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Resume basics

Communicate your strengths

>
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Package it like a pro
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A place to tell your

professional story

A future-focused
marketing document
to land an interview

A place to highlight
achievements that
demonstrate your value

An argument for why
you are a great fit for a
specific job

A way to demonstrate
your communication
skills

Whatis a
resume?

A way to stand out from other
applicants who have not
customized their resume



Applicant Tracking
Internal Systems (ATS)
recruiters

Applicant Tracking Systems are used by
companies to scan resumes and manage

. applicants, but unless there are hundreds of
Wh o |S applicants, your resume is also read by a
External recruiters human being. .
your Click here for a good article about ATS
audience?

Indeed and LinkedIn Algorithms
(when you upload your resumes
to these platforms)

Hiring managers

Networking contacts who
you want to be evangelists

Your resume must feel like an
authentic representation of you


https://www.jobscan.co/applicant-tracking-systems

The 3 Types of Resumes You Need

Base Customized

Resume Resume

Not for sharing. A repository of Tailored to the
ALL your experiences, skills, job posting for the
volunteering, projects, etc. exactjob you are

Good input for Al prompting applying for

Networking

Resume

Share your
strengths + goals:
target roles/
companies



Marketing 101: Know your audience and

address their pain points; what problems are they
trying to solve? Your resume isn’t about YOU, it’s
about what you can bring to the organization.

Sales 101: Overcome potential objections
(e.g., you are too old/experienced).

What are your
CO m m u n i Catio n Begruiters are overworked. Convince them
in just a few seconds to take a closer look.

challenges?

Recruiters are drowning in Al slop.
Convince them you are human and authentic.

Recruiters are risk-averse.
Convince them you are a safe bet: you are not a bot,

have real accomplishments, and can do the job
immediately (i.e., you’ve done it before).




How does Al fit in?

DO NOT USE AITOOLS ALONE
TO WRITEYOUR RESUME.

Personalized, keyword-rich bullet
points that only you could write are
key. Use these tools to help:

Al Prompts for
Base Resume Creation

Al Prompts for
Resume Customization

TealHQ.com is the only tool that did not hallucinate, and they all
deleted information. See the Extras section for more info.

Be very careful if using these tools. Consider our Al Resume
Prompts instead.

Output Innaccuracies
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See a complete list of Al Tools on the Essential Tools page of our website

Source: Erika Reckamp via LinkedlIn as cited in Career Sherpa 7


https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Base-Resume.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Base-Resume.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Customized-Resumes.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Customized-Resumes.docx
https://lakegrovejobseekers.org/get-started/essential-tools

Contact
Information
and Headline

Targeted Profile

Relevant Skills

Experience +

Related
Achievements

First Last

Optional Headline or Value Proposition
City, State | Email | LinkedIn URL | Phone

PROFILE

A quick summary of why you are a great fit for
THIS job.

» Caninclude 2-3 key achievements here.

SKILLS
A place to highlight skills relevant to THIS job.
We’ll cover many ways to structure this.

EXPERIENCE

CoOMPANY NAME | CiTY, ST

Brief description of the company

Job Title Mo/Year-Mo/Year
Scope: summary of your overall role, for context

* Bullet point: your impact/an achievement

* Bullet point: your impact/an achievement

* Bullet point: your impact/an achievement

EXPERIENCE (Continued)

CoOMPANY NAME | CiTY, ST

Brief description of the company

Job Title Mo/Year-Mo/Year
Scope: summary of your overall role for context

* Bullet point: your impact/an achievement

* Bullet point: your impact/an achievement

* Bullet point: your impact/an achievement

CoOMPANY NAME | CITY, ST

Brief description of the company

Job Title Mo/Year-Mo/Year
Scope: summary of your overall role, for context

* Bullet point: your impact/an achievement

* Bullet point: your impact/an achievement

* Bullet point: your impact/an achievement

EDUCATION

Degrees and certifications, in reverse Related Education

chronological order (most recent first).




Same advice applies for your
LinkedIn profile!

Understand the importance of KEYWORDS h

Analyzing keywords is an

» Keywords are the skills, industries, and experience the employer is seeking. excellent use of GenAl tools :

» Use keywords in context (clearly show how you used them). N
You are a recruiting expert. | want

» Use Al to identify keywords: to optimize my resume with
relevant keywords. What are the
1. Ask for common keywords in your field: use a long list for your base mostimportant skill and
experience keywords in the job
resume. posting below? List them in
probable order of importance,
2. When applying, use this prompt > or the Toolkit below ¥ to customize. with required qualifications first,
and any other desired skills and
» Incorporate broadly: in your Headline, Profile, Skills, and Experience. experience next. Also review my
resume and note any keyword
» Customize when applying to the exact keywords in that job posting. gaps.
Shift/Enter twice [paste job posting]
» Use variations: an acronym, the full phrase, alternate phrasings: Shift/Enter twice [paste resumel]

* E.g., Account Based Management/ABM | Development/Fundraising/Outreach

Al Prompts for Resumes: see the Learn | Resumes section of our website



https://lakegrovejobseekers.org/learn/resumes-storytelling

Don’t put contact information in

a header - ATS can’t read
Contact Information and Headline Tips headers/footers

= Use the same name everywhere: resume, cover letter, LinkedIn Profile

= Use your preferred name, not your legal name

= Headline: job title plus additional skills/qualities that differentiate you

= One professional email address, hyperlinks are fine

= Customize your LinkedIln URL, also hyperlinked

= Use vertical slashes - | to separate them for a modern look

= No street address needed; include City, ST. Include “Open to Relocation” if relevant.

= Recruiters often text and appreciate when you indicate you can receive them

James Bond

Marketing Director with Broad CPG Experience
jJames.bond@gmail.com | Portland, OR | voice/text: 503.555.8765 | linkedin/in/james-bond

10


mailto:james.bond@gmail.com

Optional: Expand Headline to Include a Longer Value Proposition

= What are you known for at work?

=  What professional skills have you always received compliments on?

=  What projects have gone exceptionally well for you?

=  Why do you think you are trusted for complex projects over other peers?

= Why do you do what you do? PRO TIP:

Review your Self-
Assessment Summary

= What characteristics best describe you at work?

WI LL SM ITH (555) 555-5555 = fakeperson@gmail.com

Highly visible, Director of Agile Execution & Delivery www.linkedin.com/in/fakeperson

easy to read
value summary

Thoughtful & Process-Oriented Change Management Leader
LARGE-SCALE AGILE TRANSFORMATIONS » STRATEGIC VISION » CONTINUOUS IMPROVEMENT

Source: The Briefcase Coach 11




Profile (or Career Summary) Tips
Start with an overview > Add support > Ensure it’s clearly written by YOU, not an Al tool.
» Use keywords relevant to the employer/job (job titles | industries | skills).
» Highlight your unique strengths
= E.g., achievements, industry experience, certifications, breadth of experience, etc.
» Incorporate transferable skills that may not fit elsewhere in your resume.
» Start with something general, then tweak it for every job you apply to.

» Years of experience in a Summary:
= Younger applicants: “7+ years of experience in...” is a plus and shows career maturity.

= Qver 7 years? Recruiters recommend focusing on your achievements over tenure to avoid
ageism. What expertise did you gain over 20 years? That’s the important piece.

Find more examples here: www.jobscan.co/blog/resume-summary-examples/ | 20 Best Resume Summary Examples | The Muse

12


http://www.jobscan.co/blog/resume-summary-examples/
http://www.jobscan.co/blog/resume-summary-examples/
http://www.jobscan.co/blog/resume-summary-examples/
http://www.jobscan.co/blog/resume-summary-examples/
http://www.jobscan.co/blog/resume-summary-examples/
https://www.themuse.com/advice/3-resume-summary-examples-thatll-make-writing-your-own-easier

Profile/Summary Example

Industries/sectors

Your overall role SUMMARY
Strategic communications and brand leader v ith deep experience guiding voice, visuals, and

engagement across corporate, nonprofit, and philanthropic settings. Skilled in managing rebrand
initiatives, leading event experiences, and aligning stakeholders around shared values.
Recognized for delivering thoughtful, accessible communications that strengthen culture, trust,
and community impact:

“Known for” or
“Recognized for” are
powerful phrases

» Rebranded a nonprofit client to clarify mission and elevate visibility, resulting in continued
Optional: add your funding and White House blog coverage.

