Planning Your Resume

Employers are much more interested in the skills you gained, accomplishments and
problems you solved in your past employment than the tasks you performed. Most
people stop at mentioning the task and not the skill or accomplishment.

Answering these questions can help to decide what to include in the resume:
WHAT did you do in your past jobs? — This is the tasks you performed.

HOW did you do those tasks? — Use descriptive words like safely, proficiently,
knowledgeably, etc.

WHY did you do those tasks? — These are more for you to think about the reasons
businesses have employees do things. Many people only think of the task at hand and not
the reason behind it. For example, a kitchen worker is told to clean out a cooler. The
reason is to be clean according to the standards, rules, and regulations of the Health
Inspector. So if you know how to clean a commercial/restaurant Kitchen so it passes an
inspection by the health department, then say it. Many times this question is only for you
to look at the business purpose of a job or task and how it fits into the entire business.

What is the RESULT of performing those tasks? — This could be that the restaurant
consistently passed inspection with an excellent rating. A task can be chopping celery,
carrots, and peppers but the result is to create soups, salads, garnished for attractive
plates, and so on. Be sure to quantify any results. That is attach numbers to the results.
For example, prepared 40 lunches on an average day (multiply it for a week). If you lead
a construction crew, state the number of people such as “lead crew of 4 to 12 people.”
You can also mention the cost of the houses you helped to build, the average price of the
menu items (or the range). This tells a perspective employer the value of the materials
you were entrusted with or responsible for using.

What the BUSINESS BENEFIT of having performed those tasks the way YOU did
them? — Sometimes you know this and sometimes you don’t. If someone creates a new
menu item that may bring in repeat business. Certainly, it was popular enough to add to
the menu. If it becomes the weekly special, it brings in business (more customers) on
that day. Some people who do billing or accounts payable functions have negotiated a
lower rate with vendors. If you have ever reduced billing by a certain percentage, say it.
If you know how much money that saved the company, say it.

Think about what is important in your field and mention how work in a manner that
meets those criteria.

e Trucking companies care about safe driving records. They also care about
complete and timely deliveries of undamaged cargo.

e Construction companies care about accurately reading a floor plan and building
according to them. If you work with the homeowner, they care that you can explain
things to people. Many people want to do things that are not allowed by the
building codes. Also, people want to make changes or additions they cannot afford.
You will add more value if you can make alternate suggestions that are pleasing and
acceptable to homeowners—or tell them the additional charge and add it to the
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work order (only if you have that authority). You also add value if you can work
with difficult people and turn them into satisfied customers or good references or
repeat business. Also, if you know building codes, catch mistakes, etc.

Restaurants care that you are efficient, effective, or accurate at reading special
requests with orders and creating consistently appealing food. This saves waste
and creates excellent customer service. Knowing special dietary needs is a plus as
is knowing the rules and regulations of the health inspectors. Restaurants also
care that you know or are certified in safe food handling procedures.

Call Center reps are measured on many things like the number of calls taken, the
length of the calls, the results such as sales quota, and customer satisfaction
ratings. Mention how you met these standards and quotas.

The bottom line is that all businesses are in business to make money—to earn a profit.

Things employees do to help a business be profitable include the following:

Make or increase sales
Reduce costs/expenses/time; increase efficiency or save steps in a process

Maximize utilization of materials/ reduce waste/ get the job done with the materials
provided (this reduces the cost of goods)

Complete the project on time and within or under budget.
Knowledge and skills (less training needed)

Experience (handled a greater variety of situations and problems; learned new and
better ways to do things)

Productivity—be productive or make more widgets than the next guy and make
them correctly so they pass inspection. Quantify your productivity if possible.

Complete the job with one visit or call (have tools and supplies with you)

Be safe/drive safely. Accidents and injuries cost businesses money plus hours of
work time and result in higher Workers Comp rates.

Efficiency and accuracy (job done right and quickly), also reduces waste & materials

Conflict resolution skills (between co-workers or between a business and a
customer)

Critical thinking skills: ability to prioritize tasks; fix processes, figure out how to
keep working or finish a job when unexpected things happen.

Provide excellent customer service resulting in satisfied customers and repeat
business. Ability to work with difficult people.

Excellent problem-solving skills—again keep working when things don’t go as
planned; means you can work well independently, keep customers happy, and get
the job done.

Communications skills: Ability to give short clear explanations to customer and
coworkers. The contributes to solving problems and your ability to train others.



Sample Objectives and Highlights of Qualifications

The Objective or Purpose should be clear and concise so an employer knows what you can
do for them. It is not necessary to have one if you are open to many types of opportunities.
Best to fill in the object each time you apply for a job. Here are some samples.

