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Pretend You are a Hiring 
Committee

What types of skills do you want in a 
candidate?

What types of traits do you look for in a 
candidate?  



The Resume
A marketing tool
A snapshot of your 
qualifications
An interest builder
A match maker
A door opener 
Always a Work in 
Progress



The Resume ….

Needs to be read in 2 minutes or less
Should contain all your selling points 
on the first half of the first page:  
skills, traits, core competencies
Needs to have a powerful Summary
or Objective statement



Resume Sections

Section 1: Contact Information
Section 2: Summary
Section 3: Technical Skills
Section 4: Professional Experience
Section 5: Education & Training 
Section 6: Additional Information such as 
volunteer work, military service, interests, 
etc.



Reverse Chronological
Resume Guidelines

Open with a Summary Statement containing 
3-4 skills the employer is “buying”
Emphasize accomplishments
Make resume visually appealing (online and 
Word Document)
Use bulleted format
Omit personal pronouns – no “I’s” or “me’s”
Use action verbs- see handout
Proufread, Pruffread, Proofreed



Common Pitfalls
Things to avoid . . . 

Fluff Balls – “team player”,
“multi-tasker”

Objectives that are “all about you”, 
not the employer

The use of long paragraphs

Shrinking font size/margins

“References on Request”

Poor sentence structure

“Team player looking 
for advancement and 
to use my skills in a 
new environment with 
promotion potential.”

“Team player looking 
for advancement and 
to use my skills in a 
new environment with 
promotion potential.”



Section 1: 
Name and Address

Include all contact 
information – street 
address is optional

Have a professional  
email address

Include cell phone 
number

NAME 

 123 Main Street    •    Addison, Illinois 
98109    •     425.555.0139           
someone@example.com 

 



Objectives
“I want a position in fast paced and growing 
organization.”

“ I want a (specific title) with the MVD.”



Section 2:
Professional Summary

Create brief 
statements to guide 
the reader
Match and target 
position(s)
Provide an overview of 
what you bring 

Present technical, 
organizational, interpersonal 
skills and knowledge
Use concise sentences
Use words like proven track 
record, demonstrated ability, 
exceptional ability



Examples
Results oriented professional with a diverse background in Human Resources
Extensive knowledge in Federal and State laws, including understanding the 
complex personnel rules and merit system
Provide exceptional and timely customer service
Demonstrated ability to direct and complete multiple projects while meeting 
strict deadlines
Purchasing Manager with extensive experience in capital improvement 
projects and capital equipment purchasing in healthcare and government 
environments.    Proven experience in leading negotiations, preparing 
business presentations, and developing business relationships. Strong 
knowledge of risk management and compliance issues in both healthcare and 
government procurement practices. Excellent leadership skills; ability to 
empower and motivate employees resulting in an organization of  high 
performing dedicated employees.
Results oriented, dependable professional experienced in customer service 
management. Excels in fast paced environments as well as motivating staff 
to increase productivity. Demonstrated ability to identify customer needs 
and gain customer trust.  Expertise in resolving escalated customer service 
issues. Works well independently as well as part of a team.



Section 3:
Key Words/Accomplishments

Key Qualifications: You may 
want to review job posting and 
KSA’s. Use 6‐12 key words that 
describe your talent or skills. 
You should have an 
accomplishment statement to 
backup your key words

Key Accomplishments: Highlight 
by bulleting your 3 or 4 top 
accomplishments here

QUALIFICATION HIGHLIGHTS 
 

• Produce an average 60 flat rate hours weekly performing GM automotive diagnostic analysis, 
repair, and maintenance; work as the only Cadillac, drivability automatic transmission/transaxle, 
and diesel experienced technician on the dealerships GM team. 

 
• Maintain an excellent customer satisfaction rate with virtually zero comebacks, Interface 

professionally and communicate easily with customers, service writers and co-workers; known for 
integrity and honesty in all customer dealings. 

 
• Upsell 20+ hours of work each month; accurately assess problems and needs and provide adequate 

information and advice for customer decision-making. 
 

• Trained and certified in all GM and Cadillac specific courses; maintained up-to-date, working 
knowledge of all new scan tools and GM computer systems, such as S12000, Tech Link Online, 
and Tech II.  

 
• Achieved ASE Master Technician certification, EPA Certified A/C Qualified Technician standing, 

and licensing as a Washington State Certified Inspector. 
 

• Assist service manager and writers by locating required bulletins and warranty information and 
responding to customers’ telephone inquiries on technical problems. 

 

Drivability/Engine Performance

Manual Drive Train & Axles

Engine Repair

Heating/ Air Electronic Systems Brake Systems

Automatic Transmission/Transaxle

Suspension & Steering



Section 4:
Professional Experience

Focus on the last 10 years; 
go back no more than 20
Use dates, titles, 
organization’s name‐ no 
addresses are needed
Highlight achievements
State Results
Reverse Chronological 
Order
Multiple Headings



Professional Experience

Department of Administration– Phoenix, AZ                                 2000 – Present
Fiscal Services Technician  
Manage all financial transactions, posting debits and credits, producing financial statements, 
and recording all transactions. Prepare management reports and financial summaries using 
Microsoft Excel detailing financial status. Generate bank deposits, verify and balance 
receipts. Create invoices and track overdue accounts. Manage payroll and prepare payroll tax 
returns. Research and resolve billing and collections disputes.  
Key Contributions: 

 Supported a significant increase in productivity levels by streamlining accounting 
processes. 

 Prepared and delivered to management, under extremely quick turnaround timelines, 
accurate monthly, quarterly, and annual financial statements. 

 

Notice that by adding 
“key contributions” the reader 

will be enticed to read more

This section represents the
overall scope of your 

position and daily duties



Section 5:
Education & Training

Typically appears at the end
List schools attended, discipline, 
degrees awarded or in progress
Dates are optional
Include professional development
Relevant training



Section 6:
Additional Information

Include relevant 
information such as:

Memberships
Publications
Military
Licenses & 
certifications

Awards & 
Recognition
Community 
involvement and 
Volunteerism



Convert to Text File –page 2



Critique Check List -
Handout

 
 

Resume Critique 
 
Employee’s Name______________________________________ 
 
Yes      No 

� � Full contact information listed, including email address 

� � Absence of personal pronouns 

� � Appropriate tense (present job=present tense/past job=past tense) 

� � Full name of each organization 

� � City and State are listed, no addresses are needed 

� � Dates are noted 

� � Title of each position 

� � Absence of slang, jargon, and abbreviations- spell out all abbreviations 

� � Short descriptive phrases begin with action words 

� � Bulleted statements 

� � Qualified and quantified descriptions, state results and accomplishments 

� � Dated entries listed in reverse chronological order 

� � Categories arranged with most relevant information first  

Name, Summary, Key Qualifications, Professional Experience, Education, Professional 

Development, Community Involvement, Computer Skills, any additional information 

Add Categories______________________________________________________ 

� � Misspelled words or typos 

� � Summary highlights what skills candidate will bring 

� � Key Qualifications are listed 

� � Consistent and easy to read format 

  
What are the strengths of this resume? 
 
Areas of improvement? 
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Next Steps
Contact the Career Center 
for a personalized resume 
critique!

602-542-2733


