. Key roles and achievements are highlighted. Bullet points indicate achievements and key leadership roles.]


[image: Resume with sections: Turnaround Formula, Competencies, Success Stories, Executive Achievements, and a bar graph of revenue.]


[image: Resume page 2 of 2 with executive achievements and education details. Turnarounds and challenges are highlighed in boxes.]


[image: Resume sample for a C T O and Chief Innovation Strategist position. Professional experiences are highlighted based on company names and roles.]


[image: Resume page 2 of 2 lists experience, education, and thought leadership. It highlights achievements with metrics and quantifiable results.]


[image: Resume sample for a Head of Product position. It highlights achievements and skills in banking, FinTech, and payment solutions. Chart under each heading highlights skills and achievements.]


[image: Resume page 2. Work experience, education, and skills. Each experience section has a chart to highlight specific skills. Education and personal development details are at the bottom.]





Chapter 13

Navigating Special Circumstances with OnTarget Resumes


Just because you’re changing careers, stepping out of a military uniform, or explaining resume gaps, doesn’t mean you’re at a disadvantage. You can absolutely create a powerful, targeted resume. The samples in this chapter, and on the companion website, show how to handle unique situations and prove that every story can be told with strength and confidence.

[image: Remember] These examples represent real people with distinctive experiences and goals. They’re offered as roadmaps, not rules, to inspire your approach.

[image: Tip] Whenever possible, we’ve included resumes in the book that emphasize emerging careers. Want to see even more samples for challenges, other job targets, and employment levels? Visit the companion website at www.dummies.com/go/resumesfd9e for additional resume examples. There you’ll find:


	Expanded sets of resumes for this chapter’s topic as well as those in Chapters 11, 12, and 14

	Award-winning creative examples from Career Directors International’s (TORI) Awards

	Bonus designs and formatting options that couldn’t fit in the print edition



To protect the privacy of the original job seekers, all printed and online samples have been fictionalized in consistent ways:


	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 or XX/XXXX. This is where you would list your months and years of employment or the year you earned a credential.

	Job descriptions do not list actual employer company names. Instead, you'll see Company Name, Company A, Company XYZ, 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 2024, the word Year has been substituted for the actual date. 



[image: Resume for a marketing communications strategist, brand builder, and content and P R expert. Lists skills and experience. Includes a quote from a client.]


[image: A resume with communication address on the top followed by professional experience as communication manager and web content producer at two different companies, and educational background.]


[image: Resume sample for a delivery driver transitioning to aerospace logistics. Technical skills and employment experience are highlighted. A bullet point highlights job focus and philosophy and reputation.]


[image: Resume page 2 with employment, experience, education, licenses, and training information.]


[image: Resume for a small business coach with XYZ Company. Lists key competencies and professional experience.]


[image: Resume page 2 details professional experience, education, awards, and presentations. A box highlights additional entrepreneurial success.]


[image: Resume sample for an engineer transitioning to renewable energy. Highlights qualifications, achievements, and leadership skills.]


[image: A resume with work experience, education, and volunteer sections. Skills include project leadership and asset development.]


[image: Resume for a Technical IT Project Manager/Cybersecurity Operations Specialist. It includes technical I T project manager and cybersecurity operations specialist, core competencies and technical tools, and professional experiences.]


[image: Resume of an Explosive Ordnance Disposal Technician. Lists experience, education, certifications, professional development, and distinctions.]


[image: Resume example for re-entering workforce after a 14-year gap, targeting P K-8 classroom support roles. Highlights volunteer and family experience.]


[image: Resume sample with programming skills. Includes core competencies and projects.]


[image: Page 2 of a resume with professional experience, education, and a summary of skills. Contact information is at the top. Difference of the person is highlighted at the bottom of the page.]


[image: Resume of Tammeca Riley, transitioning from military leadership to wildlife biologist, highlighting transferable skills and relevant experience.]


[image: Resume includes military experience, education, volunteer work, and awards. Lists skills and accomplishments with dates and locations.]


[image: A resume of career change from actor to H R. Name and communication address are on the top followed by summary of qualifications, professional experience and achievements at two companues, and education and skills.]


[image: Resume for a Licensed Insurance Adjuster. Lists skills, experience, and education. Includes contact information and a summary of qualifications. Personal experience in different projects are highlighted in boxes.]


[image: Resume: Career change from athlete to sales. Skills include sales, marketing, business development, and international experience.]


[image: A continuation of a resume with professional snapshot and testimonies.]


[image: Resume sample for an office management professional. Lists key areas of experience, education and certification, and professional experience.]


[image: A continuation of a resume with personal experience and additional relevant experience.]


[image: Resume detailing a career transition from minister to fundraiser. Highlights leadership, skills, and professional experience with quantifiable achievements.]


[image: Page 2 of a resume details experience such as philanthropy, teaching, clergy, volunteerism, and education.]


[image: Resume sample with name and address on the top followed by senior horiculture and sales manager experience, career and achievements. A box highlights key success factors. A graph plots revenue growth.]


[image: A resume for a carpentry apprentice. It lists core strengths, technical skills, and performance highlights.]


[image: Resume with performance highlights, employment history, and education.]


[image: Resume example for a Senior Wellsite Manager. Lists core competencies and professional experience with dates and company names.]


[image: Resume page 2 with career highlights, areas of expertise such as operational management, communication and logistics, and education and certifications listed.]


[image: Resume sample with career change from publisher to non-profit communications/advocacy. Lists skills and experience.]


[image: Resume page 2 with community advocacy, education, awards, and affiliations listed.]


[image: A resume for career change from militiary to civilian logistics, Name and communication address are on the top followed by skills such as supply chain management, and professional experience as supply roles and logistics supervisor.]


[image: Resume page 2 with work experience, education, training, volunteer work, and leadership skills are listed with bullet points.]


[image: Resume sample for a retail merchandiser position, highlighting key skills, professional experience, and education.]


[image: Resume of VP of People and Culture. Skills include visionary leadership, people-first strategy, and co-creation. Experience in employee engagement. A Venn diagram highlights skills.]


[image: Resume page 2 with work experience as branch manager in different companies, community involvement, education, and a quote.]


[image: A resume sample for reentering the workforce after raising 5 children. It highlights skills, experience, and education for indise sales representative role.]


[image: Resume of a cybersecurity expert. Highlights include experience in naval flight decks and digital frontline.]


[image: A resume detailing experience in military command, risk management, and I T. Education and certifications are listed at the bottom.]





Chapter 14

Award-Winning Creative Resumes


Are you ready to cash in on all the possible bells and whistles to create your next winning resume? Then you’ll absolutely want to dive into the companion website for this book located at www.dummies.com/go/resumesfd9e.

In this library you’ll find a wealth of award-winning creative resumes from the Career Directors International annual competition, Toast of the Resume Industry Awards (TORIs).

The TORIs are the professional resume-writing industry’s best of the best, recognizing top resume writers from around the world in the single longest-running annual resume competition (2000 to the present).

These samples will show you how to effectively use marketing strategies to help you stand out from the competition such as:


	Color and design

	Headers, lines, and SmartArt

	Charts and graphs

	Eye-catching layouts



You’ll find winning resumes tailored for:


	New graduates

	Challenging career transitions

	Sales

	Executives

	High tech

	Healthcare/medical



[image: Warning] 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.

[image: Tip] The resumes in this section of the companion website are meant to be networking resumes. It is possible to ensure high-design creative resumes are ATS-friendly but if you don’t possess those skills, be sure to only apply design elements to content that isn’t keyword critical such as testimonials, awards, and other recognitions.





Part 4

The Part of Tens


IN THIS PART …
 

	Fine-tune your resume with ten tweaks.

	Discover key 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.







Chapter 15

Ten Ways to Improve Your Resume


IN THIS CHAPTER

[image: Bullet] Cutting anything that doesn’t support the job you’re targeting

[image: Bullet] Aligning with your target from the top down

[image: Bullet] Using the 5 percent rule to tailor the top third for every posting



Think your resume is close but not quite converting? This chapter gives you ten quick upgrades to tighten focus, sharpen the top third, and cut clutter. You’ll clarify the target, prune what doesn’t serve it, and use the 5 percent rule to tailor quickly so your resume reads OnTarget and gets to “yes.”



Matching Your Resume to the Job

To slip past filters and earn a real look, your resume must mirror the role. Read the posting like a checklist and make sure the top quarter of your page shows the title you’re pursuing, a short summary that speaks to the employer’s priorities, keyword skills in plain language they use, and proof you excel. Follow the 5 percent rule: For each submission, customize at least the top 5 percent of your resume (header objective, summary, skills list, and proof in experience bullets) so “why you for this job” is obvious at a glance.

If you’re posting to a database instead of a specific job, research several current ads for your target and reflect common requirements that truly fit you. Then back every key term with a proof point in “Experience.”



Using Bulleted Style for Easy Reading

On the resume itself, short bullets (less than three lines) beat dense paragraphs every time. White space in your resume helps skimmers find the good stuff fast and keeps you from burying impact. Lead with outcomes, then name the action and relevant scope; if a sentence runs long, split it or cut the setup. Think advertising more than autobiography: You’re writing to be read in seconds, not studied for minutes.



Discovering the Art of Lost Articles

Compact phrasing reads cleaner and scans better. Drop articles (a, an, the) and first-person “I” when you write bullets. Apply the same trim to fillers like “responsible for” — show what happened instead. You’ll gain space, speed, and punch without losing meaning. Recruiters and employers expect to read resumes in compact phrases, not fully developed sentences.



Selling, Not Telling

“Responsible for” lists don’t sell value. Replace them with CAR: the challenge you faced, the action you took, and the result you produced. “Reduced month-end close from ten to five days by standardizing reconciliations” tells a far stronger story than “Handled monthly close.” Keep results concrete (time saved, revenue influenced, risk reduced) and relevant to the posting. For a deeper dive on gathering and shaping CAR content, see Chapter 4; for tailoring it to each role, see Chapter 5.



Showing Off Your Value

If you’ve earned rankings, awards, or standout metrics, include them where reviewer eyes land first. Name the scale so readers can calibrate (“Top 5 of 120 reps,” “Cut defects 32% across 3 product lines,” “Managed $4.2M P&L”). Numbers anchor credibility, and context turns a number into proof. If a win is older but directly relevant, keep it and frame it briefly.



Making Sure Your Words Work Together

Action verbs energize bullets and the right nouns make you findable, so use both. Pair precise verbs (“launched,” “stabilized,” “optimized”) with the employer’s nouns (“pipeline,” “retention,” “compliance,” or specific tools). This blend reads well to humans and aligns with ATS. For verb and phrasing ideas by role, see Chapter 7.



Reaching Out with Strength

Aim every section at the job you want, not the job you’re leaving. Emphasize the experiences and strengths you plan to use again and de-emphasize or drop what drifts off target. If you’re pivoting (military training to corporate learning), keep the spotlight on training design, facilitation, and outcomes rather than administrative extras that dilute the message. Stay on theme from top to bottom.



Trashing Wimpy Objectives

Skip vague, me-centric objectives (“seeking growth and challenge”) and state the target plainly where readers expect it with a clear objective header that mirrors the job title, optionally with a credential that matters (“Project Manager — PMP”). Using the employer’s exact title signals the resume was written for them and helps both humans and systems connect the dots.



Delivering the Right File, Every Time

If it just isn’t clear from the job advertisement what file format of resume is desired, submit a .docx or a PDF document. PDF ensures formatting stays, so it’s often the best bet. Be sure to use standard labels and body text in your resume to ensure upload parsing accuracy. Of course, if instructions specify a different format, follow them. For more on structure that parses and scans well, see Chapter 2.



Erasing What Doesn’t Belong

Clutter costs interviews. Remove anything that doesn’t help this employer say yes: labels like “Objective,” “References available upon request,” personal identifiers (SSN, driver’s license), preparation dates, company phone numbers, high school, and most roles older than ten to fifteen years unless they’re crucial to the target. Be cautious with affiliations or details unrelated to the role — especially those that can distract or invite bias. Focus the space you save on recent, relevant proof.





Chapter 16

Ten Ways to Increase the Odds of Landing a Job


IN THIS CHAPTER

[image: Bullet] Submitting smart and fast to dodge black holes

[image: Bullet] Aiming your applications by target first

[image: Bullet] Reaching human hiring managers and insider advocates

[image: Bullet] Using online application processes strategically



The web puts thousands of roles at your fingertips; your job is to separate signal from noise and get your resume to the right eyes fast. Use the tactics in this chapter to target openings, avoid black holes, and turn activity into interviews.



Avoiding the Trap of Applying Everywhere

Spraying the same resume at every opening is the fastest route to burnout and silence. From this moment on, apply only when you meet the core “must-haves” — then tailor. You’ll spend less time on long shots, protect your credibility with recruiters who remember chronic off-target applicants, and free up energy for outreach that actually moves the needle. A veteran recruiter once told me, “When I’m hiring a CFO and an industrial engineer applies, I don’t have time to respond.” Don’t be that candidate. Be selective, and then be specific.



Aiming Your Resume at the Bull’s-Eye

Generic resumes don’t survive screening. Read the posting like a checklist and mirror its language in your objective header, summary, and “Areas of Expertise”; then prove each key requirement in your experience with a result. If a posting asks for “more than three years,” say “more than three years,” not “extensive experience.” If it calls for five, don’t trumpet “twenty-two” and look overqualified. When applying to multiple roles at one company, tailor a separate version to each set of requirements.

If you’re parking a resume in a database instead of responding to a specific opening, review several current ads in your target and reflect the common denominators that truly fit you. Refresh the database version periodically so it doesn’t sink out of view, but don’t rely solely on this because manual targeting and outreach still do the real work.

[image: Remember] Apply when you meet the core “must-haves” and most “nice-to-haves.” A good target is roughly 80 percent fit: You match the posted essentials, can prove them with recent results, and can explain the rest with transferable wins. That balance keeps you selective, makes tailoring faster, and helps you stay motivated. If you’re at 50 percent, save the posting to study language and requirements, but don’t apply until your resume can show credible proof.



Acting Fast and Following Instructions

Many teams start interviewing as soon as they spot a handful of strong matches, and postings can be filled before the official close. Aim to submit quickly and cleanly: Follow the directions on file type, questionnaires, and application steps exactly, and complete every required field. Use simple tools like a password manager or form-filler to move faster without cutting corners. Note the posting date; older listings may already be resolved, so apply but also pivot your energy to fresher leads.

[image: Tip] Before you click apply, read the posting once more and mirror the exact title in your objective header; tighten your summary to the role’s top three priorities; make sure six to nine skills match their wording; swap in one recent, quantified bullet that maps to the job; and submit an ATS-clean .docx unless they ask for PDF. If anything reads generic, tune it before you send.

When the ad doesn’t specify format, default to .docx or PDF. Keep essentials in live text (no headers/footers, sidebars, or text boxes for contact info, titles, or dates). Use consistent date formats (Jan 2024–Feb 2026) and a clean filename like Doe_Jane_ProjectManager_Companyname.docx. If a site forces form fields, paste carefully, fix lost bullets/line breaks, and then upload your full resume as an attachment if allowed.



Removing Red Flags from Your Resume

Two issues frequently stall otherwise strong candidates: location and money. If you’re pursuing a role in another region, address relocation proactively in your email or brief cover note to make it clear you have roots, ties, or a plan to be local at your own expense, and include a local mailing option if you have one.

When salary history or requirements are requested, signal flexibility and value without boxing yourself in by indicating you’re open to discussing compensation aligned with the role’s scope and market and prefer to share details in conversation. Providing context such as cost-of-living differences is recommended, but keep it concise and positive. Above all, let your resume show the outcomes you deliver so pay becomes a discussion, not a disqualifier.

[image: Tip] When you absolutely must include former salary on an online application, be honest and use the option to upload additional documents to include a cover letter that better tells the story. When recruiters ask for salary requirements, always provide a range and not a single absolute dollar amount.



Reaching Out Directly to the Hiring Manager

If your online application disappears into a silent queue, send a targeted version to the decision-maker. Identify them by scanning the company’s site for leadership bios, reading press releases to decode email formats, and searching the function plus the company name. As you’ll learn below, LinkedIn is another great resource for identifying your targets. In smaller firms the head of your function may be the decider; in larger ones look a level or two below the VP. A short, value-focused note that references the role, your fit, and one relevant win beats a generic “checking in.” For example:

Hi Pat, — I just applied for <Role Title>. In my current role I <one sentence with a quantified win that matches their need>. I’d welcome a quick call to share how that approach could help <Company> <goal from posting>. I’ve attached a targeted resume; happy to send a brief case study as well. Thanks for your time — <Your Name>.




Finding an Advocate on the Inside

In short, referrals convert. Hiring managers trust people recommended by strong employees, and many companies track referral performance closely and even pay bonuses. Ask your network who they know at your targets (alumni, former colleagues, association peers, and local professional groups are rich sources) for a potential connection and referral.

After you identify someone inside, request a brief call to confirm fit and, if appropriate, ask whether they’d be comfortable submitting you through the referral channel. You’re making their effort easy by bringing a tailored resume and a crisp paragraph they can paste into the referral form.

When a contact offers to refer you, make it easy. Send a tight, OnTarget resume plus a paste-ready blurb that names the role, mirrors the posting’s language, and cites one quantified win. You’re helping them help you, and many referral portals ask for exactly that.



Staying Consistent and Persistent

Silence doesn’t always mean “no.” Jobs get frozen, filled early, or posted for pipeline building. Keep a simple tracker of submissions, dates, and follow-ups so you can nudge politely after a week for fresh postings and sooner if a recruiter gave you a timeline. Balance persistence with momentum, following up on yesterday’s leads while continuing to source new ones today so a single-stalled application never caps your search.



Tapping the Power of LinkedIn

LinkedIn lets you be findable, credible, and one click from the people who can say yes. Start with a headline that mirrors your target role and a summary that shows scope and one or two quantified wins; align keywords with the postings you’re pursuing and keep experience entries result-first and concise. Turn on “Open to Work” settings for recruiters, but be judicious with the public banner if you’re employed.

Follow target companies, engage with relevant posts weekly, signal your interest to work there on their page, and connect with hiring managers and team members using short notes that reference the role or a mutual interest.

When you apply through LinkedIn, still upload a tailored resume; then message the recruiter or manager with a two-to-three sentence value pitch and offer to share a portfolio, case study, or concise proof of fit. Treat your profile as your living, core document: Update wins, projects, and certifications so your outbound story matches your inbound signal.



Searching Company Websites Strategically

Company career pages often list roles that never hit the big job boards. Before you click “apply,” scan the site’s press releases, about pages, investor or newsroom updates, and product or team pages to understand priorities and vocabulary. Use what you learn to echo language in your summary and bullet choices, and to shape a brief note that references current initiatives. Expect screening questions or assessments, and complete them carefully. Then follow up with a tailored resume and a short value line to the hiring manager when possible.



Using Job Boards with Caution and Clear Intention

Job boards are useful for discovery, not as a sole strategy so don’t let them consume too much of your time. Use them to map active demand, identify companies worth pursuing, and spot repeat requirements you should address in your OnTarget versions.

[image: Tip] Limit daily board time so you don’t confuse busyness with progress, and don’t assume a posted role is your only pathway; after you find a match, apply and then immediately shift to outreach, referrals, and direct contact.

[image: Warning] Anonymous resumes rarely help; most employers prefer real people with real context. Be visible, be specific, and treat boards as one lane in a multi-lane plan.





Chapter 17

Ten Tips for Choosing Professional Resume Help


IN THIS CHAPTER

[image: Bullet] Choosing a professional resume writer

[image: Bullet] Evaluating samples, process, and results (not just promises)

[image: Bullet] Comparing price, scope, and timelines while avoiding scams



In addition to reading this book, how do you create a resume that ushers you into prime interviewing territory? Should you hire a pro or go it alone?

A seasoned resume writer blends classic marketing principles with today’s realities (ATS, AI, social) to position you fast and clearly.

Professionally crafted resumes don’t just boost confidence; they often pay for themselves by shortening your job search. At a $50,000 salary, every week out costs you about $950 in lost pay. Working with a certified pro can help you reach interviewers and offers far sooner.

[image: Remember] Prep like taxes: Gather roles, dates, wins, and goals for the writer. A qualified pro will guide you on what’s needed to fill the gap.

Don’t discount the powerful boost entrusting your career to a pro can deliver. I have witnessed dramatic, life-changing results produced by the efforts of talented pro resume writers. Who could benefit most? First-time resume writers; people in competitive markets; anyone with a checkerboard history, a long gap, or a tough story to tell; people who have trouble selling themselves; and busy candidates who want expert polish and expedited path to their next role. If resume writing isn’t your full-time job, a pro is a smart investment. Use the tips in this chapter to avoid hacks and choose wisely. (And for a list of recommended resume services, flip to the Appendix.)



Spotting a Resume Template “Pro”

Resume templates aren’t inherently bad, but how they’re used tells you a lot about whether you’re working with a true resume professional or someone simply pouring your information into a pre-made, one-size-fits-all shell. This is one of the easiest ways to tell the difference between strategy-driven resume writing and basic regurgitation.

A qualified resume pro starts with thinking, not formatting. They clarify your target, value proposition, keywords, and proof points first, then select or build a layout that supports that strategy. If a writer begins by asking you to choose a template — or promises fast turnaround based primarily on design — that’s a red flag. Templates should support content, not substitute for it.

True professionals also understand how templates interact with online application systems. A well-chosen resume format preserves the reverse-chronological (RC) structure employers and applicant tracking systems expect, places critical information in the top third, and uses standard section labels such as Summary, Experience, Education, and Skills. Job titles, employers, locations, and dates should also always appear in live text — not embedded in textboxes, headers, footers, tables, or graphics.

[image: Remember] A professional resume writer is an architect who will never let style override function. Your resume format will always be driven by your unique content first.



Requesting a Free Initial Consultation

If you’re considering a pro, ask for a short, no-cost consultation with the person who will actually write your resume (phone or video is fine). You should be asked to submit your most recent resume and a few job targets in advance of the meeting.

In fifteen to sixty minutes they should ask questions about your goals, target roles, proof points, and challenges. Use the time to gauge chemistry and expertise: Do they speak your industry, address your specific hurdles, and show current, outcome-first samples like those in Part 4 of this book? Confirm a current certification with continuing education requirements, then align next steps around intake method, timeline, and what they need from you.

[image: Remember] A consultation isn’t a DIY fix-it session; it’s to scope the work, confirm expertise, and receive a quote. If you can’t speak with the writer, or your questions stump them, keep looking.



Locking Down Scope, Timeline, and Revisions

A client agreement is as much for your protection as it is for the writer you work with, so before you pay, expect to get the plan in writing. A clear agreement prevents surprise costs, missed expectations, and who-owns-what confusion.

It should spell out exactly what you’re buying: resume (ATS-clean .docx + PDF), how many OnTarget variants (if any), LinkedIn refresh or full rewrite, cover letter, and any extras (bio, thank-you, brief). Note what’s not included (for example, new targets after delivery).

Make sure it confirms how they’ll gather your story to understand whether it will just be you filling out forms or if there is also a discovery interview, which is typically very important to ensuring the right data hits your resume.

You’ll see turnaround times for receiving drafts along with data on the revision window (how many rounds, what counts as a round, and whether it includes new targets).

Once full payment has been made it should state that you will have full ownership of files and provide any options or specifics around using your resume as a sample or award submission. Never share SSNs or proprietary client data.

Finally, it should spell out price and payment so you know the deposit, milestones, and refund policy.

[image: Warning] If a quote doesn’t list deliverables, timelines, revision terms, or other items outlined above, ask for a clearer scope or keep looking.



Targeting Certified Professionals for Expert Results

Professional resume writing is a real discipline with training, certification, and continuing education. To protect your investment, choose a writer who holds a current, verifiable credential from an organization that stays on top of ATS, AI, and hiring trends, and requires learning to keep the credential active.

The strongest option today is Career Directors International (CDI). CDI offers multiple resume certifications that maintain high standards and ongoing education, plus a Job Seeker portal (https://careerdirectors.com/job-seekers/), where you can search for a resume writer to assist you and access other job seeker tools. Full disclosure: I founded CDI to advance best practices and training so job seekers benefit from writers who are current, ethical, and results-focused.

[image: Warning] Not all certifications are real or actually recognize excellence. In an unregulated industry, certification mills and fake credentials are a real and unfortunate thing. Verify the credential on the granting organization’s site, check that it requires continuing education, and look for recent, outcome-focused samples and contributions by the writer (articles, awards, ongoing learning, presentations). Be wary of sites that hide who will write your resume or provide unverifiable, unsubstantiated credentials or claims.



