Principles for Creating Effective Résumés

Directions: 

You’ve already created your cover letter or letter of application. Continue the “package” by creating a résumé that corresponds to the employment ad you chose and cover letter you created. Use the résumé format that best suits your skills and the job’s requirements. If you use specific design elements in your letter of application (and remember, less is more), repeat these design elements in your résumé to keep your employment package consistent, unified, and professional in appearance.

Three Basic Résumé Types:

1. Chronological – if you have a stable work history and the jobs you have held move in a logical progression toward the position you are now seeking, use the chronological format. Present your experience in reverse chronological order so that your most recent employment is featured first.

2. Targeted – if you are trying to highlight your capabilities in relation to a specific job use a targeted résumé. This approach works well if your most recent experience is not directly relevant to the job you are seeking and if you want to emphasize past experience.

3. Functional – if you are trying to showcase what you can do (as opposed to where and when you did it) use the functional résumé format. This approach works best when you have limited direct experience and your skills are primarily acquired through study, when you have an inconsistent work history, or when you are changing careers.
 Note: The distinction between targeted and functional résumés is pretty fine—don’t get in a dither about it. It doesn’t matter whether you produce a targeted or functional résumé; what matters is how well your résumé sells you and fits the job’s qualifications.

General Guidelines:

· Begin with your name, address, telephone number, fax number and/or e-mail address.
· Include the following major categories (unless you have nothing to put in them!): education, experience, and professional affiliations.
· Include an objective at the top of the page if you really have a single goal in your job search.  If you can’t create an objective statement without sounding phony or “icky” (( the technical term) don’t include it!
· Use white space creatively so that your text doesn’t appear crowded and dense.
· Use professional heavy-weight bond paper. Avoid unusual colors. Stick with white, ivory, or light gray (make sure to use the same paper for your cover letter). Note: For this assignment, just use regular paper.
· Avoid careless mistakes. Let me rephrase: Don’t just avoid them; don’t have any.
· Include specific responsibilities you had in your previous jobs and relevant courses you took in school.
· Don’t misrepresent the truth. However, do not minimize your skills. Be sure to use the correct résumé format to enhance your assets.
· Limit your résumé to no more than two pages. Break this rule if you are applying for a very high-level position and you have a lot of experience and accomplishments that directly relate to the position.
· Avoid overuse of adjectives. On the other hand, don’t be too modest.
· Don’t over-personalize (e.g., give your personal life history or adopt a “chatty” tone)  
· You do not need to list your references. However, ignore this suggestion if the employer specifically requests a list of references or if your references are so good they help to “sell” you.
Assignment:

In short, a résumé is a persuasive document. Do not underestimate its importance; when employers are quickly scanning 100+ résumés, you need to make sure your résumé will attract attention. Make your résumé “fit” the position. Arrange the elements of your résumé so that they are easy to read. Format your résumé with creativity and restraint. You are a designer as well as a writer; your résumé suggests your sense of taste and design. However, write well and focus on the content; content is more important than a “pretty” document. 

Your résumé will assessed using the following criteria:

1. Content! Content! Content!

2. Persuasiveness.  

3. Appropriateness.

4. Format.

5. Completeness.

6. Accuracy.

7. Appearance.

Due date:  
