IMPROFESSIONAL

WHAT IS A RESUME AND WHY DO | NEED ONE?

Your resume is the foundation document that you need for your career search. It is a summary of your
accomplishments academically, experientially and through employment that shows a potential employer
the skills you have developed.

Your resume may be your first contact with a future employer and if you make a positive impression and
show how you would be a “fit” for the opportunity, you may be called for an interview. Remember, a good
resume gets you an interview.

To create an effective resume requires preparation and thought. Once you have gathered all of the
information you want to present, the next decision you need to make is what format best suits your
combination of skill and experience to highlight the qualifications the employer is seeking. Adjust your
content to suit your employment target. Your resume should be a reflection of YOU.
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GETTING STARTED
As you write your resume, remember honesty is the foundation of everything. Ask yourself:

Does your resume reflect the “real you"?

9 Sometimes you may think the best skills are what the employer wants to hear. Detail your skills
and experience that demonstrates your qualifications to do the job clearly. Employers deserve an
authentic description of your skills and experience in the resume.

Are your qualifications supported by evidence?

9 Don't overstate your abilities in the summary of qualifications. Your points in the qualifications
summary must be supported by evidence of these achievements within the body of the resume.
For every experience and competency listed, you should be able to readily provide a compelling
accomplishment example. Describe at least one situation from the past that showcases actions,
and offers tangible results of those activities (SAR) - this is the reality check of the material
presented.

Are your accomplishment stories transparent?

9 In an effort to make achievements seem “strong enough” don't overstate your role in the
accomplishment statement itself. If you played a supporting role in an initiative, ensure that is
clear — that there is no chance the employer misinterprets. For example, if you were not the only
leader of an initiative, instead of introducing the example with “led” consider using “partnered
with” or “worked cooperatively”.

Did you opt to change a given job title?

9 Job titles are not always clear. If you changed the job title on your resume, determine if that
alteration stands up to scrutiny. Also, provide other information within that section of the resume
to explain the full scope of the position.

How did you handle gaps in your resume?

A There is no need to explain an unemployment period that is only a matter of months. However,
where there is a space of more than a year in career/education flow, you may need to address
that. Give the employer an explanation — whether it's “travelled worldwide, gaining knowledge
and insight into international cultures and ways of doing business” or “pursued a diversity of
opportunities from volunteering in the community to completing online courses such as...”

Are your educational credentials complete?

9 If you did not finish a degree/diploma or still in school, simply putting the program title such
as “Bachelor of Science” can be misleading. Write something more explanatory. For example,
“Completed two years of the program” or “Currently enrolled in ___ yearofa __ year
program” “Expected graduation: 20XX"

Are you adding courses to be more competitive?
9 Consider your job target. Are their courses/projects that you have taken that are relevant? If so,
include them selectively. Add a brief description, if it will show your strong understanding.
9 You can add future education or courses if you are already registered to make you look more
competitive as a candidate. For example, “Enrolled in part time diploma program with goal of
completion by "
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CREATING EFFECTIVE ACCOMPLISHMENT STATEMENTS

Job candidates who can differentiate themselves through how they describe their experiences will stand
out from the rest. Create an effective resume by targeting it to the position to which you are applying.
Create accomplishment statements that give a clear impression of your capabilities and success:

Steo |- Bedin with Step II: Include relevant details Step lll: What was the
tep I: Begin th)t an + of what you did: who, what, + result, purpose or
action ver where, how, how many? benefit?

Following are pairs of statements identifying the same role. Consider how the second statement of each
pair is written as an effective accomplishment statement. See the difference it makes?

9 Provided customer service
9 Provided customer service in a busy retail environment resulting in the creation of a loyal customer
base and improved sales by 10%

9 Initiated reorganization of file system
1 Initiated reorganization of file system which made client information more accessible to staff of non-
profit organization

9 Initiated and completed system of data entry from manual to computerized

9 Initiated and completed system of data entry from manual to computerized system, resulting in
improved account analysis and report generation for tax and other purposes

9 Maintained and updated files

9 Maintained and updated patient files for rehabilitation clinic with approximately 340 regular patients

9 Trained administrators and other staff

9 Trained administrators and other staff at physiotherapy clinic on MS Excel, saving outside training
expenses of more than a $1000

9 Created manual for volunteers

91 Created procedural and responsibilities manual for volunteers at a community agency, which
reduced overlapping duties and increased efficiency.