Evaluating the Writer’s Resume Samples Critically

In Part 3 of this book as well as on the companion website (at www.dummies.com/go/resumesfd9e), you’re provided with a wealth of diverse professional resume samples. Those help you understand what to look for, show you writers who created those resumes for job seekers like you, and give you the knowledge to avoid settling for less. When reviewing writers, expect to find resume samples and keep looking if they don’t meet the standard you’ve been shown here for keywords, ATS compatibility and parsing, targeting, storytelling results, and all the rest.

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.



Asking for References and Testimonials

Website testimonials range from solid to fluffy, so verify beyond the site. Look for third-party reviews (LinkedIn recommendations on the writer’s profile or company page) with specifics: roles targeted, interview traction, time to offer, and recent dates. Favor writers who show current wins and outcome-focused samples.

You can also ask for references to contact if LinkedIn recommendations aren’t available. Most resume writers can give you a short list of satisfied clients who have agreed to act as a reference. Expect brief conversations as many job seekers prefer privacy. Use the calls to confirm process, responsiveness, and results only.

[image: Remember] Should you speak to a reference, consider asking: What changed after the rewrite for you? Were deadlines and promises met? Did the writer understand your field and any challenges you presented? Would you hire them again?



Seeking Interviews and Connection over Forms

Intake forms help gather basics, but they shouldn’t be the totality of the information gathering as they can’t capture your voice, context, or proof by themselves. A strong resume process includes a live interview (phone or video) where the writer probes for your targets, branding themes, and CAR stories (challenge–action–result), clarifies metrics, and surfaces sensitive items to frame and not hide.

[image: Warning] Think twice about hiring a questionnaire-only resume writer. I’ve only met one to two in my entire career who produced exceptional outcomes and that was because the work was put on you to fill out time-intensive, lengthy, and detailed worksheets. Usually form-only means you should keep looking to avoid a disappointing, generic resume.



Aiming for Fit, Not Just Flash

Some writers specialize by industry (IT, healthcare, finance) while others are strong generalists who excel at research and process. Either can work, so what matters is fit with your target and proof they can market your story. A good match shows up in recent samples that mirror your level and function, outcome-first bullets, and up-to-date practice (certifications with continuing ed, awards, articles).

If you’re in a niche or highly technical role, ask how they’ve handled similar clients and scan samples for accurate terminology and metrics. If you’re pivoting, look for writers who can translate experience with crossover language and build a persuasive top third that sells you for the new target.

[image: Remember] A resume professional doesn’t have to specialize in your field to be able to provide you with the expertise you need. Choose the writer who understands your goals, asks smart questions, and has the qualifications and client success stories that demonstrate true expertise.



Avoiding Bargain Resumes That Cost More

Cheap can be costly so remember you’re buying strategy and positioning, not just formatting. Typical ranges for pro writers: $500 to $1,700 for most resumes; $750 to $3,000 for executives. Prices rise with complexity, scope, and speed. What drives price and value:


	Discovery depth: Interviews to surface metrics, brand, and CAR stories (career changes or thin data can take longer)

	Writing and design: Research, data review and crunching, story writing, and condensing to hit the 2-page length

	Complex history: Gaps, pivots, multi-track work, or sensitive issues that require careful framing

	Customization: OnTarget variants for different roles; tailoring first pages per posting

	Packages: Necessary add-ons like LinkedIn profile writing, cover letter, bios, thank-you/follow-up notes, and strategy coaching



[image: Warning] Too-good-to-be-true pricing, “job guaranteed in 30 days,” no interview, or won’t let you speak with the writer all mean you should walk away.

[image: Remember] A good resume often pays for itself by shortening time to offer. Focus on return on investment (ROI) and fit, not the lowest quote.



Verifying and Being Vigilant to Avoid Scams

Resume writers are supposed to be pros who earn their reputation by delivering interviews and offers. Unfortunately, where there’s vulnerability there are scams, which has become a huge epidemic in the world of hiring and employment today. Before you invest, verify.

Start with identity and track record. Make sure you can see the actual writer’s name, not just a brand. Look for recent, real-world samples that reflect today’s standards (outcome-first bullets, keyword alignment, clean structure). Cross-check third-party reviews on LinkedIn, professional associations, and in online searches, because substance beats star counts or claims on their website.

Always verify certifications and affiliations with the granting professional association or entity. And look to speak with your writer and not just a salesperson. Most qualified professionals require a brief conversation or even a Zoom meeting to understand your goals and challenges, and ensure fit, before quoting scope.

Beware guarantees that don’t make sense (“we guarantee a job in 30 days”), ultra-low teaser prices followed by aggressive upsells, or services that won’t let you speak with the writer. If a site promises instant resumes with “AI only, no interview required,” expect generic output that can miss facts, misstate achievements, and trigger skepticism.

Read the scope and revision policy closely. You’re hiring marketing expertise, not just formatting. A solid engagement defines discovery (intake/interview), deliverables (resume, plus what else), revision rounds, timeline, and what “done” looks like.

Finally, protect your data. Don’t send Social Security numbers, confidential client names, or proprietary metrics. Ask how they safeguard files and whether they will anonymize sensitive details and change metrics to ranges when appropriate (“$2–3M budget”).

[image: Tip] Use a payment method that offers dispute resolution, and keep everything in writing including scope, price, timeline, and revision terms.

[image: Remember] Current certifications that require continuing education, public contributions to the field (samples, articles, awards), clear policies, and a writer who asks smart, targeted questions about your results are all signs you’re in capable hands.

[image: Warning] Two situations to keep your eyes open for that typically represent either low-quality certification mills or outright scams:


	If you’re sold to by someone other than your writer, and you can’t confirm who will write your resume, walk away.

	If you hear from a recruiter and they tell you that you’re a perfect fit but you just need to pay this particular resume writer to “fix” your resume, walk away.







Chapter 18

Your Ten-Point Resume Checklist


IN THIS CHAPTER

[image: Bullet] Matching your resume to the role’s must-haves

[image: Bullet] Structuring for speed and parsing

[image: Bullet] Smacking down interview-killing errors

[image: Bullet] Ensuring the best first impression



Before you send a resume into the world, run it through this ten-point checklist. Each item reflects what today’s screeners and systems actually look for: a tight match to the job, a clear focus, ATS-clean structure, proof of results, strong language, and zero distractions. For greatest success, your aim should be to nail each and every point in this chapter before you submit your resume for a job opportunity. This isn’t busywork but the last mile that turns a good draft into an interview-getter, regardless of audience and how it’s viewed.



Targeting Qualifications for a Match

You’ve tailored your resume so the job can recognize itself in your story. That means your qualifications (skills, tools, education, scope, results) mirror the job posting’s must-haves and nice-to-haves, especially in the top third. Use the role’s language (not yours) to translate titles and tasks so a screen and their software sees a direct match. If you’re applying without a specific posting, aim to the center of gravity for the role by using several current ads to spot the commonalities.

[image: Tip] Use the OnTarget flow (see Chapter 5) to align your objective header, summary, keywords, and proof bullets. For faster setup, the prompts in Chapter 6 help you extract and prioritize the right keywords before you polish the wording.



Sharpening Focus

Don’t approach applying as “I’ll do anything” or asking what the employer has. Do your homework to know the job title the company uses for your target role. Then take the steps to show you’re the right fit: Open with a clear objective header, back it up with a tight branding summary, and keep every line that follows aimed at the target. Trim off-target details so your resume has one unifying theme: you solving the company’s problem. Design should also support the message with clean headings, scannable bullets, and recognizable proof in the top third. (For tailoring, see Chapter 5 and for layout choices, see Chapter 8.)



Selecting the Right Format and Style

For online applications, use reverse chronological (RC) — period. It’s expected by parsers and people, shows recency and momentum, and earns trust. In today’s job market you reserve chrono-functional or hybrid formats only as networking leave-behinds to frame tricky histories in conversation. When the situation moves to a request to apply, send the RC. Keep headings standard (Summary, Experience, Education, Skills), dates consistent, and layout clean so both humans and systems can scan fast. (Deep dive on formats in Chapter 2 and design basics in Chapter 8.)



Highlighting Accomplishments and Skills

Instead of reciting duties, prove outcomes. For every key skill the posting calls out, pair at least one concrete win that shows how you used it. Translate responsibilities into CAR proof: the Challenge you faced, the Action you took, and the Result you achieved, ideally with a number (%, $, time saved, volume, ranking). Thread those same skills (the keywords you extracted from the description) into your top third and then echo them in the relevant role bullets so both humans and systems see clear alignment.

[image: Remember] If you can’t quantify, then qualify the scope (team size, budget, users), frequency (daily/weekly), or speed/quality (“ahead of schedule,” “error-free”). Keep your claims attributable and interview-ready.



Polishing Language and Power Expressions

Tighten every word, mirroring the posting’s keywords (nouns) so you’re findable, and drive each bullet with a strong action verb so humans feel momentum (see Chapter 7). Cut filler (“responsible for,” “duties included”), cliches (“results-oriented”), and dated details (“References available”). Use industry jargon when it signals fit, but translate acronyms on first use. Always keep claims concrete, use active voice (without including “I”), and stay consistent in tense and jargon.

[image: Tip] Keywords get you found and verbs get you chosen so swap vague verbs for powerful ones: “led” becomes “orchestrated,” “improved” becomes “elevated,” “worked on” becomes “delivered.”



Funneling Content to the Goal

Starting with a clear objective header (target job title), follow with a tight branding summary, reinforce with keywords, and prove it in “Experience.” Always use a reverse-chronological format when applying so screeners and systems see recency and momentum while content parses. Only put “Education” before “Experience” if you’re a true new grad or when the target is education-driven. Skip personal data and anything that doesn’t move the reviewer toward an interview. (For a refresher on content, see Chapter 4.)



Keeping Length in Check with Common Sense

Use the fewest pages that clearly prove your fit for the role. As a rule of thumb: one page for light experience, two pages for most pros, and three only for executives/consultants as needed. Note that your resume can stretch longer when it’s a curriculum vitae (CV) for some careers in science, healthcare, and higher education.

[image: Remember] For online submissions, keep the reverse-chronological format and trim anything that doesn’t support the target. (See Chapter 2 for formats.)



Including Appropriate Social Media Handles

Share only profiles that strengthen your case (typically a customized LinkedIn URL and possibly a portfolio/GitHub/Behance for work that needs to be seen). Make sure the headline, summary, dates, and titles match your resume and that everything reads well on mobile.



Navigating Sticky Points Strategically

Handle bumps with clarity, not camouflage. Group short contracts under one consulting header, place “Education” or “Training” before “Experience” only for true new grads, drop very old or off-target roles, and address gaps briefly (upskilling, caregiving, service) while letting the top third sell your fit. For online applications, still submit an RC version, even if you also share a networking CF/Hybrid.



Proofreading, then Proofreading Again

Typos can be instant deal-breakers so run spell-check, then proof slowly (names, titles, employers, dates). Read aloud, then backward (last word to first) to catch sneaky errors. Export to PDF to spot layout glitches, and ask someone you know is meticulous to give it a final pass for anything you missed.





Appendix

Directory of Resume Writers


Many professional resume writers contributed samples to this book (see Chapters 11 through 14 and the companion website at www.dummies.com/go/resumesfd9e). Additional contributors provided specialized content, including military transition resume guidance in Chapter 9.

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, whether their work is in the actual book or only online. There simply isn’t enough space to include them all within these pages! 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, they have won a resume-writing award from CDI.

It should also be noted that my information is included here first as I’ve resumed working directly with job seekers for the first time since authoring this and the prior two editions. You can learn more about working with me at:

Laura DeCarlo ↑*
A Competitive Edge Career Service
Melbourne, FL
success@acompetitiveedge.com
https://acompetitiveedge.com

Susan Barens
Career Matrix Group Ltd. Co.
Fort Mill, SC
Susan@careermatrixgroup.com
https://www.careermatrixgroup.com/

Bridget Batson ↑*
Houston Outplacement Resume Writing & Career Counseling
Houston, TX
bridgetbatson@houstonoutplacement.com
https://houstonoutplacement.com/

Dustin Beasley
Career Renovators
Springfield, MO
dustin@career-renovators.com
https://career-renovators.com

Dr. Jeannine Bennett ↑*
Vision to Purpose
Virginia Beach, VA
jeannine@visiontopurpose.com
https://visiontopurpose.com/

Laurie Berenson ↑
Sterling Career Concepts, LLC
Franklin Lakes, NJ
laurie@sterlingcareerconcepts.com
https://www.sterlingcareerconcepts.com/

Mary Elizabeth Bradford ↑*
Global C-Suite Resume Writer
(830) 331-9398
maryelizabeth@maryelizabethbradford.com
https://www.maryelizabethbradford.com/

Amy Britta Watt ↑*
CareerMarketingCentre & EmergencyServiceCareers
Ontario, Canada
amy@careermarketingcentre.com
https://www.emergencyservicecareers.com/

Phaedra Brotherton ↑
Resumes and Career Strategies
Arlington, VA
phaebro@gmail.com
https://www.resumesandcareerstrategies.com/

Tamara Cameron ↑
iCareerSolutions
Vancouver, Canada
tamara@icareersolutions.com
https://icareersolutions.com/

Maria Caraballo ↑*
Career Branding Inc.
Juncos, Puerto Rico
(787) 955-5704
maria@cbincpr.com
https://careerbrandinginc.com/

Paula Christensen ↑*
Strategic Career Coaches
Green Bay, WI
paula@strategiccareercoaches.com
https://strategiccareercoaches.com/

Tiffany Cruz ↑
Power Writers USA
San Francisco, CA
tiffany@powerwritersusa.com
https://www.powerwritersusa.com/

Tim Cunningham
Fast & Focused Resume Service
British Columbia, Canada
tim@ffresume.com
https://ffresume.com/

Robert Dagnall ↑
Resume Guru
San Diego, CA
robert@resumeguru.com
https://www.resumeguru.com/

Ken Docherty ↑*
Docherty Career Management, Inc.
British Columbia, Canada
ken@kendocherty.com
www.masterresumewriter.com

Rhonda Douglas Charles
Adnohr Docs
Brooklyn, NY
info@adnohrdocs.com
https://www.adnohrdocs.com/

Jennifer Fishberg
Career Karma Resume & Career Services
Highland Park, NJ
jennifer@careerkarma.net
https://www.careerkarma.net/

Cliff Flamer *
BrightSide Resumes
San Francisco, CA
cliff@brightsideresumes.com
https://brightsideresumes.com/

Pam Foster *
Career Stylr
Queensland, Australia
hello@careerstylr.com.au
https://careerstylr.com.au/

Scott Gardner
Vitae Express
Tampa, FL
services@vitaeexpress.com
https://www.vitaeexpress.com/

Louise Garver ↑
Career Directions Intl, LLC
Brentwood, NH
louise@careerdirectionsllc.com
https://www.careerdirectionsllc.com

Kamee Gilmore *
Paradigm Solutions | PRCS Canada
Alberta, Canada
info@prcscanada.com
https://www.prcscanada.com/

Tiffany Hardy ↑*
Top1Resumes
Phoenix, Arizona
Phone: (480) 848-6268
tiffanyhardy@top1resumes.com
https://top1resumes.com

Laura Hartnell ↑*
Laura Hartnell Career Transition Services
Ontario, Canada
laura@laurahartnell.ca
https://www.laurahartnell.ca/

Troy Heiner
TFH Transformations LLC
St. Petersburg, FL
troyh@tfhxllc.com
https://www.pinnaclepivot.com

Gayle Howard ↑*
Top Margin Executive Resumes
Melbourne, Australia
Phone: + 61 404 930 063
gaylehoward@topmargin.com
https://www.topmargin.com/

Sandra Ingemansen ↑*
Resume Strategies
Chicago, Illinois
Phone: (312) 212-3761
sandra@resume-strategies.com
www.resume-strategies.com

Yuvika Iyer ↑*
Careerlinko
Ontario, Canada
yuviyer@gmail.com
https://careerlinko.com/

Lori A. Jazvac ↑
Creative Horizons Communications
Ontario, Canada
creativehorizonsresumes@gmail.com
https://www.creativeresumestrategist.com/

Melissa Kelley
Kelley Resumes & Wordsmithing
Aurora, CO
melissak@kelres.com
https://www.kelres.com/

Clair Levy ↑
Precision Resume Solutions
Thousand Oaks, CA
clair@precisionresumesolutions.com
https://precisionresumesolutions.com/

Julie Maahs
Julie Careers
Moorhead, MN
julie@juliecareers.com
https://juliecareers.square.site

Ferrell Marshall *
Spotlight Coaching
Spring Hill, TN
ferrell@ferrellmarshall.com
https://spotlightcoaching.com/

Renzo Luis Maurtua-Neumann ↑*
Area CV
Bogota D.C., Colombia
renzo.maurtua@areacv.com
https://areacv.com/

Julio “Jay” Mesa *
Higher You LLC
Miami, FL
jay@higheryou.org
https://www.higheryou.org

Jennifer Miller ↑*
Professional Edge Resumes
Alberta, Canada
info@professionaledgeresumes.com
https://professionaledgeresumes.com/

Krista Mitchell ↑*
Career Steering & iCareerSolutions
Atlanta, GA
kmitchell.1@hotmail.com
https://www.linkedin.com/in/kristamitchell/

Krista Morris ↑*
Virtuoso Resumes & Recruiting
Gilbert, AZ
krista@virtuosoresumes.com
https://virtuosoresumes.com/

Zakiyyah Mussallihullah
Washington, DC
personaleafresumes@gmail.com

Tyrone Norwood ↑
Norwood Consulting Group
Birmingham, MI
info@norwoodconsulting.org
https://www.norwoodconsulting.org/

Billie Parker Jordan ↑
Advantage Resumes and Career Services
Maysville, NC
advantageresumes4you@gmail.com
http://www.advantageresumes4you.com/

Melissa Orpen-Tuz ↑*
Vivid Career Services
Cranston, RI
melissa@vividcareerservices.com
https://www.vividcareerservices.com/

Don Pippin
Area Talent
West Hollywood, CA
hello@areatalent.com
https://areatalent.com/

Marie Plett Lane ↑*
Aspirations Career Services, Inc.
Toledo, OH
mplett@aspirationsresume.com
http://www.aspirationsresume.com/

Rachel Raymond ↑*
RVP Career Services
San Diego, CA
rachel@rvpcareerservices.com
https://www.rvpcareerservices.com/

Tammeca Riley ↑
Infinite Potential Resumes
Washington, DC Metro
tammeca@infinitepotentialresumes.com
https://www.infinitepotentialresumes.com/

Deirdre Rock
Composed Career LLC
Rockaway, NJ
info@composedcareer.com
https://www.composedcareer.com/

Eve Ruth ↑*
CompellingResumes.com
Seattle, WA
info@compellingresumes.com
https://www.compellingresumes.com/

Barbara Safani ↑*
Career Solvers
New York, NY
info@careersolvers.com
https://www.careersolvers.com/

Deborah L. Schuster ↑*
The Lettersmith
Troy, MI
deborah@thelettersmith.com
https://www.thelettersmith.com/

Betsy Shepard Reed ↑
BSR Career Development
New South Wales, Australia
betsy@bsrcareerdevelopment.com
https://www.bsrcareerdevelopment.com/

Tammy Shoup ↑*
Breakthrough Resume Writing Service, LLC
Decatur, IN
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	software facility, data-mining from college experience, 110

	special circumstances, OnTarget resumes for, 227–266

	spell-check, 94, 104, 292

	sports, data-mining from college experience, 109

	sports field, OnTarget resume for, 174–175

	Sports Physical Therapist, OnTarget resume for, 174–175

	state of residence, 35

	step down strategy, 118

	sticky points, on checklist, 292

	strengths

	emphasize, experiences, 273

	home-management, 134

	LGBTQ+ affiliation as, 128–129

	military, 120

	promoting for new graduates, 108

	selling as a seasoned worker, 114–115





	style

	bulleted, 272

	on checklist, 290

	font, 103–104

	header, 102–103





	substance abuse, 136–137

	summary section, resume, 36

	building brand in, 64

	in core resume, 61, 64

	effective, 36, 37

	importance of, 119

	maximizing, 36–37

	for new graduates, 110–111, 114

	other names for, 36

	unique selling proposition, 37–38





	summary statements, prompting, 81–82

	sustainability field, OnTarget resume for, 162–163

	Suttis, Gabrielle (resume writer), 196, 202–203, 297

	Swanson, Michelle (resume writer), 212–213, 297





T


	teaching field, wow verbs for, 91

	technical ability, wow verbs for, 90

	Technical Certificate New Grad seeking Project Manager, OnTarget resumes for, 191–192

	Technical Project Manager, OnTarget resume for, 184–185

	Technical Sales Executive, OnTarget resume for, 172–173

	technical skills, data-mining from college experience, 110

	technology, resume and, 10

	template, resume, 105, 114, 282

	testimonials, asking for from resume writers, 285

	text, blocky, 99

	text boxes, 100–101

	thesaurus, 87

	Tip icon, 3

	Title VII of the Civil Rights Act, 128

	Toast of the Resume Industry Awards (TORIs), 267

	Tom, Adrienne (resume writer), 214–215, 224–225, 235–236, 255–256, 262–263, 297

	top third of resume, 14, 22, 26, 29, 68–70, 114

	training, 123, 125, 138

	older workers, 115

	selling for new graduates, 111

	wow verbs for, 91





	Transition

	from high-paid Delivery Driver to Aerospace Logistics, OnTarget resume for, 231–232

	from Incarceration with Career Gaps to Lower-Level Position, OnTarget resume for, 253–254

	from Self-Employment to Employment, OnTarget resume for, 252

	from Self-Employed to in-house employment for Marketing Communications Strategist, OnTarget resume for, 229–230





	Transition Assistance Program (TAP), 120, 121

	tried-and-true reverse chronological format, 18






	2-Year Degree New Grad Seeking Electrical Engineering Technician, OnTarget resume for, 197–198





U


	underlining, skip, 104

	unique selling proposition (USP), 37–38, 64





V


	value, showing off, 272

	Vargas, Rosa (resume writer), 297

	Varner, Kara (resume writer), 297

	visuals, 100–102

	vocabulary, in resume, 70, 72–73

	volunteer, for explaining job gaps, 133





W


	Warning icon, 3

	Watt, Amy Britta (resume writer), 168–169, 294

	weaknesses, recognizing for new graduates, 108–109

	websites

	Adrienne Tom (resume writer), 297

	Americans with Disabilities Act, 135

	Amy Britta Watt (resume writer), 294

	Barbara Safani (resume writer), 296

	Betsy Shepard Reed (resume writer), 296

	Billie Parker Jordan (resume writer), 296

	Bridget Batson (resume writer), 293

	CareerDirectors, 108

	Career Directors International, 135, 138

	CareerOneStop’s Reentry Program Finder, 134

	CareerOneStop’s Reentry Resources, 138

	Clair Levy (resume writer), 295

	Cliff Flamer (resume writer), 294

	for companies, 279

	Deborah L. Schuster (resume writer), 296

	Deirdre Rock (resume writer), 296

	DOL Military-to-Civilian Occupation Translator, 122

	Don Pippin (resume writer), 296

	Dustin Beasley (resume writer), 293

	Eve Ruth (resume writer), 296

	Ferrell Marshall (resume writer), 295

	Gabrielle Suttis (resume writer), 297

	Gayle Howard (resume writer), 295

	Human Rights Campaign’s Corporate Equality Index, 130

	iRelaunch, 134

	Jamie Sisley (resume writer), 296

	Jeannine Bennett, Dr. (resume writer), 293

	Jennifer Fishberg (resume writer), 294

	Jennifer Miller (resume writer), 295

	Job Accommodation Network, 135, 136

	Julie Maahs (resume writer), 295

	Julio “Jay” Mesa (resume writer), 295

	Kamee Gilmore (resume writer), 295

	Kara Varner (resume writer), 297

	Ken Docherty (resume writer), 294

	Krista Mitchell (resume writer), 295

	Krista Morris (resume writer), 296

	Laura DeCarlo (resume writer), 293

	Laura Hartnell (resume writer), 295

	Laurie Berenson (resume writer), 294

	Lori A. Jazvac (resume writer), 295

	Louise Garver (resume writer), 294

	Maria Caraballo (resume writer), 294

	Marie Plett Lane (resume writer), 296

	Mary Elizabeth Bradford (resume writer), 294

	Melissa Kelley (resume writer), 295

	Melissa Orpen-Tuz (resume writer), 296

	Michelle Swanson (resume writer), 297

	Mil2FedJobs Federal Crosswalk, 122

	My Next Move for Veterans, 122, 124

	National Hire Network, 138

	National Personnel Records Center, 123

	Occupational Outlook Handbook, 72, 116

	Official Military Personnel File (OMPF) via milConnect, 123

	O*NET Military Crosswalk, 122, 124

	Out & Equal Workplace Advocates, 130

	Pam Foster (resume writer), 294

	Path Forward, 134

	Paula Christensen (resume writer), 294

	PayScale, 48

	Phaedra Brotherton (resume writer), 294

	Rachel Raymond (resume writer), 296

	Rebecca Worthen (resume writer), 297

	The Reentry Employment Opportunities (REO) program, 138

	Renzo Luis Maurtua-Neumann (resume writer), 295

	Rhonda Douglas Charles (resume writer), 294

	Robert Dagnall (resume writer), 294

	Rosa Vargas (resume writer), 297

	Salary, 48

	Salary Expert, 48

	Sandra Ingemansen (resume writer), 295

	Scott Gardner (resume writer), 294

	Susans Barens (resume writer), 293

	Tamara Cameron (resume writer), 294

	Tammeca Riley (resume writer), 296

	Tammy Shoup (resume writer), 296

	Tiffany Cruz (resume writer), 294

	Tiffany Hardy (resume writer), 295

	Tim Cunningham (resume writer), 294

	Transition Assistance Program, 120

	Troy Heiner (resume writer), 295

	Tyrone Norwood (resume writer), 296

	Yuvika Iyer (resume writer), 295

	Zakiyyah Mussallihullah (resume writer), 296





	widows, fixing, 104

	winning resumes, 267–268

	marketing mindset, 11–12

	OnTarget essentials, 11

	treating like brand, 12

	zeroing employers crave, 12





	words

	keywords (see keywords)

	tips for using, 273

	wow (see wow words)





	work experience, data-mining from college experience, 109

	workforce, reentering, 133–135

	work history, 83–84

	unrelated, 113





	Worthen, Rebecca (resume writer), 250–251, 264, 297

	wow verbs

	for administration and management, 88–89

	for communications and creativity, 89

	for financial management, 93

	for helping and caregiving, 92

	for office support, 90–91

	for research and analysis, 91–92

	for sales and persuasion, 89–90

	for teaching, 91

	for technical ability, 90

	for training, 91





	wow words

	action verbs, 87

	artificial intelligence and, 93

	keywords, 88

	resume language, 94

	understanding, 87–88

	wow verbs, 88–93









Y


	Young Professional Seeking Customer Service/Sales Associate, OnTarget resume for, 199

	yourself, selling, 272
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YOUR NAME i T 1 rone Number | Emali Address

TECHNICAL IT PROJECT MANAGER | CYBERSECURITY OPERATIONS SPECIALIST
From bomb disposal to I is,leading critcal teams and systems with preclsion and relabily.