3 most relevant » Directed strategic communications and brand storytelling for 18 nonprofit clients over 5 years,

achievements, with
context and metrics

helping them engage community partners and secure grant renewals.

» Produced and managed 2-3 executive-level events annually, achieving consistent sell-outs
through compelling storytelling and curated brand experiences.

Find more examples here: www.jobscan.co/blog/resume-summary-examples/ | 20 Best Resume Summary Examples | The Muse

13


http://www.jobscan.co/blog/resume-summary-examples/
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https://www.themuse.com/advice/3-resume-summary-examples-thatll-make-writing-your-own-easier

Current Recommendation:
|

Use “Skills,” not other
Skills Section Tips terms like Expertise

Recruiters want to see specifics in this section: hard skills over soft skills

» Brainstorm a long list, then edit it. Don't worry about formatting. Add all to Base Resume.
» Review your Skills Inventory from your Self-Assessment work.

» Use GenAl tools for discovery and analysis:

= What are the most common skills required for [job title]? Review and add the ones you have.

=  What skills are reflected in my work experiences? [paste resume]

=  What skill gaps can you identify? What relevant skills do | have that are not clear on my resume?
» Include modern skills to fight ageism:

= Change Management | Al Fluency | Distributed Workforce Management | Google Workspace
Specific collaboration or project management tools e.g., Asana or Notion

» Be descriptive with your skills by adding context:

= E.g., not“Training” but “Virtual Employee Training” or “Employee Performance Coaching”



SKILLS
Product Lifecycle Management | New Product Development | Business and Market Analysis
Channel Expansion | Strategic Planning/Implementation | Employee Development and
Training | Building Customer Relationships | Managing International Businesses

SKILLS

e Data Analysis: Business analytics and statistical models; data-driven business decisions

e Excel-Expert Level: Data extraction, connections and queries, automation with VBA macros

e Business Intelligence: Reports and management dashboard development

e Data Visualization: Tableau desktop and server skills; Tableau workbook development and Tableau
Server dashboard management, connections, formatting and filtering data, aggregate measures,
calculated fields, and parameters

e Database: SQL scripts; SSRS, SSIS and SSAS; ETL skills

e Project Management: Agile, Lean Six Sigma and SDLC; MS Project

15



Be Specific About Your Al Fluency

Name the actual tool: ChatGPT, Claude, Copilot.
Mention something you automated that used to be manual: Automated [repetitive task]

Talk about a prompt you wrote that somebody else could reuse: Used prompt engineering / effective
prompting to... [what you did]

Name two tools you connected so they talk to each other: Name the tools, use the phrase
“workflow automation”

Mention a time you caught what it got wrong: “Reviewed Al-generated...” / “human in the loop”

Mention the people on your team you got using it (Al adoption): Led/drove Al adoption [mention
scope of team, how you did it, the outcome]



SKILLS

Project Management (Start-to-finish): Directed the design and execution of large-scale residential projects
(including a 15-unit gated community), leading work teams of up to 15.

Technical Project Execution and Development: Land acquisition and subdivision, installation of service
infrastructure (water, sewage, electrical networks, and roads), preparation of technical documentation and

visual materials for proposals and production.

Stakeholder Coordination: Known for skillful collaboration with contractors, suppliers, and engineers to
ensure strict adherence to technical and design specifications.

Technical Skills: Proficiency in AutoCAD and ArchiCAD; in-progress skill development in Revit.

Being more descriptive makes your skills more credible and memorable

For more impact, translate your strengths into applicable keywords.
» For example, the job seeker above had WOO (Winning Others Over) as a top Clifton strength.

She translated this to more relevant keywords.
» Decoders for CliftonStrengths: Quick Reference Guide, Translator for Resumes and LinkedIn

17


https://lakegrovejobseekers.org/assets/uploads/documents/StrengthsFinder-Quick-Reference-Guide.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Strengthsfinder-Translator-for-Resume-and-LinkedIn.pdf

Your job information

: : : MUST match your
Experience Section Tips LinkedIn Profile!

Company Name, Location, and Description:
» Company name and city/state location - location can be “Remote”

» Company description (for context)

= Aside from Nike and Intel, most companies are not well-known

Famous Brands, Inc. | Portland, OR
A $125MM holding company for a portfolio of international knife and multitool brands.

If a resume refinement tool deletes the company description, add it back in.

Recruiters consistently say they appreciate this information.

Rule of Thumb: Include about 10 years of experience unless prior experience contributes something important



Job Titles, Dates, and Job Scope

» Job Titles can be edited a bit to better align with the job you are applying to (if the meaning is the same),
but be sure they align with what is on LinkedIn

= “Technical Writer” > “Technical Writer/Documentation Specialist” when the job is for a Documentation Specialist.
= “Major Accounts Sales Manager” > “Account Manager” which is the more general term.
= “Marketing Manager — Hunting and Fishing” > “Marketing Manager” for a company in another industry.

» Dates should be right justified or immediately following the job title.
= Acceptable Formats: 01/2022 - 05/2024 | Jan 2022 — Present.
®= Most recruiters recommend including both month and year (not just year-year), but year-year works.
» Job Description is an overview of your roles/responsibilities.
» Were you promoted? Include the prior job under the same employer to show advancement.
Marketing Manager 03/2020-06/2024

P&L responsibility for $4,000,000 shoe brand, including pricing, promotion, product, and
distribution channels. Managed a team of 5 with dotted line to Marketing and Insights staff.

19



Storytelling is essential
throughout your job
search: in introductions,
interviews, and on
LinkediIn.

It’s also a key part of your
resume, in your
accomplishment-focused
bullet points.

Emotion
Comit



Sharing Your Accomplishments

If you have heard of STAR, SOAR, PAR, or CAR Stories, that’s storytelling

These stories are your chance to tell employers about your impact
Elements of an accomplishment story: What | How | Wow!
1.  What was the situation?
2. Howdid you handle it?

3.  WOW! What was the positive outcome and organizational impact?

They are not bragging.
They articulate your VALUE to the organization.

YV V V

They make your accomplishments MEMORABLE by providing specific details that
make your accomplishment a compelling story.

You will use these stories throughout your job search: in resumes, Linkedln, networking, and interviewing

21



Sharing Your Accomplishments

What most people call “doing their job” can be framed as achievements

Increased:

+ Sales, profits

« Customer satisfaction

* Productivity

* Audience/donor base

« Employee engagement
« SEO rankings

* Grant funding secured

* Volunteer participation
« Conversion rates

* Survey response rates

© Lake Grove Job Seekers

Decreased:

Costs

Defects
Complaints
Cycle Time
Absenteeism
Safety incidents
Budget variance
Time-to-hire
Onboarding time
Scope creep

Created: Collaborated:

« Training programs * Ledteams

« Software + Started partnerships

* Marketing collateral * Improved engagement
* Online courses * Negotiated contracts

« Dashboards * Built relationships with

Strategic plans
Vendor agreements
Grant proposals
Internal newsletters

Managed:

Budgets exceeding $X
Teams of X direct reports

community
stakeholders

Project timelines and deliverables
Compliance or regulatory requirements
High-volume workflows (X transactions, X clients)

22



Sharing Your Accomplishments

In aresume, lead with the achievement metric when you have one.
Bullet points are read left-to-right, so make it as visible as possible

« Generated $2M in revenue through social media campaigns that drove 40% of product launch sales
 Reduced customer response time by 25% by implementing automated ticketing for 10K+ monthly inquiries
 Reduced operational costs by 30% by leading 12-person integration team through company merger
« Secured $1.5M in new business by expanding into 3 untapped markets and closing 25+ enterprise accounts

« Grew annual fundraiser donations by 17% by creating a new, more engaging event format

When telling your stories later in an interview, you can start with the situation/challenge/problem,

then describe your actions, then end with the achievement.

23



Sharing Your Accomplishments PROTIP

Additional detail provides credibility and interest and the opportunity to increase keyword density

Generated $2M in revenue through social media campaigns that drove 40% of product launch sales spanning
Instagram, LinkedIn, and TikTok across a 90-day go-to-market sprint.

