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Talking Points

A How to:write a winning - < -esum e

A Tipsonwhat T and what not: : I to
Include

A Your follow -up with the employer



On average,-how much time does
an employer-spendlooking at-a
resume?

Answer: 20 to 30 seconds!
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Designing Your Resumeé

One page-for most entry
POSItiIoNS

Target your resume to the employer

Make it visually appealing
Ensure |t oS

Present the most important
Information first

- level

free

of



Types of Resumes

A Chronological

A Organizes information by positions/experiences
INn reverse chronological order

A Functional

A Organizes information into functional
groupings of skills or accomplishments

A Combination

A Organizes experience in reverse chronological
order within functional categories



Essential Resume Information

Contact Information

A Who you are and how-you can be reached
Objective

A What you want to do (tailored to-each recipient)

Education Section
A What you have learned or been honored for

Employment Section

AWhat youdve done
A Make it relevant to the objective whenever possible

Leadership/Extracurricular Section
A What you do outside of school and employment



Contact Section

A Begin your r .esum e with:your name by
capitalizing and using bold type

A Include street address, city, -state-and-zip
code

A Permanent address and school address

A Include phone numbers
A Home, Work, and Cell with preferred contact
A Always include your e -maill address, think

about using personal email address for
long term correspondence beyond lllinois



Objective Section

A Briefly indicates -the type of position,
Jjob title,-and.area of specialization
sought

A It should match what that employer does

A All other information to follow should be

evaluated on the basis of its relevance to this
objective

A Language Is specific, employer -
centered
ANot self -centered!



Objective Section

A A career objective - [s advantageous - when:

A You want to specify your interests and where
you would fit in the organization

A You want to present the impression of being
focused, self -confident
A A career objective Is not advantageous
when it is:

A Too broad and meaningless, reflecting
Indecision or desperation

A Not targeted to the audience




