Resume Guide



Your resume is the key ingredient to a successful job search.  If it is a good one, it will get you an interview.  How do you make sure that an employer will notice your resume?  

· The appearance of your resume is important.  Your resume will be compared with many others so it needs to be competitive, professional looking and easy to read

· Your resume must convey that you are capable & competent enough to be worth interviewing

· Highlight your skills and strengths, use action words to describe your past accomplishments and responsibilities

· Make sure an employer can easily identify where you gained and developed your skills

· The font size should be NO SMALLER than 10 point.  12 point is preferable

· The font style should be a traditional style (Arial, Georgia, Tahoma, Times New Roman and Verdana are good choices) and consistent throughout the resume and supporting documents i.e.: cover letter and references

· YOUR RESUME SHOULD BE ONE TO TWO PAGES.  It should not exceed two pages

· Resumes should be laser printed onto white or off-white paper.  Do not use coloured paper.  If you want your resume to stand out, consider purchasing a heavier bond paper and use it consistently for all documents

· Make sure your contact information is correct (phone #, address. e-mail address etc.).  If you have a 2 page resume, include contact information on both pages, i.e.: name, phone # and page 2.  Be prepared to check for messages/emails on a daily basis, otherwise you risk making a negative impression

· Please do not include personal information on your resume (i.e. date of birth, SIN, weight, height, health, or marital status)

· Have someone with an eye for grammatical and spelling errors proofread your resume

Resume Form

Use this guide as a starting point to organize the information you will use in your finished resume.  You may choose to add or omit sections depending on your background and employment goals. Once you have written in the information below, you will need to type your resume on the computer.

Please refer to the resume samples for formatting ideas.

Name:













Address:











Phone#:











E-mail:












Objective:











(The objective is optional and if used should be short and specific ie:

To obtain employment as a server at White Spot.)

Skill Summary

(Highlight the experiences, achievements and personal traits that you believe set you apart from everyone else)

Sample:

· Strong communication skills; build rapport with coworkers and customers quickly

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

Work Experience

(Start with your most recent work experience and work back.  In the future, when you are building your resume remember to only include the last 10 years of your work experience)

Position #1 (List most recent first)

Company Name:











City:













Dates: (in years)











Position Title:










Duties and Responsibilities (using action verbs-what were the tasks you did at work?): 

If you are having difficulties thinking about what you did, refer to the National Occupational Classification website that is listed below. Click on Alphabet listings and then the first letter of your job title to find your job title and then click on the title for the list of common job duties.

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

Position #2

Company Name:











City:













Dates: (in years)











Position Title:
______








Duties and Responsibilities (using action verbs):

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

Volunteer Experience

(Start with your most recent volunteer experience)

Volunteer Position #1

Organization:












City:













Dates: (in years) 











Position Title: 










Duties and Responsibilities (using action verbs):

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

Volunteer Position #2

Organization:












City:













Dates: (in years) 











Position Title:










Duties and Responsibilities (using action verbs):

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

Awards / Achievements / Memberships / Highlights etc.
· _______________________________________________________________

· _______________________________________________________________

Education / Certification

List the high school you attend, the grade you are currently enrolled in and any certifications you have received (ie, Food Safe, First Aid Training, etc). Remember to include dates.

· _______________________________________________________________

· _______________________________________________________________

Related Hobbies and Interests (Providing a list of 4-6 hobbies & interests will provide a more accurate picture of who you are as a person. You need to be careful not to include too many interests as a potential employer may wonder when you have time to work)

· _______________________________________________________________

· _______________________________________________________________

References

References are extremely important in securing employment. Potential employers will check references to verify your character, skills, experience, and work habits. Examples of people to include as references are: previous employers, volunteer supervisors, teachers, co-workers, community professionals, ministers, and community group leaders (such as Pathfinders, Air Cadets). Choose carefully who to provide as your references. Include the names, how you know them and contact info for three references. Be sure to ask people in advance if they will provide a reference for you. It is also a good idea to notify them if you are granted an interview so that they will know that they may be contacted soon.

· ___________________________________________________________

· ___________________________________________________________

· ___________________________________________________________