Discpined and mison-proven operations Ieader with 10 yeas inthe U, vy s an Exlosive Ordnance
Diposal Technicin, drecting over 250 ik missions across 12 countries with fero mision fadres.
‘Oversaw secure communication systems supporing font operations wih federa, inteligence, and alied
‘aencies. Ledcross-functons teamsofup .30 personoe and managed S15M incssfed equipmet.

2 Appledproven expertse ik misgation, project coordinaton systemssecuity,and contuity
Blaning 1o support secure,high stakes nvionments

2 Recopniaedforpreciion execution an trusted eadershipin st maving highstakes emironments.

3 amed ndusiryrecogized cetfcarions i ybersecurtyand project management, demonstrasng
commitmen 0 techniclexcllnce and resdiness or cilan esdership nsecure opeations.

[[CoRE ComPETENCIEs & TECHNICAL T001S ]

Project Mansgement | Cybesecurity Operations | ik Misgation | incident Response | Sstem ntaton
Techncal Documentaton | Stakehoider ommanicaton | Oata Securiy | Team Ladership
MicrosotProject |1 | Confluence | plunk | Nessus | Wieshark | dware | Micosof 365 | ServiceNow

CompTIA Securitys Certified | CAPM 8 PMP Cartfid | Clearanc: Secrt (Active through 2026)

[PROFESSIONAL EXPERIENCE ]

EXPLOSIVE ORONANCE DISPOSAL TECHNICIAN | Company ame i, Date o Oste
Ciian Equialent Technica I Operaions Lead
3 Led gobal EOD misions invobing robrics,secure comirs, and highsik theat response across 12+
Countries; tegrted gl st o mision pannig, rerting, ad neragency s

Coordinatedsecure T moderzation pojects wipporting cybersecuty complance, sk mitgaton, 3nd
techncal team enabiament i i enerprise environment.

= Secur Systems 8 Robotcs Management:Opersed oboticsystems and mainained encryied
tactcal o susained 59% equipment uptime 3cross g theat envionments.

= Digial Worklow Optimization:Implemented 3 digal reporting sstem or I mission
documentaton; reduced manua eporting Sme b 35%and mproved g traceabity o reviews.

= Secure Communicaions Overigh: Maintined and oublehot held eployabe comms systems
used i lasihed onironments; ensured continous comms tegrty €3 it ops tones.

= Mison-Crtca Tech Readiness: Conductedfied dagnostisand re-misin ysters chcks,
supportingunnterupted deplayment of counter D technaogies nd et assesment och.

= Cyber-Aware Asset rotection: Collsborated withdassfed cauipmen custodins to enforce
complance protocos;safeguardedsanitiveteh rom operatona compromise.
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Career Change from Actor to HR/Recruiting authored by Gif Flame. This
resume blends anguage tha crosses the bridge 1 the new ndustry target,

accomplishments, and functional segmentation by title within positions to help the.
‘candidate quality for the new target role.
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Technical Certificate New Grad seeking Project Manager position authored

by Laura DeCario. This resume’s strategy overcomes challenges by bringing oider, related
o omare ana aying ol et i o orieae i o of s et et
Initiall would have scemed unrolated.
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Career Transition from Fishing-Fleet Owner to Corporate Supply Chain
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YOUR NAME Rosumo Page Two.
———————————— RELEVANT EXPERIENCE HIGHLIGHTS —
BIG FINANCE - G, ST XP000X 10 X0KPO0X
Projoct Managor - Mortgage Loans (Actual Tio: Morigage Loan Offcer)

Croatad ey markatng sroject o develop business and managed th overa succes o 0an projects o

homeawners andinvestors. Dfined prjecs, anayze requiemerts, gathered business oqueomeris,
idonied s, daiveod cuaty 518003, an managed the ovrshscheduie o e pect on e
+ Project Litcycle: Managed Ifocyc fo projecs from noeds anayss and roquicomens gaharng o sk
managementanayss, Gocumentaton,lasng wih clents and Underwrers, and poject dosue,
+ Intomot Marketing Poject: Achieved o fe searchanginoplacoment againstmro than soven miion
‘competing webstes by creaing and managng a personal mogage websie 1o generae ncoming eads.
‘Gonaaiod sigfican now business oads.
Planning, Analysis & Testing: Evalotod andtstod wobsis contr layoutand dosign
SUccosaily e catarom e inic 0 improve pacement

- SE0: Achiossd seach engine placemont o 1o o positons by creaing and implomentng targeted
markating campaigns. Porormed ndopendant 03TiG on S0ah onnG opEMZaton (SEO)
Tochnaues and 050 o Ky words.

THAT PLYWOOD COMPANY - Cay. ST XK 0 XHN0K

Projoct Managor - Marketing (Actal Ti: Morkoting Manager)

Diectod markating projct or$100W 7stte wholosale ditrutors it tvee Gvisions witin  business-

-business envionmont anaged s aspactsofpojct managemont whie poviGng eadorshp and

‘Grschon o mats tams.

+ Program  Project Management: reated 8 programs and scily managed prjecs across tree
sons. Incladed product ecycle management equiormentsanalysis,paning, aisog wth l imoed
partes, and moatng of rlcal Geadines o pojectcosure,

+ Websito Project Management; L prject managementofcompany websfe o defiing objectves,
s analyis and desn 1o wiing bres, mlesions, rob-out and gove.

« Planning / Lifcyclo Management: Achevod a 4% ncroaso i sles by ovrsoeing product Hocycle
managoment of marketg projec,fom rosearching target maket,Hecyce of e o agency selecton
200 aunching of comprangnc campagns

« Projoct Control Exocutin: Detvere 1040 ncreas in sl oads by aversing the convol and
‘xecuon of projec markeing lans fo 910t cenlers sac argeting Unue cent audences and
evloping he marketng sategyfr o newy acqured branch.

- Monitoring & Contoling: Revtaized fve stngging dsirics, aking evenues from S24M 1o 411
1900 031 by maasuing Scvibs,entying SULonS, and ITUBncng hange conv.
Isues Management: Revrsed an under.erorming dstricts downard 2l rend 1 60% evenve
Growh i ondlr o yoa b spearhaadng anayss nd esouton of s,

EARLY EXPERIENCE

Projoct Manager - Consiuction Company A

Projoct Managr / Production & Sales ~ Constucton Company 8

. Project Management: Dected and versaw a aspectsof constructon prject management o neds
analysi, desigh, andcoordinain o mplementaon o mulile mplementaton POCs 1 varyg Scope

. Toam Loadorship: Lodprojoct earms n tho panning, dosign and bk of new proecs. Hied and
ogalaiod contacs fo llsuconsacirs, Moniored on-ske producton, and fosood 55005
"EDUCATION & AFFILIATION
rtifcat in Project Management - Unversiy Name Corporte Education Canter
Momber, Projoct Managoment institute & PMI Stats Namo Chaptor

P Spucitc ntorestGroups (Do Procaroment Constcton;Consin:Maratny'Soh: et ik goment
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HR Generalist authored by Laura Hartnel. A stong tagiine introduces her as a

'people-focused problem solver, whilethe layout einforces credibilty through clear
structure and embedded “Impact Snapshof” melrics. Roles show measurable
contrbutons o drive result.
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Your Name page2

Supply Chain Supervisor (Actual ile: Supply Sergeant),continved.

Managed equipment inventories valued to $75M.

Mentored ogsics specialss nintegrated ogistics polices and procurement functions.
“Far exceededt standards for accurate supply tracking and accounting.

Credited with“flawless” management of Government Purchase Card (67 program.

Inventory Control Supervisor (Actua Tile: Supply Sergeant), Urit Name, iy, ST (Date o Date)

Instrumenta in managing logistics isues,including supply and equipment isues spanring multile uts.
Molntained and updated suppy polcie. nsured compliance with polcies,procedures, and regulatons.

‘Supply Chai Specialist (Actua Tite: upply Sergeant), Unit Name, Gy, ST (Oate to Date)

Managed storage ssue, accountabilty,and preservation of suppies and equipment,Compied dily/monthly
ecords of operating suppis sued and maters condtion tstus reports. Coordinated logtic with other
unitsand thei supply sevices.

« Maintined 100% accountabity of equipment valued at $12.4M.

EDUCATION AND TRAINING
Master of Business Administration (MBA), concentrationin Organizational Leadership (nprogress
Bachelor of Business Administration (88A), concentration in Human Resource Management (oate)
Unversy Name, Gy, ST
Production and Operations Management  Integrated Business Polcy and ProductDevelopmen.
Quantitative Theory and Busines Analysis  Pay and Benfis Adminstration
Organizational Development Recruing, Placement, Promion, and Retention
HRTechnology Employment Lows and Regultory Concerns
Ut supply Specast Course,Organzation Name (oste)

Review, analyss, andasessment of unit ogistie procedures and programs. Verifcation andaccountabity of
expendable and non-expendable supplies and equipment. Orgaizatonal management, maintenance, and
security ofsmallarms. Management f supply aperations with Uit Leve Logistics ystem 4 (ULS-54),

Uit Admiistraion, Organizatin Nome
Management ofogisis, resources, personnel, alning, hysical and personnelsecuriy, and nit readinss.

Prmary LeadershipDevelopment Course  Supervisor and Manager Development
Acauistion Exhics Equal OpportunityLeaders Course

Combat Support Operations/ Malntenance Al Load Plannr

Radiaton Material Handing Sfety HAZMAT Familarization andSofety i Transportaion

'VOLUNTEER WORK AND LEADERSHIP.

Founded nonproftorganzation providingschoolsuppliestochildren n the Philpines (D3e o Oate)
Managed coliecton,interationshipping, and distribution of 4 tons o schol supplies to underprivieged
students.Establshed schalarship program o dfray expenses for 11 igh-performing students every uarter.
Al led humanitarian efforts n the Phitppines fllowing Typhoon Haiya, using logsticsskils t gathe and
@sriute et supplies.Received humanitaian sward from Boord of Educaton.
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Career Transition from Self-Employed Jack-of-All-Trades Technical/

Manager with numerous positions to Licensed Insurance Adjuster
authored by Marie Plet Lane. This resume brifly showcases roles, deemphasizing
self-employment while emphasizing relevant skils, icenses, and keywords.
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Transition from Self-Employment to Employment authored by Susan Barens.
Note that all dstals of sali-mploymen or the uss of job ties such as president have

T LR S U e

Your Name
iy ST | Phone Numbar | Emai Address

Senior Horticulture & Sales Manager
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et oo averse it KEX SUCCESS FACTORS.
‘Shrpanast s orgaie, sy denr of emaecss
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omays o socess g sng ccout monsgeet. 5. Saety & Comptance (05HA)
Elcguing sy convo. nd smiaivs i, g
Putent tanr dustfous gt eadr and dignt prlom. Eavsiment & Materas Managenmert.
Sover who masmiesresxrce, igais s, an0 e o1 g Triing & Mertoshp

CsonarilRern o0 vesrant RO

Carcer & Achieverments

CoMPANY NAVE - Gy, ST oueto e
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Soctenevements:
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e ongcape maioton son b s s 08 [
e g 3550 nowsccoons por e e Grom

- Cutcnts 30% o ncrssed cusity o ffcioncy o
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Formal Eduction
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'YOUR NAME

cr.st Em Assess Frone umber
LinkedinPrfis URL

RETAIL MANAGEMENT PROFESSIONAL
Sales & Rovenue Growih + Operations, Srategy & Mansgement . Customer Service Satsfaction

~ Extabishod 1 o 00 ratoowid - Waiained 40% Protabiy ~
~ Top indhidus peronmer: Awarded o highstgrowth i oo fiscal yoar (489 10 #1) -
=it Drocto i Aciovs ST50K Po i - T s S Contor -

Top-parioming andigh-enegy Retal Operations Manager who raws upon poven exparence and fesuls 0
i s and revens gront, oot chon Bas, . rcuns S0 msnassss, and st Up prafati
o ones. Rocogized 35 & dynamic leade wih proven success i tring NGvial promers o Nh
‘ncionng foams wich exc00d 3 st goal. Vion o posiionng company brands 1o Sand o n 0 most
oodedof marks Awaroed for persona sl portmance.

KEY COMPETENCIES

- Sole & Revenuo Growts + Opaatonal Management +Customr Noods Assassmont

*Clont Reltonship Managoment  + Resauro Coorddion ~Product Soncn Up Soing

~Giont twaion *PALE Iy Trockng “Recusmants Traneg.

*Sals o Devsopment *Rccountanagement “Tedoiogy

*Team Busding  ncenive “Hance On Loadarp ~Rimstason & Reporing
PROFESSIONAL EXPERIENCE,

ABC COMPANY - iy, ST POXO0OK - 300000

Operations Manager

Clnge o cona aor o st dci o #1880 0. o 200 o . Tk

WD overhoukng ol aspocis f Gperaton, Safin. se. cusiomer rdaons, inaton. PAL. and ropors.
Bocame s Director o meet company challenge f $150K In monihly revends wihin eight mont of
taking over.

Business Developmant & Turmaround:

" Excainted evenue fom $30€ 1 $150K i wit st eight months heough agessive customer rtenion
niatves, il ncoivos,and facktyoveru.

« Atine rarking f £ cu of 200 conorsn morkaglace and malnanod 40% monily oy by
ovamping and estabishiog keycontol i oxdarig.payto and veniey. rocesses weo adopted by
Corprat o s company .

product Sales:

" Tumod around slescosing ao fom 22% 0 7% with average cnt sl ncreasinfom 59510 S445
Lo o g 50% success i 5es upyodes, wichnreases ol slo by 334
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Knowledge, Skills & Training

- Advertising - Public Relations
- Budgeting - Graphic Design
- Branding - Client Relations
* Project Planning Market Research

+ Marketing
+ Pricing
+ Social Media

Writing & Editing
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‘Overcoming Long Tenure and Same Job with Single Employer authored

by Dustin Beasle. Ths resumo breaks up a long-tenured e by dividing|
‘segmentod jobs that shows diflerentition in responsibilty and achievement.

YOuRr NAME
ot e 6 5
'RETAIL MERCHANDISER

Merchindiing Lesdr wiih estensive xpaience inprodct devlopment ategory mansgemen,and venteycontrl
Wi th el and sortinggoodsndstres.Kled o negoting wih vendor, rayig sales data, nd refing.
Ssorimens o pimie roftabity S1ong 3ty o dive oand rowth 3nd g compeling proGucs ssorments.

Kev Skius
o e erchndiing « Wanetngustges « OstaOrven-Decsonaing
+ Suategk Paning + Financ Management « Traninga Mentorng

¢ SeAwshroecatos o ComumerTundmivis o MarktAeserh

Technolopy Skil: etk Ofce,Asoriment P Sfwre, Arhr
PROFESSIONAL EXPERIENCE

Company Name | iy, ST | 2005 - 2025
Ateadig spoting goods etaleroffring unting. fbing, compin, and outdoos eceation exupment.

Retsl Merchandier, Rugged Foorwesr YEAR- YEAR
Retsl Merchandier, Casual Footwear VEAR-YERR
Retal Merchandiser, All Footwear YerR- YeAR

+ Drov endto-end merchandsing sty fo 3l <ategor ootwes sorment scross 170 stores i the
5.3 Conda, managingvendor rlaonshis, productdevlopment, and ventory contol messus,
- Mentred and developed eam o sisant merchans,nventry spealsts,and fnancal planers.
- loped s ssetl e n 558 merge by patneig with ey ey boying e to sesine
asorments and marinizeproduct performance across combined tre networs
- Soerhesded regotsions wih ey ntona brands o securenew rodect prinershgs, expanding ferngs
from an il 10stre st 0. g erm, mol-octonrout.
. Patnered cossfunctonly with design, ance,iventony, nd crestiveteams o xsete g to ket
Saegies, enuring brand consstencyan firancil rgets were et
Retall Merchandiser, Toys, Books, VDS, Weather Technology YeaR-vean
- Mansged dhvers produc cotegoriesand crsed eorments i esconsbsed on s .
- Crested custom praducts n colboratian ol arst,prviing e desgrs algned with h brand
- Colaboratedwitha developmens compny o ceste 3 cuting-edge hning an g simubtion ame,
Continuing o concept deelopmen, gamepiay mechanc,and o markes ey
AsistantRetll Merchan, G & Home Décor eaR-vean
« Coorbimted product oy, signage, and sevions rsets 1 eance the st b experiece.
« Aststednnveton tracin nd sock replenshment o matanaptimal rodut vdabiy.
« Worked withvendors o ensre tmelydeiveryand placement o ew prodoct assoriments.

Eoucarion

Bachelo of Business Administration
Unversty Name | Gy, ST
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'YOUR NAME

cr.sT Emai Agress Prone umber
LinkedinPrfle URL

TOP PERFORMING SALES PROFESSIONAL
Reputation fordving saies,sals mrgins, and customer retontion fvels

~ Extabishod 1 o 00 oo - Wariained 40% Protabiy ~
= Topinchicus porormor: Awardd o highstgrowth i oo fiscal yoor (489 10 #1) -
=it Droctort Achovs 150K Po Mopin - Tunod Ao S Cotor -

Top-paioming andigh-anagy Retal Operatons Manager who raws upon poven exprience and feuls 0
i s 3nd 16vEn 310wt oSt chon Bas, L U QI nesses, and s Up e
o ones. Recogizad 35 & dynamic leade wih proven success i tring NGvial promers o Nh
‘nconng foams wich exc00d i st goal. Vion o posisoning company brands 1o 5and o n 0 most
odedaf marks Awaried fo bersona sl poriamance.

KEY COMPETENCIES

- Solo & Revenuo Gromts +Promoiana Programs. ~Customer Noods Assassmort

*Clent Reltonsnp Monagoment + Account Pentrsion ~Produc Sones U Soing

~Gront tvton *Prospeciog 8CoCating + Accoun! Troubeshootng

CNewProduct S Launch Sl Procematons *Rimnstason & Resonrg
PROFESSIONAL EXPERIENCE,

ABC COMPANY - iy, ST POOOK - 300000

Key Sales Potormer (Tt Oparations Manager)

Loveraged hands o sales and Management s 1 spesrhead he turaround pocrmanc i an gparaton
‘aerslwring sales, compeition, an ack o markt recogion had e 0 sales eckne fom 41 10 89 ou of
200 corvrs ot

. Product Sales: Atainod sios cosing ot of 5%+ (sganst o cortor averago of 22%) withaverage
Tovenue orchet Increasing fom $98 10 445, PoiSoned rocuc upsess, W ncreased aversge !
saloby $9%.

- Revenue Growth & Ranking: Holpod overal contor o move o 49 1 insaes porormanco n st

g mante L5 Bgresiv s aors andcrosa v ofoher sl Parsaraly convted 1o
50% ol rovenue growth, e coror o S30K 1 $150K pa month.

- Patormance Awards: Rocood peesgous awar ot reaost s rowh nono fscal yoor.
- Customer Relatons / Account Dovelopment: Paimed nside and oisid sles. ospoctng,prodct
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Before:

Cabinet Designer — Company Name, City, ST X700~ XX00KK]

Managed all aspects of home renovation projects such as kitchens, bathrooms, and closets from inital
layout to completion. Created innovative cabinet designs. Sold renovation projects at 110%+ to quota.
Helped tain less experienced cabinet designers.

after:
Project Management: Design/Build Installations - Company Name, Cty ST [XX/XX0KK~ XK/XX0(]

Provided trategic direction to both clients and staf n all aspects of design and build projectifecycles
for projects valued at $15-150K. Faciltated entire process, which included project scope, inftation,
planning, scheduling, budgeting, contractor selection, resource allocation, risk assessment, quality
control, and cost control. Completed allprojects under schedule, which encompassed al delvered, 99%
customer satsfaction level, and high craftsmanship from concept to completion.
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Early Career Pro seeking Criminal Intelligence Analyst role autiored by
‘Gabriollo Suts. Collaborative approach to showcasing work I logalfeld and academics.

ncriminology 1o show balanced value, keywords, talonts, and resuls that would posiion
forthis new opportunity.

i Address

Your Name Frane Numoer

G, Stte

CRIMINAL INTELLIGENCE ANALYST

Criminiogy Proesiona rting Lstn S Change trosgh St esarc, kol Thikig & Dato Ansysis

Oiscipined nd sdspabeteam contitor with experincesnd cone compeTenciEs.
education i researh anaycl methods,eporing. 404  Setisicl Arlyis & Reporting
presenations. Advanced ndersanding o imaclopy SN 1 Duamesneptmen,

and cestive though prcesss.  Presening & sising

‘Seltarto driven bynini cuisty snd pasion forstngmpsct. < Crative & Cral Trinking
Enrgzed by tking o chalenges, learing nw things, nd rgining ¢ nerprsanl Communicton

nformatio. Metkulousand prsverat with roven echcal  Confentlty & Semitvy
sbitisand demonststed ack ecodof o il  Memorzaon  Reclection
responsiiies whie urthring s and cranzationa godls. s

Recognzed o srong it teperions andproblem ohing Microsoft 3658 Gole Workpace
Sl Totfol nd ampatetc when esling wih seite snd < AveGis & Cant

Confdentis ot Caren: Organicaion N vkt  BiguakFrench  Engish
EDUCATION

Bachelorof Ansn Crminoloy, with Disincin (GPA: 3. - Univesy Name ome

Awrds & Schotrsips: s Cla Sanding - Oea's HonorRoll 4 & Scholrsip Name Avard X

Felevont. Courswork: Ciminology (couses & prscticum), Ressrch Methodiagy, Appled Satsics, Socsl
Sttt Wormen & Crm, Canson Poitics, Sl Methodology, Govermance & ndgenous atons, Socogy &
Lo, Indigenous Poples & Crimis uiceSystom.

