
RÉSUMÉ	
  WORKSHOP	
  



Careers.	
  Jobs.	
  Work.	
  
Job:	
  a	
  specific	
  employment	
  with	
  a	
  par3cular	
  
employer	
  (pharmacist	
  at	
  London	
  Drugs)	
  

Work:	
  the	
  general	
  descrip3on	
  of	
  what	
  your	
  job	
  
entails	
  (filling	
  prescrip0ons	
  for	
  customers)	
  

Career:	
  the	
  area	
  in	
  which	
  you	
  focus	
  your	
  various	
  
jobs	
  over	
  a	
  length	
  of	
  3me	
  –	
  possibly	
  even	
  a	
  
life3me!	
  (medicine)	
  

	
  



Purpose	
  of	
  a	
  Résumé	
  
For	
  the	
  applicant,	
  it’s	
  a…	
  
•  marke3ng	
  tool	
  to	
  get	
  a	
  job	
  interview	
  
•  summary	
  of	
  skills,	
  abili3es,	
  accomplishments,	
  
experiences	
  and	
  interests	
  that	
  make	
  you	
  a	
  
good	
  fit	
  for	
  the	
  job	
  

	
  
For	
  the	
  hiring	
  employee,	
  it’s	
  a…	
  
•  prescreening	
  tool	
  for	
  when	
  there	
  are	
  large	
  
numbers	
  of	
  candidates	
  



The	
  Key	
  to	
  a	
  Good	
  Résumé	
  
Most	
  people	
  looking	
  for	
  work	
  use	
  a	
  
résumé	
  that	
  outlines	
  their	
  past	
  
experiences:	
  “Here’s	
  what	
  I	
  did	
  yesterday.”	
  

This	
  leaves	
  it	
  up	
  to	
  the	
  employers	
  to	
  figure	
  
out	
  how	
  you	
  can	
  add	
  value	
  to	
  their	
  
organiza3on.	
  That’s	
  no	
  way	
  to	
  sell	
  
yourself!	
  You	
  need	
  to	
  show	
  them:	
  “Here’s	
  
how	
  I	
  can	
  help	
  you	
  today.”	
  



A	
  Good	
  Résumé	
  Should: 	
  	
  

Show	
  you	
  meet	
  the	
  employer’s	
  requirements,	
  
and	
  will	
  fit	
  well	
  into	
  their	
  opera3on.	
  
Be	
  compe33ve.	
  

Clearly	
  describe	
  your	
  capabili3es	
  and	
  personal	
  
characteris3cs,	
  highligh3ng	
  your	
  unique	
  selling	
  
points.	
  

Be	
  clear,	
  concise,	
  and	
  to	
  the	
  point	
  (1-­‐2	
  pages).	
  



3	
  Résumé	
  Formats	
  

Chronological	
  	
  
Func3onal	
  
Combina3on	
  



Chronological	
  Résumé	
  
Over	
  60%	
  of	
  all	
  resumes	
  are	
  chronological!	
  
Arrange	
  by	
  date:	
  most	
  recent	
  employment	
  first,	
  
proceeding	
  backwards	
  in	
  3me.	
  The	
  most	
  recent	
  
posi3on	
  occupies	
  the	
  most	
  space.	
  
Following	
  each	
  date	
  is	
  the	
  JOB	
  TITLE	
  and	
  
EMPLOYER’S	
  NAME.	
  
	
  

Ideal	
  for	
  someone	
  with	
  a	
  varied	
  background	
  and	
  
no	
  spo:y	
  work	
  history,	
  and	
  who	
  wants	
  to	
  show	
  
progression	
  in	
  skill	
  development	
  or	
  
responsibili0es.	
  



Advantages	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Disadvantages	
  
Familiarity:	
  easily	
  
recognized	
  by	
  
employers	
  

Easiest	
  one	
  to	
  write	
  

Reflects	
  reliability	
  

Useful	
  to	
  employer	
  
during	
  interview:	
  can	
  
see	
  work	
  padern	
  and	
  
progression	
  

Lacks	
  invisibility:	
  cannot	
  
hide	
  spody	
  work	
  history	
  
or	
  excessive	
  job	
  hopping	
  

Inflexible:	
  does	
  not	
  
allow	
  for	
  moving	
  
informa3on	
  around,	
  as	
  
must	
  stay	
  in	
  3meline	
  



FuncLonal	
  Résumé	
  
Lists	
  experiences	
  by	
  func3ons	
  performed	
  or	
  
transferable	
  skills	
  headings.	
  
Omits	
  employer’s	
  name	
  and	
  dates	
  worked.	
  

Works	
  well	
  with	
  job	
  3tles	
  that	
  differ	
  from	
  one	
  
field	
  to	
  another,	
  since	
  employer	
  can	
  easily	
  
recognize	
  the	
  skills	
  when	
  3tles	
  are	
  misleading.	
  



