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Tips to Create an Effective Resume 

Chances are, if you are here and interested in your resume, you know why!  Eliminate any self-doubt 
that you can accomplish this yourself.  NO ONE knows you better and can tell your story more 
effectively.   
 
The purpose of a resume is to get you NOTICED and considered for a job.  Don’t put too much pressure 
on yourself and overthink the process.  It’s not likely that anyone has ever gotten a job solely on the 
basis of his/her resume alone.  However, people often lose the chance to be considered in the first place 
because of poorly written or presented resumes.  
 
Have you mapped out your goals?  It will help you determine the logical sequence of your resume.  
Explore the details of your own life so you can not only produce names and dates, but the skills and 
accomplishments demonstrated during those times.  
 
Write/type it out before sitting at the computer and creating your first draft.  
 
Tips to Completing the Application 
 
For many employers the application is the primary document used to evaluate qualifications.  Its 
presentation is key to obtaining an interview.  It may be requested through an online channel or in 
person.  
 
Even if your resume contains the same information, an application may be required because it is often 
required for legal, data processing and employer convenience reasons. 
 
The application is an official document.  The information you supply must be complete and accurate 
(matching your resume).   
 
Be certain it is neat, error and smudge-free, typed when possible, centered and complete.   
 
If there is a “salary desired” or similar blank, you may write “negotiable” if you have no significant work 
experience related to the sought-after assignment.  For candidates with work experience or a minimum 
acceptable salary, the minimum should be specified.  If the employer cannot meet the minimum, an 
offer is unlikely, so both parties can save time. 
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Designing Your Resume 
 
Purpose:  A resume is a self-marketing tool.  It is designed with one purpose in mind – to “sell” your 
skills, knowledge and experience to an employer so that he/she will invite you for an interview.  An 
effective resume speaks to the employer’s needs and requirements and demonstrates a match between 
what you have to offer and those requirements.   
 
REMEMBER!  Employers want to know about YOU, not your position.  Spend more time describing your 
duties, responsibilities and accomplishments than describing the size and nature of your organization, 
although your resume should be factual, impressive, readable, and tailored to the position you are 
seeking.  It should describe your experience and achievements to stimulate a positive response.  Your 
resume is an important item in getting you the position desire.  
 
Preparation:  In preparing to write your resume, review the following 10 key points…. 

1. Don’t over-complicate things. Unless you are in the creative industry, all a resume truly needs is the four 
sections: Summary of Qualifications, Education and Certifications, Work Experience and Technical Skills 
[or Additional Skills and Activities]. 

2. Don’t be generic. Including a list of overused words like ‘hardworking’, ‘team player’ and ‘ambitious’ are 
an easy way to make a hiring manager’s eyes glaze over. 

3. Include big achievements. Include specific details about what you achieved in former roles using power 
words like, ‘launched’, ‘influenced’, ‘increased/decreased.’ 

4. Don’t use resume templates or tables. Resumes in tables are notoriously hard to change without ruining 
the formatting. 

5. Keep it short. Most people lose interest after two pages. Since the average hiring manager spends only six 
seconds on each resume they review; you need to be as concise as possible. One exception: longer 
resumes are common in IT. 

6. Remove irrelevant or outdated experience. Avoid including anything that occurred over 15 years ago, if 
you can avoid it. 

7. Don’t lie or over embellish. It will come back to bite you. Just don’t do it. 
8. State your most important points first. Be sure to mention your degree in your summary 

of qualifications to make sure hiring managers don’t overlook it. 
9. Make it readable and printable. Times New Roman or Arial font, no smaller than 11 point. Set your 

margins no less than .5 inches all around and don’t change the page setup from Letter size paper. Despite 
the evolution of technology, a lot of recruiters still print resumes. 

10. Tailor it to the job. Match the skills you list to the ones your potential employer is looking for and be sure 
the theme and format is consistent throughout the entire resume. 

Once your resume is complete, make sure it’s consistent with your LinkedIn profile as well. The majority of hiring 
managers use LinkedIn in some capacity to research their potential candidates, so it’s always good to keep it 
updated. 

It’s a great idea to research the organization you wish to work for.  Not only will it help you customize 
your resume, it will add talking points in your interview. 
 