High SchoolDilom,with Horors, Frerch Inmersion  ighSch N ome
DELF, Diploma i French Langusge Studies - Oranizaion Name

EMPLOYMENT EXPERIENCE

COMPANY NAME - iy state StatDste-prasen
Personanury igtion . Kamed Top Persna iryBauias b Mogrin Ko,
LeaacAsssran
Confdetl & Senctv formaton « Doabase & Dta Management « riortotion & OrgoriztionCrimina Lo
Recrited 35 Ofce Assitant to mansge KK active ot s and promted o Lega Assistant within § months.
Supported 2 swyes and K e (-500 e n dctation, ansrption,ts gt permanent redcton, 10
resing and dsrivtincotespondence and el cocuments Conneced with msrsncs e modis ofices,
ndchntele, roviding dcreteand compassionse customer ervice.

- Took on adiionl responibiles it e guidince o ing. Prsevered to quicly s ey

necesaysctions, and ety scqove new skl

- Ensurd quickand sy accss t currentdata by managingand g3 et aabases.

- Employed critial writng an ctcl tikin abils 05 e roposals nd mediaion bt
euiing Gctaion edig i 0 TS Tutuing contnt. Oifferentted eevans nd relevantdeals.
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EMPLOYMENT EXPERIENCE CONTINUED vouRNAME

ORGANIZATION NAME - ity Sstc. St One-£n4 Dste
Goremmentfunded sl prf commitadtoming  frence i the v of Bk communte - County
Procaus Supckson) RestarcH CoomomaTon
Al iesogis ot Tochcl, et Ay St Anoyticl Prodc - epering et
Recrited s Summer Reserch Coorintor nd ke onl-imeser contac competion, Pramated within 7 montrs
1 Program Supevir Ovrsaw 3 resarch programs s primay lad, 3 reseatchcoorinatrs il 1 resestch roject
chch,and dition ok proRcts.
- Crested reports nd prsented g o nd dmiistered s sppctionspanned s mparmanted
rgnistion wide program; nd 5CHAStEG wakahops, e, 0d e, PRSI on e Snd
Crtcalthiking and cotsbrationabiis.
+ Interviewed Soch Service mamberon Company's podcst provking insght o th Black communitynto
Common mconcepions s Socal Servce Prover
- Lisised with Organzsion Name snd Organistion Name digntries 3 on-proft esders to promote
vt cooinate ven lgsis, and et parigtion nd fcing G, neraton Wornn's 03, Back
Histary M.
Reserch e Research Projec e
- Hdasted and deveoped the research project tha won S10K I government funding and placed thid : the
Competiion Name loba ompetiion i Yeu Cretad th pl nd utine and oersw exectonaf complx
sk echnes resuig b i prodct.
- Presented resesch findinga t roupa of1-30, il marsgeman, fondrs, and exentpripsnt.

Reserch e Reseorch Prjce Nome
- Planned resesrch outine and superisedprojec exscuion of i culative reserc sty focused o0
Sptighting conman s o workgac e o partpants fom e Bich communty.

COMPANY NAME - iy stte St Ote-nd Dste
it jostic terey working withndvidul offnders.

Leaat i Pracriomsruoo
Crimina Lo - Document Management Dot Anoyis & Dta Management - Sttitcol Rporting

Compieted &-moth field lacemen during st e of iy degre o support defens Ly ddy it
Eoabihed cont e siona s, corinted schedln, s omplod ocumantaton snd oot s

- Doveapadanspeeistionforand undarstanding o th complity o i

ADDITIONAL EMPLOYMENT EXPERIENCE
Minaccs, COMPANY NAME - iy Stte St Onte-£nd Dot
Maitined full curse sd 304 28 GPA i uiversty whlewerking 30 hourweck.

COMMUNITY INVOLVEMENT

CoumTr Nave - ORGANIZATION NAME St One-present
Seected 0 provid thoughts,piions an eedsac o various pcoming prjects.

SocAL MEDIA VoLUNTEER - ORGANIZATION NAME St Ote-£nd Dste
VictPresiotnT o Eveuts - ORGANIZATION NAME ome

Email Addres - Phone Number -Gy, Stse  Page 2012
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Military Transition to Same Civilian Logistics/Supply Chain Management
role authored by Robert Dagnal. This resume overcomes miltay e epetiion and

‘omphasized target keywords by introducing various civilan tles coupled wit rea ties.
Highighted experience i civiian language.

Your Name PhoneNumber | Emal Aderess | Gy Stte

Logistics | Supply Chain Management | Supply Management Operations
Inventory Management | Material Management | Logistics Information Management

17yesrsof professions axperienc i Logisisand Supply Management backed by advanced busines and miary
educaton (MBA i progres). Recognied subjec matter expert o lgistis management, analysls, and process
improvement forlogitics and supply workfows. Sought s ainer and techical esouce forlogistics spedlsts.
Known for sold ok thic,igorousatention 1 deal, and esing by exampl. Key accomplshmentsncude:

Moinained 100% ccountabily for $75Ms ncaia equipment.
Creded with “unequaled” rganizatonal ls and bty o masimize lmited resouces.

Track recod of ser fnancalabilieormeguaries: pefect ccountaily i fnancial mansgement,
Created proceduresforlogstis management adopted 2 tandardaperaions by other organiators.
Turmed round aling suppl operatons i 1 yar, mprovin peformance atin fom 46% 0 100%.
Audited snd managed S in 3l goverment purchasg

Specl expetise with Logitis Informaton Management and Recodieeping.Profient with Depariment of
Defense logistics support nd procurement systes, including Oefnse Lagsics Agency's WebAUS / Federl
Logitics nformation Senvce (FUS) and Army's Property Book Unt Supply Enhanced (POUSE) property
accountabity sytem. Highy sledwih Microsof Excel and athr conmon business 3991

PROFESSIONAL EXPERIENCE

LOGISTICS/SUPPY ROLES - UNITED STATES ARMY (0ateto Dte, Honorable Dscharge)

Saff Sergeant (€], Awards inclode § Army Commendation Medas, 3 Army Acievement Medas, § Ary
Good Condoct Medals, Amy Resrve Component Achievement Medl nd Mitary Outstandig Voluteer
Service Medal (MOVSHA,

Logistcs Supervsor (Actul Tite: Supply Sergeant, Uni Name, Ci, ST (Oate to Date)
Diected suply and inventory conirl management unctions. Mantainedproperty using Property Book Uni.
Supply Enhanced (PBUSE] systm. Managed spply ransfrs,request, ecening. shippng 3 propery o
10 Special experis wih fnancil purchase ad reqest contracs.

Conducteddly and monilyinventory reiews fo sensitive s and apersing supples. rowded technica

supportfo cqipment recordiecping. Advised and3sised Property Boak Officerand Btalon Commander

ith sy managemen ssues. A supportedpurchasing 4nd food senice management unctons.

= 200% accoutabiyfo equipment nventry alued 3t S200Ks.

« Eamed 100% atingson multile annual nspectir

= Adhieved"Excepiona” atings 3 conscutiveyears for Command SupplyDisclpine Program, miniing
raud, waste,and buse i supoly management and ogistcs.

Supply Chan Supervisor (Actua ie: Supply Sergeant), Unit Name, i, ST (Date to Date]
Diected supply and iventory control management functons. Managed supply ansfers, requests,
equipment ecepton and delvery,propery seusiment documents, and warehouse operatons. Mainained
property accountabilty uing Propery 800k Unk Supply Enhanced (PBUSE) system. Prepaed, moved, and
Sccounted for s ecuipment during raingexecses.

continued
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Cybersecurity Senior Manager seeks the same position authored by Laura

DeCark. Value is showcased through metric-ich soryteling, use o ifes on bulets fo
rawthe oye, and a powerful summry that lets him stand out against the compelition.

YOUR NAME

T, ST 39 CODE | PHONE NUMBER] EMAX ADORESS | UNKEDI PROFLE AL

Senior Security Operations Center (SOC) Manager - Large Scale Enterprise
Furin yorsocrtypeac of mind— G steris SOC nsfrationad adersh winrecsion snd.
thorty, rehcecung et 00ty rvtonmonts ot s ot e a1 o xcaloncs 0 v
o, ekt 1099004 4 A BB VLR 15 4018 0

Proventrckecors of anstrminguncrparorringsocurty opraons o mtur, meti v prog T
Lgred I s SR, Enurs comUBRC,rtecton, uSNBBAEY a0 iy

« Confications: CISM GISSP | CHFA| GGIH | GPEN | GWAPT| GHON
+ Sectors FinanciaBanking] Govenment | Hoalincare | Constuction  Edueation

M SocurtyScuton Achtoctre  SauryOpratons Managment Sucey ot  Technckoy
Teom Lesduso & Devaprant  ncdent Bspans e Magan [ —
ybsecuySumey ey Viaably Management ensatonTstng Estabe s Pt
‘Secury A Rk Assoamen Rk Managant & Compbrce (D55, GAC) Sucety domtion
MITREATTACK Ofor G Cran - Tesrslignce & Adanced Tt 24750 Maragamnt
A Maguman & Accos Carkl Bucget Pt Sttanico Moragsmon | RedTosng

PROFESSIONAL EXPERIENCE

s consonaton iy, st ot prasem

(CYBERSECURITY(SOC) SENIOR MANAGER
TappedtoteadmotureSacurty perstons Conter o Forune 50 obol ers,Speaneaded SOC
moteriztion, oramed ndert 03pons B, exoanced o daer 207385 rcrocionsrons 18K+ erdoonts,
A g PtoTang & ebas At 48 a0 e AL Gt et 4y oA

Oeteta avanco cyber ot actosa it Commander. Tranted comple st ot cxscts
sty Commanod ke ot e v <reIod e ENSTETS  Ctecon,
estiass 30 15 . Reparted eyt GTO ding5.monin manageran ap. Hotandoxcooged st
Setsecuitycomplance gl or o years unning.

- 50 Modarizton Mobizod conersionaf SOG 10241735 for 3 dtaction s g ofsocury.
Bresche.Designd and mplmartod iod managed MOR sl cghveacor P 1 g o,

- Maturd Thveat ot Progras Doveopes cysrsecrtyrea g rcgam snd st i
peraions htIeored gz iont scuy posuT ad dresed v 100 ptaniat socuy ks

« Volnarbity & ik Rdutin:Rank0p f 3+ e companio on 3°parypanation tst. Reued
sk utoc by ST, spebhabded e g rofect 1 o et il vnrobs

- 50 Operstions Rasdines Losdrship oo eadinss,tesponse o affcioncy by 6% wih
oam 8 syt Devlopad o GocumaI 1 rOCOkI 4 GGG 08 VBITE

- Incident RosponseLeodersip: oo ot 04001 i e ot rsponse o 01
MCh 0 725% st 500N It cybrsacuty et O a0 140 cycl s 1ecred
oot comanmart, 439 403 5o A6t S8y Segos 0 S TP 43100,

« Avtomation  Efciency: ncreased oot dtectonsicionc by 9% hough depiyat o asomaton
ol i e 8 a2y 35l 5043 work e Aot 15 o AR 341

- Securty Stock Upgrade Sacurd M+ ivestont s ogradod scurty ol nd uomaton by resntng
st incdan ROI s 45 109913 oposs 1630410 Buiness 1ok et sty

+ Cross-Toam SecuiyGolsboratons mprovedsacutycuture by coabrsing with archioctue, ey
o 04 oA 1003568 ot 1ot EceS, oy e o kg

+ Entorprisn Wide ollsborion sharced xecutv roredness Wi nrsewido monagr 0 G-t
ot st A
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YOUR NAME Resume Page Two
PROFESSIONAL EXPERIENCE CONTINUED,
PROFESSIONAL ASSOCIATION NAME continued

« Event Planning: Spesrheaded ntomatons conforonces (Entepronoura Succass Sunei)and gained
Corfcaton o faciatg e evens hat consitantly tan Paripantsurvey rosuls of 9 42-10 ut o 0.

+ Customer Retention: Pursued every 0dge o keep members engaged (gamifcato, e shows, ighly
inoracig oveis, problom sclig, accessiiy, and rapd osponsivenoss).

ARESUME WRITING & CAREER COACHING BUSINESS - Ciy, ST XXOOKIDOK.

Rosume Wrter, Caroer Coach & DirectorlFounder - boutiquefob seokerassisanco frm.

+ Operaton Turaround: Turne around francise offc for paren i afe I was rtumed by owner.
Estabished processes for saes, rsue wilg, service, and aualty o HO [0 use company-wee

« Caroor Goaching & Resume Wrting: Worked wih o seakers o faciatocarcr ansibons, 19505,

promotons, and ob salsfacion i recrd e UG caree lstng, fesume wrilng, caeer Coachg, ob
Search aing, and ceatve markaing. Documented 1008 of wiien success toes

+ Entroproneurial Reorganizaton: Recognized s oy ofic n chai o operatoseamiessly atr corperate
parent gave wo day noic ofcosur wihopton o buyout advertsng conactand recpen prvatly:

+ Sales & Markoting:Bull55%: roforal businos wih avorago sl of$1200-1500, 99% losoato
‘Cancidatosof llovols, and 6uro rovenue win 25 yoars. Graied unnol hough conractng s 1osumo.
‘xprt with over 40 rfessional associatons raw pracice expanentally wih i ghostwiers

+ Corporate Transiton Assistance: Negotated an pxovded ransison assistance programs 0 bouiaue
Sofvare e, ocorystore chain, nd US Treasuy Doptof it Supervision.

ADDITIONAL ENTREPRENEURIAL SUCCESS.

Evont & Salos Curator, Foundar — Company Name C
[Designod, marketed, and 50 bespoko gt packages o weddigs and therconsumar overts Proftable
rom wobsi launch wih S2K package saes, 6ach ropresontng & o of 1600.

Director of Carser Planning & Professional Development - University Name
Lounchod a placoment progra or s prvate unorsty hl was awardod o ap pacemont ut o 11
ampusos n 2 coonirios o  years.

Summer Manager, Customer Service/Sales Clerk & Revenue Recovery — Company Name
Enored famay ounoclentepraneurial word Urough amiy rancise. Goncaiod o 03 10 0ngago customers.
Managed during summers when parens ravsed, whichincudd schoduling,books, and payrol Rolentessy
ureuad ravonue recoveryof soen and damaged videos and squpment

EDUCATION & CERTIFICATION

‘Creits: Masto of Ars, Gounselng & Wasta of Ars, Technical Writing - Unvrsiy Namo
Crodits Toward: Mastor of Art, Human Rosources & Training -Univorsty Namo.
Bachelor o Ars, EngllshCrative Wriing - Unvorsfy Namo.

Gaios Kenangs ui, Mooy Beskinough Heo39 Coac. fts Possstes oriod Trainr, Cortd Cusomer
‘RoqscionSpacalt,Grtiod Corant Maraing Spcsi. i HmborForos Coscne Counc, Cores orey,

PRESENTATIONS, AWARDS & OTHER ACCOLADES

- Six Resums Wrtig Awards - Naro and ama: Seven Universiy Placement Awards  Unversty o
‘SpaakarPresentaions 000 ABCD, 13, WA, USAF, US Trasry. ASAE PACC, 521A.andobre

Mo Itaviws & Colum: 150 a0 Forb Inores, o Tocay,Rasders Do, US Rews, o oshor.

‘Consumar o, sl ah et Jomal, a0 mary mars

- Baoke: ook T, ook o 2. Book T8 3, o Book T 4.
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Registered Nurse authored by Deirco Rock. Even in-demand RNs nead 1o sand

out, and ths resume delivers. The emblem draws the eye, and clean spacing, trong
ring, e, an bk ko0 i hre Spnih fuency s urtor omphasizod vin
a ine.

YOUR NAME, RN

e o et Ex optss

oxted Rgored s w201y of e il xprince 5t ko i e

e s s ey, ey, BIcelog nd e o e e s, e e

e e s B i Aty 6 o oS

Coutencadlndr s ok, e prcepe o e sl oo ngon i o B s

Gooman Gt e e RS o A, a0 e

e nd v st koo i i T .
L —.

sk
ety doun  Opersting o7 e oy Srgry  Most Pl Pt o Advocsy Regsstny|
Compiane ey o Recorés Management S checubng o Esdersh o Tiein & Deviogment

MEDICAL LICENSURE & CERTIFICATIONS

New sy Regtre s 1) o o o Oprsting Room CHOR) s i Support (B4)
“Nvanced Cordorascar U Suppot ACS)

PROFESSIONAL NURSING & LEADERSHIP EXPERIENCE.
Hospa ame, G, T oweto0e
St amnd, techiog s, iy core providr & tte-dsigoted e T Cetrwith S04 beds
STAPE NURSE/CRCULATOR/SCRUS WURSE (s 10 0]
Worked Droghseriesofrogresve asgnments, icdingassuming respnsly 35 Asisan s onaer,oroviing
mpor and schckin o 54 ring . rred st of st AL crd by 350G 88 i s o
emers, g s 04 elosion, corstenty g i of eelee
o Aossid paten mecica st reviemed medcstions, and o oncre s vros el st
[ e
 Cortntedwib sens v e ad commncaed i pysicans g corges o' il
coniion, fuctoing 5 ptnt's svocte
= StppedintMure Mansger i wi ot ceumtabtyfor O opersis, i, checun, sty romoted
ek 5 gt connan et cpurens excenc
 Ledtring o new s aking npectrresponsiies and srengthenngongong sl deveepment sy
Paping s conduting ecationrorams o s
 Consulted wih s, o, crghrs o re pln, medcation sinsraion, and sy .
Retponed o rsion o4 s s 1 55631 1 L 5 S s eel

Hosptat Name, Gy ST DatetoOste
Leodin o tesching ool e cnstenty onked L the st with approsimatey 2600 s
NURSE COORDINATOR, GU/GIH

Rsumed o esponsites 5 GU/GY Nrse Conrinaor, supesing 4y opraions snd cnrdnatingsewen
rgeons 20 maragemen, uppoing e Improvrments 1 e ey a0 ptnt i
ot e nd et 10,5 bty of eqspme o i o s
e e hnges whi g ol Rt 1 e O G IS

 Dected maragament fmedial eqpment and upy vty g opiml sock vl nd e

o Funcione s cosch and mertor for newpesone,fostar, nd sl s 100t monhy
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Transition from Incarceration with Career Gaps to Lower-Level Position

‘authored by Skye Berry. This canddate had 0 pursue a lowerievel posiion aftr s egal
santence.Thus, the s page o the rosume showcases volunteer work in that arena as
perlormance highighis.

PrneNunber o Sest dbrss o Oty St

YOUR NAME

Deperdte st Dven| Pl et

14 TERM CARPENTRY APPRENTICE & GENERAL LABORER
Leveraging physical trength and analytca ks  Contributing t city's economic growth

Determined carpentry apprentceexpeienced in compleing complesprojects; incuding construction of
two charty homesnoca communiy.

Exemplry ek ecod o succss insafety complance and tam leadrsi; eidenced by milary
background.Recogized 35 eanpiayer an perormar,consstently rising 35gned projects By
current employer underbudget and head o schedue.

Atrouble-shooter who effectively and effcient resoives sues whll meetingand schevig
chllenging ol 3nd obectves Ostingshed iary corer.

Core Strengths
« Tesm Buiding & Leadrship vl & Mathematical s
+ Corporate Mission | Vison Fullment + EmployeeSupervision & Traiing
« Sofety Management & Qualty Conrol  + PhyscalStrengh & Stamina
- suffTaining « Attentonto Fine Deta
« Verbal & Ustening s « Maintenance & Support
Technical skills
+ Renovation & Design Jpr— . frxngnon
« framing - Cabinery « Vaid OrversUcense
« Oywaing « loorng . s
- Rootig - Ouetwork « foritOperaor
Performance Highiights
Carpentry Asistant Oneste

Company Name - iy Sate
Privteyaperoed, Company Nome spciiesinresidental renovotionond fish corpenty. Worked
irectly under superision of e,
« Renovated basement aundry.roomthat surpased cstomer expectatons.
« Asisted in demaltion and restoration of bathroom tht clded nstallton of  prcelin e
b/ shower suroud.
+ Coninued o gain valuable nowedse and experence wthhome renovations,whih ncluded
Instaling ductwor,inslation and re-sidng.

Pueior2
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SCo00R MACHINE LEARNNG ENGINEER, CONTUED.

" Scltl A Slatons: Anymeiod Al oo, v L\ o ot egigamer 2%
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MACHNE LeARNNG EXGNEER

i . Al s i procton s e 12-meor o, Coltorsadwh i s 0 1l

T s oaned o o et B s, Ao 0 e S

e e 378 e e s 8 5 e s e

Reimained W s A Porti, RevsutaniingSyiam Scalsity snd i Bl ovstons

7 Toined Loaming Models: ccrte e scarsy by 1% sk apicatons b g arced
o e oo e oo

e Satiy Ocrested 0 et n sy sty by o eorers
Finsrto and wkho maragaar 1 svarcs HAsSnrs iy 03 o i G

1 Cloud Computing: Hamesedch compuin s, ki Gl i, Az, A AV, )
Gttt y 5% 3 o e ety sy

o Lo raon sy 29 5 st A ey s

Compony Name + oy st s o — oy

O i

‘Sorrmane Bun Examten

Contndu s o s cpctng s 4 o 3 - o, el bk s

Stons i G o o v, 3 Wiz Oz CICD s w30 MUK
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rnafomad Buld Systams wih Advarced At nd Eanced Cros-Ptiorn unclnsly

1 Automaion:Crahs ot sl .t st s W P a0 Sre eing 4274 st
nmort 5oad s sy 50 s o BB LA

1 Toam Produtvy: ez evscpmant norfos y lemeriog esn o sy i G 1
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Career Change from Self-Employed Association Director to Small

Business Coach for a company auhored by Laura DeCaro-This s my resuma.
‘whero | nesdod fo deamphasizo cidor datos but kegp experionce s wol as soften
‘xecutive leadership and sel-employment for a ranston to emploe.

‘Your Name
cay.st P Nomber EmaiAdrss

SMALL BUSINESS COACH WITH XYZ COMPANY
Empowsring Small Business Owners 0 Achiave Sustainabl, Scalabl Succass.
Trantormatonal expetwho bends  keon a0 b pinpoin and 050 prbloms and rolentessly pursue

Dostcios eamig an oG o Connuodsysiom success. Passion o redaling possiLes
i sn0ing Bosinessos o 03mine. Nover op Ul apex  feache 3 he a1 won

+ XYZ Company advocalo who beleves ol succas samsfom balance boween e Techical,
managerandorirorenour and it sysioms caua sahions and sastacion

- Dyadi-ho-voot smal busines oxprt bom ik P busiesses ot age 1310 it he round uving wih
PO 0o bee, astar, more profiaby, and wi retercusome Sucomes.

+ e viion o ouipt, gang postv ctcames o th oughest team possbe  voeieers.Over 27
Brograrms, 10008 o 3sons. sy s, v Sho. camPag. o eneproncsn symems reted
« uthor of Book Tie 1, Book T 2, 800k T 3, Book Tie 4, and moe.
- Notafid o blod o 0 lead o h g odge - o whot 1 akes 0 ol pst fears and boundoresfox
yourgolsand reams - how can you ak athrs .90 10U oo yursl?
KEY COMPETENCIES

Business Coacting & Consuing  +Business GrowthSiteges Loaderstip Devsicpmont
hindset Managem Stios & rkeing

Toam Loaderstp

" cam axpresshow cricalLaua hs boen  hsuccessofmy busnos. | mado S20K n oty o FIRST
WEEK o raroning 5 now ysion and 63 o | ey rocommandton o Laes,
busiess doubied aior s  evenue. | om on 1ok o double my annual ovenue fom as year. Havog
Lalra i mycomer anlomed my binass rocossos an oo rsuts beyond my widstGreamst”

1 wewid o ol ot wihot your cosching! Your program and coacing - and unwaverg,rlesess
commiment 10 supportng my Growth a success pracikonerand business owner - has hipad o addess
S0y i ponts around bounanes, randn, bl - 3 30 Much mor.| now Pead o kel Wi
i vl o confnce,cmpowea S 1 ha hlped ma 1000w 1) sness B S0% win
oy  ow st monins -

ROFESSIONAL EXPERIENCE.

PROFESSIONAL ASSOCIATION NAME - Gity, ST X000 Prosent

PresidentFounder - gobl forproft professional associaton

+ Organizaiona Management: it 4 0d o ramier ol associaon for sl amployed esumo wiers.
203 career Coschs, ansn FES0UICOS Sayed 1 30 LD 6300 n a1 VeI MAEIPACH

- Program Development:Creoted o5 corvicaions, s ndusry course,seven niepreneunl bsinss
progtams, and marmbor vt of excepions noeeneurl and fochcal usues

+ Business Consulting & Coaching: Desigred, s, and proseted 1.1 business consuling (Coeer Prft
Rocke) a0 grop businesscoraun o (Coroer sy Accmesir ) 1os0in n rprocedenes
Yo Gocmeniod. 505655 506003505 and LTarounds Wb oo 0 M.