9 Worked on product layouts
9 Revised merchandise layout and recommended changes that resulted in increased product visibility
and increased sales by 33%

1 Work well in a team environment
9 Collaborated with team members to complete a group marketing project for final year commerce
class ensuring tasks were identified and completed by the team members on time
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COMMUNICATION/PEOPLE SKILLS
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Advertised
Arbitrated
Arranged
Articulated
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Composed
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Acted
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Debated
Defined
Developed
Directed
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Explained
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Interacted
Interpreted
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Publicized
Reconciled
Recruited
Referred
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Reported
Resolved
Responded
Solicited
Specified
Spoke
Suggested
Summarized
Synthesized
Translated
Wrote

Originated
Performed
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Planned
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Shaped
Solved

Projected
Qualified
Reconciled
Reduced
Researche
Retrieved
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HELPING SKILLS
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Facilitated

ANAGEMENT/LEADERSHIP SKILLS
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Controlled
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Distributed
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Delegated
Developed
Directed
Eliminated
Emphasized
Enforced
Enhanced
Established
Executed
Generated
Handled
Headed
Hired
Hosted
Improved
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Ordered
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Familiarized
Furthered
Guided
Helped
Insured
Intervened
Motivated
Prevented
Provided
Referred
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Rehabilitated
Represented
Resolved
Simplified
Supplied
Supported
Volunteered

Presided
Prioritized
Produced
Recommended
Reorganized
Replaced
Restored
Reviewed
Scheduled
Secured
Selected
Streamlined
Strengthened
Supervised
Terminated

Submitted
Supplied
Standardized
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Updated
Validated
Verified
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RESEARCH SKILLS
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Analyzed
Clarified
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Compared
Conducted
Critiqued
Detected
Determined
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Adapted
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Diagnosed
Evaluated
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Developed
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Guided

Debugged
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Source: http://www.quintcareers.com/
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Inspected
Interviewed
Invented
Investigated
Located
Measured
Organized
Researched
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Informed
Instilled
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Reviewed
Searched
Solved
Summarized
Surveyed
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Tested

Taught
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Transmitted
Tutored

Restored
Solved
Specialized
Standardized
Studied
Upgraded
Utilized



IMPROFESSIONAL

IMPROVE YOUR RESUME BY USING THE FOLLOWING STRATEGIES:

Acronyms - You may know all the corporate lingo and short forms, but these may not be familiar to your
readers. Spell out your first use of each in full.

Adjectives - When it comes to a resume, descriptive words that you use in conversation or ‘Overviews’
often take up space without adding value.

Pronouns — Do not use first or second person pronouns in your resume document. Reserve words like |,
my, we, our for your cover letters or your LinkedIn summary.

Numbers - Those under 10 are spelled out in full while those above 10 are numeric.

Dollar Abbreviations - Selecting K, M, or B, to express thousands, millions, or billions of dollars is a
practical space-saving strategy.

STRUCTURE BULLETS EFFECTIVELY:
Keep your bullets short and to the point and include your results, when possible.
Be sure the format of those in each section match. For present roles, use present tense and for past
roles, use past tense.
Omit unnecessary words like ‘a’, ‘an’, ‘the’ — and the pronouns mentioned previously. Think about how
you read something in the newspaper. Invariably, your eyes move quickly across a line of text, catching
key nouns and verbs that capture the essence.
Example:

9 Led two-person team during departmental restructuring; completed successful transition of 140

people and five core processes in 11 months

VERIFY USE OF:
Number Form: Be consistent in your use of all number and date formats. Don’t forget to list the currency
if itis not in Canadian dollars.
Capitalization: Certain names and titles are not to be capitalized in your resume, when in doubt check
first.
Punctuation: Use commas and semicolons or dashes properly. Consult a Canadian style book.
Active Voice: Structure your sentences so that each clearly shows that the subject of the sentence is
the doer of the action.
General Formatting: Proofread your resume to ensure it looks professional and inviting to read.
9 Proper paragraph spacing, date alignment, and tab settings.
9 Margins that are appropriate to make things fit on the page, and balanced white space and text.
9 Use bold and italic (not underlining) to make important items stand out.
1 Use a readable, consistent and professional looking font (ie. Arial, Times New Roman, Tahoma,
Calibri) and size (11 or 12).
91 Be printed on 8%2 x 11 paper, no longer than 2 pages, with your most relevant information on the
first page.
Ensure accurate spelling and grammar: Set your spellcheck “English Canada” when you are directing
your documents to Canadian opportunities.
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