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A resume is a
commercial
not an
autobiography.

All resumes
should contain:

Application
Name

Phone Number
ProfessionaEmail
Address

Work History
Education
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Resumes might also
contain:

1. Job Objective

2. Skill Section

3. Descriptions of
duties
Memberships
Scholarship Awards
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The Resume

A resume i s a commer c ieaployeda sheidea e d
that the person would be an ideal candidate for the job. A resume is not
an autobiography listing everything a candidate has ever done.

A good resume is one that shows the candidate in the best light possible.
The greatest asset a candidate has should be near the top of the

resume. If you have a degree, but no actual industry experience list
education first. If you have lots of related industry experience, list that
ahead of your education. If your education has enhanced your skills
beyond your current job titles, you maywanttohave a A Tech
or ifgWl i ghts of Qualificationso se
sections should relate directly to what the employer is looking for in an
applicant.

When creating a resume, the majority of your information may stay the
same, but the emphasis of your skills and job descriptions may change
to target your resume to each specific company or career field.

Before you create your resume, look at some want ads related to your
profession. An online job board is a great tool for this because the job
descriptions are lengthy.

Follow the steps listed on the next pages
to prepare your resume.
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e Use an online job board to find advertisements related to your

profession/job choice. It is a good idea to find multiple examples of the
jobs for which you would want to apply.
If you are applying for

jobs in more than one d
career field, you will

want to create more
than one resume.

Copy the descriptions into another document. Continue reading and

copying descriptions until you have a good representation of those types
of jobs- usually ten or twenty job descriptions.

e Reread the job descriptions. Det e
the jobs. For example, all the job descriptions may be categorized into
four to six main areas such as: people skills; computer skills; specialized
equipment/software/programs; supervisory skills; and licensures or

certifications. Type those categories onto your document.
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Preparation for the

Resume

e Separate the phrases from the job descriptions into those
categories by cutting and pasting.
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To ensure the employer
views you as qualified:
use a highlighter to
highlight the main

e Look at all the descriptions under one of the categories.
Which ones reflect the training and experience you
possess? Rewrite or combine the descriptions into one
cohesive sentence or paragraph. This will become one of

SETEL N7 B HENIE) your bullet points under yol
Incorporate this section.
criterion in your resume
by reviewing your  Repeat for remaining categories.
resume and crossing
out the items in the e Write down your previous jobs. Write the tasks you
want ad as you address performed on your old jobs keeping the above mentioned
them in your resume. job descriptions in mind. A list of action verbs to assist you

in writing your descriptions follows:

Accomplished Facilitated Prepared
Administered Generated Reorganized
Attained Handled Researched
Changed Hired Sold
Collaborated Implemented Streamlined
Completed Improved Structured
Conducted Initiated Trained
Contributed Managed Updated
Use action verbs Coordinated Negotiated Upgraded
AR dgscriping Developed Organized Verified
your previous jobs.
Established Planned Wrote

After the preparation is complete on what to say in a resume, it is also
important to learn how to say it. The format of the resume needs to be
consistent throughout the documen
most emphasis. Resumes typically follow one of the following three
outlines: chronological, functional or a combination.
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A chronological resume has work experience/employment history listed under

one section. Volunteer experiences and internships may also be listed in this
Always list your section. All of these should appear in reverse chronological order with the most

most recent recent experience first. Each position listed should be complete with dates of

employment, job title, company name, city and state, followed by a specific
description of the job experience. The chronological resume should be a
synopsis of your work history and should demonstrate progress with regard to
your skill development.

job first.

[ Basic components of a chronological resume:
‘ Contact information or heading

Career objective

Education summary

Employment history

A chronological resume should be used when:

e You are a recent college graduate who is seeking employment in a
specialized professional or technical field (such as education or
engineering) and you have some related work experience.

e You are making a lateral or upward move within the same career field.

e Your recent job history displays progress and/or your job titles are
impressive.

e You are a current student seeking an internship, Cooperative education
experience, or volunteer assignment.

Education is listed

on the resume A chronological resume should not be used when:
before work history
only if related e You are entering a new career field and you have limited, or no, relevant
experience is experience in that field.
limited. e You have an inconsistent job history and/or you have changed jobs
frequently.

¢ You have voluntarily taken a break from the world-of-work (such as a
homemaker or you have an unwanted gap in your employment history
due to work termination).