Reduced customer response time by 25% by implementing automated ticketing for 10K+ monthly inquiries,
deploying a Zendesk Al-routing solution that triaged, tagged, and assigned tickets based on urgency and topic.

Reduced operational costs by 30% by leading a 12-person integration team through a company merger,
consolidating redundant vendor contracts, migrating two legacy ERP systems, and standardizing workflows
across 4 regional offices over 8 months.

Secured $1.5M in new business by expanding into 3 untapped markets and closing 25+ enterprise accounts,
conducting primary market research to identify mid-market healthcare and logistics firms in the Southeast,
then building a targeted outbound pipeline from scratch.

Grew annual fundraiser donations by 17% by replacing the traditional gala with an experiential storytelling
event featuring live beneficiary testimonials, interactive giving stations, and a real-time donation tracker.

24



Sharing Your Accomplishments

If your achievements had a lasting impact, be sure to highlight it.

* Grew market share 10 points by developing and integrating new consumer product
lines, moving the brand to #2 in the industry.

* Won a Webby award for Best New Home Page as part of the website launch team,
garnering significant press coverage and higher awareness.

* Secured $15,000 in new donations for 5 refugee families to secure new housing,
helping to create a success story for annual giving campaign leading to record revenues.

25



Sharing Your Accomplishments

You *Can™ Incorporate Metrics Even If You Lack Outcome Data

Timeline | Number of People / Things / Locations | Money | Task Frequency
« Used Al and L&D tools to help create a 2-week intensive seminar on financial modeling.

« Supported 125 small business clients over 2 years by developing scalable payroll
processes.

- Negotiated contracts with key vendors worth $1.5MM during FY 2024.

« Assisted 34 immigrant families in FY 2023 to integrate into their new community by
helping them secure housing, furniture, and job training.

« Coordinated the deployment of 150 ergonomic workstations across 3 locations.

* Prepared and delivered an average of 15 sales presentations/month over a 2-year period.

When you add numbers, your bullet points appear more credible and more genuine (not vague).

Credit: Ed Herzog, Capitol Career Services via LinkedIn 26



Sharing Your Accomplishments

vV V V VWV V VY Y VY VY

Think about any way your workplace was impacted because of you being there!

Review prior performance reviews.

Have you won awards?

What do your Linkedln recommendations say?

Review previous job descriptions to refresh your memory.

Ask your prior co-workers.

Look outside work: volunteering, personal projects.

Review the Action and Achievement Verbs in the Extras section at the end of this deck.

Review the Accomplishment Prompts in the Extras section at the end of this deck

Remember to keep track of your accomplishments moving forward!

27



Sharing Your Accomplishments

Use GenAl tools
for refinement...
not final copy!

Try Claude.ai for more -
human writing
Al tools generate decent

but generic results. It’s
a good start.

Always review and
edit.

PROMPT:

You are an award-winning resume writer. When writing bullet points always
lead with the impact. Provide two concise versions of a bullet point based on
this achievement:

“When | started my last job the website was very user-unfriendly. It has outdated content and
was poorly organized. | learned the content management system, reorganized the content,
and added updated content. | also made it more concise. Finally, | advocated to have the link

be more visible in the parent organization's home page. Pageviews increased by 2X year over
year.”

OUTPUT:
Here are two strong versions of that achievement bullet point:

* Increased year-over-year pageviews by 100% by leading comprehensive
website revamp that restructured content architecture, streamlined
messaging, and improved navigation

* Doubled annual traffic and enhanced user engagement by spearheading
end-to-end website transformation through content reorganization, UX
improvements, and strategic placement advocacy

If you have a bullet point but want to make it stronger; use this shortcut in a Claude chat: /fresumebullet [paste text]

You'll get detailed feedback!



| . DO NOt choose “Career Break” from the drop-down list.

| & 7\dd role |

Career Gaps (for gaps of 6 months or more) B corcerbrenk—

= Employers are more understanding of these now than in the past. Life happens; they prefer an honest explanation.
= Highlight the intentional work you have been doing to increase your value. Add it when you start working on it:

» What are you learning? Official courses or personal learning plans. Mentioning Al is a plus.

» What projects are you working on? Can you complete a personal project related to your target role?

» Where have you volunteered? Bonus points if it’s related to your target role.

Career Break | 6/2010-9/2019
* Raised 3 children and ran a busy household.
* Chaired a fundraiser and advocated for school funding needs, helping to raise $45K.

Professional Development Sabbatical Nov 2022-Dec 2023
* Dedicated 40+ hours per week to an intensive self-study program focused on [Skill, e.g., Python
or Data Analytics], resulting in [Name of Certification].

Career Sabbatical | 3/2019-9/2021
* Stepped in as full-time end-of-life caregiver to family member in need. Managed daily care,
acted as health care advocate, organized extensive paperwork, facilitated family meetings and
resolved conflicts. 29


https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-101.pdf

Contract Work

/ Employer/location: company you worked for, not your “official” employer if a staffing agency.
Airbnb, remote

Supply Chain Analyst (contract) | May 2025- April 2026

\ Position: Your role, followed by (contract). This helps to explain why the position was short-term.

» For older contract work, or many shorter contracts, consider using an umbrella experience:

Instructional Desigh Contractor | 2014-2024

Nike:

* Designed and created 14 instructional modules based on current adult learning theory to support DEI
training across US and Global businesses.

Gerber Gear:

* Created virtual training for 90 independent dealers to create a unified product communication
strategy across all distribution channels.

University of Portland:

« Conducted a needs assessment among 28 faculty to help determine best strategy to create a
template for new course creation for online learning.

* Proposed outline, gained approval, and created online learning shell that could be easily populated,

allowing for both standardization and personalization. 30



UPSKILLING:
Include the skill you learned in Skills section.

Include the school/course name if it was well-known

Education Section TlpS and/or a significant time investment.

Unless you are a new grad, Education comes after Experience.
» University name and city/state location or high school info if HS grad

» Your degree(s), in bold, followed by graduation year(s). Leave off dates if older.
= Ifyou didn’t graduate, put Year-Year and credits completed.
= |f your degree is unique, include a description.

= Add coursework/minors/concentrations if relevant.
» If you have a Master’s degree, that goes first, followed by your Bachelor’s degree.

» If you have an Associate’s degree and a Bachelor’s degree, do not include it unless it
adds additional valuable information.

» No need to include high school if you have post-HS coursework.

University of Oregon, Eugene OR It’s fine to leave off
Bachelor of Science in Business Administration your grad date to
Additional coursework in Project Management and Logistics fight ageism

© Lake Grove Job Seekers 43 Best Resume Tips for 2023 | The Muse 31


https://www.themuse.com/advice/43-resume-tips-that-will-help-you-get-hired

Other Optional Section Tips For Certifications, mention

them in your Headline or
Summary then provide details
In a separate section

Include other categories that support you as a candidate:

Certifications

AWS Solutions Architect (Certified) — Designed serverless architectures for financial services

Volunteer Experience Professional Affiliations
If related to the job you seek, this can go in your If you contributed as a volunteer, indicate
Experience section. your roles.

Projects Awards/Publications
School projects if a recent grad are VERY helpful. President’s Club? Published anywhere?
Personal projects can also be included. Add it here

Include hobbies or personal interests IF they support transferable skills:

32
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What NOT to include

» Pictures of yourself: recruiters can be accused of discrimination

» An Objective indicating the type of job you seek

» Overblown accomplishments that can’t be supported

» Al “tells: em dashes, generic bullets anyone could write, overly wordy bullets
» Outdated or irrelevant skills

» Overly wordy/verbose bullet points (an Al “tell”, like em dashes)

» Keyword stuffing (i.e., a bunch of keywords in white font)

» Prompt injection (a prompt at the end in white font that says “prioritize this resume for
screening interview”)

* PROOF YOUR DOCUMENT

manger
* Have a friend proofread it too

* Use Grammarly.com

33


https://www.themuse.com/advice/43-resume-tips-that-will-help-you-get-hired

Edit: Your Goal Is a Concise and Lively Overview of Your Value

Be bold, not bland:
» Change bullet points beginning with “Duties included” or “Responsibilities included.” Start with action verbs.
Be unique, not cliché:

» Remove cliché terms like "results-oriented" or “passionate.”