 
 

http://blog.adeccousa.com/six-second-resume-review/
http://blog.adeccousa.com/six-second-resume-review/
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A well designed resume should have the following characteristics in common: 

• Visual appeal, easy to read layout, and high quality reproduction 

• Highlights strengths and links them to employer’s needs, minimizes or excludes irrelevant 
experience 

• Presents the most important information first 

• Entirely free from any spelling errors: spelling, typographical, punctuation, or grammatical 

• Concise and organized, not exceeding two pages in length 
 
Types of Resumes:   
 
The chronological and functional resumes, or some combination of these two formats, are the standard 
types of resumes used by job seekers in today’s market.  To select the type which best supports your 
needs, review the following information.  Many professional recruiters discount functional resumes and 
consider them as a “red flag”, since many applicants use them to disguise a lack of experience or 
unstable work history. 
 
Chronological Resume (Preferred): 
In this type of resume, job history is organized chronologically with the most recent information first.  
Job titles and organizations are emphasized and duties and accomplishments are described in detail.  It 
is easy to read, since it highlights names of employers and job titles, and emphasizes career growth. It is 
best suited to those whose career goals are clear and whose job objectives are aligned with their work 
history. 
 
A chronological resume is advantageous when: 

• Your recent employers and/or job titles are impressive 

• You are staying in the same career field 

• Your job history shows progress 

• You are working in a field where traditional job search methods are utilized (e.g. education, 
government) 

 
A chronological resume is NOT advantageous when: 

• You are changing careers 

• You have changed employers frequently 

• You want to de-emphasize age 

• You have been absent from the job market 
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Functional Resume: 
Stay away from a functional resume if at all possible.  In a functional resume, skills and accomplishments 
developed through work, academic, and community experience are highlighted.  Your skills and 
potential can be stressed and lack of experience or possible gaps in work history de-emphasized.  
However, it is important to realize employers often view functional resumes more critically for these 
very same reasons.  
 
The functional resume is advantageous when: 

• You want to emphasize capabilities not used in recent work experience 

• You want to emphasize personal qualities relevant to the job such as industriousness, 
cooperative attitude, related interests, and aptitudes 

• You want to focus on capabilities rather than lengthy employment history 

• You are changing careers/re-entering the job market 

• Your career growth in the past has not been continuous and progressive 

• You have a variety of unrelated work experiences 

• Your work has been free-lance, consulting, or temporary in nature 
 
The functional resume is NOT advantageous when: 

• You have little work experience 

• You want to emphasize promotions and career growth 

• You are working in highly traditional fields, such as teaching, accounting, and politics, where 
employers should be highlighted 

 
 
Combination Resume: 
This format combines the best elements of the chronological and functional types.  It presents patterns 
of accomplishments and skills in a section headed “Areas of Effectiveness” or “Qualifications Summary.”  
But it also includes a brief work history and education summary.  This format is advantageous for those 
who wish to change a job in a related career field. 
 

 
Preparing Your Resume 
 

1. Contact – Who are you and how can you be reached? (Avoid unprofessional or derogatory email 
addresses) 

2. Objective – Do I really need this? Only if you are inflexible. 
3. Experience/Employment – What can you do?  What have you done?  (Be specific, measurable) 
4. Education – What have you learned? 
5. Professional activities and accomplishments – How have you been recognized? 
6. Miscellaneous – What else do they want to know about you? 

 
Sequence the categories according to what is most important to the employer and your career 
objective.  There is no single appropriate layout that will fit every resume, but there are some general 
good rules to follow. 
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First, leave at least a one-inch margin all around the page to frame the information.  Second, use proper 
spacing between words and lines and indentations of material to draw attention to important facts.  Do 
not cram everything together.  Third, be consistent in the type of headings you use.  This includes the 
type of font, size and spacing.  Finally, try to fit your resume onto one page.  If this is not possible, try to 
arrange your material so that the important items appear on page one. 
 
 

1. Contact Information:  Always clear, usually bold.  Include street address and contact phone 
number marking “H” for home, “C” for cellular, etc.  Avoid unprofessional email addresses. 
 

2. Objective:  This is a sore subject when speaking to a recruiter because it pigeon holes you into 
one area.  It is also a fluffy statement if it is not clearly directed towards the job you are seeking.  
It is NOT required and unless you have some good, solid data to fill that space, then avoid it.  It is 
usually only recommended for recent graduates or entry level personnel. 
 

3. Education:  This section is most effective when you have experience from your education that 
you are impressive and/or directly relate to your objective if you have one.  This can also be 
used to highlight coursework, research or special knowledge that compliments your objective.  
An alternative to highlighting courses is to list the skills and knowledge acquired through 
important courses and research. 
 
