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Resume Construction
● Contact Info
● Opening Statements (Objective/Summary/Profile/Offering)
● Experience

○ Appropriate Experience Focus - List things you enjoy
○ Trim down to 1 or 2 pages
○ Not just list of responsibilities - include accomplishments & value
○ List most recent to oldest - Gaps are OK - only go back as far as necessary

● Education & Certificates
● Volunteering, Awards & Honors
● Skills
● Languages

You can use the 
job description to 
tailor your resume



Resume Layout

Find a Layout That Works For You

● Don’t use strange fonts
● Keep to 1 or 2 pages unless they ask for more
● Name and contact info should be clear
● Look at what others in your industry are doing 

and what you think stands out



Resume Templates

● Word & Google Document Templates - Both document editors offer 
resume templates that can be loaded from the new documents dialogues

● Google Search - for “job-title resume” or “job-title resume template” or 
“job-title resume example” - You get the idea

● Online Resume Applications - With just a little time in the Googlesphere, 
you will quickly learn that you can subscribe to online resume writing 
applications that provide step by step resume development and large 
selections of templates



Contact Info

● Name (First M. Last)
● Email (professional preferred)
● Phone
● Address
● Web Site (if applicable)
● LinkedIn URL (totally optional)

Do Not Include:
● Age
● Race
● Marital Status
● Number of Kids
● Religious affiliation

It is important that this information 
be clear and accurate



Resume Opening Statements
Choose which works best for your resume:

● Objective - Short statement of the objective of the 
resume

● Summary or Profile - Short statement that is a 
summary of your skills and qualifications

● Offering - An ‘offering statement' is brief, reflecting 
well-selected accomplishments and skills of the job 
applicant, using action words. 

Note: An employer is more interested in what an applicant has 
to offer than what the applicant's personal objectives are.

Soft Skills in Opening

Bring attention to:
● Strengths in emotional 

intelligence
● Ability to be analytical and solve 

problems
● Ability to collaborate with others
● Ability to communicate and to 

listen
● Self starter / always finish the job



Example Opening Statements

Offering 
Internationally experienced, multi-lingual tech leader with exceptional interpersonal skills 
who is prepared to enhance your company’s software solutions development with 
predictable delivery costs and schedules as well as higher quality using industry proven 
practices like Agile and DevOps.

Summary/Profile 
Hands-on executive officer with extensive experience in food processing industry, 
recognized nationally for planning, developing, implementing and measuring corporate-wide 
internal and external marketing and branding communication programs designed to align 
corporate goals with stakeholder interests, resulting in long-term stability and growth.

Objective 
Obtain a responsible position as an X-Ray Technician.



Experience
● Use Reverse Chronological Order - List most recent job first
● Include:

○ Employer name
○ Job location
○ Job title
○ Job dates: From - To (Month & Year is fine)
○ Brief overview of role/responsibilities
○ Quantitative value statements (i.e. Increased of $x revenue over previous year)
○ Industry keywords and acronyms (very important)
○ Bullets and bold to highlight key elements of experience

● Do Not Include:
○ First or third person words (i.e. I / He / She / Your Name)
○ Anything you dislike doing
○ Work experience that is completely irrelevant to job posting
○ Reasons for leaving
○ Long paragraphs
○ Too much info - Try to keep resume to two pages or less

Suggestion: Keep a multi-page long form 
version of your resume, but never send that 
version.  Instead, use it as master resume of all 
the bullets and info you create as you generate 
resumes tailored to job descriptions.



Education & Certifications

How much education and certifications are featured in your resume will depend on how 
important they are in your industry and to your value.

List latest and/or highest achievement first.

Don’t always include year
of achievement.

Education and certifications
might get verified by target
employer.



Volunteerism, Awards & Honors
People notice people who get noticed.  Pointing out when you have given to the community 
and when you have been honored or recognized can be useful for getting resume noticed.



Skills
Highlight Key Skills - Having a skills section in 
your resume can be a handy way to highlight 
the skills you know are needed for the position 
you seek.  

Keywords & Acronyms - It is also a good way 
to get keywords and acronyms into your 
resume so searches pick them up.  

Can be Overdone - Be careful that your resume 
doesn’t become difficult to look at because you 
have too much bulleted content.



Skills Based Resume

For some professions, a skills focused resume 
works best.  Skills based resumes are not as 
common, but if this is how you can get noticed then 
it is right format for you.  

If your experience is just a list of companies, titles 
and dates, be prepared to produce a version of your 
resume that has breakdown of skills, responsibilities 
and accomplishments for each position.



Languages

Speaking additional languages can be a large selling point. Definitely include foreign 
languages spoken on your resume.  If you speak a popular language or a language or 
languages particularly well, it doesn’t hurt to feature this.



Resume Accuracy

Mistakes on Resumes are Bad

Read, Reread, and then Read Your Resume Again

Ask Other People to Proofread Your Resume



Helping people heal 
from job loss

Back2Work@rockpointechurch.com