+ Markoting & Sales:Crssed ll markeing 1 o socil e, vestream show, frnels,campaigns, and
Puring Loveraged mosieeve wiing S0 1 crete copy thatcpens omals and coses Sales.

continued
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YOUR NAME Prione NumsER

Performance Highlights (continued)

Genera aborer Volunteer Date-oate
‘Company Name -G, State
XVZ Charity i o non-proft orgonization working towards a world where everyone hos @ sofe and
offordobi plocetove.

= Supported the construction of two homes i the Gty Communiy.

= Acquired and expanded upon growing knowedge of constuction and corpentytechniques

Previous Employment History

NightshftGrocery Clerk Date-Dte
Company Name - Gy, State
Performed tock work na timely manner; ensured labes and pricing were accurate throughou sore.

Store Sandard Lead Hand | Backroom Material Handier Oate-Date
Company Name -y, State

Trained two employees in safe product handing for back storage room and sles floa; ensured polices
and proceduresfo cleaning and maintaining sfe enironment were aways followed.

Lead Hand painters Assisant | Bridge Assembly Date-Date
‘Company Name -, State

Prepared producs for painting and atained forkft certfcaton. artcipated inthe assembly of bridge.
components for this highy respected aerospace and defense company.

2 Ueutenant/ Junio Offcer Date Dt
Armed Forces - iy State

Promoted from officer cadet to 2 Ueutenant; recognized for leadership kils with troop members
uringfeld taining. Demonstrated excellent stamina and physca strengthduring trinin,

Education

Socis ervice Worker Diploma.
College of Applid Arts and Technology Name -Gy, Stte

BachelorofArs History
Uriversty Name - Cit, State
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Senior Leader seeking VP of Hospital Healthcare Operations authored by
Mare Plet Lane. This visually soid presentation emphasizes a strong and immediale

focus on results and uses boiding and spac o showcase results and draw the eye fo
key leadership content.

YOUR NAME, MHA, MPAS
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Reentering Workforce after Multi-Year Gap Raising 5 Children authored by

Rebecca Worthen. This resume erases the gap by including education and an nternship.
inthe employment timeline that are emphasized as professional development, whie.
recent and old experienced props up current goal.

YOUR NAME, RHIA

INSIDE SALES REPRESENTATIVE

Web-drven, customerfocted ol sl manage with bckround o helhcar formation s manogement.
Srong commictar, e orapely bl st and develop g relatonsips wih e, Sl at operaing i
o o b, w253 serve st

Core ompeencies
+ Catomarsics PR e— T rre——r—
: P © hevbumesomn © Temarsouions

L ke © e s Marogomen+ Medca Bg . Caig

PROFESSIONAL EXPERIENCE

COMPANY NAME «Cy, 7« Dote -t
Ol Sl Manager | Records Clrk

it and managed oln sls company. Trcked ventry, completed rdrs, avered nd ket recrdd
raiacicn, rdrs, 308 eony i s, Contad sl 561 e aketng ampagre

COMPANY NAME iy, 7« Dot -0t
Records sk Asstan ters

mproves it communicatonbetween deprments—lesdg s depaiment 0 e, Gained xtersie
nowidge HOAN govrnmen ity et

" ot h “itekeepr” o enure llmedl 8cord s were st s e et

- Metiulousy vrfeddocumentsion o g, ety 30 sy comphance st

© Reseached medcalcaces and eminciopy— K010, G, T

ACADEMIC SABBATICAL «Cry, 1 » Dot O
FukTime Student —Medicl Coding and Heakth nformatin Mansgement
Professionl raciceexperiece i codng voughout o yesof corsework Comprehensive undersandngof et
armation.

= Practa exerence cadn ol neoth care sectors,

= Compreherae nderstndig of st nfomaton s 3 dminston.

COMPANY NAME iy, 7+ Dot~
Secretaryand Bl Astant
et commiction vith th sccouting deparment Enured hat scurte st whs e o certs
egarig pmen st Keot st oo folowing comouy Y
- Mdited confict wiangycentsesledsues ofpaymen b liigbetween accouringand cstrmer
facing dgarimers.
. Precl ep rcords of accouncingfnctons: Pyl commision, acounts iy, ccouts e, Hi.

EDUCATION & CERTIFICATIONS

5 HEALTH NFORMATION MAAGEMENT, Uiy Mo, Gty ST
A Certficaton,Resterd Heath farmation bt (4A)
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High School Grad seeking summer employment authored by Gabriello Sutis.

“This resume prioriizes strengths, skis,loarning styl, and experience 1o prosont a
diverse, motivated indvidual who would qualiyfor @ number ofroles and opportunites.

Gabrielle Suttis
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YOUR NAME

PROFESSIONAL EXPERIENCE et
WORLOWIOE CORPORATION Giy, ST 0Kt X000

SECURITY ASSURANCE ANALYST (PENETRATION TESTER)

+ Eovated scope andimpoct o securtyasurance rogram by sperhescinganerpise-vidapane
ond vanrabity monsgement athes

« improvd cybarsscutyposurs by 20%. Achieved 1008 PC-DSS complsncs and reduced complianca gaps
by 165 hough atomaton sk Based remedision ond stteg collsboraton wihcros-unctona teams.

- Deverod massuroiomprcnements i hrt postre by optmizng Dateh managament prcossos.
Scomiining Sack surfoc educton ot 310 omLAg LatOn WOrKTONS 1 586.5-14 hoimonth

- mprove uso o automationtoicentiy and remeciot 95 of ol wlneabites hroughpenctaton
esinginathes, 303 0 Securs sansli normaton and sytams sgainetpotentl e achs,

- Ployedey e in modrmzing winsraity and complanca opsatonsacross matipl snvronments,
posioningarganiaton o operato i rester secorty nd confidence.

CoRPORATION NAME G City, ST 0Kt 0000X

SENIORSOC LEAD
Advonced SO perermanco by esding o 6-onsyst oam noperaonst process improvement, automation
Intogrrion and mantrshp.Moderizedoudared playooks andimplemanted rinng o srenghen ncidont
osg0nsa tadinoss. Doveloped 10t mo Gashostcs, mpreved oy ond saved 9+ rmo 1 oty

‘CORPORATION NAME D G, ST 00800000

SECURITY ENGINEER
Lod - 1c-and ncident rsponsa and launched a winerabilty monagamentprogram tatreduced exaral
tack surtac by 40 Ssamined post-ncidantworkiows g aded securty sppUance manageman.
Eoing3-4rourumont,
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New Four-Year Graduate Seeking Legislative Staff Assistant authored by
Jennifer Fishberg. I this resume, the focus is on piaying up the ob soeker's valuable

ntership, tuming classes studied into keywords, and incucing a quote from the
‘congressman fo the nternship.
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Early Career Pro seeking Instructional Design Lead role authorod by

Besy Shepard Reed. Ciean and boid design helps shocase relevant experience,
sk, intership, focus on resuls, and value-add for  new feadership promotion.
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‘Young Professional Seeking Customer Service/Sales Associate authored

by Susan Guamer.Thi resume plays up experience, qualficatons, and rosuls Gained
from a fouryear position working forfamily (without ndicating it was a family business).
Job bulets draw the eyo with tles.
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Early Career Pro seeking Project Manager role authorod by Paia Chrisensen.

Metics and rosuls aro omphasizod whil loss-rolted exprienco i framed efoctively
and earier oles emphasize transferrable stregihs to positon orlarge-scale project
‘management.
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AUMachine Learning Team Lead authored by Ay Brita Wat. This resume s

‘worded and designed 1o show his person is more than a machine learing engineer;
they'ro someane who leveragos technalogy fo solve real business challenges and isn'
reluctant to explore new errory.
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Executive Assistant authored by Laura Hartnel. This resumo positons the candidato

s a trusted organizationa partner. The tagine establishes credbilty while calout boxes
‘embedded within the summary reinforce key impacts and moasurable achievements.
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Mid-Level Pro seeking Retail Manager role authored by Laura DeCarlo.
Frontloading of metrics coupled with formating, which draws the eye to transierrable

‘experience and results, supports an in-demand candidate for easly competing n her
category.
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Mid-Caroer Senlor Data Sclentistsesking to equally showcase data |

‘science with data analyst skills authored by Susan Barons.
Tasimized Ivough eywors,a sitong sumary secion, and vee of b0 butes.
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language and obs showing bula poinis with rolaed.

Enginser transitoning o ole working i renewable
inology authored by Adrienne Tom. Conlent is witen o connect dots batween

‘work done and the new target, with op the 10 third heavy i indusiry keywords and
expertiss emphasized.

YOur Name o suesae-tnst

DEVELOPMENT ENGINEER > Rencwable Energy & Clean Technology.
BUSINESS DEVELOPER | TeAw LEADER | PROJECT CHAMPION | ANALYTICAL PROBLEM SOLVER

Adats iyt developand e ststegies,rolects, and popl ht dever enhanced vl

QUALIFICATIONS & ACHIEVEMENTS

Dttt s s o TS| enpens Sunrsvor

[t YU R
et toiee o R e

. e s st e cer i s | ot
=2 fre

+ oot e s ncsosns, | ST

» Transitioned smoothly between industres, earring quicly 3nd producng | Top perrmance.
Ittt e . .

. et i ottt vt s | bt
B e o et [, vt
E Tk e

contcomrermices:

BusiossDevlopmant - rojct Management  Rsasch & Anlisasdars & Cosching rocess inprcvert -
SURSBe Sstepes - Skerois Commincaions  Svseg Dechon kg Resorng - R otn Reqoremens
st TechcProfecs - rnotiog Onrstles - Esetng oo

PROFESSIONAL EXPERIENCE

compaNy NAME, Y, STATE

epleonEnginee AW negratr/ Thrml Exploation, [0te - O]
Team Mambers A6 Doy At evene: S35

Promoted otesrmiesd o drve termal e growthand deveapmer 0 crss evenes nd redoceexperses. O

e o L opraions f § et I WeHAT U, Ovrs sty perorne o s ress

oo snd st S ecors g s Srah ks et x4 Gt Bars b 308 ot 2o 3!

it vt 5 Sakehans, 30 5N P v,

+ Gusinss anoatons Produced v SIEMM i e cparaing st s v o reduced 0 nd o coss
o poperes st e e rehoion ey

 rojct Develpment vt shrt. and g e cccnaicsof mutil nd conuren . s iects
e i Bies ecivs, oV o S 3 RHER 0550 rfct s 308 s
+ Dudge foectin: e 101 0 ntegraton ofherms oot b, g sy s, oo
resentons, 0 g o S wih Tl el conesne ohocl Y Bt

 Goverment Regustions: Cresed et sl e frscst i s forc e 0 e evomerts
o i rownal s cera e egsions

* Team & Surategy Lesdesip Deveopedcperatig sty and agred muidsciinary team wi sion to
AR, Mot oot S, oW SRS, SO 30 9010 Ve PrfOTGe

+ Peformanee Eshancament: Gareated $4 2 in e ve gt e o perfrming steamfood st
i e A
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CAREER HIGHLIGHTS & AREAS of EXPERTISE

Operational Management:
= Dircted day-to-day operations ofdrillng.compltions,and workovers st Company A B, nd C:

organzed ogistic, personnel and cquipment o smataneaus and mltple well s throvghout
St and st

= Spearheadod work lan implementation for el pa compltions valued up o S20M per wel
Company A oversaw cst contrl,esourcemanagemnt and oty wordaad s gaments.

= Perormed a wide range of well st actiis,Inclding -t racking, plu nd perforate purp.
ovens, nd hgh-pressureNigh-emperture (1PT) work t Company A, B, nd : foresaw chllenges
and adjusted melins 0 keep prjectsonsehedule and within b

Communications and Logistcs:
= Coordinaed,monitred,ad directed scivies of up o 150 e staff,sul-cotractors, trades, ind
suppliesatany one e t Compary ;visedsesregulary and encouraged open commuricatons
withpersonnel

= Acted a5 ostivecompany representative towards clientsandstakeholdors t Company B developed
Contingency plans and well ke sotons songside mansgement teams.

Safety Compliance and Technical Expertse:
= dentiied and implementedsoutons o safety s, mentorng s staffon proper procedures and

safey and environmenta regulatons 3t Company D and ; malntined a excellen ey record with
o mijor nddents.

« Leveraged extensiverig expertise st Company Eand 10 aticipote challenges dentty probles,and
Secamiine procedure hat Keptprjecs lwin, technicallyproficentwith a wid range ofwll st
cquipment

EDUCATION & CERTIFICATIONS
Computer ystem, Bectroncs, Accounting and Orgaizationl BehaviorCourses - nsttte Name
Well Workover and CompleionSerie - Universiy Name
Accident Investigation and reventon - Organization Name.

18ed Traning and Cericates:

TADCWICAP Supervisors Level (Completons)  Wel Service Blowout Prevertion«HZS Alle
Confined Space ey« Fall Protection»ig Rescue/ High Anle Rescue +SpecialOlfeld Bofer
Service R Ascssors« Regultory Awarenes or Wel e Supervisors  Detection of ammable
Substances  Transportaton of Dangerous Goods Advanced Safety Auding
"WHMIS « Stndad First A and CPR
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COMPANY NAE, contined..

Reservoi and roduction Enginee, (03t - Dste]

Sarted with mansgingand ecing producton aptmiaton strstegies,esming qukynnew i and nvirooment o
deveopsrongapport and excel I parformance. Specly eeced 6 acaerte commercaIzaion of Ve
e rack o i €8 o sl SIer 0 et O IO

= Team Leadersip: Guided and supprted engineerin eam memberson development and exection of
Steamfcod persing atey.

= Asse Devlopment: reted st ever amework for detaed weleviews o suppor decsion mkingand
ety apportuntie 1o nress st perormance s devlopmant. Prfomed et rsesch nd e
Compiton o Heniywell canddte o ropesed oot 3p4nd udges devlopmentSOET.

= Prject Laadeshp:Dircteddevelopment of muile and concurrntproject 4 pcjctchampion,ovrsesing
Fesarch, colaorston, v Socumentaton t vt e ey

—+ Prepaed and dleredprsentaion t Tax Ay efending ad sy cim i n Scentfic Research
Snd ExparmenalDevlopmant o e - g g aon 3 MM

-5 Extcted cylc seam stmulton cyciesonighet profle termalasse ith g9l of g roduction
S0 et resen e Aeved aons vl n ces of STIN

coMpANY Naw, Y, STATE
Research & Devlopment Engineer (03te-Dse]

Spesrheaded muipi echnicl rcects and resesch s, versceing them from concet t oKy, ong with
ST ihedlng loghcs,poning. Sudgetn. procuremant. reporing, and cebvry Draced s, evaoprient
sk . 3 SR on 308 Y, 0B g SIS

« Prject Management: versaw up 10 11 concrrentresesrch rects, magng projct coordrnation,
Sehedling §5nk 05915, rporing bosteLns, 1 presentaons. Secured Sl 1o et 0 10 STSK.

= BusiessDevelopment: Authored numerous eports nd grant roposl o conice xtcuies 0 renew
prlectsand st echicl nAOYTons,Secung Pacesary FSeaeh und,

EDUCATION & PROFESSIONAL DEVELOPMENT

Ceried AsscitenProject Management [CAOM) — rstttion ame, Dte
Masterof Applid Scince (MASc), MechancsEngneering - sty Nam, iy S, Oste
Bachelr o Scanc (5, Mechanca Ergaeerin.wihAncion - Unwersiy Nme, Gy, Se, Oote
Regisered PrfesionalEngineer (7.Eng) - Asciaon Nome, st

Memberof gnery Assocision snd Susainabe nerpy Asocaton

VoLuNTEER

Volunter Organization e, [One—Oute)
= Dcsigned nd nplemented cririnsed wakr esirent dstriouton system s ndia Himatayes.
£ RS i mpamentsun f e waks Sie 1 56 commonty i K

Volunter Bourd irector, Orgaizton Name, (D3t ~Dste]
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EXECUTIVE ACHIEVEMENTS, CONTINUED
RegionlOrector—Midwest | ompany Name | iy, tae (ate-oate)
Warsgemert O T4 Sractrepers | 1460 necrports 143165 AL o S15W o007

Recrutes o crse e trnrond o o g o, Mansged oersions, gy i, iy, 308
Comins orovmert o 14 545 Ovrs 550 bse v pestians A o oo,

Tumaround: anche e rces excelerce ot gt sprsions Chalerge ol s
Drcedres o e s contmens Bt e i g 9800

s regons o proft g 5K YO,
i b coss 20% s npored delver e 0K.

Pungd waraty ot 0K by cutingcrfcaton s eugh e e redesn.
Lonched new prodc bt s revens 17 e sty

Diector, OperaionsExcelience | Company Name | Gy Stte (Oste—ome)
Waragment e S et 409 500 et epos | Tve acs ooy FaL o STIOMSaparatos

Drecedopertors, ol chn, s ot gt o et e e 53§ 550 i
Rered o he 5P of Gertons. rtted e ocss rarnemert st

oatene: Towi e ket stare o e £ competn.Acons Commsoned market sy Ot showed
iy i, Refamed 355 546 T vt cppoies. el v et hare by 215,

Ao $52M n ot s i dtons by ot v s ennc e 08 UG
evene e manageert M) s o e e

& ot 2060 stiorl eence by celoing 3 gl xcelec iy st cseed poStn
[y
RegionlOpersions Manager | Compary Name |Gy Sate (ste-ote)
Maragement e Supavs ot ransgrs 19+ nrc gt v ks Lo S apeain
oot et e, oo pestions nd P s, gt the VP o Opestans.

[ r————|

B —
Rled et marg by 4X 10V oughlenpocsies.

Do M g tht dvred 9% st oty vt cughot he s i 308
SAMTOY gt Incressed smeloes enageme 2%

EDUCATION
MBA | UnversyName | iy, Stte

Bacheor o scenc inEngineering | UnvrsyName | iy, e
Crid S Sgma sk bk (5588)

Phone | mst s G, s
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Repetitive Positions in Wellsite Management authorod by Adrenna Tom. Instcad
of lutring the page with repeliive responsiiies in multile posiions, his resume uses
‘ahybrid ormat. Note how each bullet descripton states t which company the unction
was performed.

YOUR NAME

[ -

SENIOR WELLSITE MANAGER | SUPERVISOR

Systematic Operations > Safety Adherence > Project Execution

Intevention wihin major o nd s rganizations.

contractors, and st eqipment for mult welpadoperations.
= Accomplished i roubleshooting welssesand communicatingslutonsto cletsand

regulations, mentoring 4nd ranig oot sl on perormance xcellence

= Sl project eader with progresiv hands-onexperienc ndrilng, completions,workovers and

« Experienced in mansging dily well s logistcs,rganiin i contracto personel third party

muldiciplinary personnl, everging  wealth of e expertis o speed diagnos and recovery.
« Proficientn promoting worksite saety and srcy complying withall ety and environmental

CORE COMPETENCIES.

Ofland Gas Opertions Management  Docmentation & Reporting

Healt Safty,and Environment Compliance ¥ Accdent nvestgaton & Prvention
Resource Management 7 Trining & Mentoring
Scheduling & Logstics M
Program Development & Implementation v
Projct Management M

Troubeshooting & Resaution
Wellview Software

PROFESSIONAL EXPERIENCE

Date-Date

Company A-Ciy. ST

Wallst Supervisor Date-Date
Company B Gy, ST

Wellste anager /Supervisor Date-Date
Company C-Ciy, ST
Rig Manager Date-Date
Company D- Gy, ST
Driler / Rig Manager Date-Date
Company B Ciy. ST
ol Date-Date

Company -ty ST

Relaonship Management & Communications
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Early Career Pro seeking Senior Customer Service role authored by Laurie

Berenson. Bold formatting highiighs excepional industy stas, which helps the candidate
o'tand out for next opportunies.

'YOUR NAME

iy, St Phone Numaer | s s Ui commpourame

SENIOR CUSTOMER SERVICE REPRESENTATIVE
Dedicated o Excellence in Every Customer Iteraction
Customerfocused profssiona wih  rack record o providing excepionl support. SHlfly employs ptence

nd emputhy o unrtand and meet cstomer heeds, 10d 3 o, prolssions Gemeanr 0 cheve 3 P Ve
esnlton 3nd custome satistction.Tac ecod of beingan effctive cmmunicto nd fficien reresetstive

proiem Soing - Actve Liseing  ata €y & Management gt & Discreion  rfesional Acumen
igh resute Sustons  atience & Empsty  rotingCompeing Demands - Admintstive Support
Mtasing & Organizatons! Skl - Adspabl +Verbl & Wrien ommunicaton Kl

WORK EXPERIENCE

Company Name, iy 5T we o
Ston CustouehSenvc Remssoxarye Ote - Dste)

Promted totis customerfacing ol withfocus n membr satifaction and sse eslution. Arswer inbound
s regading questons o insurace coveage, beneits, nd cams. Respond ey d prfessionly o
member inuires.Calaborate cross functionsl o process i 3thaEaions, ESe1Chcoverage Questions, o
Check on pending appess and disputes. Ulie tkeing ystem o mansge reqests 03 <ommunicate wih
members3nd suppot asscites vis nermat prtt and emal

 Achieved 88%» fst calresouton at o th pst two yeas.

 Realzed 16% mprovement inqualty assurance scor b oo S and s esluionpoxedures.
 Mintained ane of theLowest. cll vansterates wih e oup 1 1% forpst fve quarers.

« Enmance the memberexprience by efectivly maniing ieaction and averag tme to esluton

- Ensure customercaresandars re et by fllowingspeific uay assurance worklons.

+ Clerty commaricat member ssues 0 allw supportteams t resolve 0% of equests it rgeted e
CustomenSexviceRemesoxare e - Date)

- Manage a i volume ofcals by mainaining 3 cal,pofessoral demeanor 1 fstpaced envronmrs.

- Selectd fo special projects and a5 Grments nlocing sytem templtes and st reinement pcjcts

EDUCATION & TRAINING
SSoCATE o SCHENCE W BUSNESS Ao STIATIN  UniveryName, G, 5T

CustomeScnvce e ouse TeanG (L 100 1) — Company Name
CUSTonERSoRvctFUNDAMENTAS CERTIPCAT Rocas — Organzation Kame

COMPUTER SKILLS

Prfiden In Micosot Ofice (Excel WordTeams, Acces) Goole Workspace (0o, Shets,S10e) Zendesk.
Siack, Zoom, Livepersn,Sevceow, Noton.
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——————————— PROFESSIONAL EXPERIENCE ———————————
WEIGHT LOSS COMPANY B - iy, ST XHPOOK 0 XXX

Gontor Managor

Orinaly chalenged with managament constant 1 asi:severa e facles i opeatons and s,
‘heh apdy ansoned o a Ganer Drecor posiion wi osponsiiyfor o carirs. Faced wih run-down
perationwhee s tff but oo o sk and hechaleng o sart fom srsch 0 bl chotele and
Baost evence. Successfully postoned facily s top sales performer in s market.

Rocruted back i 20051 atack dramatc docine i arkigs o #1 o 6 out of 8. Became fist Diector to

meat company challenge and achiovs $100K montly revenue (G o S40K) rarey L round

‘rugoing cotar. Dtoctad operatins,handied stafing, vy, and woekly and month epors and PAL.

Business Dovelopment & Growth /Tumaround:

=" Dramatal orew and mainianed montl 19v6no fom SA0K 1 100K pim,with 7-monihsof o o
Company. oS ton oo aaons hat s cudiod g 19465, A oSABLSN
ncanios o boostBusiness and revonue Gowth Grow saf 1 16am o1 .

+ Aehioved 1 outof  coniers n markelplace and maniained 30% monty profiabiy iough svc contc
vorvaniory, ordring, Pyl orcemage, and aveage s0es, g sccualo P 1oporing.

Saes:

+ Roguary ochiored 70% success rat from call 053k on 3305400 st sales, i 50% success.
upgrading 0 pisinum mambarship.

« Praduet sies avraged S55-5100 pw predomsnanty onf0d products bt inckudng videcs, s,
cookbooks, and vamins. Sl ncodng sales and up seing o ose needing assistanc:

« Wo prosigious award to be one of 8 dlrectors outof 620 5. and Ausrlan cenors o stend
natonal confrance by ncreasig producton over Quoa and xceedng bons.