Objective: Seeking a Customer Service and Sales position in a call center utilizing my
excellent communications and language skills

Objective: Position in a warehouse utilizing my skills in shipping, receiving, order
fulfillment, and stocking

Objective: Seeking a position as a factory worker utilizing my attention to detail and
excellent communications and language skills

Purpose: A position with a company that utilizes my excellent customer service and
supervisory skills

Objective: An administrative position with a social service agency that utilizes my
excellent organizational and communications skills, and involves budgeting, personnel
managing, and staff training

Purpose: Position that utilizes my skills in safely installing, maintaining, trouble
shooting, and repairing electrical power and control systems

Objective: Seeking a position as a factory worker utilizing my attention to detail and
excellent troubleshooting skills

Objective: Position working in commercial and residential landscaping

Objective: Position in a warehouse utilizing my experience in Shipping & Receiving,
inventory, and forklift operation

Objective: Position as a cook experienced in a variety of (cuisines including American
and Chinese) or (positions from breakfast to steak and fish)

Resume starters

The following are good beginnings for phrases in the section entitled “Highlights of
Qualifications” or “Profile” or “Summary” which tells the prospective employer about
your skills and qualifications. This section can also be called “Skills and Qualifications.”
Be sure to make them apply to your skills and the industry in which you want to work.

e X years experience enter your field (do not exceed 15+ years)

e Get along with coworkers; always willing to help

e Successful in mastering new skills through hands-on experience
e Hard worker; honest loyal, extremely reliable

e Self-motivated, mature, focused, and ambitious

e Learn quickly; resourceful in solving problems (they want to know your critical
thinking skills.)

e Able to quickly break large projects into smaller segments, prioritize goals, and
work under short deadlines without sacrificing creativity



Effective working alone and as a cooperative team member

Skill in identifying the real goal, and finding ways to achieve it within available
time, resources, conditions, and budgets

Proven ability to reach accurate, objective conclusions involving large amounts of
data and variables

Strength in analyzing, researching, organizing, and problem solving

Knowledgeable, self-motivated professional with (x/x+) years experience and a
proven record of success in (name the field such as construction, food service, sales,
etc.)

Successful experience in (sales and customer service), (all areas of construction/food
service)

Sincere commitment to (growth in the field), (gaining additional skills in . . .),
(exceptional customer service)

Excellent communications skills; fluent in (Spanish/French/German/etc.)

Widely varied background in (trucking/building codes/restaurant management/ food
service/customer service)

Outstanding organizational skills with a talent for (creating new recipes) (creating
teams, managing large projects)

Outstanding organizational skills; works well with people of all ages and cultures

Experienced in computer applications with expertise in Microsoft Office products.
Able to perform basic computer setup and problem-solving functions.

Excellent problem-solving skills. Able to handle (difficult situations/customers/etc.)
and (produce a satisfactory result for all) or (gain a loyal customer) or (gain a
satisfied customer)

Reliable and hardworking; thorough in completing projects

Other areas to mention:

Any certifications, licenses, degrees, etc.

Talents such as mechanical abilities or people skills or creative problem solving
Attendance records, safety records, performance awards, etc.

Hardworking, energetic, optimistic

Use bullets and not paragraphs or sentences. This allows reader to quickly see your skills
and what you have to offer them. Remember — You are the solution to their problems.

Use the number not the word; example: 8 not eight; 15 not fifteen

Do not use “I”” in descriptions On resumes.

Avoid using “good” — It implies you are simply average, and you want to be above average
to get the job.



A Self-Help Quiz for
Experienced Job Hunters in Transition

This self-help quiz can help you learn to identify your transferable skills and
marketable personal traits--and recognize accomplishments that you didn't
previously notice or fully appreciate. Later, on your own or with a counselor’s help,
you can explore how these identified skills and assets apply to your RESUME and to
your JOB SEARCH.

NOW ... Ask yourself these questions:

1.

10.

11.

Your boss or supervisor always COUNTS ON YOU for something s/he thinks you're
especially good at. What is it that s/he always counts on YOU for?

When did you go above and beyond your job description, and MORE than earn your
pay that day?

What do you KNOW so well—or DO so well—that you could teach it to others?
What's the MAIN TIP you'd tell people about how to do that LIKE A PRO?

If YOU felt totally comfortable bragging about yourself, what would you brag about?
What are you most PROUD of?

What DIFFICULTIES or barriers have you overcome to get where you are now?
What CREATIVE things have you done that you feel good about?

Describe something you DESIGNED, CREATED, built, made, or fixed, that gave
you a strong sense of satisfaction. Tell why you felt so good about it.

What PRAISE, awards, or acknowledgment did you get from your employers or
customers?

Name about TEN QUALITIES or characteristics of OTHER PEOPLE that you most
respect or admire. Which ones are also true of you?

Think of a PROBLEM that came up that had other people stumped, but that YOU
were able to resolve. What did you do? What does that say about your abilities?

If you suddenly had to leave the area for a while (say, to take care of an elderly or
sick relative) what would your work buddies MISS about you while you're gone?
How would their jobs be tougher, or less enjoyable, when you're not there to help?



