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A RESUMES ...

a clear and professional summary
of your skills and experience,
designed to get you an interview



Presenter

Joseph J. O'Hare
joseph.o’hare@montgomerycollege.edu

Member of Student Employment Services at
Montgomery College, Takoma Park campus

Global Career Development Facilitator (GCDA) from
the National Career Development Association;
Certified Professional Resume Writer (CPRW) from
the National Association of Professional Resume
Writers
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WHAT’S THE THEME?

Your resume should have a basic
professional theme, introduced and then re-
emphasized throughout the document:

how have you succeeded in the past, using
your SKills?

For example: if Sales is your specialty,
emphasize numbers ($ and %) along with
ways that you have exceeded expectations
and been rewarded
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SUCCESS AS A SELLING POINT

Use the resume to identify what you've
achieved with what you have been
given to do — OUTCOMES get attention
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THE RESUME IS ABOUT YOU —

But it is also about the employer, your audience
— be focused on her/his requirements

MARSHALL FIELD

LAUNCHED HIS CHICAGO -
DEPARTMENT STORE WITH THE SLUGAN:
GIVE THE LADY WHAT SHE WANTS!
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A RESUME IS NOT ... \~

your biography (too much history)

a laundry list (too much information)

a cover letter (too talkative, with personal
pronouns)

a substitute for a face-to-face meeting — a lot
more gets covered at an interview
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HOW LONG SHOULD IT BE?

One or Two Pages is enough!
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UNLESS ...

You are applying for an academic, technical, or

scientific position where much more detail is
expected.

NB. Federal resumes are a different
topic, not covered in this presentation.
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FORMAT ...?

After the contact information, start with a short
introduction to yourself — either:

A Job OBJECTIVE: the type of work you seek, and
the skills/education you have to offer

Seeking an administrative position where
experience and training can be applied

...or a SKILLS SUMMARY that closely matches the

position (and highlights 4-6 major skills associated
with it)
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And Remember ...

Skills: highlight your hard skills (software,
languages, management, sales, finance,
teaching, etc.)

Make sure your skills are current, in demand

Avoid out-of-date computer knowledge (Lotus
1-2-3, Windows-95, WordPerfect 5.1)
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JOB SKILLS
FOR RESUMES ...

Are not the same as personality traits or
SOFT SKILLS (such as dependable, hard-
working, quick learner) ... these are expected
of all employees, so they should be reserved
for discussion during the interview
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Two types of Resumes

CHRONOLOGICAL - emphasizing consistent work
history, and a desire to continue in the same

general professional field
OR ..

FUNCTIONAL - emphasizing acquired skills, not
attached to specific jobs; this format works well with
career-changing, gaps in work history, or applying
advanced education without having established a
career in the field
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FOR PRESENTATION USING
EITHER RESUME FORMAT ...

Serif (Times New Roman) or Sans-serif
(Arial) fonts are good — the key is clarity and
readability; avoid excess use of jtalics,
underlining, bold characters

Stick to font sizes / points of 11 or 12

Be generous with blank space for a reader-
friendly appearance
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YOUR PROFESSIONAL
SUMMARY INCLUDES...

your work history, including job title/
company/city and location/dates of
employment

Reverse chronological order — the most
recent job is the strong selling point

Because your resume is your life-history, it
only needs to cover the last 10-15 years of
your career — draw attention to job-readiness,
not the number of years in the workforce
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EDUCATION ...

Always put college degrees or credit
studies first on this list

No mention of high school diplomas, when
you hold a degree ... it’s already a given
that you attended secondary school
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DO NOT ...

Include dates of college graduation if they go
back more than 7-10 years

It is enough to identify your accomplishment:

BA (History) — Temple University,
Philadelphia, PA
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SHOULD YOU INCLUDE YOUR
REFERENCES?

No ... references go to an interview, not with
your resume
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VOLUNTEER WORKY?

Only make note of volunteer activities if they:
» Are Current
» Relevant to the Job

» Showcase Abilities

For example:
Financial Chairman, West End Community Association
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PROFESSIONAL MEMBERSHIPS

The same holds true:

» Are Current
» Relevant to the Job
» Showcase Abilities
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