Selec3vity:	
  can	
  select	
  
relevant	
  informa3on	
  
only	
  

Flexibility:	
  able	
  to	
  
move	
  informa3on	
  
around	
  

Invisibility:	
  can	
  hide	
  
spody	
  work	
  history	
  
and	
  excessive	
  job	
  
hopping	
  

Inflexibility:	
  doesn’t	
  allow	
  
you	
  to	
  put	
  in	
  the	
  dates	
  and	
  
company	
  names	
  

Lacks	
  credibility:	
  no	
  names	
  
and	
  no	
  dates…what	
  are	
  you	
  
hiding?	
  

Confusion:	
  if	
  you	
  do	
  not	
  
organize	
  informa3on,	
  it	
  can	
  
be	
  confusing	
  

Advantages	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Disadvantages	
  



CombinaLon	
  Résumé	
  
Combines	
  features	
  of	
  the	
  CHRONOLOGICAL	
  	
  and	
  
FUNCTIONAL	
  résumé.	
  
Organized	
  by	
  func3on	
  or	
  transferable	
  skills	
  
headings.	
  
Includes	
  employer’s	
  name,	
  job	
  3tle,	
  dates	
  of	
  
employment,	
  and	
  educa3on.	
  

It	
  is	
  longer	
  and	
  harder	
  to	
  compose	
  than	
  the	
  
other	
  two	
  formats,	
  but	
  provides	
  a	
  fuller	
  picture.	
  



Relevance:	
  target	
  your	
  
résumé	
  and	
  market	
  
relevant	
  skills	
  
Flexibility:	
  move	
  
informa3on	
  around	
  to	
  
emphasize	
  and	
  
minimize	
  
Selec3vity:	
  pick	
  and	
  
choose	
  what	
  you	
  want	
  
to	
  put	
  in	
  and	
  what	
  you	
  
want	
  to	
  leave	
  out	
  

Lengthy:	
  if	
  you	
  are	
  not	
  
careful,	
  may	
  be	
  too	
  long	
  
with	
  many	
  details	
  
Lack	
  of	
  clarity:	
  without	
  
organiza3on,	
  may	
  be	
  
confusing	
  
Loss	
  of	
  emphasis:	
  most	
  
recent	
  posi3on’s	
  
importance	
  may	
  be	
  
overlooked	
  

Advantages	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Disadvantages	
  



SecLons	
  of	
  a	
  Résumé	
  



•  Contact	
  informa3on	
  Mandatory	
  
• Objec3ve	
  (job	
  goal)	
  Mandatory	
  
•  Related	
  skills	
  Mandatory	
  
•  Educa3on	
  
• Work	
  experience	
  &	
  Du3es	
  
•  Addi3onal	
  experience	
  
•  Interests	
  &	
  Ac3vi3es	
  
•  References	
  Mandatory	
  



Contact	
  InformaLon	
  
Your	
  name	
  	
  

Full	
  (legal)	
  name	
  
Address	
  	
  

Your	
  home	
  address,	
  wriden	
  out	
  in	
  full,	
  without	
  
abbrevia3ons	
  

Telephone	
  number	
  
Home	
  and/or	
  cell	
  phone	
  number	
  with	
  area	
  code;	
  
include	
  a	
  contact	
  number	
  for	
  messages	
  if	
  you	
  
don't	
  have	
  an	
  answering	
  machine	
  or	
  voicemail	
  	
  

Email	
  address	
  



ObjecLve	
  
In	
  one	
  sentence,	
  tell	
  the	
  employer	
  
exactly	
  what	
  type	
  of	
  work	
  you're	
  
looking	
  for.	
  
	
  
Try	
  to	
  link	
  your	
  objec3ve	
  to	
  the	
  
specific	
  job	
  you're	
  applying	
  for.	
  
	
  
	
  



Related	
  Skills	
  
List	
  your	
  special	
  abili3es	
  and	
  skills	
  that	
  
relate	
  to	
  the	
  job	
  you're	
  applying	
  for.	
  
	
  
They	
  can	
  be	
  from	
  paid	
  or	
  unpaid	
  work,	
  
volunteer	
  experience,	
  and	
  even	
  hobbies.	
  
	
  



EducaLon	
  
List	
  your	
  educa3on,	
  star3ng	
  with	
  the	
  most	
  recent	
  
diploma	
  or	
  training	
  course	
  and	
  working	
  backwards.	
  