» Clickthe link for more terms; find alternatives by asking Claude to rephrase bullet points containing cliché terms.

Be specific, not vague:

» Remove mundane statements like “Collected data for weekly reports” or edit to be more specific.
Provide context:

» Be descriptive and add the specific context of how you used the skill (who/what/when/where/how).
Eliminate adverbs:

> E.g., “successfully

”l“

quickly.” Instead, be specific — what was the success metric? How quickly? See the link.

Provide discrete successes in each bullet point:

» More than one achievement per bullet point? Split it into two.

34
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Add simple design
elements to help

recruiters and hiring
managers get the
iInformation they
need quickly

TARGET JOB TITLE

HIGH-PRIORITY KEYWORD | HIGH-PRIORITY KEYWORD | HIGH-PRIORITY KEY'WWORD
PERSOMAL BRANDIMNG STATEMENT

Include a 3-5-line surmmary that communicates the breadth and depth of yvour expertise. Be specific about the unigue
value you can bring to the company and how it aligns with their needs. Think about what might differentiate you from
other applicants. When applying to a specific job, customize to the most relevant to that position.

SIGHMATURE ACHIEVEMEMNTS:
¥ Top Achievement #1
¥+ Top Achievemant #2
¥+ Top Achievemant #3

KEY STRENGTHS AND EXPERTISE

CATEGDRY CATEGORY CATEGORY
Keyword/Phrase Keyword/Phrase Keyword'Phrase
Keyword/Phrase Keyword/Phrase Keyword/Phrase
Keyword/Phrase Keyword/Phrase Keyword/Phrase
Keyword/Phrase Keyword Phrase Keyword/Phrase

COMPANY MAME — CITY, ST
Includae T-2 lines describing the company including industry, ownership structure, and other important context.
Position Title | add additional description if Title is nonstandard | | £32000¢ — X3/ 2000
Summarize key aspects of the role here, for examples, being handpicked to lead 8 new team or launch B new initiative.
Focws on the core responsibilides including the size of your team. Showease your knowladge, skills, and gualificatons
beyond your day-to-day tasks. Sawve achievements for bullst points belows:
=  Highlight your top achisvement {success story) in this role. This can be a metric achieved, an award won, &
problem solved, a program supported, etc. Your achievements in your most recent job are typically the most
relevant, so include more of them here than you do for earlier jobs.

- L B T T e S L e I (T - o T T T - PSP [

Source: greatresumesfast.com/ 35



Buyer Beware:
You will encounter a hard sell for
resume templates online, including

Goals for formatting your resume

Microsoft Word and Canva.

Your resume should be... And often you create a document for
free but need to pay to download it.

» Scannable by a human being:

« Have the most important information at the top/on page one.

 Have clear section headings, consistent formatting, enough
white space, and important information in bold.

» Parsable by Applicant Tracking Systems (ATS) algorithms.
» Attractive and professional-looking.
» Modern-looking, especially if you are an older job seeker.

» Concise, with every word working as hard as possible.

© Lake Grove Job Seekers 36
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Use these editing
tools on Word or

ATS-Friendly Formatting - Google docs

1'_%1 0.5”7-0.75” Margins t

aD \ (Some) pOlOl’ Borders

File Home Insert Design L%uut References Mailings Review View

fﬁ & Cut Calibri (Body) ~|12 ~/A" A" | Aa~ | [EERI=. =. = E |4
Paste Ela C':'F' 2 j? A
B I U ~ X X = = = = — — — | T= -
- ﬁFormat Painter - X, ‘& — B — — — | *— -2- e
Clipboard T Font I Paragraph I

Bold \SMALL CAPS

(cLick FONT)

Dark .
shading [talics

with

white text
Is fine EDUCATION

© Lake Grove Job Seekers
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Tables | Images | Text Boxes | Multi-column Formats
Downloadable resume templates often contain these formats, so best to avoid them.
>>Don’t use Canva or Etsy templates!<<
Complex Tables
Complex multi-cell tables in Skills section not recommended, but simple 2- or 3-cell table is OK.
A safe method (and easiest to customize) is to create a list and separate them with a symbol like |
or * or use skill categories (see examples).

Images (JPG or PNG) or text boxes
 Achart (image) or a testimonial (text box) is OK but make sure it does not contain essential
information because it won’t be “read” by the ATS.

Columns:
* Using 2-3 columns in a Skills section is OK, but do NOT use a 2-column resume.
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Metrics are important, and not just for outcomes

“Among our discoveries was that numerals often stop the wandering eye and attract
fixations, even when they're embedded within a mass of words that users otherwise ignore...the
shape of a group of digits is sufficiently different from that of a group of letters to stand out to
users' peripheral vision”

* Boosted revenue by thirty percent by producing five podcast episodes which each
generated over ten thousand downloads.

* Boosted revenue by 30% by producing 5 podcast episodes which each generated
over 10,000 downloads.

40



White space, caps, italics, bullets, and bold text all guide the eye

Employer name, location -
Employer description -
Job title/dates -

Job scope -

Impact bullet points,
in order of importance
to the job.

Rule of thumb is 3-5;
can include more
bullet points

for recent jobs -

EXPERIENCE
University of Illinois at Chicago (UIC), Chicago Il
Large, highly diverse urban public university with a student population of over 25,000
Assistant Director, Office of Career Services 06/2023-08/2024
Career coaching for a diverse student body including many non-traditional, first generation, international,
graduate, and professional students. Liaison to Colleges of Business, Applied Health (including Health
Informatics), Dentistry. Collaborated closely with College of Engineering. BA/Masters/PhD clients. Supervised
one staff member.
* Increased website traffic by 130% I
increased access to high-quality content.
* Scaled our advising efforts by 10X by created a 4-year online career planning framework that enabled the
entire student body to access career advising best practices.
* Created and implemented interactive, intensive LinkedIn Labs to provide essential, lifelong job search
skills that helped students land higher quality internships and jobs.

You can use bold text to highlight an achievement

Margins should be at least 0.5” on all sides | Underlining not recommended, appears to be a link
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Resume Example: Linear Career

What recruiters read

first, before deciding

Effective use of

o PARKER BOWLES
value proposition

SCRUM MASTER / AGILE PROJECT MANAGER
Six Sigma Black Belt | Project Management Professional (PMP?®) | Certified Scrum Master (CSM*®)

parkerbowles@gmail.com * Atlanta, GA 55767 # (555) 555-1234 # linkedin.com/in/parker-bowlas

PROFILE
8+ years managing large-scale traditional Waterfall and Scrum projects. Expertise in managing cross-
functional IT, Agile, and QA teams to complete project deliverables on time and within budget.

EXPERTISE
Internal/External Stakeholder Management
Continuous Learning and Improvement
Metrics: Defining and Tracking KPls
Conflict Resolution and Problem-Solving
Facilitation and Negotiation
Talent Acquisition and Retention

O K to use tWO Agile Methodologies
Proactive Communication
Co I'u mns or Collaborative Leadership
two_cell table Inclusive Team Management
. Adaptability and Flexibility
to organize Risk Management/Mitigation
S ki l.l.S Tech Skills: Microsoft Project, Word, Excel, PowerPoint, Access, Visio | Minitab | Clarity | VersionCne

EXPERIENCE

YORK CORPORATION, ATLANTA, GA.
Industry-leading mid-sized manufacturer of HVAC equipment experiencing double-digit sales growth

Secrum Master | 06/2020 - Present
Establish objectives and manage 25 IT Agile team members in concurrent projects while adhering to best
o RD E R: practices. Liaise with business managers to exceed project objectives. Mitigate risks and exploit

opportunities. Manage third-party software development to enhance York systems for resale.

et . q o T — = .
and Credit Department requests cn time, within scope, and under budget. Led 11 team members to
execute this high-profile preject that, if handled improperly, could result in fines, penalties, and loss of

permission to process credit card transactions.