Hiing, Traning & Suparvison:

+ Rocrutod st fom scaic,draig on byt choasa indiuals with lent and poental, 0 limately
i and dovlop wiing 6o Two ofoiinl o S5 omployed 0 keyGonsutas & yars e

Gliont Retonion & Account Mansgoment:

" Provided  sensiiv approach o cltned and sl and the personal touc o nowing e0ch of 200
Indhiial names, ps are-on o Consutaton ot fapor, ncroased sles, and reenton.

WEIGHT LOSS COMPANY C - iy, ST X000 10 NN

‘Sales Consultant

Rocrufd o boos mambershp sales, conduct consuations,and provide ighievlce uppor
Domonsiaid Roxbif by woring . and condocing cneufators wiin, Sovers carlrs. Drove s1es fo
‘Consistenty b ranked F3 sles consultant cross al  contrs.

EDUCATION & TRAINING

College Preparatry Program — M. Tato High School, Gonzaes, FL
“Salos & Management raining programs.
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Mid-Level Pro seeking CRO Analyst role authored by Zakiyyah Mussaliulah.
Dsigned withrch keywords throughout and border designs o show off and emphasize
a sirongholdn data analytcs whie demonstiaing a unique skiset in GRO anaysis.

YOUR NAME

.57 Phons NumefEmal Adross

‘CRO Analyst: Key Player in Boosting Strategic Conversions

o Pasionsta, mnoatve CRO Ansyt w3 e band of sl crfingand xecutig esing roadmops
at excocd Yo g Highy lfectve ot ramatormig and esplorin progte s0ions 1 anhance
Broces owaioparatonateicancy and Ui downime cros n rganzaton

o Racognzad . Thoug Parnr for urwavringcommimant 0 schiingthe bottom Une wia panning
and eitaing 1 ostng, RO and X Resebch, nd SEO Ssogy Goole Anaics Corio.

& Exprty algnad business cbectves with conumar nods based 1 UX osereh, Succassuly cesgned
ullacals eacess upia nd opm 0 Conerion gL rasanca st o kg

oas ot Ereri:

Comerson st Opiimization | Oata Ansyis | Consmr Behovi | K | eatonsip Buking | Qualty

Astranc| EOSirtogy| CRO Researcn KU Desgn B Tstin | Surtegc Qualy| Accessiby ssuranc.

1 Syvars Managomont | Wieiramig | Projec Managerent | Soc o Medi Campains | rorect Honsgement |

Gouga Workspace | MaICMG | HubSoot | BuzzSear | Optaonstr | ntapags (Conr | Looke | Oto

St HIML 33 vesero | QL Tl Power 8 e Notebook R Pion

PROFESSIONAL EXPERIENCE:

‘Company Name -Giy, ST oste-Dute)
‘RO Ayt (Da-Oatl
Crestodand efined testng oscmops, g 1 st implemtatonsongwith comersionspmiaton
stagos orGersoclan poioo,Incuing o commerc, 148 genration, and 628 ectrs. Porood
‘et pafomance nsyss 0pinointaeas o oot andpeeseningsbforlsdersi, Cross
ollsborsted wih teams an ld it meetings 4ndpresentatons, fecvly Communicating ptmizstion
Stagos,usr eadback, s methods o arance e ol st exprance. ey Achovamenta:
o ate st andaunchad st onamaps and montord and ecardod sttt ansys W
Fatsal gt oo sdaans st Comd ot S SGLRents 0 roR,
3 ramptod o 400w ncreasainclics 3 4% st oo puEhasen,
 Devloped and mplomenied sophistictedspeadshest famewors which (cAated mproved
brastoming sesions,portculryfo g rol cets wih g dtasers.

ik Developor:SE0 (Dot -]
Genarated_comprehensive_end.afmorth repors summarzng schievsmants snd_progess-o-gosls
epariment e, ross collsbrstd w1 conten a4 oo Kemord o e mprow sedreh
e ankings Goneratedrganc conant o morevschans’ SEO oakings by roduE g ki cotont (s
ittt bog Koy Achivements:

o Customize it Uk buingsatgis by securingky bockinks v argeod amal uteschcompoins.
" Tiaered 8 200% ncroas n vt lcks ona 55 ncrose i ioworshi.

‘Company ame-Ciy, ST ose-oa
Service Oparvtr
Managed up 07 concurent projects with overapping tmelinesfom concepion o compieon, coornatng
{aska and o llocaton 1 e opersionLow an ras sho oot 19063 97 B Y
v Adherod closly 10 company pecy a0 sty roocots. Koy Achlevemens:.
o Presidad v agescao, dealn-diven projects whi avigainga e of siing s,

" Rllad cuth Lo S Sima methoasody o eéuce tck downime b 74

EDUCATION
Bachtorf Science I UK Design - Unversy Name, Gty ST Google Antyis Cartfid
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Career Transition from Sales and Banking Management to VP role of
People and Culture authored by Adrienne Tom. Focusing on keywords o lead bullet

escriptions and connect the new job tagel, tis resumo also cuts out unrelated
content that detractsfrom the target.

YOUR NAME
st P
VICE BRESIDENT of PEOPLE and CULTURE
ol Tgfomaton » PeoieDevlopment & Engagement » Worklorc Plnring » Businss esseshio

D o —
B and G chess eams ot oty oerorm.

e e e g ool e s S Ot @

overs v et s e s

g o e ek s h 5 o ey e v 120

Pt el s e s s i s e R 0
e oo s e e i o s % S s

Laadersip Spciaies nd Contributions

P e © Gumoned e s atormatons e s 2
P e T e et

B T —
f s T e e s
T Giohed s segs b dvse ket nd e v

B e e e e oo o e ot o e

G o e et s

I e o o e s ahen s e
I P P e R sl s
people Leadershp Experience
[ — P

st Ve redn et i e i S
i g e i sl et 5 8 gt of e st s .
et e s 5 R0 AR oA Bt Comt 6 O e P
P ot 1o et Famab . Pyt ke e 18 . 08w o RS
ARy e s s e v
- Vil Lsdey: D e o oo ng 2016 st rsing e
el oo ot g o oo e i et h 10 s 30,
- Pope 8Os Dewiapman: sl o s ionf el om0 ron g 0 .
P e et r TG e oo g 10 i B 8
- e (et v 824 e et s 29% st oy e ih ey
e 0% e hceri e S o oy e
 Wordoc Paming et s ke 0 s b dectons Ssgl e s 41 eom s
e e s et o W oo Do
- Recrtig 8 Onbrig e s o sy S s et e T 10 T
i e st oy e e 0 o e e e o
. Peopltessen: g s g her i rgdton s s s f el o o o s
e e s g s o, 5 e
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- People & ClureTanfomation: Crested an operaonsizd vlosbsed o employefeedback. rokedown s
e it o oo, 0 o v e e O 1 45 S P

5 Teum g s of bines and oveachicved bdet 31 s i 25 s,

oy nenement: ceved L ergenasscores (15 shove s e, tngusin oo s et .
EStted e o i e 3 OB

. LeadnipPrtormance: e ove 40 formaeadesi recogons e orhs ol evels o s o g
e e oo seveapmen, s g,
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e ek oo o S
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g s 5 e 35 e BB

e oo & Gploee Rlions: perhesdd 3 viion snd o et s e, st wih
e et s wer e, 1ot 74 B e g w50

Community involvement

Lenderip PaningCommite,Sorsfor A, 2015 - rsen:
s Member,YouthOranasion, 0112013
Voleter Chiparson, ADC Community Asocstion, 008 - 011

Education

T —
schtrf A, g - UnerstyNarme

6 vt ofinswhat popie r doing weland ampty e andeceae . ookingat hings 99
oo on st e ks 0 Arene —tout vame
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PROFESSIONAL EXPERIENCE
Job Title ~ Company Name, City, ST ~ [XXXX00X - XXXO0XK]

Recruited o direc all aspects of corporate secuity for this disrbution failty that was facing numerous.
logistical challengos, which inciuded massive thet of assets fom Asia Pacific markets, outdated securly
tochnology, and high lovels of physicalrsk. Managed a $15M budget. Turned around facilty to attain
all metic goals in irst year.

Job Title ~ Company Name, City ST ~ DX - XXXOOX]

Tasked with estabiishing tochnology and qualty standards fo this 6-buikling production plant, which ran
three shifis and was siated to ouput SGM in product monthly (but was operating at 50% capacity).
Spearheadod improvements which optimized officioncy (o meet high-volume production and
fulfllment of daily quotas.

EDUCATION & TRAINING
M, Information Technology - Uriversty Name, City, ST
85, Engineering - University Name, City, ST
Certifcation Nar

Granting Organization

Continuing education: Course Name, Course Name, Course Name, Course Name, Course Nar
Course Name
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PROFESSIONAL EXPERIENCE

Job Title - Company Name, City, ST [RKIXO00K — XXXXXX]

Recruited o direc all aspects of corporate security for this disrbution failty that was facing numerous.
logistical challenges, which inciuded massive thet of assots fom Asia Paciic markets, ouldated socurly
tochnology, and high lovels of physicalrsk. Managed a $15M budget. Turned around facilty to attain
all metic goals in irst year.

Job Title ~ Company Name, City ST D00 = XXDOXK]

‘Taskod with establishing technology and qualty sandards for this 6-building production plant, which ran
hreo shis and was siated {0 oulput S6M in product monihy (but was operating ot 50% capaciy).
Spearhoadod improvements which optimized effciancy to meet high-volume production and
Hulilment of daiy quotas.

EDUCATION & TRAINING
MS, nformation Technology  University Name, City, ST
B, Engineering - University Name, Ciy, ST
Certification Name - Graniing Organization
Continuing education
« Course Name « Course Name + Course Namo
« Course Name « Course Name + Course Name
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COMPANY NAME, City, State DRXOOCK = XHDOXK]
DIRECTOR OF BUSINESS DEVELOPMENT — Arabian Peninsuls, Southeast Asia

Challenged to spearhead international and DOD business development and marketing in the.
areas of software development, system integration, and engineering services. Key clents:
Boeing and Sybase.

Contracts and Alliances
« Negotiated Crucial Teaming Agreements, partnering with XYZ Company, ABC Company,
and 1-2-3 Company to pursue and capture contracts in excess of $1.2 billion.
« Developed strategic international marketing and sales alliances with the big three
technology firms (Name 1, Name 2, and Name 3). Established strong corporate and
‘government ties in the Middle East and Japan.

Planning & Operations

« Supervised engineers and managers in preparation of proposals, marketing strategy, site
surveys, and costing for both international and DOD customers.

« performed strategic program planning and forecasting of long-term business.
evelopment plans.
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Saies & Business Development Proessional
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DIRECTOR OF BUSINESS DEVELOPMENT - Arabian Peninsula, Southeast Asia

Challenged to spearhead international and DOD business development and marketing in the
areas of software development, system integration, and engineering services. Key cllnts:
Boeing and Sybase.

« Negotiated Crucial Teaming Agreements, partnering with Axyl, Cytograph, and Synex to
pursue and capture contracts in excess of $1.2 billion.

« Developed strategic international marketing and sales alliances with Macintosh, Oracle, and
Microsoft. Established strong corporate and government ties in the Middle East and Japan.

« Supervised engineers and managers in preparation of proposals, marketing strategy, site
Surveys, and costing for both interational and DOD customers.

« Performed strategic program planning and forecasting of long-term business development
plans.
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DIRECTOR OF BUSINESS DEVELOPMENT ~ Arabian Peninsula, Southeast Asia

Challenged to spearhead international and DOD business development and marketing in the
areas of software development, system integration, and engineering services. Key clints:
Boeing and Sybase.

« Contract Negotiations: Negotiated Crucial Teaming Agreements, partnering with XYZ
Company, ABC Company, and 1-2-3 Company to pursue and capture contracts in excess
of $1.2 billion.

« Strategic Alliances: Developed strategic international marketing and sales aliances
with the big three technology firms (Name 1, Name 2, and Name 3). Established strong
corporate and government ties in the Middle East and Japan.

« Business Proposals: Supervised engineers and managers in preparation of proposals,
marketing strategy, site surveys, and costing for both international and DOD customers.

« Strategic Planning & Forecasting: Performed strategic program planning and
forecasting of long-term business development plans.
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Chief Information Officer (CIO)

Operations | Organizationl Transformation | BouomLine Impact

wy T executive with a reputation for driving sate-of-the-art strategy
and best practice. Results = billon-dollar savings.

Focused change agent who excelsat transforming people, processes,
and technology to streamline and algn T with business goas. Resut
million dollar savings

$s00mto
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Mid-Level Sales Professional authored by Adrienne Tom. This resume grabs the

reader by using quotes, graphs, bold unique seling propositions, tables, and bule tles.
“The rosultstrly stand out wth ths combination of layout while maintaining a clean and
‘oasyto-read format.

YOUR NAME City, State Zip | Phone | Email

SENIOR SALES REPRESENTATIVE
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PROFESSIONAL EXPERIENCE.
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Your Name Page 2

TECHNICAL SALES ENGINEER, XXXX0X to XX/OUKX
$1MIn annual revene - Tier 1 account
TOP ACCOUNTS: Alpha Manufacturing,Beta Automotiv, Gamma Motors
Drove tooling product sales across assigned terory b growing existing customer portolioand acquiing
new business. Colaborated with commdity managers, engineers, and purchasing agens 10 identily
mantly quartry, and annua goals and develop product marketng trategies.

Achieved quota by prospecting customers using market research, coldcaling, sales leads, and
networing.Performed technica and manufacturing needs anaysis,detiied client operational gaps and
provided demos and waining 1o highight product applications, benefit, and features. Compiled
performance metrics to meet key perormance ndexes

+ Saved mutimiliondollrs in annual costsafer eveloping @ dul 0ol inventory system that sod
refurbished tools aross the indusry nrecord tme.
(COMPANY NAME. Ci. ST X000 to Present
'DEPARTMENT HEAD, XXX 10 XXX0000X
Oversight of 4 Departments - Temporary & permanent staff mana
Drove customer service, merchandising, and department key performance metis.for muliple
depariments of a leading home improvement retaier. Led daly perations including customer serice,
merchandising.loss preventon, and product and service sales. Led human esources activites and
rained, coached, and developed teamsfor personal and professional rowth.

« Achioved the “Gold Level Award- yea fte year i recogniton of exceptionsl management skils,
isplayingconsistent team camaraderie, and for sening s the voice of th customer.

Early Sales Career Highilghts 5+ years:
(CONSTRUCTION CO, — iy, ST Sfety Specilist

Education & Professional Development

UNIVERSITY NAME - Gity. ST
Certfcat, Business Administration
'DALE CARNEGIE PROFESSIONAL SALES TRAINING & CERTIFICATIONS
= Human by Design: Future-Proofing Yourself i an A riven World
« Winning with Relatnship Sellng
« Appealto Buyer Motves to Close
« High Impact resentatons
+ Developyour Leadersip Potental
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‘Technical Sales Executive authored by Susan Barens. Clean, bold ines, quotaton,

bolding, and powerful wriing help emphasize the qualiications and seling achievements
of ths candidato.

YOUR NAME

TRANSFORMATIONAL SALES EXECUTIVE
828 CONSULTATIVE SALES | TECHNICAL SOLUTIONS | INDUSTRY APPLICATIONS

Greste iy Avea | Phone Number | Emol Addres

“Revolutionizing business success one human connection at a time.”

AWARD-WINNING BUSINESS DEVELOPMENT LEADER AND SALES GENERATOR wih o proven coreer
Capturing market andgrowing fobust pipeine and revenve gaine i fast 828 product and senvce markets.

COMPETITIVE STRATEGIST AND NATURAL PERCEIVER of customer chalnges,prirties, and needs on-
iad painrship bulder wih a storyofovrcomingresistance, wvning o0 trm customers, nd smolfying
complex,vaue added soluions tha lose Gaps and mprove, ansforn,andscale  clien's usiness.

AUTHENTIC COMMUNICATOR AND NEGOTIATOR o wi-in soutions. Known s  paten, opimistc 3nd
Servantleador tht ambraces change,encourages peopl 1o hav un, and produces yearcver yar resuls

SALES LEADERSHIP STRENGTHS

Soles & Program Plannin, Suategy, & Execution + RFPs Bid,Pricn, & Molleve Negotaions
Forecastng Revenue, & Goss ProfitGosls + VertclDistrbuton Channel & Prtnershps
MarketDat, Trends, & Expanion + Long SalesCyces,Quotas,KPt, & etrics:
Product Deveopment Branding & Launch »Product Demos,Educatio, & Testing
Customer Success & Net PromoterScore (NPS) » Trade Show, Confsences, & Networking

Career History & Achievements

(COMPANY NAME.Ci. ST 00K to resent

SENIOR TERRITORY SALES LEADER, XX/XOOKX to present
$1.5M annual sals revenue « NC, SC, GA, F, VA,MI, OH, 1A 72 Tier 1 accounts - Team of 6
‘TOP ACCOUNTS: Alpha Manufacturing,Beta Automotive, Gamma Motors, Zea Systems
Fuelrevenue and proftgoals fora global manufactures, isributr, and senvicerof OEM solutons.Define
and buid annuel suategic and tactical business development, seles, and program plans that grow
portolos, penetrate market, dive brand recogriton, and buid relatonships with Tier 1 supplers,
Gitribtors, and end users.

and product ecucation programs. Manage pre- and postsales analyis, wade shows, and operator
conferences. Oversee business development and sales metrics reporting

+ Boosted saes from 20 to 350% in four months afer Introduciag a new advanced cuting 100
design festuring the best delveryime and qulty inthe ndustry.

+ Grew new sales 15%» each year by using competive market inteligence and enlsting product
specialistsduring client meetings o bettr serve thcentsneeds and smplfy the solesprocess

+ Buitthe southern tertryfrom one to 72 sccountsafer defiring, analyzing. and segmenting the
morket:seting new goas; and sing new and traditonal srateglestha nclded cold caling.
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Automotive Technician authored by Bridget Batson. Tis crisp and boid one-page.

format hits all the right notes — draws the eye with a graphic represenative ofstrengths,
‘omphasizes results, and drils down on relevant keywords fr ATS.
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CTO and Innovation Executive seeks same position authored by Eve Ruth.

A classic but powerful ATS-riendlylayout s anchored by a ciean border and boid
headers. A purposeful, fast-moving voice mifors the candidatesstyl. Merics, technical
‘mastery, and storyteling cementthe branding.
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‘Sports Physical Therapist authored by Dr. Jeanrine Bennett. The focus of this

resume is on quantifable outcomes tht stand out through chart, bolding, and clean,
‘welkspace layout. Both language and structure ao talored 10 atract dea clets.

'YOURNAME
ity Stat | Phone Number | Email Address
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Transition from high-paid Delivery Driver to Aerospace Logistics by Laura

DoCark. With added challngos of a long tme with ono employer, a 20-plus-year gap n
olovant early exparienco, an no dates for early work his esumo omphasizes
ransleratie sils and a wilngness t work up (wich he didit have 10 o).
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YOUR M. NAME Resume Page Two.

Employment Experience, continued
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2-Year Degree New Grad seeking Electrical Engineering Technician
position authored by Laura Hartnell. This resume pulsfrom personal

experience,
A S e S
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Digital Marketing Director authored by Bridget Baison. This resume uses graphs,

lines, bules, boiding, and languag 1o siow progression, create exciement, and help
postlon the candidate for the next leadership olo-
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Executive Director seeking CEO in Manufacturing role authored by Tammy

‘Shoup. Strategy shifed languago from producer to principal leader emphasizing esults,
leadership, and qualifications demonstating readiness for C-suite.
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Professional Experience
Sales Representative - Company Name, Ciy, ST [MOIYEAR - MOIYEAR]
Hired o penelrate, build and estabiish all ertores i two states. Created si trrory sales routos for
product ine, five of which were turmed over to newy fecruited sales personnel. Personally managed the
Sixth toritory. Successfully developed district o approximately $3.2 million in annual sa
Consistently in op five of over 200 salos reprosentatives, company-wide.

« Business Development: Networked extensively o rectt new ciens, participated in social campaigns
and advertising, and represented company at communit funtions to buld brand awareness.
>> Croatod business roforral changes roprosenting 30% of now business. Broke million-dollar
‘sales mark in third quarter of 2025 and built a 30% referral bas

Salos Tracking & Planning: Collaborated with company Presidont to create a sales planning and
iracking process which was rolled out district wide.
>> Attained 12% reduction in reporting.

« Maturo Production Reintroduction: Developed now uses and applications for company products with
present and prospeciive customers.
>> Recaptured deciining market share - 5old $150K in three months on products slated
previously for termination.

« Salos Training: Provided sales training 1o allnow sales recruts; worked one-on-one and with leams.
>> Parsonally selected to attend the Advanced Sales Insiitute on behalf of the organization.

Marketing Collatoral: Selected by serior management to colaborate with marketing tear to develop
marketing collateral or new producs.
>> Gained experience using Adobe suite; initial design selected by team for presentation.

« Administration: Reported weekly sales and maintained products inventory for distic.
>> Researched and introduced new inventory system which improved product tracking by
40% and cut costs 19% in first yoar.
>> Attained 12% reduction in reporting timo for staff.






OPS/images/9781394392506-fg1112b.png
YOURNAME pase2

PHYSICALTHERAPST, COMPANY AV 571 oweo0ute

Dricted 10umor s et n erin 9eclaed othopedi and ot oy ehbiaton, evancg.

Poient utcomes iugh vdenc basedsac < nd cliborae e

+ OnhapadicRehabaton: Managed aseoad f 5 50atnsper wee, pcling st il ehabstion
ot s, Inlmented vderc b esment s, g 3855 morowTer €Oy S

- Patent Edocaton:Conductd et workshops o fr reention s Rome exrise progras e 0
215K dcrease ey oes.

= Colaboraivecae: ke cosely it rthopeic srgeons st i speciits o re
Compenenin e CoorBaaing s S5CpAnAY i meeLng 0 Opiz aint ek o s

- Outcome Tracking Utkaed ocome-rchin ot o messeprogrs, esting 3 20% e i e amber
of pains schieing el bt s Wit h epected e

. Research Contribuion: Cotrute 0 stdyon e efctvenss ofdiferent s theray tachriaues,
Dbl inth Journl f Sports Pyscs Thrspr

ATHLETCTRAINER INTERN, COMPANY NANE 5T owetoDate

Supported it et o s enaion 30 fr reenton st Iplemented ot

ooy o 3 nhanced oprsianlffinc, ST mBrovng poer ety ond pefomance

- S ot Devioed n AL vy progra e e e by 20K s e recenc by 5.

o Iy Prevenion: g revnive tapi racin,ad pading echnques, oo 03 15 reductoni
e s g e st

 Team Travet upport: Provied onsie Iy mamagementan rehbitaion drin gmesad unames,
UG Inned i o nd BING Byt 1033

- Rehobiaton uppot st n e rcery D the s o gt mosites e 5th 08
s, e 0% tr e 1oy o ey s,

O il Asistance: Providedcrical suppor during rctes ad ames,ensuring e sfetyand hraion,
R 1000 1 416 43 s g Ser T

- Record Mansgement: Maitained recse and et ecrds o ve 0 30ees, eohncing mesal sl
ety by 5 g oo dotmatstn et

- Invntory Management: tesmine he rcking a rganizaion o medcs supies,reding eavpment
Shriges b 3% oot e sesion.

Education & Certficatior

Doctr o s hrspy, Uiy Name st owe

Maser of Pyl Thrsy,Urversty . st [ owe

Bschoof Scence i Kiesloy, Unwersy Name st lome
contfcations.

o Crfad Spors Crcl Spcl (59, Dte
Board Cnifed Orhopec il Spcls (0C5), Dot
Gerfed Senginsnd Condtoning Secls 55, Dte
Lcenid Physa Thrapt P, ek PTI23456, Dot

Professional Affliations.

Pyl Therao Assoction (TR M Gtv.57 | oweo0se
Ortoped Pyl TherapySpeclmters 1o0p (OP 1), Marber 5T Owe Dot






OPS/images/9781394392506-fg1221a.png
Head of Product seeks the same position in inance authored by Adrienne Tom.

Clean lines, bolding, smart art, and powerful wording allact as a vectr 0 rame tis
‘candidate’s achievements and value quickly and professionally.
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YOUR NAME

ciy, ST Email Address Phone Number
Linkedin Profle URL.

SENIOR TECHNOLOGY OPERATIONS MANAGER

Cited by XYZ manager for, “leverages unparalleled technical expertise in information
technology (IT) to guide cost savings and responsibly manage resources.”

