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S\ Why ol need aresume?
1.

‘.. - A resume is your seli-marketing tool. It
< demonstrates focus and highlights
Wy anilities/accomplishments along your

ﬂ~ career path.

% Aresiime gets youriootinthe toor by
|~ mghlighting your strong points.
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~ Howdolget staried??

|.. = Make a list of your work history, eflucation
1. and/skills

= Write downa brief joh description foreach
ﬂ~ ofyouriast 3 ordjohs
<
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<
~ GCommon Restime Sections
1.
|.. = Personal Heading
T ¢ Ouiective
ﬂ . 2 ollmmary or. Highlights of Qualifications
2 WOrK History
< o i
|~ Education
<
..
>
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~ personal neading

|.. = Name, adiress, phone and email adilress.
z Joe Johhunter

& 221 0pnortunity Street

= Appleton, Wl 55599
= (9201 688-8888
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’~ Ohjective

-
W - Mayhe hetter left for.cover letier
.. 2 B6 SNECIHIC

<
ﬂ = Do notuse empiy fluiistatements hike A

~ chalienging positionina growing company
« ™ thatusesmyskills andabilities.

|~ = A good example might be: “Position as a tax
ﬂ. accountant with XYz Corporation.”
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‘ stimmary or
~ Highlights of Qualifications

‘.. = Somehow summarize your best skills
.. % SUm-up whatyou're all about

= Example: “Communications professional
~ with 15 years of exnerience inpublic
relations and journalism. Recognized for
|~ award-winning coverage of breaking news.
Skills include strong/concise wWriting,
. research and meeting tight deadlines.”
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~ Work History

‘l.  Go ack 710 10 years, try to show at least 3
jobs

.. 2 startwithyour most recentempioyment
ﬂ‘ 2 LIStname of company, yourttie and gates
<« z EXplainduties and accomplishments

W - Begin bullet points with action verhs
’.. - “Supervised and trained stafi of T’
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~ Education

‘.. = Lisymostrecent education first
.. = For.college degrees listmajors and minors

= Maywanttoleave dates off if your date of
~ graduation showsyourage
<

= Ifiyou have a higher educationdesree itis
|~ not necessarytolistyour highschool

< fiploma
41...
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N Resume Writing Tips
<

-
W - Proof reatl, Do nothave any errors.

. = Have yourresumeread hike aroad'man.
N use a consistent format with bolds and

<
ﬂ‘ underlines.

< = Do not list personal information like
|~ hobhies and interests.

ﬂ 2 Donot istyourreierences. Theyhelongon
.. d senarate sheet presentetl at an interview.
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N\ Resume Writing Tips continued

1.

‘.. = Do notlist addresses and phones numners

’. - Do not list names of Supervisors

ﬂ . z USE restime quality paper: cream, white or.
grey

4: = RIWays send a cover letter with your
restiime
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:. Be creative

‘.. = Dne size does not fit all. Different
ﬂ. professions require different things.

z Whateveriormatyousettie on, make sire
ﬂ‘ yourresumeisareriection of the quality
you have 1o ofier a perspective employer.

<
|~ = Yol mayneed to tweak your-resume every
« time you'send it out.

Wy - Have fun!

o *
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