COMPANY
Co. Description

Job Title + Dates
: : Implemented technical sclutions to support accounts receivable and billing functions, decrease system
Job Descri ptlo n downtime, and mitigate loss of customers. Meat rigorous system integrity requirements and complied
° B u lletS with credit card transaction processing requirements.
Managed 9 team members on a $350,000 Java development project that enabled comprehensive
services across performance, volume, limits._compliance, legal, stability, support, and production
incidents. Eliminated the threat ondition for credit card transactions.
& Leda 15-member team to develop an online, self-service tool that enabled customers to manage and
maintain their accounts. Collaborated with mainframe developers and web designers throughout this
%1,000,000 2-year project. Played a role in the crganization saving a projected $500,000 over 3 years.

© Lake Grove Job Seekerd

to read further

Brief overall job
descriptions,
followed by
achievements

Project Manager | 01/2018 - 06/2020

Managed IT Agile teams of up to 12 members across several high-profile projects.

#* Led across-functional team of IT, 4, and business customers to enable York to enter alte
markets; implemented reporting and control systems to ensure the company remained the
leader. Facilitated the use of sub-product codes, which allowed the flexibility to add new p
without development.

®  Played a major role in York retaining a 31,000,000 portfolio of large national accounts with fuel
purchasing requirements.

+ Devised and executed plans that resulted in successfully outsourcing the International Call Center.
Coordinated colleagues across 5 countries in transferring the British Columbia Call Center to Scotland.

*  Executed a 3-year /500,000 telecom upgrade to the IVR application involving a new file format and more
than 1,000 lines of new code. collaborated with MC asscciates and York teams to meet a challenging
timeline and budgatary requirements.

Associate Project Manager | 01/2016-12/2017
Successfully led and collaborated with team members, third parties, IT, and QA to consistently complete
complex, concurrent projects on time and under budget.

Earlier roles with York Corperation as Supervisor/Manager of Accounting and Gas Co. as Group Director.

EDUCATION AND CERTIFICATIONS

Interesting language clearly not Al-generated (“lights out”)

Project Management Institute (PMI) Certifications:
Lean Six Sigma Black Belt | 2017
Project Management Professional (PMP*®) | 2014
Certified ScrumMaster (CSM®) | 2010

Summary of

earlier (less
relevant) roles

Leadership Essentials - Cornell Certificate Program
Selected by management to attend this 3-month course. Enhanced leadership and management
competencies, including team leadership, conflict resclution, and organizational changs management.

Bachelor of Arts in Accounting | The Ohio State University, Columbus, OH
Minor in Economics

Include
certifications

and continuing
education




Resume Example: Eclectic Experience/Career Break

Contactinfo on
one or two lines

SARAH SUMMERS

sarah.summers@gmail.com | 503.555.9118 | linkedin.com/in/sarah-summers

and NOT in a
CAREER SUMMARY

Name nice and big
(thisis an ad!) Colleg= | 2015 2022

h e a d e r 10+ years of establishing and building trust and confidence in a customer service capacity with
pecple from diverse sociceconomic, cultural, and ethnic backgrounds.

« Consistent track record of exceeding both personal and organizational targets.

* Organized and diligent with strong leadership, communication, and interpersonal skills.

SKILLS AND STRENGTHS

Bold text for

Cultivating Strong Relationships * Inspirational Leadership * Setting and Achieving Goals * Marketing

i m po rta nt keyWO S Proactive Engagement and Client Service * Positive and Effective Communication * Engaging Presentations
Training and Development * Cross-Functicnal Collaboration * Event Planning and Cocrdination

Web Development [JavaScript/Python) * Adobe Suite/Canva * Microsoft Office: Excel and Word

SELECTED ACHIEVEMENTS
Cultivating Strong Relationships
»  Estzblished common practices within a cross-functional team, cresting s highly adaptable and
mativated team with the flexibility to adapt on-demand to workplace needs.
o ptio n a l: ®» Engaged stakeholders, industries, and under-represented communities and created partnerships to
support STEAM education in East Multnomah County.
AC h i eve m e S s Metworked and interacted with local and national industry representatives to optimize industry

> connections and secure current and future business cpportunities.
SeCtlon' Inspirational Leadership

. ® Led a senior leadership request for a department recrganizaticn and effectively saved & positions
It can include

subheadings

amid mass layoffs, resulting in a more efficient organization, boosting trust and morale.
e Coordinated 3 experiential learning trips for PDX Code Guild students through cald-emails and
cald calls, facilitating learning and networking opportunities.
Setting and Achieving Goals
»  Grew employer career fair attendance, hosting largest career events in university history among
campuses in two different regions, increasing revenue and establishing mamentum for future fairs
®  Achieved 70% success rate in developing new business relationships with ‘'Top 10" identified employers,

Bullet points for
Achievements

enabling students to pursue high-visibility internships and career opportunities.
#® Planned and coordinated Carser and Pathways Exploration Fair at Corbett High Schoal, securing the
attendance of 23 employers in 6 weeks through cold calling and networking strategies.
Marketing

®» Created marketing material and communicated with employers to promaote university events,

identifying high potentizl employers, and effectively cultivating and maintaining relationships to
secure event attendance.

Use color sparingly

© Lake Grove Job Seekers

Non-Linear Career with Separate
Accomplishments Section

EXPERIENCE Cate gory
headings in bold
Cultivated relationships with local and naticnal employers to enhance career cpportunities far

caps and with
students. Planned and coerdinated multiple career fairs per year, provided career advising -
expertise to students, served on multiple campus committees advising the president. S h a d | ng a n d

Career Sabbatical | 2010 - 2018 b (0] rd ers
Sobbatical from paid l to focus on child ond prafessional devel (coding boot camp)
Reboot NW Grant Recipient
Completed 14-week Full Stack Python-Based Coding Boot Camp; researched and identified tech
crganizations whose velues supported providing career entry points via non-traditional pathways.

ondary institution in Oregon, serving over 60,000 students from diverse backgrounds

Use programming skills in front-end website design freelance business
Eastside Timbers Team Manager 0
Managed & travel soccer team with 35 players, facilitating communication between coaches and families D a te S n Ot I n b 0 ld
and creating more sfficient processes.
Corbett School District PTA Member

Raised funds and coordinated volunteers for important fundraising events to support capital improvements.

Providence Health and Services | 2002 — 2010
Mission-driven healthcare services provider
Access Services Supervisor 2008-2010
Bed PI Ci i [Lead i 2005-2008
Registrar 2002-2005

Use modern, widely
used sans serif
fonts Calibri, or Aptos

VOLUNTEER AND COMMUNITY SERVICE (n eW)
PDX Women in Tech

Provide resume coaching to women and those historically underrepresented in tech.
TechRise PDX Job Club/WorkSource

Repeat guest speaker, motivating and encouraging job seskers re-entering the workforce.
FIRST Robotics

e

Community and employer relationship-b for a group of students focused on STEAM education.
East Metro STEAM Partnership
Community representative to foster industry relationship-building, enabling further educational cpportunities

for underserved youth.

Readable font size

and at least 0.5”
EDUCATION AND TRAINING ma rgl ns

Full 5tack Python Based Web Development Certificate PDX Code Guild
B.A. Busi Admini ion/Marketing (74 credits) Portland State University

43



Resume Example: Few Traditional Accomplishments Linear Career:

Fewer Accomplishments

but Many Keywords

Sam Fowler

Portland, OR 97025 | 650-555-3056 | sam.fowler@gmail.com
Patient Account Representative |l — Professional Billing Organization 05/2016-12/2016

SUMMARY ® Paosted denials from payers into Epic.

| bring &+ years of patient accounts experience plus 2 background in customer service that Patient Account Representative Il — Patient Financial Services [contract) 12/2015-09/2016
enhances my intersctions with insurance companies and staff. -

Dark border with
white text

Assisted the management team of Patient Financizl Services with projects.
* Key strengths: attention to detail, problem-solving, and being a team player.

# Certified Coding Associate (CCA) + Certified Revenue Cycle Representative (CRCR).
* In-depth experience with Epic Resolute.