Include:	
  

Name	
  and	
  loca3on	
  (city	
  or	
  town)	
  of	
  each	
  school	
  
(secondary	
  and	
  beyond)	
  
Programs	
  or	
  specialized	
  courses	
  you	
  took	
  	
  
Years	
  of	
  schooling	
  completed	
  (at	
  each	
  ins3tu3on)	
  
Cer3ficates	
  or	
  diplomas	
  completed	
  (including	
  those	
  
for	
  programs	
  like	
  a	
  computer	
  or	
  somware	
  course,	
  
first-­‐aid,	
  small	
  engine	
  repair,	
  or	
  any	
  other	
  training	
  
that	
  might	
  be	
  useful	
  to	
  the	
  job	
  you	
  want)	
  



Work	
  Experience	
  
List	
  the	
  companies	
  or	
  organiza3ons	
  where	
  you	
  
worked	
  or	
  volunteered.	
  Include	
  where	
  they	
  are	
  
located	
  (ci3es	
  and	
  provinces),	
  and	
  the	
  dates	
  
(month,	
  year)	
  you	
  worked.	
  
Outline	
  the	
  major	
  type	
  of	
  du3es	
  you	
  carried	
  out	
  
at	
  each	
  of	
  your	
  previous	
  jobs,	
  star3ng	
  from	
  the	
  
one	
  that	
  took	
  most	
  of	
  your	
  3me,	
  or	
  involved	
  the	
  
most	
  responsibility.	
  

Provide	
  no	
  more	
  than	
  5	
  du3es	
  for	
  each	
  job.	
  
	
  



AddiLonal	
  Experience	
  
Such	
  things	
  as	
  the	
  languages	
  you	
  speak,	
  
somware	
  programs	
  you	
  know,	
  and	
  other	
  abili3es	
  
that	
  relate	
  to	
  the	
  job	
  you’re	
  applying	
  for.	
  

If	
  there	
  is	
  a	
  lot	
  of	
  informa3on,	
  break	
  it	
  into	
  
separate	
  sec3ons	
  with	
  specific	
  headings.	
  



Interests	
  &	
  AcLviLes	
  
Briefly	
  outline	
  a	
  few	
  of	
  your	
  interests	
  and	
  
ac3vi3es	
  that	
  demonstrate	
  something	
  about	
  
you.	
  

Men3on	
  achievements	
  or	
  awards	
  you	
  have	
  
received.	
  

If	
  you	
  have	
  volunteer	
  experience	
  that	
  is	
  relevant	
  
to	
  the	
  job,	
  make	
  sure	
  you	
  put	
  it	
  in;	
  transferable	
  
skills	
  are	
  important!	
  



References	
  
Think	
  carefully	
  about	
  who	
  to	
  ask	
  to	
  be	
  references,	
  and	
  ask	
  
their	
  permission.	
  They	
  should	
  be	
  people	
  who	
  have	
  worked	
  
with	
  you	
  recently,	
  so	
  that	
  you	
  will	
  be	
  fresh	
  in	
  their	
  minds.	
  

Type	
  the	
  names,	
  addresses,	
  and	
  phone	
  numbers	
  of	
  up	
  to	
  
three	
  references	
  on	
  a	
  separate	
  piece	
  of	
  paper	
  matching	
  your	
  
résumé	
  formaong.	
  

If	
  you	
  can,	
  give	
  your	
  reference	
  an	
  idea	
  of	
  the	
  type	
  of	
  job	
  you	
  
are	
  applying	
  for,	
  and	
  let	
  them	
  know	
  when	
  you	
  think	
  an	
  
employer	
  will	
  be	
  calling	
  them,	
  so	
  they	
  can	
  be	
  available	
  and	
  
will	
  have	
  some	
  3me	
  to	
  think	
  about	
  what	
  to	
  say.	
  

Reference	
  leders	
  are	
  not	
  included	
  in	
  your	
  résumé,	
  but	
  you	
  
should	
  have	
  them	
  ready.	
  



Who	
  can	
  be	
  a	
  reference?	
  
Someone	
  from	
  your	
  school	
  (teacher,	
  counsellor,	
  
coach)	
  	
  
Someone	
  you've	
  worked	
  for	
  (summer,	
  part-­‐	
  or	
  
full-­‐3me	
  employer)	
  	
  
Someone	
  you've	
  worked	
  for	
  on	
  a	
  casual	
  basis	
  
(babysiong,	
  shovelling	
  snow,	
  delivering	
  papers)	
  	
  
Someone	
  you've	
  helped	
  (as	
  a	
  volunteer)	
  
Someone	
  whose	
  opinion	
  is	
  respected	
  (elder,	
  
minister,	
  community	
  leader)	
  	
  



What	
  NOT	
  to	
  Include:	
  
•  Expected	
  salary	
  	
  
•  Reason	
  for	
  changing	
  jobs,	
  or	
  leaving	
  a	
  previous	
  job	
  	
  
•  Social	
  Insurance	
  Number	
  	
  
•  Addresses	
  of	
  former	
  employers	
  	
  
•  Age	
  	
  
•  Marital	
  status	
  	
  
•  Parental	
  status	
  (whether	
  you	
  have	
  children,	
  or	
  are	
  pregnant)	
  	
  
•  Height	
  and	
  weight	
  	
  
•  Health	
  status	
  or	
  disabili3es	
  	
  
•  Race	
  	
  
•  Religion	
  	
  
•  Sexual	
  orienta3on	
  



A	
  results-­‐oriented	
  résumé	
  is	
  generally	
  more	
  
powerful	
  and	
  impressive	
  than	
  one	
  which	
  highlights	
  
only	
  responsibili3es.	
  

