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Making Your Resume Top
Notch

Get Yourself in the Door...
To the Interview




Avoid the Top 10 Resume Mistakes

Typos and grammatical errors

Lack of specifics

Attempting One Size Fits all

Highlighting Duties instead of Accomplishments
Going on too long or cutting things too short

A Bad Objective

No Action Verbs

Leaving Off Important Information

. Visually Too Busy

10. Incorrect Contact Information
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Choosing the Best Format

Chronological?
Functional?
Combination?

Technical?
— Essential to wisely choose your resume format.

— Find a suitable layout that will help you highlight your
strengths and hide/disguise your shortcomings or
other resume blemishes.




First Impression

Does the resume look original and not based on
a template?

Is the resume Inviting to read, with clear sections
and ample white space?

Does the design look professional rather than
ke a simple typing job?

s a Qualifications Summary included so the
reader immediately knows the applicant’s value
proposition?

Is the resume’s length and overall appearance
appropriate given the career level and objective?




Five Signs Your Resume
May be Passé

1. You've forced it to fit onto one page

You've reduced your font size to eight, eliminated margins
altogether and left out key information about yourself -- all to
conform to that age-old one-page resume rule. Big mistake. After all,
would a recent college grad really need the same amount of resume
real estate as someone who’s been in the workforce for 20 years?
Of course not.

Don’t get me wrong: Your resume should be concise. Recruiters are
busy people -- they don’t have time or the patience for long-winded
career chronologies. But if your experience warrants two pages, by
all means, don’t limit yourself to one.




Five Signs Your Resume
May be Passeé

2. You list an objective

Of course you're looking to gain more experience in the
field/sector/type of company to which you're applying. Your interest
In the job implies that. Do you really need to say it at the very top of
your resume? At this point in the selection process, hiring managers
are far more interested in what you can do for them than in what
they can do for you.

If you want to explain why you’re applying for the job, say so in your
cover letter. Resume space is far too valuable to waste on
information that is both redundant and inconsequential.




IS Your Resume Passé?

3. You don’t brand yourself

With the rise of social networking, everyone has become their own
brand and you shouldn’t be afraid to show companies what you

represent. Don'’t just promote your accomplishments, but promote
who you are.

Include your Twitter and blog URLs or your Google profile, so
potential employers can learn more about you as a person.
Twtbizcard Is a great way to capture all of your 2.0 IDs. Of course,
double-check to make sure there isn’'t anything you wouldn’'t want a
potential employer to see on your sites.




IS Your Resume Passé?

4. You write “References available upon
request” at the bottom

Once again, a waste of valuable space. Do you really need to say
so? The hiring manager can only assume that if they ask you for
references, you'll provide them. What, are you going to say, no?

Instead, prepare a list of references with contact details and your
relationship to each. Hold onto it until you're further along in the
selection process -- you don’t want to annoy your references with
repeated contact by employers who are less than serious about you.
Most respectable employers wouldn’t bother to contact a reference
until they are fully ready to make you an offer.




IS Your Resume Passé?

5. You list every job you've ever had in
chronological order

In the olden days, the person with the most experience got the job.
Nowadays, the person who's most talented, has the most relevant
skill set and has proved to be most valuable to her former employers
gets the job.

If you want to be that person, make sure your resume says so. Don’t
list jobs that are irrelevant to the one you’re applying for just to fill up
space. Instead, expand on the jobs that are relevant. Focus on
measurable achievements in each role as opposed to a play-by-play
of your daily responsibilities.




Round out your resume with additional
iInformation

If your resume contains the basic
Information -- work experience, education
and skills -- you're off to a good start. But
you can take your resume to the next level

by adding additional information that
supports and reinforces your
gualifications.




Additional Information

Honors & Awards

If you include your awards, potential employers will see
that previous employers or other organizations valued
your accomplishments. The fact that you or your team
received formal recognition for your efforts is a good
iIndicator of your skills and work ethic.