‘Senior Technology Manager with proven expertise leading muli-millon-dollar enterprise IT ops
across cloud and on-prem. Roputation for

« Building reiable, cost-effective platiorms (99.95%+ availabily, 20-30% cost reductions).

« Leveraging emerging tech o positon for market dominance (3 winner of induslry IT Bleeding
Edge Innovator Award out of 100 companies).

« Loading with integriy; acive Top Secret clearance.

Information Technology
«Cloud Infrastructure (AWS/AZure/GCP)  Vittualization & Containers (VMware/Kubemetes)

«Identty & Access (IAM.SSOMFA) Enterprise Networking (LANWAN/SD-WAN)

« Observabiity & SLASISLOs. « Endpoint & Workplace (IntunelJamf; M365)
«Backup, DR & Continuiy « DevOps & Automation (CIICD; Terraform/Ansible)
Managoment

1T service Management (TILATSM)  » Incident  Problem / Change.

« Budgeling & Financial Operations ~  Program Management & Portflio Management

« Mull-Site Team Leadership « Vendor & Contract Management

« Risk, Compliance & Governance « Stakeholdor & Customer Experience
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Career Change from Professional Athlete to Sales authored by Marieno Cole.

“Thisresume uses language to cross the bridge o the reader by understanding by
ranslating experience in o field cearly into ancther by identiying keyword areas in the
new field and showing the mach wherever and however possibl.

Your Name

iy Stae 2ip Code  Email Addess | Phone Number

Sales, Partnerships & Business Development Management

Accomplahec sndenrepencuis b champion, mothated by chalenge - wiling o ake st s caksed
scon o execteandmplement rograms, prceses, and o hat ive nvaton andgowih. Pasinate
h ity o e 314 B e 45 g 300 4153 05 e, ki, 454108t

Exensive termstionsl xperiece raveid, e, epresaned,ad competedscros Europe Auts France,
Germany, apan, Austak, Canad,NewZesand,and Unkd Sttes.

Networking & et Morkeing & pramotons Sponsarip Gowts
ol Sponorsip ket project Maragement Commrcsl s sses
ey e & Partnershics Leadesip & Mertorng Orving Brand warencss
Conact Negtstons Satanoider Rt Pubicroie & Speaking

Professional Snapshot

Professiona Alpne (Downhil) Sier | DateDate
Shor Fims Production| Date -Date

Sales & Marketing: Worked sl with major corporions crossgobal porsship ke, with 120245
cotrbutonto des,s3es and mrkeing.
13 Inernaton Name taam member forovr i yers,promotin sor 3  expanded o an il 10%.
paricipaton o grow o SOK natonwide.
9 Prodd nputinto sdversing srtepe o campigns nd erchanies s with rketig
Team Managers ndvaiospromotions e,
9 Aended adeshows (Sizeand,Canada, Mnih) s compary epresenaive; engaged i more
han 1,500 ttendoesovr 2 oy, 0 150 prtpaed i e photo shots and endorsemant everts.
13 Colaboratd with designandretal eams 0 desin sgnature rane ofouter wear;complted both ol
and nternations colopue shoots. e in hghes sellng ang o four yers uning.
9 Negoated ongoing conracts with u 0 sisponsors (Company Name,Compny Name, Company
Name,etc) o raesions g nd i st
10 Maragadistriuton and nvoicingof rfesona ot nd st magasns ((rope, Amercs,
Inrnationa) nd sponors o more tanseven years; maaine erat sccouns.
5 ublshed aricisand nerviws s p 025 sues er year across 23 counies ensred promation
a0 partciptonof 50t o e newcomers.

Business Development: roscly maitined key reiaonships it cton st ompany CEO3 raugh 1o
Sponsorshipmanagersnd sports agens o Ume between Erope and Amercan bases.
13 Pushed boundariesand artmpted he mpossile; oercame 3 ushed rough s snd weher
Condins 1o meet sponsorhp needs.
9 Noed forexceln communicaton s coupled it 3 srog work ethic and utging prsonalty,
Esned st and commment fo g 15k pofcs.

contined
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Your Name. P2 Phone Number | Emll Address
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Your Name - Page Two
Professional Snapshot e

e Action Sports:Began roession e, signed o Companys erations! Team 15 yers o e s one
ofthe best s campetors i th word an ons of Nothern Hemishere'sbes ety s,
13 Minained havyinvovement i producing woshor s eatred i more than 26, Colaborated wth i
and hotographycrw, throughout anspor, wark schedul, and gl nees,
9 Seecod nd coordinated crow 35 prof e atlets s, foc i Nome - awarded bt documentary
atieratons S0 Fsta Yer
10 vt o o ost ki halenge 2014 (o e evenaation ol el ccssedre-ide event) n g o
oV channets
9 Conducedn depthnenviews,inoducors, and voicovers for e doy event: developed snd
shared 3 capthating sonine forproducers, metngal deades.

Testimonies

e Rasa v o scceed and ush il reach sl ol Tis makes i perfct o any ol tht
ncdesblding vong rlaonshis it e, sposors nd ey stakenolders.”

~Sponsship Manager, ompany Nome

s pssio o sking hveshaped s e o th g, and the worbwid connections nd ends he hs made
hvoughout heyers,nandou o the Rty are 3 crdt o s heale demeanorandayaly.”

- Diector, compony Nome
“Sponsoringmay atheesscros 3 dvers amunt ofacton 50, have never et  eron with h same
dedcation and arttud h hs gratenusios and  wilingnes 1 ear, sperpr-acie, ot s an et bt
ke o1earnon busiess angle nd pprosc, o make il e mos rounded of proessionls

Ve presde. Compary Nome
Tve whched 3 tlnted et o o  spokesprson, 3 leader, nd 3 e o business. e il onine 0 g0
Frio whatevs e endeavors 10 purso. No ompany an g0 wong it s evel ofdve anddedcation 1o
everyting b undertakes”

Morkeing Divectr, Compony Nome
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Mid-Level Pro seeking Senior Product Development Manager role auhored

by Jenniler Fishberg, Positoned effecively by connecting a technical and scentic side fo
the overall business impac, hs resumeo grabs atienton with a top ight caption and a
clean, scannabie preseniation.

Your Name Product Innovator.
cuy, state zip Consumer Champion.
Phone « Email Sustainability Advocate.

Your Linkedin Profile URL

SENIOR PRODUCT DEVELOPMENT MANAGER

Elevating Quallly » Harnessing New Technology * Jumpstarting Innovation

Trusted product development expertskiled at synthesizing data-driven insights, market
demands, and emerging nutrition science into cutting edge food products that drve global
growth. Demonstrated commitment o prioitzing sustainability and ataining the highest bar
for quality and consumer satisfaction. Relied on to cultivate supplier and manufacturer
partnerships and dissolve complex technical, financial, and logisical hurdles.

Key Areas of Expertise & Value Offered

 RED Leadership  OataAnalysis&Reporting  « ConsumerTrends.
« Regultory Complionce ¢ Qualty Assurance&iSafety  + Ingredient Sourcng

« CommerclzationProcess ¢ Sustainabilty & Transparency Manufoctrng Scale-vp
< RkMitgation v Formulation& Testing v Project Management

LEADERSHIP & INNOVATION HIGHLIGHTS

HEAD OF PRODUCT DEVELOPMENT, COMPANY NAME, Cty, State | Date-Present

Role Overview: Recruited to helm R&D of groundbreaking food products from concept
through commercialization or leading global brand. Drive complex technical projects with
curiosity, scientific rigor, and urgency. Ensure regulatory compliance. Coordinate trials
according to GMP. Cultvate strategic partnerships with supplirs,including innovative
Ingredient start-ups. Ideate solutions to supply chain and production barrers
iahlights:
b Captored 2595 cost savings and boosted margins by 199% per unit on new product line
without sacrificing quality through diligent streamlining oflogistics 3nd supply chain
> Reimagined struggling product line with costly formulation; oversaw development and
Taunch of new variety that boosted sales by 20% and wn consumer praise.
> Inherited new food ine anguishing in development and plagued by technical and financial
foadblocks; u-turned to launch within three months on the job and heralded as mjor win
> Pioneered award-winning, plant-forward productline that paved the way for company’s
entry into growing and previously untapped multimillion-dollar market segment.
> Propelled globalization of innovative new snack product line, making frst inoads into EU.
» Stemmed high rate of turnover within product development team and strengthened
leadership bench; mentored top-performers to promotion and improved retention by 30%.

Continved
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QUALITY & FOOD SAFETY MANAGER, COMPANY NAME, City, State | Date-Date
Role Overview: Brought on board to oversee quality assurance and food safety programs
Orchestrated new ingredient review and approva process. Conducted supplier site audits

nationwide in accordance with regulatory standards. Translated consumer complaint data into.

actionable recommendations and spearheaded quality improvement inititives

> Architected quality program infrastructure from ground up at new verticaly-integrated
manufactoring faclity critcal to organization's expansion goals; launched ahead of plan.

> Slashed product returns by 25% by spearheading introduction of manufacturing process.
tracking technology that enabled real-time detection of food safety risks

> Protected consumer trust s final decision-maker on ingredient suppliers; conducted site
auditsnationwide, rooting out safety and operationsl failures and recommending fixes.

> Sharpened supplier oversigh by harnessing new technology to add ayer of accountat

Enty Carees: As Clnicl Dietitian, oversaw development of nutrition plans and therapeutic
diets to support patients’health goals and improve medical outcomes.

"ACADEMIC & PROFESSIONAL CREDENTIALS

MASTER OF SCIENCE, CHEMICAL ENGINEERING, University Name
BACHELOR OF SCIENCE, FOOD SCIENCE & NUTRITION, University Name

Member, National Association of Nutrition Professionals.
Member, Academy of Nutrition & Dietetics.
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it

Director of Healthcare Solutions authored by Delrre Rock. Strategic
. Bolding, bulets, and clean layout futher make i pop.

highiht impact 5cope from the star, drawing the eye 1o measurable

Your Name
oy, Scte Phone Number| Email Address

SENIOR DIRECTOR OF SYSTEM SOLUTIONS.
Shapingthe Future of Hesthcare Through Human Centered Inovation & Sraegic Enbiement
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Technical Project Manager authored by Renzo Luis Maurtua-Neurann. The

ransiion from shorterm contract oles o ong-term leadership i T is handied by
shiting from taskbased to resuls-civen focus. Stories, metrics, and a clean layout
‘supportthis focus.

'YOUR NAME, mBA, PMP, CSM
ST Phonemumber  GmadAderess
PROGRAM MANAGER
TechnicalSolutions | Systems Integrations | PACS/VNA Migrations

g Complr e fgtors o esrie Achtecores mrene sy, ok Orsion cine

Vet o g e o 1t e P gy s S g 3O
e e g, o s e s o 1. e i
i e o e crcr o ke, gl o 54 Gt gl OO
o o e e et 134 S e 1 1
e Compences:

P g et s ston s s TS gt + AP 5

e s o G g o s e s

PROFESSIONAL EXPERIENCE
COUPRTNANE [ e Prfc Moo -Gt | O O
[ R e —
o g vt e £ een At e g e
e o € reon sy -t o e
COUPRTNAVE | e Prjc Moo -G | Ot O
[ a——
et 5 G e T o T R T 55
COMPRTNANE e Projc Moo~ Conrc | e O
[T
s o oo s A 584100810 VA g ey IS 08
B o o e St e RO 0 S 0 e OUA i






OPS/images/9781394392506-fg1002.png
XVZ Company, City, ST XK/ 000K - XX/ XXKK]

Manager of Operations / Regional Manager —XX/XXXX ~ XX/XXXX
Spearheaded a variety of challenges during tenure which ranged from turning around S-facility
region to triple productivity and reduce product churn by 47% to guiding departmental
operations for one under-performing facility, which was then positioned as a #3 performer out
of 27 facilties in just 10 months. Key actions included:

Sales Associate - XX/XXXK ~ XX/XX0XX
Recruited to perform outside sales in a recently opened territory. Tasked with identifying
prospective clients, opening lines of discussion, and creating excitement and opportunity for
high-end corporate data solutions. Rapidly eclipsed competition to capture 30% market share
representing $1 million in sales in frst year.
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A - Getting an advanced degree
XVZ Company, City, ST XX/XXKK ~ XX/ XKKX]

Manager of Operations / Regional Manager — XX/XXXX ~ XK/XXXX
Spearheaded turnaround of 5-facility region to triple productivity and reduce product churn by
47% as Regional Manager. Requested and granted assignment to Manager of Operations role to
decrease 50-hour accountabllity while completing MBA. Successfully guided operational of
single under-performing facility from #22 to #3 out of 27 facilties in just 10 months. Key
actions included:

B - Writing a book
XVZ Company, City, ST DXX/XKKK ~ XX/ XKKK]

Manager of Operations / Regional Manager - XX/XX00X — XX/ XXX
Spearheaded turnaround of 5-facility region to triple productivity and reduce product churn by
47% as Regional Manager. Requested and granted assignment to Manager of Operations role to
decrease 50-hour accountability while working to meet publisher deadlines on my fist book,
Operational Excellence. Successfully guided operational of single under-performing facility from
#2210 #3 out of 27 facilties in just 10 months. Key actions included:

€~ Handling an external personal challenge
XVZ Company, City, ST XX/ XK~ XX/ XKKK]

Manager of Operations / Regional Manager - XX/XX00X — XK/ XXX
Spearheaded turnaround of 5-facility region to triple productivity and reduce product churn by
47% as Regional Manager. Requested and granted assignment to Manager of Operations role to
decrease 50-hour accountability while traveling to handle a person emergency which has now
been addressed and completed. Successfully guided operational of single under-performing
facility from #22 to #3 out of 27 facilities in just 10 months. Key actions included:

D - Expl:
XVZ Company, City, ST XX/ XK~ XX/ XKKK]

g a company change that wasn’t your fault

Manager of Operations / Regional Manager - XX/XX00X ~ XK/ XXX
Spearheaded turnaround of 5-facility region to triple productivity and reduce product churn by
47% as Regional Manager. Assigned to Manager of Operations role following company buy-out
with established regional management team. Successfully guided operational of single under-
performing facility from #22 to #3 out of 27 facilties in just 10 months. Key actions included:
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XVZ Company, City, ST XK/ 000K = XX/ XXKK).

Manager of Operations / Regional Manager / Sales Associate

Spearheaded a variety of challenges during tenure which ranged from turning around S-facility
region to triple productivity and reduce product churn by 47% to guiding departmental
operations for one under-performing facility, which was then positioned as a #3 performer out
of 27 facilties in just 10 month. Key actions included:
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Career Transition from Athlete to Programmer authorod by Laura Hartnel.

‘The Programing Skils section makes for a perfect networking resume that paces.
relevant ojesfrst and less elated athitic jobs second. Placing both under .
Professional Experionce header makas it parse.
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'YOUR NAME Resume Page Two.
PROFESSIONAL EXPERIENCE

« Marketing Colatera & Graphics - Direct Mal & Exhibit:Handied croatn o pocil, promotons.
iroct mall poces, brochures, catalogs,comparison chart,Herature olders, nd spec shets. Sough 1o
iroomino andinfograto brand across ivorso product ines.

« E-arketing: Dioctod siratogy I scheduingof obass incuding crsation (fom product announcomants,
tochical updats, exscute atirs) and @sirbuion. Infoduced racking sofware o rack campaigns.
‘and make adiusments o improve cick-Irough ats. Resaarched vial markeing and SEO.

= Wabsit Design & Marketing: Contouied inpu. proireaing, sktch designs, and requests around
contant needod t be posted o croted. Spoarbeadod devolopmentofnow produc st contont.

Advertising: Ovosaw sirategy of advrtsing lan it doctn o CEO, Rosearched oo prin and Wed.
lstings,coorinatod pubicaton insarion ordrs, roated ads, and worked wih i a5encs.

« Public Reltion: Provdod rical mediacontact a5  spokesperson, campaign dovloper, and crealor
ofprss relases. Developed siry anges and iches 0 captue meda teret.

« Tradoshow Management; Ensured i radeshow paricipston was smooth, sireamined, and eficint.
‘Coordinaled company paticipaion and exhbton for ver 40 egion and tae adeshows.

« Order Systom Management: Administeed company's manufacturng sotare soton or manogng
‘i ordercyie. Se U Specias,pies, enered prospect contactinfomaton, and tracked marketg
Campags. Proviod raning n order anty and cusamor rolaons managamort

+ Customer Service: netaced with ll cusomers and end-users (s r orprat, miltary, 0oVt
Suppored end users who ncluded he US ATy, DOT, BLM, and USFS s well as commercalchnts.

ADDITIONAL RELEVANT EXPERIENCE

COMPANY NAME, Ciy, ST Dato toDate

Salos Roprosanative
Recruted o spoornead now tormory develapment and sgessive markoting for dattutorof adverse
poriolo of domestc and nemational wies.

COMPANY NAME, City, ST Dato o Date

‘Corporate Event Plannor | Execuive Assistant
Offce Clrk & Mosting Coordinator - Medicomp (2001)

Handid the planning, budget develpmentand administaton, managerent, and -t coodinaon of
corporate moings,convontons, spokesporson ours, adoshow paicpaton | xhbton leadership
‘Summits, and roduct aunch programs.

Managed webste administation (boh corpoate and conventon) and ll corporalo commuricatons 1
Inciudo daly omal nowsitas,phone mossaging,conoronco call, aining schoduies, woekly mostng
Updaes, dtnintr oven anvcncament, and US eratonsl promaton ogeics.
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Graduate School New Grad seeking Clinical Nutrition rolo authored by
Laurie Berenson. Ths resume does a great ob of incorporating relaed volunteer

‘experience ito the profossional timeine as woll as showcasing training as kil It also.
nicely uses a quole as a third-party proof testimonia.

YOUR NAME, MS

.57 25 - mai Adres - Phone Numbes  nkedi comyoumrme
e —

CUNICAL NUTRITION

(Compassonatenutrtion pofesions ecking to leverageaducation and g to provid practica gdance 3nd
Pt supportt adlescent paints. Srngthsnclods empathy, dsptabiy nd e communication s

sveasof Knowiedgeond Triing Incude:

& Nurton Stous csesment. % Mathatonsntervewing @ Group Nuton ducstion
 Notrion Care Prcess.  Notron nterventon & Ntiton Counseling
© Medcal Nutron Tharagy 4 Human Matabolsm. & Cincs Ntrton Mansgement

“Nare exclled during her ciricalrotation. he has 3 knac or conveying formation t patints and
el famiy members i oy 10-undrstnd erms.She epecily hed n working wih dolescents

- Name, RON, LON,Company Name.

Eoucanon

Maste of Sclenc (M. in Nurtion —Date
UnversiyName, iy, ST

+ Compleed cceleated 5. 10 M. (BM)program; scheduld o take he RON exam on Date
© Thes:Balncing Macronctriets orOptimal Adlescent e

BachelorofSience (85 inDieteiswith el Concentration—te
UnversyName, Gy, ST

+ Dean's st B | Scholarsip Award recpent

PROFESSIONAL MEMBERSH?S & CERTINCATIONS

Organiaton Name,Sudent Member Oute—present
Organiaton Name, Human SubectsResearch IssuedDat; exices Dte-
Organiaton Name, Sevte Manager IssuedDate; exices Dte

INousTRY Expenience

Dietetc ntern, Name Dietee ntermshp, i, ST oe—date
Completed 1,028 ours of supenised racticenth olowing oatons: paient sevices management (32 hrs),
lical (448 our),cliical rion management (32 hours)lng erm care (32 hours), oadservie managemen
(160 hous), community (160 hours), and pediatri/speciay (160 hours)

Founde & Food Blogger, @accountname oate—ate
Establshed and mantin an nstagram accoun wth dks folowers Oevlop and s plant based recpes. Oesign
content nd it videos. Eng3ge with olowers, thr ood blogger, regtereddieiians,and pat based bands,
=" it and mantaine proftable band partersips wih Company A, Company 8, and Company C.

+ Designed, morketed,ands0ld 3 seres o & books withcurated cllectionsof plan based recios.

Ciniat Nutrton Volunter,Company Name, iy, ST Oste—ate
+"Under the supervsion of regstered dians on tafl, answered patent questiors and ffered ordering

asisance 10 ansure ptentmesl selcton remained i e with pescied e orders.
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Your Name Phone Number | Email Address

Marketing Achicoemens, Coninied

SARKETING MANAGER » Compary N, it T Dute-Date
Brought onboud 1o providesrategi marketing nd busies eadersip na matur ndstsy. Algned markeing
Sty s a1 et corporte Oeues

Guided department through a shrinking market
- o marketin uncios s gt decese 1 departent v oo o 410 e,
- Deiopdcompanys st e o it dveopment e i bl aged delopet ih
e esourcs i ok, 4 heped compary b e Chaning e
- Enabled B0 anual lent et by crstin ad bt packged ol anorigina coten,
e ncoded it s, ks O a1t o g s e
Nt el kgt o oot
S Redued potag cons ey 0% by ncorporatin po s
It piin oo S0 it e et prodction prcdures.

‘Gained competitveadvantages through new product development
= Droe developmentof anndustryfs prodct that addesed nmetcstornr e

- Plavd eyl major tative to develapanline i ging servic it sutornsed fllicat o
Rumreds of ncenives sl

MARKETING SPECIALIST / MANAGER » Company Nane,City, ST Dute-Dute
oo fom irkeing At oMo Syl g e e corporte mkeiog dparinent o

Strengthened company-wide marketin efforts
- Coondinated marketngatitis for  ffcs throughout the Midwesticdin semiar evets,rde
S coference X, sls clltera, evlte enerio, et maiings, and eriig .

- aimized resotee t trde s by sudtin particiption

= = - ADDITIONAL EXPERIENCE = = =

PUBLIC RELATIONS DIRECTOR & PROMOTIONS STAFF « Company Nare, iy ST
= roducol nd lted monihly pewleter,and coordited pomotionsl vets.

MARKETING ASSISTANT « oy Nare, ity ST
- Managed plcaion of proposlreprts s drsted dverisrmnts o trade piblcstions.

EDUCATION

Masterof Business Administration OUBA)
Emphisis in Marketing
Gaiversy, i, ST
Bachelor of Science in Specch Communication, cum laude
Eamphasis in Public Relations
Uaiversiy, i, ST
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‘YoUR Nave, MS
4,57 Zp - mai Ades - Phone Numbe  nkedin.comhoumme

INOUSTRY ExPERENCE—Covmmuso.

Dietetcs ummer ntrn, Company Name, i, 5T Date—ate
= Completed S0 hours of shadoing experience with the toe’s -t rgisered dittan, ttnding nution
educaton evens, pradct 5amping, chren' rogrmming, 04 -perion onal couneing essions.

Summer ntem (Vitul), Company Name, iy, T [
" Reseached and drafed o cotant 3 s forfourmodlesof an oline todde ctrton coure
Sodal Mediantern,Name, M5, FON, LON Date-ate

= Automated th postingofPiterest in o blog psts b nroducing Tatwindsafwarefor schedung.

Communy IvoLveHENT

Food Panty Volunteer Coordinator,Unvrsy fame Oute—oste
= Expanded the weeky schedue by six hours b efectvly coorinating student safin for shfs 3 s on-
camput foodpanty run by students fostudents Promated to volutes coordinator afer eght s

Helpine Resource Vlunter,Organiztion Name Oute-—ste
=" Shared nduste esoucesand rferls b esponding o incoming el withinst i parameters.
Gooking withKids Group Leader,Unversy Name Oste—ste

= Educsted goups of 20-25 3 ik adlescentsabout o and hesithy cooking and ofered community
outreach by coordinating hre sesion of this hands.on ftersehool program.
Cavpus Lnoisier
Soroiy Name, ChpterName, Ve Prsdentof Phlanivpy | Universy Nomme
Mogatine Name, ssston it | Unversty Hame
Nutrtion i Name,President | Universiy Name.

SorTwaRe Seus
Prficen in icosot Offce (Werd,Excel,PowerPoi), Google S, Prctice Btter, Tawind, and o,

“Throughout he time withus, Name aced profssonaly, demanstrated accountabity, and showed
esgemess 10 leam and contribte. Her reSrch was thorough, detaled, 3nd conveyed 3 keen
undersanding f the ndusry”

- Name, RON, Company ame
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Career Change from Self-Employed Event Manager to Office Manager
authored by Laura DeCario This esurme overcomes 100 many concurrent temp posiions

‘and contracts by combining them under the saf-employment umbrola imo frame. Note
the caroful wording and the order of amployment bullets o put the focus on the nw job
target.