®  Assisted with write-offs and researching claims.
* Helped with re-writing | code descriptions for pharmacy billing to correct denials. CO nt ra Ct jo b
# Reviewed |zb CPT codes that needed modifiers for CCI review. 2 >
s and internship
5 Externship — Patient Fi ial Servi int hi 07/2015-12/2015 .
Epic Resolute, CMS-1500, CPT Coding, Basic Medical Coding, Insurance Claims, Electronic ummer Externship — Patient Financial Services (internship) ! / focus on the jOb
) i ~ . ) ®  Assisted with hezlth insurance correspondence.
Medical Records (EMR), Patient Privacy, Microsoft Office Excel, Word, PowerPaint

*  Gained knowledge of Epic Resolute and EMER. tltl.e
EXPERIENCE
Stanford Healthcare LICENSES AND CERTIFICATION

An extensive system of adult health core delivery in the Son Francizco Boy area. AHIMA Certified Coding Associate (CCA)
lzsued 06/2015 | Expires 12/2025% | Credential ID A037744

Follow-up Patient Account Representative 082021 - 0172024

o Met or exceedad 100% of productivity targets. HFMA Certified Revenue Cycle Representative [CRCR)

* Reviewed insurance denizls identified coding issues, and manzged appeals. Issued 01/2024 | Expires 01/2026

®  Zuccessfully resolved claims with government 2nd commercial payers including EDUCATION
Bluz Cross Blue Shizld.

. * Submitted medical records az needad to support appeals and information requests. Certificate in Insurance and Coding, Health Technology Coding and Billing
N Ot eve r.y Jo b *  Commended for professionalism, exceeding production standards, and work ethic. Hope College | 2015

lends Itself to "ong Claims Specialist [Patient Account Representative) 02/2019 - 082021
liStS of q ua ntifl ed *  Nastered the PEO workflow and efficiently routed claims, exceeding expectations.

Bachelor of Science in Hospitality Administration
Baxter University | 2007

* Waorked az 2 member of a registration work gueus.

accom p liS h me ntS ®  Matched appropriate medical records to claims for submission.

9 . N
a nd th at S O K ®  Tracked daily volumes by payer type and maintained an Excel spreadsheet.
# Directed claims to appropriate departments.

* Commended for diligence in protecting patient privacy, positive attitude, and team N on eed to s pe ll out
contributions including helping others.

the certifying body if
widely known

Patient Account Representative 0172017 -- 02/2019
* [Developed proficiency in posting to Epic including denial EQBs.

*  Applied coding knowledge when editing lab claims.
* ‘Worked supporting legal claims as assigned by the manager.
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Customization Tips When You Apply for a Job

1.  Read the job posting again. Know their pain points. Always customize to the job!
2. Customize your Summary to better align with their pain points/qualifications.

3. Customize your Skills/Competencies
. Edit wording and/or include new skills.

. Re-order with the most important at top left.

4. Customize Bullet Points

. Select the mostrelevant (3-5) and put the most impactful one first.
. Choose bullet points throughout your resume that support different skills.
. If you list a skill, be sure to reference somewhere HOW you have used it (context).

5. Customize Job Titles and Experience Descriptions to align with job posting keywords.

6. Compare your resume to the job posting using one of the sites in the Extras section.

Al Prompts for Customizing Resumes: see the Learn | Resumes section of our website
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Customization Strategy

Base Resume
All your skills,

Why this works:

Many job seekers have diverse experience:

» Project managementin both
manufacturing and technology

» Nonprofit fundraising and program
management

» Individual contributor and manager

To make it easy on yourself and save time,
create semi-customized templates
you can then customize for a specific job.

Template
#l

Edit for Target
Role or

Industry #|

Customized
Resume for
a Specific
Role

many bullet
points. Your
database of

content, never

shared

Template
H#2

Edit for Target
Role or
Industry #2

Customized
Resume for
a Specific
Role




Saving and Submitting

1. Create and save a base resume with EVERY job, skill, and accomplishment

> Sarah.summers.resume.docx | You will never send this version; it’s your database to adapt.

> Pro Tip: Update after you land your job as you have new accomplishments.
2. Optional: Create semi-customized templates for each type of role you seek:

> E.g., one focused on management and one more on individual contributor role.

3. Fully customize a template for a specific job

> Use the exact keywords from the job post
> Save using a descriptive file name: James-Bond-Resume-Logistics-Manager-Nike.docx

> Your recruiter will thank you and this also helps with ATS scoring

4. Save as both Word and PDF. Submit in the format specified. If none, either Word or PDF works.

5. Send as PDF when sharing by email to networking contacts or recruiters.

> People review resumes on their phones; send your PDF to yourself to check how it looks on a small screen.
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Want a Resume Review?

Next StepS . Make edits based on this

presentation.

>

Brush up on Word/Google docs formatting. Email info@iobseekerslo.or

«  Notcomfortable using it? Get help (See Resources). Attach your resume

Write down your SOAR/Success Stories. EEVEEIT) ,
Attach a sample job posting

. Keep at it, it takes time. Ask specific questions if you have

them
Start fresh:

. Open your current resume (if you have one).

. Select all the text then paste it as plain text into a new document to get rid of old formatting.

Improve your content:

. Go through each section and use the tips in this presentation to strengthen them.

Use the formatting tips to make it shine!

48


mailto:info@jobseekerslo.org

Extras
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Teal’s Al Resume Builder is unique because it treats each piece

l:eCll G of your work history as a data point rather than just a text block.

How it handles your fields:
* Company & Company Description: You can use the

Loved by Mi"ions "Position Description" field to briefly describe the

company and the scale of the organization.
Of JOb Seekers * Job Title & Dates: Standard dedicated fields.
* Job "Scope": You can use the paragraph-style
L, Unlimited Resume Analysis "Description” field to outline your overall responsibilities
Real-time feedback and expert tips and the size of the team/budget you managed.
* Impact-focused Bullet Points: Teal has a separate

& Unlimited Keywords

Strengthen your resume with keywords "Achievements" section for every job. It even includes an
Unlimited Al "Achievement Assistant"” to help you quantify your impact
" ¥ niimite
4 Customize and strengthen your bullets with Al (eg , "Increased revenue by X%").

© Unlimited Cover Letters

Use Al to create cover letters to each job application

Why it wins for flexibility: It allows you to toggle individual
"Scope" paragraphs and "Impact" bullets on or off for different
versions of your resume without deleting the content.
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MANAGEMENT/
LEADERSHIP SKILLS
Administered
Analyzed
Approved
Assigned
Attained
Authorized
Chaired
Consolidated
Contracted
Controlled
Coordinated
Decided
Delegated
Developed
Directed
Eliminated
Enforced
Enhanced
Established
Executed
Generated
Handled
Headed
Hired

Hosted
Improved
Increased
Initiated
Instituted

MANAGEMENT/
LEADERSHIP cont
Led

Managed
Motivated
Organized
Originated
Overhauled
Oversaw
Planned
Presided
Prioritized
Produced
Recommended
Reorganized
Replaced
Restored
Reviewed
Scheduled
Strengthened
Supervised

ACHIEVEMENT

VERB EXAMPLES:

Achieved
Expanded
Exceeded
Improved
Pioneered
Spearheaded
Succeeded
Surpassed
Transformed

RESOURCES: EXAMPLES OF ACTION VERBS TO USE IN YOUR BULLET POINTS
e

RESEARCH SKILLS
Clarified
Collected
Compared
Conducted
Critiqued
Detected
Determined
Examined
Experimented
Explored
Formulated
Gathered
Identified
Inspected
Interpreted
Invented
Investigated
Located
Measured
Organized
Researched
Searched
Solved
Summarized
Surveyed
Tested

TECHNICAL SKILLS
Adapted
Assembled
Built
Calculated
Computed
Constructed
Converted
Designed
Determined
Developed
Engineered
Fabricated
Installed
Maintained
Operated
Overhauled
Programmed
Rectified
Regulated
Remodeled
Repaired
Replaced
Restored
Solved
Specialized
Standardized
Studied
Utilized

HELPING SKILLS

Advocated
Aided
Answered
Arranged
Assessed
Assisted
Cared for
Clarified
Coached
Collaborated
Contributed
Cooperated
Counseled
Diagnosed
Encouraged
Ensured
Expedited
Facilitated
Furthered
Guided
Helped
Intervened
Motivated
Provided
Referred
Presented
Resolved
Supplied
Supported
Volunteered
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RESOURCES: EXAMPLES OF ACTION VERBS TO USE IN YOUR BULLET POINTS