¢ You are a graduate of a liberal arts degree program with limited related
work experience.

e You want to de-emphasize your age.
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The Chronological

Resume
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Are your headings Pat Garcia
consistent? For 123 Main Street

example, if one
heading is bolded,
all should be
bolded.

Chandler, Arizona 85224
480.555.1212
bestapplicantl@aol.com

Objective

Executive Assistant

History

2008Present Executive Assistant ABC Corporation Gilbert, Arizona

e Ensure compliance of local, state and federal regulations and laws governing busines
operations, procedures and guidelines for working with patient records in a medical
facility. Maintain confidentiality opatient and personnel records.

e Responsible foruecessfully training, motivating and evaluating office staff employees.

e az2yAlG2Nl +A0S t NBaARSyiwa odzR3ISGAaX | yR
and supplies.

e Assist in the preparation of PowerPoint presentations.

20052007 Administrative Asistant DEF Company Chandler, Arizona

Use the tab key
rather than the
space bar to align
your information.

Served as first point of contact for customers using rdiig phone system.
UsedMicrosoft Office products including WorBxcel, PowerPoint as well asstomized
software for bookkeping and human resources. Worked with vendors to track
equipment and supplies for manufacturing facility.

19992005 Customer Service AgentGHI Company, Inc. San Diego, California

Successful background in working with customers to resolve issuestoAltek with
people from diverse cultural and socioeconomic backgrounds.

Recognized sales leader with ability to exceed sales goals. Used customized databax
track customers.

Education

Associate of Arts, Chandi&ilbert Community College
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A functional resume emphasizes your skills, abilities and credentials and
displays them near the top of the resume. Dates, job titles and places of

\/

N

Your objective is the employment are not the focus.
@y el e e The functional resumeds purpose cer
are applying, not

’ | where or when it happened.
your | ifec

Basic components of a functional resume:

e Contact information or heading

e Career objective

e Sections of skill areas (usually at least three)
e Employment history with no job description

e Education (post secondary only) history

A functional resume should be used when:

e Your work history has been in multiple, unrelated career fields.

e Your skills have been learned through school with little or no related
industry experience.

e You are changing career fields or careers within the same industry.

e Your responsibilities are not reflected in your previous job titles.

Your name should
be the largest font
size on the page.

A functional resume should not be used when:

Do not have your e You want to stress that you have held similar jobs previously (due to
contact information the de-emphasis on employment).
should not be e You are not sure of the skills an employer is seeking.
smaller than
10 point.
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Always be honest on

your resume, but be

sure to promote your
good skills.

Be prepared to talk
about each resume
bullet in an interview.
Be ready with
examples to
reinforce your
statements.

TheFunctional

Pat Garcia

123 Main Street
Chandler, Arizona 85224
480.555.1212
bestapplicantl @aol.com

Objective: Supervisor

Relevant Skills and Experience

Supervisory Background

e Experienced in training, motivating and evaluating employees.

e Successful background in working with customers to resolve issues.

e Able to monitor budgets, handle confidential information, prepare presentations,
and work with internal and external customers and vendors.

e College level coursework in business principles, accounting, and
communications.

Technical Skills

e Adept in using Microsoft Office products including Word, Excel, PowerPoint as
well as in using customized software for bookkeeping, human resources and
customer databases.

e Able to ensure compliance of local, state and federal regulations and laws
governing business operations, as well as, corporate and client policies,
procedures and guidelines.

e Experienced in manufacturing, retail and medical industries.

Customer Service and Sales

e Able to work with people from diverse cultural, and socioeconomic backgrounds.
e Recognized sales leader with ability to exceed sales goals.

History
2008-Present  ABC Corporation Gilbert, Arizona
2005-2007 DEF Company Chandler, Arizona
1999-2005 GHI Company, Inc. San Diego, California
Education

Associate of Arts, Chandler-Gilbert Community College
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The combination resume is simply a way to blend both the styles of the
chronological and functional resume. It is a synopsis of your
professional skills (the functional style) followed by your employment

Always describe your history (the chronological format). If you have a proven track record
job duties according and are Aupwardly mobiled in your
to the skills needed in you.

Although there is no correct set of section headings for the combination
resume, there are a few components that are typically seen when using
the combination style:

your future jobs.