	
  My	
  jobs	
  was	
  to	
  	
  	
  	
  I	
  accomplished	
  
	
  
Use	
  ac3on	
  verbs	
  and	
  ac3ve	
  voice.	
  
	
  

	
  Accounts	
  were	
  done	
  by	
  me.	
  
	
  I	
  balanced	
  the	
  accoun3ng	
  sheets	
  every	
  day.	
  

Choose	
  Language	
  Wisely	
  



Be	
  Accurate	
  
A	
  résumé	
  must	
  be	
  accurate.	
  	
  
	
  
Employers	
  will	
  check	
  out	
  your	
  claims.	
  They	
  
may	
  call	
  your	
  references,	
  look	
  you	
  up	
  
online,	
  and	
  ask	
  around	
  (such	
  as	
  mutual	
  
acquaintances	
  or	
  former	
  coworkers).	
  
	
  



Design	
  Carefully	
  
A	
  résumé	
  must	
  be	
  neat,	
  well	
  organized,	
  and	
  
easy	
  to	
  read.	
  Clean,	
  adrac3ve	
  design	
  helps!	
  
	
  



Résumé	
  Checklist	
  
Is	
  it	
  adrac3ve	
  and	
  easy	
  to	
  read?	
  
Do	
  key	
  points	
  and	
  headings	
  stand	
  out?	
  
Is	
  it	
  concise	
  –	
  no	
  unnecessary	
  words	
  or	
  sentences?	
  
Is	
  all	
  the	
  informa3on	
  relevant,	
  up	
  to	
  date,	
  and	
  	
  
posi3ve?	
  
Are	
  there	
  any	
  errors	
  in	
  spelling	
  or	
  grammar?	
  If	
  
language	
  is	
  a	
  problem,	
  get	
  some	
  help!	
  You	
  can	
  
never	
  get	
  a	
  second	
  chance	
  at	
  a	
  first	
  impression.	
  
	
  



And…	
  
Use	
  quality	
  paper.	
  	
  	
  	
  
	
  
Pay	
  aden3on	
  to	
  the	
  balance	
  of	
  “white	
  space”	
  
and	
  text.	
  	
  	
  
	
  
No	
  cheap	
  photocopies.	
  
	
  



Employers’	
  Pet	
  Peeves	
  
•  More	
  than	
  two	
  pages	
  long	
  	
  
•  Printed	
  on	
  poor	
  quality	
  or	
  colour	
  paper	
  	
  
•  Typing	
  mistakes	
  or	
  hand-­‐wriden	
  correc3ons	
  	
  
•  Lis3ng	
  jobs	
  that	
  aren't	
  related	
  to	
  the	
  posi3on	
  
being	
  applied	
  for	
  	
  

•  Repe33ve	
  informa3on,	
  repe33ve	
  informa3on,	
  
repe33ve	
  informa3on	
  

•  Inflated	
  or	
  boaspul	
  claims	
  	
  
•  Fancy	
  pictures	
  or	
  charts	
  	
  
•  Wrinkles,	
  dirt,	
  photocopying	
  smears	
  





What	
  Recruiters	
  Look	
  At	
  During	
  The	
  6	
  
Seconds	
  They	
  Spend	
  On	
  Your	
  Résumé	
  

Recruiters	
  spend	
  an	
  average	
  of	
  6	
  seconds	
  before	
  they	
  
make	
  the	
  ini3al	
  'fit	
  or	
  no	
  fit'	
  decision"	
  on	
  candidates.	
  
Recruiters	
  mostly	
  look	
  at:	
  
–  	
  your	
  name	
  
–  current	
  Ltle	
  and	
  company	
  
–  current	
  posiLon	
  start	
  and	
  end	
  date	
  
–  previous	
  Ltle	
  and	
  company	
  
–  previous	
  posiLon	
  start	
  and	
  end	
  dates	
  
–  educaLon	
  

With	
  such	
  cri3cal	
  3me	
  constraints,	
  make	
  it	
  easy	
  for	
  
recruiters	
  to	
  find	
  per3nent	
  informa3on	
  by	
  crea3ng	
  a	
  
clearly-­‐organized	
  résumé.	
  Don't	
  include	
  distrac3ng	
  
visuals	
  or	
  irrelevant	
  informa3on!	
  