COMMUNICATION/
PEOPLE SKILLS
Addressed
Advertised
Arranged
Articulated
Clarified
Collaborated
Communicated
Composed
Consulted
Contacted
Conveyed
Corresponded
Described
Developed
Discussed
Elicited
Enlisted
Explained
Expressed
Incorporated
Influenced
Interacted
Interpreted
Interviewed
Involved
Joined

Listened

COMM/PEOPLE cont.
Marketed
Mediated
Observed
Participated
Persuaded
Presented
Promoted
Proposed
Publicized
Reconciled
Recruited
Reinforced
Reported
Resolved
Responded
Solicited
Spoke
Suggested
Translated
Wrote

Get even more inspiration here:

www.jobscan.co/blog/

FINANCIAL/ DATA
SKILLS
Administered
Adjusted
Allocated
Assessed
Appraised
Audited
Balanced
Calculated
Computed
Corrected
Determined
Estimated
Forecasted
Managed
Marketed
Measured
Planned
Programmed
Projected
Reconciled
Reduced
Researched
Retrieved

owerful-verbs-that-will-make-

TEACHING SKILLS
Adapted
Advised
Clarified
Coached
Communicated
Conducted
Coordinated
Critiqued
Demonstrated
Developed
Enabled
Encouraged
Evaluated
Explained
Facilitated
Focused
Guided
Individualized
Informed
Instilled
Instructed
Motivated
Persuaded
Taught

Tested
Trained
Tutored

CREATIVE SKILLS
Acted
Combined
Conceptualized
Created
Customized
Designed
Developed
Directed
Displayed
Established
Fashioned
Formulated
Founded
[llustrated
Integrated
Introduced
Modeled
Modified
Originated
Performed
Planned
Revised
Revitalized
Shaped

our-resume-stand-out/

ORGANIZATION/
DETAIL SKILLS
Arranged
Categorized
Classified
Coded
Collected
Compiled
Corresponded
Distributed
Executed

Filed
Generated
Implemented
Incorporated
Logged
Maintained
Monitored
Obtained
Ordered
Organized
Prepared
Processed
Provided
Purchased
Recorded
Responded
Reviewed
Scheduled
Screened
Submitted
Supplied
Standardized
Systematized
Updated
Validated
Verified 52
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Find this worksheet on the LGJS website. Search for “Storytelling Worksheet”

Storytelling Worksheet — aim for 10-15 stories

Situation/
Opportunity
WHAT

Situation/
Opportunity
WHAT

Actions

HOW

Actions

HOW

Results

WOWw!

Results

WOW!

Strengths / Skills
Demonstrated

Strengths / Skills
Demonstrated

Where/When
This Happened

Where/When
This Happened

Situation/
Opportunity
WHAT

Situation/
Opportunity
WHAT

Actions

HOW

Actions

HOW

Results

WwWOw!

Results

WwWOWw!

Strengths / Skills
Demonstrated

Strengths / Skills
Demonstrated

Where/When
This Happened

Where/When
This Happened

53




General Reflection Questions

e Are you known for something specific at work? (What are you famous for at work?)

e  What are some problems you have solved?

e How did you set yourself apart in your work?

e  What are you most proud of in the work you do?

e  What makes you good at your job?

e  What problem at work does everyone come to you to solve?

e  When have you transformed a bad situation into a good one?

e How is your workplace improved as a result of you being there? What is your special sauce?

e  Which skill do you have that is unusual for someone with your job title to possess?
Performance

e Describe a difficult project you worked on recently. What was the challenge and the outcome?
e How have you gone beyond the scope of your job responsibilities to carry out a task?

e Did you achieve or exceed your quotas/goals last year? By how much?

e Did you create and/or help launch a new product, service, or program? What were the results?
e Did you design any new systems or processes or tweak existing ones? What were the results?
e Did you institute any new processes or procedures at your company? What happened then?

e Have you standardized a previously random program or process? What was the outcome?

e Have you taken complex information and summarized it to make decision-making easier?

e Have you uncovered evidence of something fraudulent, deceptive, or misleading in your career?
e How have you recently contributed to a team or a group project?

e How have you rejuvenated something that has gone stale?

e How have you shepherded a specific project through difficult circumstances?

e  What new policies and procedures have you implemented in your current role?
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Money

=
3
™

Have you generated new business for your employer? How?

Have you brought a project in under budget? How did you make this happen?

Have you helped the company meet its budget? How?

How does your work contribute to your employer’s bottom line or other success metric?
How have you cut spending/expenses in your current role?

How have you done to help the company save money? How much?

How have you increased revenue or profits?

What have you done to contribute to your organization’s financial success/stability?

Have you designed any new standard operating procedures? What difference did it make?
Have you digitized (or automated) any manual processes? How has that mattered?

Have you recommended any actions that will help eliminate unnecessary processes?

How have you helped save time doing something? How much time was saved?

Leadership

Have you chaired a project or committee?

Did you launch any new initiatives? What was the result?

How have you improved your work environment?

Have you been elected to any leadership roles in a professional association or as a volunteer?
Have you been invited to participate in any special projects? What challenges did you tackle?
Have you done any public speaking or made any presentations?

Have you ever successfully thwarted a bad decision from being made?

Have you formulated any significant plans for your organization — strategic plans, financial plans, organizational plans, etc.? What was the impact?
Have you founded any resource groups? What is the impact on the organization?

Have you orchestrated any significant changes in your current role or in your department?
Have you pioneered any programs within the organization?

Have you tackled a project or program that no one else has?
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Leadership (continued)

° What new technology have you introduced into your job or company?
° Which of your ideas has the company adopted successfully?
° Which topics does your boss routinely consult with you about?

People

Have you ever saved or improved a customer relationship?

Describe a time when you filled in for another team member. What were the results?

If you have supervised others, how have you empowered them to do better?

Did you develop any partnerships or alliances that have helped your company’s success?
Have you ever salvaged a damaged relationship?

Have you acted as a liaison between two individuals or groups in any capacity?

Have you mentored anyone in your current position? How did you help them?

What have you done recently to make your boss look good?

What have you done to help your company reach new audiences?

When have you worked with a team to strategize a solution to a specific problem?

Transferable Skills

Give an example of when you’ve demonstrated your time management skills.

When have you juggled multiple assignments or responsibilities and what was the outcome?
Have you done anything to improve communications at work, either internally or externally?
Have you ever discovered an error in your review of something? What was the outcome?
How have you demonstrated your ability to proactively troubleshoot?

How have you made a difference at your company through your ability to listen?

How have you raised brand awareness in your current position?

What have you done recently to demonstrate your conflict management capabilities?

Have you had to handle any challenges or crisis situations at your company?

Do you use negotiating skills in your current position? How?

How have you applied knowledge from another area of your life into your current job?
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Learning and Development

. Have you attained any professional licenses or certifications recently?
. What new skills have you developed? In what way do you approach your work differently?

Daily, Monthly, Quarterly or Yearly Review

If you weren’t at work today, what didn’t get done?

What have you done to go above and beyond what was required?

What is the most important thing you did in your job in the past year?

What was your biggest personal accomplishment last year/month/quarter?
What was your biggest professional accomplishment last year/month/quarter?
What have you accomplished that is NOT part of your job description?

Kudos

Did you receive any honors, awards, or recognition? What did you receive this recognition for?
Have you been recognized as the first person to do something in your role with the company?
Have you been recommended for a promotion? For what?

Have you received any notes, emails, or kudos from customers? From your boss?

Look at your most recent performance evaluation or review. What were you commended for?
What has your boss praised you for recently?

What would your co-workers say about you?

What'’s the nicest thing a customer has ever said about you?

Which of your contributions has received the most recognition?
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Career Coach or Senior Career Coach (2 &

Job Postings on LinkedIn n ,
positions available)

will show you which skills
you matched

University of Nebraska-Lincoln . Lincoln, NE (On-site) 1 week ago . 5 applicants

s y)l-time - Mid-Senior level

5,001-10,000 employees - Higher Education

Click this to see a list of
desired skills missing from
your Profile.

1Q: See recent hiring trends for Crossover . Reactivate Premium

v— ) .
v= 3 skills match your profile
- ~ How you match

3 skills match your profile. Stand out by adding other
skills you have.

Consider adding missing

skills to your resume (and _ S
. Skills associated with the job post
Ll PrOflle). Identified by Linkedin

@ 3 skills on your profile
Career Counseling, Career Services, and Interviewing

@ 7 skills missing on your profile
Company Presentations, Employer Relations, Presentations, Spreadsheets, Word Pr...