How to Include: If you have a list of awards, add them to
the Honors & Awards section. If your awards are limited
to one or two, “list them under the corresponding job,”
says Sally Mcintosh, NCRW, owner of Advantage
Resumes in St. Louis. Academic honors can be added to
the Education section.




Additional Information

Publications

Career-related articles, books, blog posts, white papers
and other publications are good ways of making a
resume stand out. “Including a list of published materials
shows that you are considered an expert in your field,”

Friedler says. “Even self-published content can
demonstrate your excellent written communication
skills.”

How to Include: Add a list of your published work to the
Career Highlights section on your resume. Use the
citation format that is most acceptable in your industry.




Additional Information

Testimonials

“Testimonials add credibility and validate the
accomplishments, personal traits and areas of expertise
highlighted in the resume,” says Judy Friedler, NCRW,
principal of resume-writing firm CareerPro International.
Testimonials could include excerpts from performance

appraisals, snippets from reference letters and even informal
emails complimenting your work performance.

How to Include: Extract the strongest quotes and add to the
Objective section of your resume. “Testimonials can also be
placed within the job description for the most relevant
position,” Mclntosh says.




Additional Information

Speaking Engagements

Employers across many industries value employees who
are good verbal communicators. “If you have delivered
presentations on a topic that you feel would be valued by
the hiring manager, include the highlights on your
resume,” Thomas says.

How to Include: Add a list of speaking engagements to
your Career Highlights section on your resume. Include
the topic, where and when you delivered the
presentation and the audience size if you had a large
turnout.




Additional Information

Volunteerism

“I am a strong advocate of adding volunteer activities to your resume
-- this demonstrates your dedication to your community and reflects
positively on your character,” Friedler says.

How to Include: Volunteer work can be placed in the Career
Highlights section on your resume. Include the organization name,
location and years of involvement. “Be sure to add any leadership
roles you held as well as important accomplishments,” she says.
Volunteer roles held during periods of unemployment can be listed
within your resume’s \Work Experience section -- just because you
weren’t paid doesn’t make the experience any less valuable.




Additional Information

Affiliations

Professional memberships -- especially ones relevant to your career
field -- should be added to your resume. “Names of professional
organizations can be used as keywords when searching for
candidates in resume databases, so be sure that your resume
reflects your active memberships,” Mclntosh says.

How to Include: Add your affiliations to the Professional
Memberships section on your resume.

Hobbies are tricky because some can be relevant and interesting on

a resume, while others might be irrelevant or possibly hurtful to the
candidate. “Ask yourself if your hobby will help employers see you in
a better light, and if so, consider including it,” Friedler says.

How to Include: Add your hobbies to the Interests & Hobbies section
on your resume.




When |Is a Formal Objective
Required?

e Career changers and entry-level workers
should consider incorporating their
objectives into their resumes, because
their goals may not be clearly defined by

their work history alone.

— |f you're targeting a particular position, add a
formal objective statement and reference the
Jjob opening. The hiring manager will see you
took time to customize your resume and
that the opportunity is important to you.




Sample Objectives

e For Career Changers: Accomplished
administrator seeking to leverage extensive
background in personnel management,
recruitment, employee relations and benefits
administration in an entry-level human resources
position. Extremely motivated for career change
goal and eager to contribute to a company's HR
division.

Entry-Level Workers: Dedicated CIS graduate
pursuing a helpdesk-support position.

When Targeting a Specific Position: Elementary
teacher for ABC School District.




Tips for Writing Your Own Objective
Statement

e Focus on how you would benefit the employer, not on how the
employer would benefit you. Stay away from objectives that state
your working preferences, such as "seeking a team-oriented
environment that fosters professional development.”

Don't be vague. Steer clear from statements that say nothing
substantial about your career goal (e.g., "seeking a challenging
position with potential for growth and advancement").

