What is an Effective Resume?

An effective resume must make a good first impression. Of course, appearance is important. Typos and crumpled paper do not go over well with prospective employers. 

But content is even more crucial. The information in your effective resume needs to be well organized, easy to read and results-oriented. 
A resume is a personal marketing document that communicates your career objective and value to a hiring company. A strong resume is carefully planned and developed (not quickly typed up) in an appropriate format (style) designed to showcase your experience and accomplishments in direct relation to a specific position.

An effective resume should: 

· Address the employer’s needs. Think back to Ted’s yellow pages ad. You called him because he convinced you that he could solve your particular problem. Employers hire people who can fill specific needs. Communicate that you are that person. 

· Show the employer how he/she will benefit. Stress your accomplishments and show the employer you an excellent prospect with talent to offer. Provide result-oriented data that proves you have handled previous jobs well and have consistently contributed to the success of the organization. 

· Be clear and concise. Remember, employers sort through piles of resumes daily and typically devote about 30 seconds or less time to each one. Make your information clear, concise and easy to read. 

· Organize you for job search. A good resume helps you focus on your accomplishments and career goals. It also helps organize your thoughts for potential job interviews. Once you have taken stock of yourself and realized all you have achieved and what you have to contribute, you will enter the job interview and networking process with much more confidence. 

TYPES OF RESUMES
CHRONOLOGICAL
This is the most commonly used resume format. It is straightforward, and easily traces a candidate's career path and progression in a given field. Experience and accomplishments are listed in reverse chronological order, with the most recent job positioned first. Because it leaves little to the imagination and makes it difficult to hide employment gaps, the chronological resume is the most preferred format of employers and recruiters.

FUNCTIONAL
This is a skills-based, achievement-oriented format. Experience and accomplishments are listed in sections with specific headings that extract and showcase ONLY what is directly applicable to the targeted position. Because it is somewhat vague sometimes omits dates, it is the least preferred resume format of employers and recruiters.
A resume is a personal marketing document that communicates your career objective and value to a hiring company. A strong resume is carefully planned and developed (not quickly typed up) in an appropriate format (style) designed to showcase your experience and accomplishments in direct relation to a specific position.

BASIC RESUME WRITING TIPs - FORMATTING RULES
· Bold and enlarge your name at the top.

· Keep the sections lined up and consistent.

· Use an Arial or Times New Roman font (or similar).

· Font size shouldn't be smaller than 11pt or larger than 12pt, except for your Name and Headings.

· Do not include pronouns such as "I," company street addresses, salary, or reasons for leaving.

· Two-page resume: be sure to fill the second page at least halfway down the page.

· Place “Continued” at the bottom of page one, and your name and “Page 2” at the top of page two.

· Use graphics sparingly unless you are in a creative field. It is safe to use a border and shading.

· Leave out personal data, photos, and unrelated hobbies, unless you are an actor/actress or model.

· If you spell out the state in your address, such as New York, spell out the states for your jobs.

· Proof, proof, and proof again! 

RESUME WRITING TIPS - COMMON MISTAKES, DO'S & DON'TS
· Name and/or address is too small / too big (headings and name should be at least font size 14 to 16; address 11 or 12)

· Font size for entire resume is too small / too big / all caps (not counting the headings, text should be no smaller than 11; no larger than 12) 

· Needs an Objective or Title Heading (make it clear to the reader what position you are seeking. If you unsure, consider career counseling or purchase/rent a book on career choices) 

· Could use a Summary or Profile statement (show your career overview)

· Objective is weak, cliché, unclear, or vague (State what you can do for the employer; not only what you want from them)

· Resume does not support Objective (be sure to make a connection)

· Lacks accomplishments / career achievements (sell it, don't tell it!)

· Lacks industry-specific terminology / Keywords ("speak" the reader's language)

· Jobs are not in the proper order-see below for more on resume tips and formats

· Sentences are too choppy-five words per bullet (expand; make it interesting)

· Wording is weak; statements are too simple (use action verbs and a thesaurus)

· Same information repeated too many times (use a functional/combination format)

· Too many typos and grammatical errors (read it backwards; have a friend proof-read it!)