Contact information

Objective

Skills (Highlights of Qualifications and/or Summary)
Employment history

Education

[ ]
A combination resume should be used when:

¢ You have had some work history that is directly related to your
objective, but not enough to fill up one page; this format will add
substance with the skills section.

e Your former jobs have varied with regard to their job description;
this format will focus attention on your skills, abilities,
credentials, qualifications, and/or accomplishments.

e You are a student and | ooking
If you have : resume format may be effective because it will allow you to
experience in a skills focus on skills, accomplishments, and leadership abilities. It will
area which you no al so all ow you skilsyowshawe teaned whitedni r
longer want to use college courses as well as your stable work experiences.

e You want to really tailor your skills to match the needs of the

(B 25 SEEING employer. This will emphasize your skills because they will be

floors), (IieemphaS|ze mentioned both in your qualifications section as well as in your
or omit from your work history section.
resume completely. A combination resume should not be used when:

e You know that the employerds ¢
direct work experience and may prefer the chronological format.
¢ You do not have any work experience.
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Pat Garcia
123 Main Street
The qualifications Chandler, Arizona 85224
C 480.555.1212
'sectlon I_IStS bestapplicantl @aol.com
skills/experiences
in a general way. Objective

Supervisor

Qualifications

e Experienced in training, motivating and evaluating employees. Successful backgroul
working with customers to resolve issues.

e Able to monitor budgetshandle confidential information, prepare presentations, and
work with internal and external customers and vendors.

e Customer service and sales experience includes ability to work with people from divi
cultural and socioeconomic backgrounds. Recognézéels leader with ability to exceed
sales goals.

e Adept in using Microsoft Office products including Word, Excel, PowerPoint as well ¢
using customized software for bookkeeping, human resources and customer databa

History

20082009 Executive Assistant ABC Corporation Gilbert, Arizona
Ensure compliance of local, state and federal regulations and laws governing busine
operations, procedures and guidelines for working with patient records in a medical
facility. Maintain confidentiality of patient and persnel recordsResponsible for
successfully training, motivating and evaluating office staff employees. Monitor Vice
t NBaARSyiQa o0dzR3ISGAT YR $2N] ¢AGK @S

The work hIStOI‘y 20052007  Administrative Assistant DEF Company ChandlerArizona
section lists skills Served as first point of contact for customers using riré phone system. Used
e Microsoft Office products including Waoré&xcel, PowerPoint as well asstomized
Wlthm_the tasks software for bookkeping and human resources. Worked with vendors to track
pertaining to a equipmert and supplies for manufacturing facility.
specific job. , , o
19992005  Customer Service Agent GHI Company, Inc. San Diego, California
Successful background in selling products and services (warranties) to customers.
Worked closely with retail customers to answer questions anctsolve issues.

Education

Associate of Arts, Chandi&ilbert Community College
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References should
know you well
enough to speak
about your skills,
work ethic or your

efforts as a student.

References should
never be relatives
unless you have
worked for them.

References

In the past, the name, addresses, and phone numbers of people who
could talk about the candi dreludedos
a per s on 6Bhatpractica felleout of favor and job seekers began
to put, fAReferences avai |l aés|l @Gurranty,0
the trend is to keep the resume down to one page, if possible, leaving
little room to mention references on a resume. Most employers still want
a list of references, but they may ask for them on an application or

during the interview as they consider the candidate for hire. It is still a
good idea to have a reference pageready-j ust dondét i nc
resume unless specifically requested.

Make sure to talk to your references before you list them. It is a good
idea to also tell them what you think the employer is looking for in an
applicant and what you are hoping the reference will tell the potential

empl oyer when they call, Al am ap
hoping to use you as a reference. Would you be willing to talk with them
about me, especially my ability t

A reference page should contain your contact information as well as the
contact information of your references, how long you have known them,
and how you know them. It is important to say how you know them i.e.,
Acwor ker o so the person calling vy
conver sat iwogrora réfdremaa check bnlJohn Doe, she has
listed youasafellowco-wor ker at the ABC comp

Reference information should contain a surname (Dr., Mr., Mrs., Miss,
Ms.); their complete address; phone with area code; email address and
their relationship to you (how you know them.)
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\[2

