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THE RESUME 
sums up who you are in the 

workforce –

where you have been, 

what you have done and 

when you did it.



RESUME COMPONENTS
The principle components of a resumé are your 
accomplishments:

• On the job
• In school
• At home
• In the community

These should show evidence of your best 
attributes, like whether you are a creative 
thinker, problem solver, hard work or reliable.



RESUME WRITING TIPS
1. Use crisp phrases starting with action verbs

• Past tense for former jobs

• Present tense for current jobs

2. Describe in detail rather than generalize

Baby Sat ..Provided safe and responsible child care

3. Structure all entries the same way

Job title, name of company, dates of employment one 
or more accomplishments

4. Work for precision - find the right word to use.

Take the time to find the right word to describe you 
unique attributes.



RESUME REQUIREMENTS
1. Experience

This area covers your working history. Traditionally this 
is in chronological order format. Start with your 
most recent job and work backwards.  If you have a 
lot, you might want to leave out jobs that do not 
have any relevance to the job you are applying for.

2. Education

List your school and degrees (diplomas) earned with 
the order going first to the most recent .

3. Skills

List the job related skills you have including, computer 
skills and programs you know along with the types 
of computers you are skilled in (PC & MAC). Also 
list foreign language you in which you are adept 
and any unique abilities.



RESUME OPTIONAL AREAS
1. Objective

This is a statement of the job that you would like to obtain. Be 
careful because it can limit the job for which you 
considered.

2. Summary of Qualifications
Use if your resume is very short or your experience has been 

in different fields.  Best if this can be included in the cover 
letter.

3. Volunteer Activities
This is where you can showcase the commitment to working 

in your community. — coaching youth soccer, teaching 
Sunday school, working in clean up projects, tutoring 
elementary students.

4. Interests
If you lack information for your resume, this describes hobbies 

and leisure activities, list only 2-4 and place at the end of 
the resume. 



CHRONOLOGICAL
RESUME



NO PAID JOBS
RESUME



BUT WHAT ABOUT THIS
1. How long should a resumé be?

One page only..every words counts so choose wisely

2. What if I have no experience?
Focus in on the skills and traits that are desired in all jobs. 

Good work ethic, responsible habits, responsibility and 
productivity, do ignore volunteer no matter how small.

3. Should I include GPA?
No, unless it is above 3.0. However list all awards and honors.

4. I can I lie to make it sound better
No, never lie on your resumé, however you can make a small 

job seem much more than it was by emphasizing the 
import things you did using action verbs.

5. How about unusual color or format for the resumé
Play it safe, be conservative, use white or cream color and a 

businesslike  font