· Unrelated jobs go back too far in years (keep it to 7-10 years in most cases)

· Includes too much unrelated information (stay on track; keep the position in mind)

· Does not include enough related information (show how well rounded you are)

· Uses pronouns - "I, He, She, His, Her" (not necessary or is understood)

· Style is outdated looking (headings are underlined and followed by colons ":", the word "duties" is used, and uses "responsibilities:" as subheadings)

· Second page is too short - only a third down or less (condense/combine)

· Second page does not include your name (what if the second page is misplaced?)

· Too much or not enough white space (looks empty, inexperienced)

· Uses the full address for employers (list only the town and state)

· Uses full employment dates such as 12/11/01 (list only the month and year)

· Lists reason for leaving or explains situation (if you must, save it for the letter)

· Includes a Professional References Available Upon Request statement at the bottom of the resume (not wrong, but not necessary. Remember, this is not an option. If the employer wants references, they will ask for them)

· Includes a cover letter / salary information on the resume (use separate sheets)

· Includes unrelated personal interests and hobbies such as "enjoy reading, long walks, music, travel, knitting, and puzzles" (include interests ONLY if it is related to your career Objective)

· Includes personal information such as married, homeowner, two children (Leave off. It is unrelated to the position, and risks possible discrimination)
Cover Letter
Cover letters are used to introduce yourself and your resume, while clearly stating your desire to apply for a job position in a new company or make yourself available for a job position within a company. The cover letter is the formal introduction that provides a brief explanation of your job field, experience, areas of expertise and relevant knowledge in relationship to the job being applied for. The cover letter should highlight key points in the resume and specifically should address all items within the summary of your resume.

Cover letters can be written in various styles and formats.  Choosing a style or format may depend on a number of factors related to the utilization of the cover letter. For example, you may use a cover letter in different situations, such as:

· Applying for a position in response to a job advertisement or online job posting

· Submitting the cover letter after being referred from a colleague

· Sending your resume cold to employer that you know hires people in your field and industry

· Using a cover letter to introduce your resume for an internal position
SAMPLE COVER LETTER

December 30, 20xx

Andrea C. Fritchie

P.O. Box 111

Lakewood, CO 80437-1495

USDA Forest Service

Arapahoe/Roosevelt National Forest

Human Resources – (AR-022-03D)

240 West Prospect Road

Fort Collins, CO 80526

Social Security Number: 000-00-0000

Position: Information Assistant, GS-1001-05/05

Announcement Number: AR-022-03D

Dear Ms. Smith or To Whom It May Concern:

Please find the enclosed resume, transcript, and supplemental information required for application for the position in Idaho Springs, Colorado as an Information Assistant with the USDA Forest Service. As my work experience and college transcript indicate, I possess the skills and abilities necessary to perform the major duties required for this position. As a resident of Idaho Springs, I am familiar with the region and its ecology and look forward to sharing this with the public. I am flexible and willing to travel and work as necessary. Strong organizational skills, and the ability to work with very little supervision have highlighted my past work experiences.

Thank you for your time and consideration, and please feel free to contact me with any additional inquiries that you may have.

Sincerely yours,

Andrea C. Fritchie
Example Cover Letter
Title 
Company
Address 
City, State, Zip Code 

Dear Mr.Ms. Last Name,

Please accept my resume for the Research Technician position posted on MonsterTrak. My background and skills in lab techniques will prove to be an effective match for your qualifications. 

I have a BS in Chemistry, and a 3.8 GPA. I have taken several lab course in BioChemistry, where I worked with chromatography, ELISA, and southern and western blotting techniques. 

While working for ABC Environmental Laboratory, I successfully applied my research skills, and maintained the laboratory. I participated in planning experiments as well as evaluating test results. I monitored equipment performance and maintenance schedules. In addition, I was responsible for maintaining biohazard and radiation safety standards, and ensuring proper handling of potentially hazardous chemical and biological agents. 

In addition to the lab work, I recorded, calculated, and analyzed data, and prepared reports. I worked closely with a team of researchers and learned the value of good lab practice. I work well as a team member, am very reliable and organized, and willing to learn. 

Thank you for your consideration. 

Signature 

FirstName LastName 

Resume information taken from:  http://www.exampleresumes.org/
Cover Letters from :  http://career.washcoll.edu/pdf/CoverLetter_1.pdf  and http://jobsearch.about.com/od/coverlettersamples/a/coverresearch.htm 

Technical Resume from:   http://jobsearch.about.com/od/coverlettersamples/a/coverresearch.htm

