‘Righting” Your Resume

BRIAN ARNOLD, DIRECTOR OF COUNSELING AND CAREER SERVICES,
PSYCHOLOGY INSTRUCTOR
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Resume Trivia

* What is the average amount of time a hiring manager/selection
committee spends looking at a resume?

 What does the acronym ATS stand for?

* Where does the word resume come from?
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What is a Resume?

 formal document that provides an overview of your qualifications, including
your education, experiences, skills, and achievements that are relevant to a
particular job/program that you are applying for
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What is the Purpose of a Resume?

* to convince an employer/selection committee to give you an interview

* to describe your qualifications for a particular job/program in an easily
readable format

A Resume is NOT

* an autobiography

* arecord of ALL your skills, experiences, and achievements

« directly used to get a job (it is used to get an interview)
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General Guidelines

Length: limit resume to no more than 1-2 pages

Font: Use simple, easy to read font, like Arial, Times New Roman, or Calibri
Creative fonts are distracting and may be censidered unprofessional
Use 10-12 point font
Use same font type throughout resume

Margins: use 1/2” to 1”

* needs to be well organized, concise, and easy to read

e use a consistent layout

e use bullets and phrases

 don’t use personal pronouns, like “I”, “me”, or “my”
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Preparatory Research

Find out:

 general job information

e desired qualifications and skills
* key values and words

Look at:

* job description

 employer website
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Resume Sections

* Contact Information

* Professional Summary
e Skills

* Education

* Experience

e Achievements and Activities
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Contact Information

* information to help prospective employers contact you

Include:
» Name
»  Address
»  Phone number
»  Email address
»  LinkedIn profile URL
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What needs to be changed?

John Doe

Desertville, NM
575111-1111

bigpappa23@gmail.com

Fraged) UNIVERSITY o tiie SOUTHWEST
) CAREER SERVICES



mailto:bigpappa23@gmail.com

Better?

JOHN DOE
575111-1111 | Desertville, NM | jdoe@usw.edu | www.linkedin.com/in/johndoe
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Professional Summary

A brief introduction and “elevator pitch” to sell reading on that:

* highlights relevant strengths, experience, professional
achievements, and key skills

* is tailored to job applying for and includes why and how you want to
help the employer achieve their goals

* guantifies experience and achievements (use numbers, percentages,
and/or dollars)

e 2-4 sentences in length
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Skills

List only hard skills in “Skills” section and then show evidence of soft skills
throughout your resume:

Soft Skills Hard skills
“People skills” “Technical skills”

Self-motivation Leadership Active listening Conflict management
Creativity Persuasion PowerPoint Excel

Collaboration Adaptability Team building Supervision

Emotional Intelligence Communication Google analytics Video production
Teamwork Problem-Solving Budgeting Accounting

Time Management Trustworthiness Teaching Social media marketing
Personability Cooperation Diagnosing Sales

Diligence Productiveness Counseling Research
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Education 7

Begin with the highest level of education and include:

Name and location (city and state) of educational institution
Major/minor and if applicable, your concentration

Degrees completed and/or working toward

Date of graduation- actual or anticipated

GPA (if 3.0 or better) if college student or recent college grad
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What needs to be changed?

EDUCATION:
B.S. in Criminal Justice, Expected Graduation- December 2017
USW
GPA: 1.8

Associate of Applied Science in Criminal Justice, May 2014
New Mexico Junior College, Hobbs, NM
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Better?

EDUCATION:
Bachelor of Science in Criminal Justice, Expected Graduation- December 2017
University of the Southwest, Hobbs, NM
GPA: 3.5

Associate of Applied Science in Criminal Justice, May 2014
New Mexico Junior College, Hobbs, NM
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Experience

Include your experience in paid work, internships, and/or volunteering and
include:

* job/position title
* name of business and location (city and state)
* dates of employment/internship/volunteering (month/year to month/year)

e descriptions of quantified responsibilities and achievements using:
> bullet points that begin with action verbs

> numbers, percentages, ratings, and/or dollars to quantify |
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Developing Your Descriptions

* Use a variety of action verbs to describe your duties,
responsibilities, and achievements and answer the questions:

Who?...Who did you work with?

What? ...What duties did you perform?

Where? ...Where did your job fit into the organization?
Why? ...What goals were you trying to accomplish?
When? ..What timelines were you working under?

How? ...What procedures did you follow?
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Action Verbs from A to Z!

acted, balanced, communicated, created, designed,

eliminated, fi

improved, juc

ed, formulated, generated, helped,
ged, kept, led, mediated, negotiated,

operated, oversaw, prepared, questioned, reduced,

sold, supervised, taught, updated, viewed, wrote
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Developing Your Descriptions

Example:
Description Before: Did activities

\ 4

Questions: What activities?, How?, When?, For whom?

\ 4

Description After: Planned and provided 10 arts and crafts activities
weekly for 20-25 senior adults
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Ways to Tailor Your Experience

* Select content that matches the job description
* Consider organizing descriptions by order of importance

* Use professional wording and integrate job-specific terms
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What needs to be changed?

WORK EXPERIENCE:
Licensed Professional Clinical Counselor
Hope Community Counseling Clinic, Honolulu, Hawalii
« Counseled people
 Helped people in crisis
« Made policies
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Better?

WORK EXPERIENCE:
Licensed Professional Clinical Counselor October 2009 to July 2017
Hope Community Counseling Clinic, Honolulu, Hawalii
* Provided individual, couples, family, and group mental health and
substance abuse counseling to a caseload of 35-40 clients
* Provided crisis intervention services to a community of 45K members
« Developed and implemented policies and procedures for intake process for
clients, which improved client satisfaction ratings by 30%
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Achievements and Activities

* Provides additional evidence of your qualifications
* Gives employers a sense of who you are outside of

school and work

* Choose and organize your achievements and activities

in @ way that emphasizes relevance to the job you are applying
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What needs to be changed?

HONORS AND ACTIVITES:
Thumb Wrestling Champion, 2017
Academic All-Conference
Pi1 Gamma Mu International Honor Society member
baseball player
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Better?

ACHIEVEMENTS AND ACTIVITES:

College Baseball August 2015 to present
University of the Southwest, Hobbs, NM

e Four year letterman

« Academic All-Conference from 2015 to 2017

Pi Gamma Mu International Honor Society member  August 2016 to present
University of the Southwest, Hobbs, NM

* Vice President since 2017

e Supported 50% increase in growth of local chapter membership
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References

* Do notinclude references in your resume- list them on a separate sheet
with your contact information as the header

* Need to have 3-5 professional references- NOT friends or family
* Choose references wisely and ask their permission to use them
* Provide references with a copy of your resume

For each reference, include:
name

job title

business name

business mailing address
phone number

email addresses
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Example

REFERENCES:

John Doe, M.S., LPC
Outpatient Therapist
Burke Health Center
101 Northwest St.
Lufkin, TX 79606
513 637-7882
|.doe@myburketx.org
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Winning Tips

 Don’t view resume writing as a science

DO NOT use an online resume template

 Make sure contact info is correct and updated

* Use spelling and grammar checker and avoid any spelling, grammar, or
punctation errors

* Have several different people review your resume- at least have the

Director of Counseling and Career Services review it ©
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Need further help?

Contact Brian Arnold, Director of Counseling and Career Services,
Psychology Instructor

e 575492-2104
* barnold@usw.edu
e stop by SML-110
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