Summary information about your undergraduate and graduate education should be included in 
your resume.  List the name and location of the school, time period or date of degree, the 
degree received and academic honors.  You may list any continuing education and significant 
professional training but do not list every single course or seminar you have attended.  In 
general, the more recently you have attended college, the more education related information 
you may want to provide as you will most likely have relatively less work experience. 
 
Start with your most recent degree or the program in which you are currently enrolled.   
 
List other degrees or relevant education in reverse chronological order.  Highlight your degree 
by using bold type, capital letters or underlining.   
 
If the degree is relevant to your job objective, begin with degree and emphasis, followed by 
university, location, and date of graduation or anticipated date of graduation.  If 
degree/program is NOT directly related to current job objective, begin with the university, 
followed by the location, degree and emphasis, and graduation date.  
 

4. Employment/Experience Summary:  A brief summary of qualification can condense an extensive 
background by emphasizing experiences and accomplishments in brief phrases.  The 
qualifications summary is accomplishment-oriented and provides an overview of your work 
experience.  A summary is most appropriated for someone with substantial experience, for 
someone who is changing careers and wants to demonstrate transferable skills, or for someone 
with an eclectic background. 
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In general, you should list, in successive order for each position you have held, your employer, 
position title, dates (year to year), a brief description of your position, and accomplishments.  
You need to devote little space to explain commonly known responsibilities for positions such as 
city manager, police chief or public works director.   
 
You will probably devote more space for positions such as assistant city manager, city engineer 
and similar jobs.  You should also indicate the size of the budget and number or employees for 
whom you were responsible.  Give brief, illustrative examples of your responsibilities.  This is 
where you have the opportunity to tailor (while be accurate and truthful) your resume to what 
the employer is seeking. 
 
Begin with your current/most recent position and work backward, chronologically.   
 
Devote more space to recent employment. 
 
If your job titles relate to your current job objective, start each position description with job 
titles.  If not, begin with the organization. 
 
Follow job title and organizational information with the organization’s city and state. 
 
Use the first and last month and year to describe dates of employment. 
 
Describe the last three to five positions in detail.  Summarize earlier positions unless relevant to 
your objective. 
 
Do not show every position change with each employer.  Only list the most recent and describe 
promotions. 
 
Do not repeat skills that are common to several positions. 
 
Within each listed position, stress the major accomplishments and responsibilities that 
demonstrate your competency.  It is not necessary to include all responsibilities, as they will be 
assumed by employer.  
 
Tailor your position descriptions to future job/career objectives. 
 

5. Professional Activities and Accomplishments:  This part of your resume offers you the 
opportunity to provide insight into your career development.  You should be selective and 
complete, listing such items as memberships in professional associations and offices held, 
professional registrations, honors received, and major articles or publications you have written.  
Do not list every article or speech you may have given or every conference you have attended.  
Emphasize quality – this section of the resume should help you to demonstrate you are current 
and active in your profession. 
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Scanning and Emailing Resumes: 
 
The job search has moved into the electronic age, so make sure your resume is on the cutting 
edge!  Employers who receive several hundred resumes for each advertised opening and a 
couple hundred unsolicited resumes now have a better way to manage all the paperwork.  
How???  By investing in electronic databases which store resumes and are quickly accessible by 
a few simple computer commands.  
 
Resumes may be entered into a system using an optical scanner and the images stored, thereby 
building a database of applicants and relevant skills.  Employers then access candidates by 
searching the database for qualifications. 
 
Your resume is a place to express individuality and style.  However, some fonts and style choices 
could present too much of a challenge for the scanner.   
 
Fonts, italicized letters and even underlining may cause problems for the scanner, especially if 
combined.  Use boldface for emphasis. 
 
DO NOT fold, staple or paperclip your documents.  Use a format that is easy to copy and paste. 
 
Use laser printer paper/laser printer on white or light-colored paper on standard 8.5 x 11 inch 
paper.  Print on one side only! 
 
Avoid jargon that could be unrecognizable by the field you are applying. 
 
Actions speak louder than words, so be sure to utilize verbs when describing your 
accomplishments and experience.    
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The Cover Letter: 
 
The cover is not required but HIGHLY recommended.  It gives you an additional opportunity to 
tailor your experience and background to the position for which you are applying.  It is 
important to include a cover letter, even if you are sending both a resume and standard 
application form.  Your letter should be tailored specifically for the position applied for.   
1. It should clearly express why you are interested in the position. 
2. It should summarize the relationship between your experience and the position (why you 

are well suited for the position).  
3. It should leave a positive impression. 
4. It should match the theme of your resume. 