References for Pat Garcia

_ 480.555.1212
Always ask if you

may list that
person as a

reference. Mr. John Doe

111 E. Main Street

Mesa, AZ 85212
480.123.4567
[doe@web.com

Coworker at ABC Company
Known for 6 years

Mr. Tom Mentor

Chandler-Gilbert Community College
2626 E. Pecos Road

Chandler, AZ 85225

480.732.7000
Tom.mentor@cgcmail.maricopa.edu

‘ Instructor

Known for 1 year

Ms. Jane Smith

333 N. First Street

Gilbert, AZ 85296
Always follow up 480.765.4321

with your j.smith@email.com
references to Supervisor at XYZ Company
Known for 7 years
thank them and to
let them know
when you have
accepted a new
job offer.
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Conewn Cover Letter
ZiS CoMmMUNITY COLLEGE

A cover letter must accompany your resume in your job search mailings. It
serves as an introduction to your resume and an opportunity to show
specifically how your skills/personal characteristics match the job

e e e description. Letters should be organized as follows:

your skills. The Cover  psragraph 1: Reason for the letter

letter speaks to your

personal State position for which you are applying and how you heard of the job
(source). You may also include a statement on your career objective as it

Sl e s Ll relates to the position. Refer to your enclosed resume.

make you especially
suited for the job. Paragraph 2: This is your marketing paragraph

Indicate why you are interested in the position and the company and how
your academic background makes you a qualified candidate. Make the link
between your skills and the advertised skills, but do not just repeat what is
on your resume. Add a personal characteristic which is suited for the
position.

Paragraph 3. Thank the reader for their consideration.

Thank the reader and express interest in an interview.

Emailing a Cover Letter

An email is written in memo form. Inherent in the email is the sections for,

AToo, fAFromo, nDateo, and ASubject
Your cover letter missing in the body of your email. The body of your letter should follow the
should answer the same three parts as a standard cover letter. It should be concise enough
questions that the reader will not have to scroll down to read the remainder of the
hould 1 hi letter.
Sl LERO8 If you can set up an automatic signature block for your email, then an
over another additional signature block is unnecessary. If you do not have a signature
candidate with the block, or if your email address does not indicate your name, a signature
same bl ock such as fAsincerelyo and your

email message. A phone number should be listed underneath your name.
Some companies will not open word processing documents attached in an
email. Itis best to attach your resume as a PDF file, text file and/or your
word processed document. You might also copy your text file resume into
the body of your email. A small line between your letter and your resume is
an appropriate way to indicate the difference between the two documents.

qgual i fice
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Follow this format
for a standard
business letter.

Your letter should
not exceed
one page.

Conewn Cover Letter
ZiS CoMmMUNITY COLLEGE

123 Main Street
Chandler, Arizona 85224
March 2, 2012

Human Resources Manager
ABC Company

300 East Chandler Boulevard
Chandler, AZ 85224

Attention: Mr. Sanchez

| am responding to your advertisement for a Supervisor, which
appeared in the Maricopa Career Network. | have enclosed my
resume for your consideration.

With an associate degree in business from Chandler-Gilbert
Community College, | have an excellent background in business
practices and bookkeeping. Having trained and monitored the work
of others successfully in positions with increasing levels of
responsibility | am an ideal candidate to supervise your staff in a
decisive manner. Under my leadership, this department would have
a reputation as an efficient, collaborative team with a strong
customer service focus.

I would welcome the opportunity to discuss the position with you and
how I might contribute to your
hearing from you shortly.

Sincerely,

Sign your name

Pat Garcia
480.555.1212
bestapplicantl@aol.com
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Emailing a Cover Letter

An emai | is written in memo form. I nher
fiDat edo, and fiSubjecto. For this reason,
email. The body of your letter should follow the same three parts as a standard cover
letter. It should be concise enough that the reader will not have to scroll down to read
the remainder of the letter.

If you can set up an automatic signature block for your email, then an additional
signature block is unnecessary. If you do not have a signature block, or if your email
address does not indicate your name, a s
name is appropriate at the end of your email message. A phone number should be listed
underneath your name.

Some companies will not open word processing documents attached in an email. Itis
best to attach your resume as a PDF file, text file and/or your word processed document.
You might also copy your text file resume into the body of your email. A small line
between your letter and your resume is an appropriate way to indicate the difference
between the two documents.

Career Services 'A

MARICOPA

www.cgc.maricopa.edu/careers