'YOUR NAME
iy, o Zp/ Prono Emat

OFFICE MANAGEMENT PROFESSIONAL
Offce Adminisration Sales & Markstng | Coordinaton & Panning

g avrgy proessional i o statogi vison and lactca implarmentaton st o
 Increas ROI by egotsion & best practces. oot deaines & budgetaryparametrs.
 Nanagoconcuan prjocs offcindy. ¢ Communcate fecvay ot vl
 Forecas & pan ot poacive managament.  Leverags ong economcs Knowede.
7 Ensure wordcass Covomor | o sarice.__+ Tranin ons o i reass

[——
« ContactDaveapmont & Nogaaton « Forocastng,Plaring & Anlyss + Progam Managorant
2 Bodgn Managoron NS OffcoViora Processeg | +LogtcalPlaring

< Makotng Cotart S Excl Sprondshecs  Rebords Maragarent
Proft & (oss (5L Mansgomnt  + Evnt & EXhbi Mansgement Report Preparsion
Orfca Managomont Busiess Witng & EGing Preconaions

2508 Expanse Ayt ~Dict Ml & Markoing Campaigns.+ Csiomer Sonice

EDUCATION / CERTIFICATION

85 n Econamics. inor i Business Adrmiistraon - Uniorsy Nao
Curenty pursuing Coried Mooting Panner (CUP)credentals
PROFESSIONAL EXPERIENCE
FREELANCE CLERICAL SUPPORT / COMPANY NANE, Ciy, ST Oato o Prosent
‘Sacrstary | Prooirader | VA | Event Manager (Contractor)
lent/Contracts: Hokd prat chens (Company Narma, Comgany Nam, Comgary Name, and
Company Narme) a0d s ok on 3550t YU 290005, e coced Company Name.
‘Campany Name. 4nd Company e
« Program Management & Goniracs: ConuedwithCompany Nare 0 manage anoual avrts, whih
v exanatsconactwiin a5 naionfosied  0ns o Pousands of Goars 108 30

el o chat Hiod o aspocts of i rom conTacs O SchocArg. PN
. and e ogasce. Ronegeatad e convacs o Company Ko and 1 rcers

= Adiminitration: Poriomer -t an vl admistat supgrt for chnts. wheh cdod 0913,
Procieadg, cusiomer communcatons, busess coespondencs, 6cordkeepig, and mrken

 Toaphone Support & Customer Service: Fuished ghono cusiomar supporandsses o
Companies s 83 Company Nar and Compary Nam va conact wih Compary Namo Alsned
S vy oo ocogmton ot e s 300 aacrion

« Taves & Financos: Manages o personl fnancos o s business whch nckodd usig ax sovare
0 RS reporig.

« Management ogitics & Sarvies: anaged st ogstcs andcaterng of meeingsfor 102300
tondoos mFLAL TX,and NV

COMPANY NAME, Gy, ST Dato o Prosent

Marketng Manager  Saes & arketing Coordinstor
ooroged exina e sminseatve, 4es, Moo, ond business Krawiodge  pacEs n g
siatogy,Gesign, and mpamoniion o roduct makaing an posionin Wi iput o coManaI)
Manage and eiocute drecion.Focusad on 6ing company o mbrace new Saeges in & markesng
ncutng ves statgies,boggg. web vde, Ineoved opy. and SEO.
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Executive Chef authorod by Deirdro Rock.This resume leads with a short,

highimpact summary emphasizing culnary mastery, operational eadership, and
‘enirepreneurial experience. Expertise is backed up wih melrics wherever possible.

YOUR NAME P b

e Addres

EXECUTIVE CHEF
Innovative ulinay professional Delvering Culnary Excellence & Revene Growth

PeREORMANCE SUMMARY anse

ccompished Gxcutne Chfwith 20 yers of s esding ghvolume, | /M Deviopment & mnvation
S wining curysowaions eooured o deverag SSCne 395 | 7 commey o8 ot Gt
memarabledoig xprces. "

roven ecrdof managing mus st et e of 00, goeriog. |
SSSNSI00M i v aing conssnc,rofisbie,andbrnd | 7

epuaton Wik competive hspasiy ket ¢ o cnt v

H

s o sty i busioes cmn, everagin hndsn s
exprience 1o e e et o ol A SSeg oEg.
<rsring oprsianl celnce 30 G i v et peerrces.

Know for st commitment g et commited s,

Cleting ko cutre s e e rvsan, i Goveapment, rd
nowrallposiu experenc o ron o bck o s

PROFESSIONAL CULINARY EXPERIENCE
CompanyNare, G, 57 reroome
corsomaTe ocuTve s
e 4 HYChighvolm 450 pg-uplocations with rul e of S5, mansgin i spacts of e s ch 3
eniopmen, meeing Bgetny o s equrements whle s s et
UL COGS 12 cross muieresouranlocaons hrough vendor negotations,srtion o, and wasereducton
I, e s e 5% g Cnen e s 354 e g e
. Educte and mentred 40saf n culnar, ety st standrds nd mplemnted ol St s
e octons, g et esos o et pecion
+ Spesmesded devepment s mpemetaton o stanarded 3o oo e rderng ok, Bmcssing
o pahasing powe sndocing i o .
+ Crumpned cn ool by i i shrence rodocing it spposchs snd ehancng ratucion
e Reserchd rodct rcin o Sl 604 134 beveoge Gty it c s
+ Ochesttedichen cricarion st rsckingemploee retenin, developmet o i of o,
Careaons, 3 comiing koo sdncamen o orstent st psces o S

CompanyName, G 5T ouetoome
HEAD CHES MANAGER Conc)
Dected ottt kchencpeations hougha by reen Trees Arport nd furcioned 3 ExcutveCoef 30
vt Moo 2 Wk 13 ket resA3 i mes o 50 g changig o
+ Hesdhnted duin ransions tae of brgescse ortormation of Termi 1, comsbrsted i key o
ey, oy v, 2o 3 ch 330 Geapmen o 51 HArg for s e 4 b
Cpertonnith 350K S50 m oy .
+ implemented, ursan s ored g e desopment of 35 ks, ety upenied 8t sad
Colsorsted with § FOH manaers st cton and - ich s 1 £oh o
- vt s deviopd internl s of 10001 s e, ek eces ot et sty st 308
{aunched cunry clencorof 50 s o sy
. Montred e snd market rends,sodin g e cqiment 3 e echues o i vt
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Mid-Level Marketing Manager authored by Michello Swanson. In this resurme,

rolevant cary experience that might make the timine to0 long is placed n a separate
‘section without dates. Quotes fom bosses aro showcased along with a functonal
breakdown of accompishments underjobs.

Your Name Phone Number | Email Address

MARKETING MANAGER

Sy profssonloffing fghyears fp marketingledership xperience s repested sccess alging
el s o st e s 0 1o Fven e ompany ke b MBA s Markding

5 Bxcclat bringingstrcture sandards,and procsses 0 optimizeprodctty and take marketng rgaizatons
o the et evel d ppor busieses i bl AT e

> Experten pushing et through the orgaizaton snd rlhing cams around  common gl
AREAS OF EXPERTISE PROFESSIONAL ENDORSEMENTS.

Comporse Marketing Lesderbip | “Shehas heison,the echnical understanding andthe
Brand Namagement & Communcabons | mAnagement sl o e oo Rt 1o el coocson”

Maskating Fuafost Musagommast 1 find her marketing mind to be instrumental in the success of
it | Aot b
ey | e
ey e e et
'MARKETING ACHIEVEMENTS
S s s i

Recrited o mprove marketingdephrnent hrough process an posinin o company e romth Sperised
AP 0 oo a1 o Tt 3h mana g oot CCORTS SR, e APl
branding.corprate planing. and content grersion.

Introduced markeing strategy and structure
= Brought much-needd focu and srtey o the msketin deprtnent Worked ith company owner
e cxpecation, ot e, 4nd cosre markting s Algoed i corporme ol
+ Expandecd emil and promoionl campaigns by estabsing companys s sustainededitoralcaledar and
formal promerion plaamng proces.

‘Grew annual ccommerce sales 10%-1%.
= Ehanced websit sailty / fuctonalty and customee experiene; colborsted it ssonmere manager
todefineandimplement st
* arptdin o e ke, i s sl s 1 s
- Minimizod handoned sopping cars by nitin and eing development f atcmaed sl cmpagn.
Utz areted cmpaig 9 e Shappers of sbandoned crs and k- discount o

Enhanced sales materils to drive market penetration
+ Creatod and planned disribtion of iteatd cord binde ht capured 200% st e e gronth
heproduc e
- mproved qualty o samplepack program whic supported brad mage s conten,reducedcollaeal
xpensen, i eprescmed atarts o ore ha 34000 oot

‘Championed cross-functionsl niitives to upport the bsiness
+ Skt andmplrcoted new ERP systcn,whic nvobed cross depatmental plnin,dscovey, nd
Soueing during 6 monh eecion proces.
+ Condinte ranfrof pr-prss psiton o procduction deparment o sharpen focsof marketing 100,






OPS/images/9781394392506-fg1106b.png
YOUR NAME

Corporate Sustainability Advisor
ST e mbe |G s a2

ADVISORY & LEADERSHIP ROLES CONTINUED

‘Company Name
Feundnghiemr oo
Oroe e regram v ks n i e g o cpporetes. Crabied o vt 3 e
vl Ay Rt s o et 10 WO 5 i 55 NG
e gy, e ced o e rd s eSS

Company tame
bt e r—— oo
S 3 e st 360t 30 s prtnr o et s Ksdr Froved g rcerctons.
i o 9 s cas 10 e oAl AL g AR, 3 o 1 oo P
ooy kg e,k 12 e G, B 30 st 1 B e e PAERE S
ool e n e s o et ot

ADDITIONAL EXPERIENCE

Company Name
Pty sponopmesonr
vl e mesge s st et ke et of amcatons s rd e, Giaish 1 e
oA S e e, e s s oY Gt i s o Pt
oy v, oes oo 10 e cur i e 5 Gy

Company Name
oty sporomeson
Dclver ougt e o e e Wi srup et wel 3 ot S0 e embers.
D0k g g g 1, e ot ol e A 00 e Ao,
L s i o, e . oSt ATt e e 1 e
e o o, D e o 11 e e g 7 S el e

PuBLICATIONS

 AhSpeshr | ok N | B s, vionf oy s Pubishr, 200
« Conbuting Athor | e |Gty f i Puiohin, 2012
= Athr | B et Wrten o s o o rggements, e, oo

EDUCATION & TRAINING

8] Bchtr f s bl ad CopaaeRlons Marketig | ANERSIY KANE
Protsionl Cerid Cach,peron,Bsos s e Couhing | NNERSTY KAME
Regtord e pgans s i e St | MRS NAME
A | STV A

o Nomautdte e g o woh 10 wormen of e & et






OPS/images/9781394392506-fg1106a.png
Corporate Sustainability Advisor authored by Titany Cruz. This rosume leads

with a quote o setthe ton and makes content consumable through spacing, boiding,
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PROFESSIONAL EXPERIENCE
PROJECT MANAGER (CONSULTANT) -Various Contracts, FL, GA & Russia  [MONYYY = MONYYY]

‘Completed XYZ projocts for th folowing corporatons:

Job Tile(f diferen) - Company Name, iy, State - Date o Date (i date adds value)
= Job Ttk (i diferent) - Company Name, Ciy, Stats - Date o Date (f date adds value)
= Job itk (f diferent) - Company Name, Ciy, Stats - Date o Date (f date adds value)

(©R)

Provided project management consulting around XYZ topics with scope of up to SXM for ABC
‘Company (City, ST), XYZ Company (City, ST), 123 Company (Country).

Folow with a brief paragraph which provides the odk”or overview data that sefs th stage with the rolevant
chalonges, goals, oulcomes, and responsibiltis or the contacts.

Provido supportve bullts that emphasize challenges, acions, and resuls you fook 1o meot goals.
© Use speciics such as dolar amounts, rankings, and percentages.
+ Emphasize other accomplishmonts such as awards and miesiones atained.

Information can bo broken out by projoct instoad of grouped together ifindidual they aro trongor and mako.
4B alargo par o your lovant exponence. Aboys ive o keep conlont lar when grouing 5 e 1o
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Mechanical and Electrical Maintenance Techrician posiioning for Reliabilty and

Mechanical Engineer authored by Bridgat Batson. Thi resume is structured to mimic the

‘systematicthinking of an engincer. Language choice emphasizes perormance-Griven
esults and presents with clean, industrialformating.
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PROFESSIONAL EXPERIENCE
Student/Study:
MECHANICAL ENGINEER (FT STUDENT) - University Name, City, ST [MONYYY ~ MONYYY)

Start with a briof paragraph that summaries valuo loward job goal 1o povide the ook’ of overview data that
sets the stage wih any stand-out achievements o chalenges.

+ Provido bullets that amphasize actualexperionco gained through papers, projots, case studie, oc
+ Whenaver possile smphasize challenges, actions,rosul, o accomplishmens.

Dont b afraid o talk about hands-on learning' 0 support he o target.
+ Emphasize other accomplishmonts such as awards and miesiones atained.

Gap with something relevant to include:

VOLUNTEER / FUNDRAISER - ABC School, Ciy, ST [MONYYY - MONYYYY]

Start wih a brief paragraph that sirves to make what was done in this secton rlevant o the argal,
‘omphasizing value-adds a5 much as possbi.

« Bults should be providod when you have storis to ol that are rlovant 0 you target.

+ Stive o use anguage that crosses that bridge from what you were doing {0 your target Industrylposion.
AL'wil hlp with this in Chapor 6.

+ Aways omphasize accomplishments and achievemonts, i avalabl.

Gap with nothing relevant to include
HOME CARE TO FAMILY MEMBER - Ciy, ST [MONYYY = MOYYYY]
Keep it bref in highightng any cross-1ho-bridge responsibiios that might apply [0 the jb. But don't soll
‘yoursel shot - f you id bookkeeping or a spouse or famiy member's business you have gap coverage. Il

You read books on your subject whie recovering fom a sroke, you have gap coverage. Buld out bulles only
2 they irecly relte o seling you fo your target.
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YOUR NAME

. sute Ema Adoross
Fheno Nomber Likodin rofe URL

JOB TITLE YOU ARE TARGETING
Paragraph or bueed st that explans why you re e best candat for he b — typcaly emphasizes
Somnis ha 166t o Convbuing bIOM s vake 1 e Gampany (oW Y0u Take money, save oy,
optiniz, improv, and grow foxhe compary).

o inciyd ober ighvvaue e such as 1anguages spoken, awards, evant catficatons o degrees. Ask
Jours, Whatmakes o sand ot fom e compeien?”

A azazz by including a valo-added auoe rom a ormar omploer
KEY COMPETENCIES

23 oo st of 12:21 fams tha posin you for th job. These e hard sils and tchnialcampoloncies
Tocured 1o periom v Job. Look cosay 5 vge o GesErpHons 10 Gany hess words:

PROFESSIONAL EXPERIENCE
Govers you work sty i o cvonologcal ordor. Tho ot rocent poson i ypicaly the most dtaied
‘COMPANY NAME - Cty, ST PO XXX

JobTile
et paracraph rovids the ook or cvenvew dta that sets the stage wih he chalenge, gosl, and
rosponsbity o e poston.

+ Provido supporive bulets hat mphasizs chalenges,acions, and fsuls you ook [0 el 9 goa.
© Uso spacics suchas dolar amouns,rankings, and parcentages.
£ Ermphaizs thor ccompiabeman i s s 4nd promarons ataned

‘COMPANY NAME - iy, ST POO00X X000
Detted as sbove
‘COMPANY NAME - iy, ST PO - XXX

il kly hs paragraph ony and no bulet.

EDUCATION & TRAINING
T can bo seprated nto two sctons f spoce porms:

ListDegree - Schol Name, Gy, ST - GPA (ot east 3.5 e revanthoncrs
Inclade elevant coifcations, corticales, rodentas lonses,coninng educaton

OTHER SECTIONS
Inchud addtonal secons such as Avards, Publcations, o Afkasonsourieerony a5 elevan 0o arge.
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RESUME FUNNEL

Objective Header Statement:

Clarifies exact job you are targeting. (Should be specific)

Summary of Qualifications:
Shows how you stand out from the competition, what makes

You unique. (Narrow, unique, and specific to you)

Keywords/Areas of Expertise:
Provides quick checklist that you meet the requirements to do the job.

(Broad and comprehensive)

Professional Experience/Employment History:
Supplies tangible proof through experience, challenges faced, actions taken, and

results attained that back up your summary, keywords, and targeted position.
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'YOUR NAME
. sute Emi Adaross
Frene Nomber Likodin rofe URL
JOB YOU ARE TARGETING
Paragraph orbuteed s hat exlins why you 3 th bes candidtfor h o~ ypicaly emphasizes dements
Dot e on contuing baton-ina vake 1 e company (o Yo Make Tonoy, Save Money. SPAMZS
improve, andgrow for theCompany).

s ncdo iher igh-valo s such 2 anguages, wards,rlevantcatficaton o dugroes. Askyoursel,
Mot ks o sand ot tom s compettins A0a 224z by ncoding & vk 806 tesmonal

YOU WILL LIKELY NEED TO USE CROSSOVER LANGUAGE AS DESCRIBED IN CHAPTER 5
KNOWLEDGE, SKILLS & TRAINING.
2 co st of 12:21 tams tht poston you o th o These oot have o bo areas of sxpertise bt can bo
aroas of knowlodge, ks larmad, or hands-oniclssioom Kaning thal you have compleed. Look a Jo5
Gescapons 1o nderstond oy Sl foquiremonts

PROFESSIONAL EXPERIENCE
LIST JOBS N THIS SECTION BY RELEVANCE TO YOUR TARGET, NOT BY CHRONOLOGY.

'REGIONAL VICE PRESIDENT - Company Namo,Ciy, ST -4 yoars
Bt paragraph proviies ha HadK or oo ot 1t 3t h s i o chalonge, Qo an responsity
ofthe positon.

Provdo supportio bultshat amphasize chalonges, acons, and asuts you 00k oot o goa
U spocica auch as Gotar amaunts. arkings.and porconisgos
+ Emphasize thr accomplishment sich a5 awards nd pomotons ataned.

BRANCH MANAGER - Company Nam, Cit, ST 7 yoars
il poragraph proides ha hack o Svoniew Gata it st h sago wih o chalonge, 00, an resonsity
ofthe posiion.

= Provido supporto bullls that amphasizo chalenges, actons, and resuts you 100k 0 oot th goa
s spocics auch as Gotaramauns, arkings. and prconiogos
mphasizs athr ccomplshments S5ch 85 Baards and promotons atined.

DIRECTOR OF OPERATIONS - Company Namo, iy, ST -3 years
it paragrap provide he haoK orovaniew daa it 8t h sage wit e challenge, 0o, an rsponity
oftha positon.

EMPLOYMENT TIMELINE

) Consuitant - Company Nama, iy, ST PO00O - 00000
‘Sabbaticl(Publishing ndustry book), iy, ST Bo000 - 000000
Dirocor of Operatons - Campany Nme, Ciy, ST Po0000 - 00000
Roglonsi Vico Prosident - Company N, Ciy. ST PO00 - 00000

Branch Managr - Company N, Gy ST BO0O0.
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YOUR NAME
Gy, sute Ema Adarss
Frone Nomber Likodin rofe URL
JOB YOU ARE TARGETING
Paragraph or bueed st that explans why you are e best canda fo he Job ~ typcaly emphaszes
s ha rflat on contrbuing botom dna vake 1 tha campany (N you Take money. save Moy,
opiniz, improv, and row for e Compory).

isoncude iher ok s such as Languages, awords, eevant crtfcatins o dggees. Ack yourse,
Wt ke o san ot o e compevian?” Add P82z by P 8 Ve Sdced eeimon.

YOU WILL LIKELY NEED T0 USE CROSSOVER LANGUAGE AS DESCRIBED IN CHAPTER S,

KNOWLEDGE, SKILLS & TRAINING

23 ol s o 12:21 s ht posicon you o th job. Thoso do o have o bo aroas of experts but can
o arans of knowiodgo. skl larmes, o hands oNCAsIoE Yo hat you have compleed Lock 3 o6
Gscripions i undersiand ey 5 requrements.

RELEVANT EXPERIENCE & EMPLOYMENT

'ATOP SKILL (Partnent 0 cbjctive and obrequmerts).
= A achovermont st e sl and 11 10 Wlcasscampany Nuroor ol s which parlomos
= Asecond achievement usatng s skl and th ob it of posionor company n whichperfomed

ASECOND TOP SKILL Pertinent 1 ojecve and o requiements).
= A achovemont ustat s il and 1o b Welcasscampony Niunioor o s whichparlomed.
= Asocond chevomant uiraing s skl and h o e ofposionof company n Whichpariomes

ATHRD TOP SKILL (Porinen o cbjectiv an obroquomarts).
= A achiovemont statng i il and oo Ulicasicompany oo ol s which parfomed.
= Asocond achevement Ruscatng s skl and th ob il of posionor company n hichperomed

AFOURTH TOP SKILL (Painent o jecivo ond o requioments).
= An ochiovemont ustatng i il and 1o o Uldasscompany/Niunoor o s whichparlomed
= Asocond achevomant uiraing s skl and h ob e ofposiSon of company n Whichpariomes

A UNIQUE AREA OF PROFICIENCY (Portnent o bjoctivo and b focuomerts)

= A achievement esing 1o profcency, ncudkng ob tliclssicompanyounioe e wich prcmed.
EXPERIENCE TIMELINE

Dot b affaid o i volnto Foles,school, e, and ok o n s sacton.Tis s exparionce’ and

notjostobs.

Job Tite - Company Name, i, ST OO0 0x30000

‘Subjec,FulTim Studant - Usversty Namo,Ciy, ST DOXBOOX X000

Voluntoer Tide - Company Nar, G, ST OO0 X000
EDUCATION & TRAINING

st Dogron - S Nomo, Gy, T - GPA (st 3.6 s vt s
et e ot ento. et adonian 1o, corinng oo

OTHER SECTIONS
ot atonat ecionssich o Awsds, Pucatons, o ArsNckrto ol 5 iant 1 b et
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'YOUR NAME
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JOB YOU ARE TARGETING
Paragraph or bueed st that explans why you are e best candat fo the Job ~ typcaly emphasizes
s ha rflat o Contrbuing botom ing sk 1 e campany (N You Take maney. v Mo,
Sotmiz, improws, w1 i conpary).

isonclyieoler ghvaue e such as languages spoken,awards, eevantcuticatons o degrses. Ask
‘yoursl, What makes e sand ot fom he compation?”

A piazazz by including a vale-added auc o  former omploer.
KEY COMPETENCIES.

23 coumn st of 12:21 fams ha positon youfor th jo. These o hard sils and tochnicalcampolonies
Touiod 10 perom th job. Look cosaya rpe o descrptns 0 eny heso words

PROFESSIONAL EXPERIENCE

‘Govers your work ity i overso hvonological ordor. Th st rocent posiion s ypicaly he most dtae.
Howewor, becasso you 1o wanig 0 Showcasa el obs ht gt P appece o page 0% 45 el
sentoncshere o 0 op tht ook e -

Ofeing ky expartse in <Targot Job> through positons as Job Tieat Company A, Job Tt at
Company B, Job Tie at Company G, and Job T st Company.
‘COMPANY NAME - iy ST POIO00X X000
Job Titl
el poraraph rovids he ook or avenvew dota ht sets he stage wih he chalonge, gosl, and
rosponsiily o 1 poson
Provids supportvo bl that emphasze chllenge, ctons, and 108l you 100k 0 meet he oa.

U spacics suih 2 dolla amounts, ankngs.and percantages.
© Emphaiza athr accompishmats s.ch as award and promaions aaned.

‘COMPANY NAME - Cty, ST OO0 - XXX
Detaod as above
‘COMPANY NAME - Ciy, ST PO X000

it kly hs paragraph oy and no bulet.

EDUCATION & TRAINING.

Lot Dogron — S Nomo, iy, T - G (st 3.6 vt pocrs
et e cohento et adonian 1o, crin g oo

OTHER SECTIONS
It asonat ecionssuch s Awscs, Pubictors,o Aforsokrioe ey 5 ot 0 et
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Military Transition from Safety/Search & Rescue Leadership to Wildlife

Biologist authored by Tammeca Rily. This resume focusos on ransferrable skils
‘and relevant volunteer work whie transiating job iles and descriptions o funciionly
align beter with the target ol.
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