 
             
The closing statement of your cover letter should be inviting and suggest a next step.     
Here are a few examples:  
 

• If my qualifications are of interest to you, I look forward to hearing from you. 

• I hope you’ll give me a call at (555)555-1212 so that we can meet. 

• Thank you for your time and consideration.  I look forward to speaking with you about this 
employment opportunity.  

 
References: 
 
While not required, it is a good practice to include in your resume four or five current, work-related 
references.  The best way is to have a separate reference list as an enclosure, with a reference to it 
in your cover letter and/or and the bottom of your resume. 
 
References should be in the same format as your cover letter and resume.  They should include the 
name and title of the reference, relationship, and their current telephone number.  Work-related 
means they should have some ability to comment on your skills and capabilities.  References from 
friends, relatives, neighbors and religious representatives are not considered as useful or valid as 
work related references.  
 
Unless you are on a first name basis with the person listed on your references sheet, and the person 
will immediately accept reference calls, do not include the governor, chief justice or other high 
ranking person unless you have actual direct work experience with them.  If you do not want your 
references contacted without first notifying you, clearly make that indication in your resume, on 
your actual reference list, or in your cover letter. 
 
Military Service: 
 
Your resume should include your military service, if any, including rank and the dates you served.  If 
you have had a career in the military, you should clearly state what your rank and positions were.  
Trying to make a military career look like a civilian one is very difficult. 
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Other Helpful Info: 
 
You should use your own judgement about including other information.  Some applicants include a 
listing of their hobbies, community service or similar information.  This may be helpful when giving 
the reader a more personal view of you, but it could also make you look weird.  Be discreet! 
 
For Equal Employment Opportunity purposes, do not include a picture on your resume or as an 
attachment.  Also, you should not give your age, religious affiliation, race, marital status, number of 
children or similar information that could be used in a discriminatory manner or not considered job 
related.  
 
Tip on What NOT To Do in an Interview 
 
In a survey by CareerBuilder, it found nearly half (49%) of employers know within the first five 
minutes of an interview whether an candidate is a good or bad fit for the position, and 87% know 
within the first fifteen minutes. 
 
In that amount of time, most job seekers and hiring managers have barely gotten through 
introductions and the prompt “tell me about yourself.”  According to employers, the top most 
detrimental blunders candidates make in interviews are often the most common: 
 

• Appearing disinterested 

• Dressing inappropriately 

• Appearing arrogant 

• Talking negatively about current or previous employers 

• Answering a cell phone or texting during the interview 

• Appearing uninformed about the company or role 

• Not providing specific examples 

• Not asking good questions 

• Providing too much personal information 

• Asking the hiring manager personal questions 
 
Your body language is also being evaluated by hiring managers.  Here are the top mistakes employers 
reported: 
 

• Failure to make eye contact 

• Failure to smile 

• Bad posture 

• Fidgeting too much in one’s seat 

• Playing with something on the table 

• Handshake is too weak 

• Crossing one’s arms over one’s chest 

• Playing with one’s hair or touching one’s face 

• Using too many hand gestures 

• Handshake that is too strong 
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Mistakes NOBODY should make… 
 
Remember that every interview is a chance to improve and make a great impression.  If you’ve make 
some of the more common mistakes, now’s the time to turn things around and act more professionally 
in front of potential employers. 
 
However, if you’ve made one of the following more memorable mistakes in an interview, here’s a 
stronger piece of advice: NEVER DO THAT AGAIN! 
 
When asked to share the most outrageous mistakes candidates made during interviews, employers gave 
the following real-life examples: 
 

• Applicant warned the interviewer that she “took too much valium” and didn’t think her 
interview was indicative of her personality 

• Applicant acted out a Star Trek role 

• Applicant answered a phone call for an interview with a competitor 

• Applicant arrived in a jogging suit because he was going running after the interview 

• Applicant asked for a hug 

• Applicant attempted to secretly record the interview 

• Applicant brought personal photo albums 

• Applicant called himself his own personal hero 

• Applicant checked Facebook during the interview 

• Applicant crashed her car into the building 

• Applicant popped out his teeth when discussing dental benefits 

• Applicant kept her iPod headphones on during the interview 

• Applicant set fire to the interviewer’s newspaper while reading it when the interviewer said 
“impress me” 

• Applicant said that he questioned his daughter’s paternity 

• Applicant wanted to know the name and phone number of the receptionist because he really 
liked her 
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The 5 best things you can say in a job interview: 
 
Interviewing for a new job can be incredibly nerve-wrecking and it’s natural to feel nervous about it.  But 
if you take a deep breath and focus on preparing to say the things recruiters want to hear, you’ll be fine. 
 