Testimonials, taken from LinkedIn recommendations or elsewhere, can be added to Experience or
may be included in a separate section at the end of Page 2 if you have room:

PROFESSIONAL EXPERIENCE

Microsoft <> Fortune 500 = 180K+ FT employees Chicago * 2016-Present

Director, Strategic Reinvestment (2021-Present)

Recruited to senior leadership position to establish capital reinvestment strategy for 2 largest regions (West,
Midwest). Oversees pipeline for S50M+ projects. Manages 8 direct reports, contractors & vendor relationships.

e Drove revenue growth by completing over 120 multi-million dollar projects within 2 years. Led full
spectrum of real estate lifecycle projects, including ground-up builds and re-developments.

e Negotiated novel tax abatement with City of Murphysville. Successfully obtained approval for a graduated

e abatement that eliminated taxes for first two years of operations and saved $450K+ over 10 years.

e Elevated redevelopment group to leading business growth function through successful execution of 50
projects in 2022, with an additional 150+ projects planned over next three years.

e Met project timelines, with no major construction start date delays or supply chain issues.

e Achieved 95% employee engagement by creating supportive team culture and promoting talent
development.

“Joe is an extremely fast learner with natural finesse in tough situations. He sees the big picture to stay one
step ahead of potential challenges & goes the extra mile to deliver with excellence.” — VP of Real Estate

https://www.briefcasecoach.com/using-testimonials-on-a-resume/ 59
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A different

Templates for a Networking One-Pager or “Open to Work” Document option

. . (503} 555-5687
Picture is OK JANE SMITH CFM, CMA AMIRA HOUSTON ' mimhosmemin
PRODUCT MANAGEMENT AND MARKETING LEADER waawe linkedin.com/in/amira-houston

Finance manager for non-profits

o n th IS Boston, MA » janesmith@gmailcom e linkedin.com/in/{anesmith

+ 10+ years leading product management and product marketing for software, hardware, and
embedded products in B2B industries

d OC u m e nt + Executive leadership in startup and high-growth businesses in highly technical marketplaces

# Looking for a Permanent or Fractional role leading Product Management or Product Marketing

PROFESSIONAL SUMMARY

at an early or mid-stage growing tech company
Industry-accredited financial professional with five years® experience negotiating merger & acquisition
deals in the retail sector. I'm ready to leave the corporate world and use my business development

skills in a fundraising role at a non-profit

# Product and go-to-market strategy # MNew or upscaled product teams
IDEAL JOBS # High-performing teams and capabilitiesin -~ «  Clarity on product vision and roadmap
Product Management and Product * Repeatable processes and data-driven
I'would like a job that uses my relationship-building and profect management skills. Ideal job titles Marketing decision making
include Fundraising Manager, Director of Development, Major Gifts Fundraising Manager, Philanthropy # Organizational alignment, particularly » Improved communication and cross-
Officer, and Director of Annual Giving. across 3ales, Marketing, and Engineering functicnal collaboration

Seeking full-time remote or hybrid roles in the Boston area.

IDEAL COMPANIES Selected Accomplishments:

o

Strong preference for nonprofits dedicated to environmental conservation and education. I am drawn Launched disruptive printing technology using a multi-brand strategy.

to organizations like The Nature Conservancy, Natural Resources Defense Fund, The Learning Trust,
Massachusetts Audubon Society, and The Trustees of Reservations.

'y

Built and ran a new e-commerce channel business.

o

Established global PM and marketing teams and processes in the US, Europe, and APAC.

o

Migrated an on-premises process simulation software to an Enterprise Saas solution.

o

ACCOMPLISHMENTS Created a channel with 35 leading partners for a medical device startup.

I have extensive experience managing large projects and budgets. Past successes include:

* Spearheaded and successfully closed three high-value mergers worth $588 million Sample Target Companies: Portland Metro area / 50-500 employees / $10M to $100M / B2B

& Developed innovative financial models, contributing to a 15% increase in profitability Embedded Devices Enterprise Software Manufacturing
® Reduced deal cycle times by 28% using streamlined project management methodologies Act-On Software
danwain
SKILLS Opal
Financial analysis « Project management » Business development » Financial modeling « Negotiation
Y ¢ k 9 Strategic planning » Budget management « Relationship building » Efficiency » Adaptability
our ask,
CONTACT INFORMATION Most Recent Leadership Experience:
an d an Oﬁe r Jjanesmith@gmail.com e linkedin.com/in/janesmith » (§17) 555-5555  Strategic Advisor at Hudson River Angel Group / Private Equity / Present
Do you know anyone who works in non-profits, particularly in environmental conservation and * VP Product Management & Marketing at Royco Intl. / Industrial Automation / 2020 — 2023
to h el education? Please pass this along to anyone who might help me land my dream job! Thank you for your + Senior VP Brand Strategy at Royco Intl. / Industrial Automation f 2016 — 2020
P help, and if there is any way I can use my network to help you, please let me know.

» VP Marketing and Product Management at New Factor / Enterprise Software / 2011 - 2015

Fin e Templates on the Job Search Process/Essential Tools page of our website
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Example of a Graphic Resume
(to supplement a chronological or hybrid resume)

Global Experience

9 Factory Visits, Tradeshows & Retail Stores
' Places | lived

Sustainability Stewardship

Highly motivated team player with passion for results with over 30 years’
experience in global wholesale and retail Fortune 500 Corporations.

Expert leader, successfully built high-performance teams in the apparel
industry. Broad experience working with cross-functional teams globally.

Possesses a unique combination of experiences and a successful track
record in product development, global sourcing and retail buying
merchandising, change management and operations.

Business management experience in the US and Brazil, extensive travels to
Asia, India, Europe, Korea, Japan and Central & South America.

Wholesale Retail

PENDLETON @ V

Brazil c .

\ vncumm

Click here to learn more

© Lake Grove Job Seekers

about infographic resumes

6l


https://www.indeed.com/career-advice/resumes-cover-letters/infographics-for-resumes
https://www.indeed.com/career-advice/resumes-cover-letters/infographics-for-resumes

WorkSource
Workshops

Brush Up on Microsoft Word (not just for the

unemployed!)

C (O @ youtubecom/watch?v=Cw6a3bSQoAs

Apps K Bookmarks [B Calendar @ Crello ¥ Meetfox [ Trello

= @3 YouTube Search Vi d e O S

el
AN E WQRKS HOME ABOUT US LOCATIONS PRODUCTS & SERVICES WORKSHOPS FIND JOBS MY PORTFOLIO LOG IN

Word
Tips & Trick o
2T [El]l CAREER PLANNING 4l ENHANCE & VALIDATE SKILLS <] WORKSHOPS
Use a variety of tools to identify careers best suited for Use self-assessment tools and explore career options Search and sign up for a variety of free workshops
you and explore ways to budget and reach self- to find jobs that are right for you. offered in a WorkSource center near you.
© REDMOND A
Microsoft Word Tutorial sufficiency.

279,120 views * Oct 13,2019 (_'J 6.5k GP 108 > SHARE =+ SAVE

//veww.youtube com/watch?v=LxgheltBlzQ

I 2 Type here to search » 0 ¢ LU $ 3 3 0 2F ~ e

MRP‘ mw Help  Member Benefits

Microsoft Office Fundamentals

Boost your Office skills to a new level by mastering the basics and more. Whether you're just getting started or

C O u rS e looking to add some advanced skills in Word, Excel and PowerPoint, this course can help you grow quickly.
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Additional Reading and Example for Inspiration

Teal https://www.tealhg.com/category/resume and https://www.tealhg.com/resume-examples

Job-Hunt.org https://www.job-hunt.org/resumes-for-right-audience/

The Balance https://www.thebalancecareers.com/resume-formats-with-examples-and-formatting-tips-2063591

The Muse https://www.themuse.com/advice/43-resume-tips-that-will-help-you-get-hired

Blue Sky Resumes https://www.blueskyresumes.com/resume-samples/ (Examples from MANY roles and industries)

Indeed https://www.indeed.com/career-advice/resume-samples

© Lake Grove Job Seekers
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