Keep it concise and targeted. Hiring managers often sort through
hundreds to thousands of resumes to fill one job opening. Make it
easy on them by keeping your objective short and to the point. The
best objectives contain a desired job title or target.

If you have more than one career goal, create a different resume
version for each objective.




Six steps to create a winning
Career Summary

1. Conduct Research on Your Ideal Job

— The more closely you can target your profile to the employer's
needs, the better your results will be. Start by searching jobs for
your ideal position. Compare the ads and write a list of common
job requirements and preferred qualifications.

2. Assess Your Credentials

— Based on your research, how do you measure up? How would
you help potential employers meet their goals? Besides the
qualifications described, do you offer any added bonus? If you
are lacking in one area, do you make up for it with other
credentials?

If you are having a hard time assessing your skills, get help. Ask
your colleagues, instructors and supervisors what they see as
your key qualifications. Review your performance evaluations.
What do others say about the quality of your work? Then write a
list of your top five marketable credentials.




SIX steps to create a winning
Career Summary

3. Relay the Value You Bring to the Table

— The next step is to weave your top credentials into your
summary. Keep in mind that the summary helps the hiring
manager determine if you should be called for an interview.
Include a synopsis of your career achievements to show that
your dedication to results is transferable to your next employer.

Explaln how you would help solve their problems. Ask yourself,
"How will the employer benefit from hiring me?“

4. Add a Headline

— A headline on a resume hooks your readers and compels them

to continue reading. A headline should include your job target as
well as the main benefit of hiring you.




SIX steps to create a winning
Career Summary

5. Focus on Your Goal

— The most effective summaries are targeted on one career goal. If
you have more than one possible objective, consider drafting
different versions. Fill your summary with keywords related to
your career field. Your profile can also be supplemented with a
bulleted "Key Skills" section, which provides an easy-to-read
listing of your core capabilities.

6. Proofread, Refine and Perfect

— First impressions are lasting impressions. IS your summary
persuasive and free of errors? Is your tone appropriate for your
career field? Avoid empty, generalized statements such as
"excellent communication skills."




Resources

WWW.monster.com
WWW.KIX.com

KentuckianaWorks One Stop Career

Centers
Louisville Urban League
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“Our People Are Great”



Career Opportunities

THANK YOU!






Geek Squad City

Career Opportunities Desired Skill Sets
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Will your future workforce include more positions w here a Bachelor’s
Degree is required or preferred? If 'YES, 'what percentage of your
future workforce would you say that would be?

Between 51 and 75
percent
18% Between 76 and
100 percent
27%

Don't Know
10%

Between 26 and 50
percent
16%

Yes
25%

\ Don't Know
7%

Between 1 and 25
percent
32%
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American Renewal Vision

“GE wants to help lead American growth renewal, We
are investing more in technology than at any time in
our history. We are rebuilding manufacturing
capability. We are selling our products in every
corner of the world. We are one of the country’s
biggest exporters, with $18 billion in export-related
revenue. We are financing small and medium-sized
companies and working with them to grow their
businesses.”

Jeff Immelt, Chairman and CEO of General Electric

98/
GE Title or job number /
7/23/2010



What is Lean?

The relentless pursuit of the perfect process
through waste elimination .

“All we are doing Is looking at a time line
from the moment the customer gives us
an order to the point when we collect the
cash. And we are reducing that time line
by removing the non-value added
wastes .”
Taiichi Ohno
Founder, TPS

GE Title or job number /
7/23/2010



Lean’s Positive Impact on American Renewal

Investing in our factories

New dishwasher Lean
line

$2MM cost savings

All new lines Lean
designed

Investing in our people

1000 workers trained
No employee laid off

In-source 800+ jobs by
2012

20 new hourly Lean
specialists

vesting in our future

$200MM investment in
new products

Hybrid water Heater
(2011)

HA Washer and Dryer
(2012)
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Probationary Period Evaluation Form
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