1. “Let me tell you about a time that I solved that problem.”  Even if an interview question could 
be answered with a simple “yes” or “no”, you want to be sure to say more so you highlight the 
value you’d bring to the organization if you’re hired for the position.  Always have an anecdote 
or story about your previous experience that relates and can give more insight into yourself on 
the job. 

2. “Can you clarify?”  Asking a follow-up question such as “does that make sense,” demonstrates to 
an interviewer you’re intent on communicating thoroughly and accurately, a skill most 
employers appreciate.  Checking-in with the interviewer by asking him or her whether things are 
clear and establishing a common understanding is a good way to not only engage, but also 
demonstrates a certain amount of care. 

3. “I read about that project on your website.”  When two people meet for the first time, it’s polite 
to ask questions and express interest in each other.  In a job interview, though, you demonstrate 
your interest in the company by doing research BEFORE you show up, so you don’t have to ask 
basic questions and can move on to having an intelligent conversation about it. 

4. “What made you decide to work here?”  Well-thought answers to an interviewer’s questions 
demonstrate your knowledge, experience and communication skills.  But companies also want 
to see you’re curious about what they do.  One of the BEST things you can do at an interview is 
come prepared with thoughtful questions for the interviewer.  Doing so demonstrates an 
interest in the company and the job, and shows you did your homework before the interview. 

5. “I’d love the chance to join this team!”  There’s a huge difference between begging for a job and 
expressing genuine desire to work for a company and fill a role you’re interviewing for.  
Recruiters are looking for people who are excited about the company and have a real interest in 
their prospective role.  If the job truly is your first choice and you would accept it given an offer, 
then say it.  Hiring managers want to give offers to exceptional candidates who have a high 
likelihood of accepting the offer.  
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Memorable questions to ask at your interview 
 
The landscape for job seekers today is more treacherous than at any other time in recent memory.  In 
other words, if you want a job today, the hard work starts when you prepare for the interview 
yesterday! 
 
That means not just nailing the interview questions you are asked, but actually asking the kinds of 
questions designed to make the interviewer sit up and take notice.  It’s no longer enough to be qualified.  
If you want a job in today’s business environment, you have to shine, and there’s no better way to show 
your excellence than by asking excellent questions. 
 
Don’t squander the opportunity to shine by asking mundane questions the interviewer has heard 
before.  Your goal is to make a statement in the form of a questions.  The statement is designed to: 

• Highlight your qualifications 

• Demonstrate your confidence 

• Reinforce your commitment 

• Understand the employer’s challenges 

• Make yourself accountable 

• Advance your candidacy 
 
Questions are the best way to demonstrate that you understand the company’s challenges, emphasize 
how you can help the company meet them and show your interest in the most unmistakable manner 
possible – by actually asking for the position. 
 
Based on my interviews with dozens of candidates and experience in sharing notes with my peers, here 
are nine of the most memorable questions candidates can ask: 
 

1. What exactly does this company value most, and how do you think my work for you will further 
these values? 

2. What kind of processes are in place to help me work collaboratively? 
3. In what areas could your team use a little polishing? 
4. What’s the most important thing I can accomplish in the first 60 days? 
5. Can you give me some examples of the most and least desirable aspects of the company’s 

culture? 
6. Am I going to be a mentor or will I be mentored? 
7. How will you judge my success? What will have happened six months from now that will 

demonstrate that I have met your expectations? 
8. This job sounds like something I’d really like to do – is there a fit here? 
9. Now that we’ve talked about my qualifications and the job, do you have any concerns about my 

being successful in this position? 
 
Use these questions as prototypes for questions based on the particulars of the position you are 
interviewing for.  Make them your own and polish them until their shine reflects on you.  Asking 
questions like these is not for the faint at heart but, then again, neither is succeeding in today’s hyper-
competitive job market! 
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Your entire resume, including your cover letter and related material, should all be IN YOUR OWN 
WORDS!  A prospective employer will know right away if you are uncomfortable the way you [resent 
yourself.  The best way to be confident is to allow YOURSELF to shine!  Being truthful and highlighting 
your accomplishments is the best way to do that.   
 
When you prepare notes and questions for the interviewer, make sure you are familiar with them.  This 
should come naturally after writing your resume and doing research about the company you are seeking 
employment. 
 
Best of luck to you and please stay in touch to share your milestone achievements and successes!!! 

 


