What's wrong here?
» Typical of a resume writing software package—Much too generic.
»  Objective is too vague—don’t mention wanting to work with fun people
» “Qualifications” can apply to anyone
« Takes 1/3 of page to learn he is a cook
- Someone with 12 years’ experience should have more knowledge. Would you hire this person?
*  Experience is much too basic; nothing is quantified
e Lists old jobs —max 10 to 15 years
« Lists jobs out of order; capitalization is wrong
¢« Remove HS graduation date - too old

OBJECTIVE: Seeking a fuli time position with hard working and fun people.
SUMMARY OF QUALIFICATIONS

« 12 years of work experience relevant to target position.
Good eye for detail; well organized and highly skilled in a priority setting.
= Highly enthusiastic in promoting a positive work environment.
Excellent customer service skills as demonstrated by courteous and
crustworthy interaction with customers.
« Competent to set and achieve all stated goals.
= Work weli independently and with other team members.
= Dedicated to leaming new skills.
= Punctual and reliable to work all assigned shifts.

PROFESSIONAL EXPERIENCE
Cook

E ]

Inspect and clean food preparation areas, such as equipment and work surfaces,
or serving areas to ensure safe and sanitary food-handling practices.

cnsure food is stored and cooked at correct temperature by reguliating
temperature of ovens, broeilers, grills, and roasters.

= Ensure freshness of food and ingredients by checking for quality, keeping track of
old and new items, and rotating stock. ;

=2 « Turn or stir foods to ensure even cooking.

Season and cook food according to recipes or personal judgment and experience.
Bake, roast, broil, and steam meats, fish, vegetables, and other foods.

Weigh, measure, and mix ingredients according to recipes or personal judgment,
using various kitchen utensils and eguipment.

Portion, arrange, and garnish food, and serve food to waiters or patrans,

= Observe and test foods toc determine if the

] r y have been cooked sufficiently, using
methods such as tasting, smelling,

or piercing them with utensils.

-«%p« Wash, peel, cut, and seed fruits and vegetables to prepare them for
consumption.

WORK HISTORY

Bitter creck ranch

Red River, NM
Goldbhoro Bakery

04/2015-10/2015

Yuma, AZ 11/2014-04/2015
Mavnards Market & Kitchen Tucson, AZ 12/2013-09/2014
Alley Cantina Taos, NM

05/2012-06/2013
10/2009-03/2010
Red River, NM 11/2006-09/2009
Red River, NM 05/2010-03/2012
Burlington, VT - - "~ 09/2000-09/2006

Old Tymers Cafe

The Lodge at Red River
Timbers

Covotes Café

Red River, NM

EDUCATICN

Framingham North Framingham, MA 09/1973-06/1977



BEFORE

John Doe Tucson, AZ 85719 - (520) 555-1234

John_Doe(@yahoo.com

HIGHLIGHTS [THESE ARE GOOD AND CONCISE

Over 10 experience in landscaping and grounds keeping

Competent and poised in professional and social settings.

Works well independently as well as in a team to accomplish goals

Dedicated, meticulous, quickly learn procedures and methods

Can easily break a large project down into smaller pieces, prioritize goals, work under short deadlines
without sacrificing creativity

e o 9

EXPERIENCE

Ground Keeper/Landscape Specialist [too many bullets in same category]

Trained up to 10 new employees in equipment usage and procedures

Executed daily operations of golf course set-up and club house preparation

Maintained grounds and turf areas around golf course and club house

Planted vegetation according to instructions and planned design of landscaped areas

Applied herbicide to designated areas using sprayers [too basic]

e Cut turf on green tee areas using hand mower and power mower [too basic]

e Cutand raked ground to prepare new greens nursery

Operated powered equipment such as mowers tractors, blowers, chainsaws, weed-eaters, edgers,
sod cutters, pruning saws and Bobcat

¢ Watered lawns, trees, and plants using portable sprinkler systems and hoses [too basic]

e Assisted workers in performing work when completion was critical [shows leadership]

e Repaired established lawns, using seed mixtures and fertilizers

e Created rip-rap and water drainage features [expensive material - why was it used]

e Knowledge of over-seeding and aerating turf

* Was instrumental in golf course setup for 2 pro-tournaments [This is key to his experience]

EMPLOYMENT [THIS TAKES UP TOO MUCH ROOM ON THE PAGE]
Escalante Golf at Dove Mountain Marana, Arizona
Grounds Keeper 01/2016 to 08/2018
Labor Ready, Tucson Tucson, Arizona
Laborer 09/2013 to 12/2015
Staffing Solutions Tucson, Arizona
Laborer 03/2011 to 08/2013
R&R Products, Tucson Tucson, Arizona
Assembler 07/2009 to 03/2011
Snelling Personnel Services Too old and not relevant Tucson, Arizona
Laborer 11/2006 to 03/2009
EDUCATION

ABC Technical and Trade Schools Tucson, Arizona

Associates Degree in Computer/Robotics Technology

Quartz Hill High School Too old and not relevant Quartz Hill, California



AFTER

John A Doe Tucson, AZ 85719

(520) 555-1234 | John Doe@yahoo.com

Highlights of Qualifications

10+ years’ experience in professional landscaping and golf course grounds keeping/maintenance
Excellent planning, organizing, communication, training skills

Works well independently and as a cooperative team member

Dedicated, accurate, efficient; quickly learn methods, procedures, and policies

Consistently meet productivity goals with materials on-hand and time allowed

Associates Degree in Computer/Robotics Technology [Moved from Education heading]

Professional Experience
LEADERSHIP AND COMMUNICATIONS [ADDED-APPLYING FOR SUPERVISOR JOB

L]

Proven skills and judgement; trusted to make decisions on projects and team assignments
Consistently trained new employees and lead teams on multiple projects

Effectively communicated my vision into job assignments and tasks for others

Assisted workers in completing work under critical deadlines; performed troubleshooting
Organized, prioritized, and executed daily operations of golf course setup and clubhouse
preparation

Able to quickly break large projects into smaller segments, prioritize goals, and work under short
deadlines without sacrificing creativity [Moved from Qualifications, good management skill]

GROUNDS KEEPER / LANDSCAPE SPECIALIST [ELIMINATED BASIC JOB TASKS]

Instrumental in golf course setup for 2 Accenture World Golf Championship tournaments

at Dove Mountain [These 2 bullets point to his expertise]

Planted and maintained high profile areas at entrances, clubhouse, and selected tee boxes

Safely operated power equipment such as tractors, Bobcats, chainsaws, and sod cutters [included
only most complex equipment requiring the most skill]

Gained skills on proper application and storage of herbicides and fertilizers to maximize the life
and effectiveness of these items

Created rip-rap and water drainage features to avoid erosion and promote course safety [added
“why” to show he knows what is important to a golf course]

Knowledgeable on irrigation and water needs of a variety of vegetation including shrubs,
flowers, cacti, and trees

Proficient on all duties of a groundskeeper: repairing lawns, mowing, seeding, planting, pruning,
overseeding, and aerating [grouped basics]

Employment [Removed oldest jobs and reformatted to gain more space for skills]

Escalante Golf at Dove Mountain, Marana ~ Grounds Keeper January 2016— August 2018
Labor Ready, Tucson Laborer September 2013 — December 2015
Staffing Solutions, Tucson Laborer March 2011 — August 2013

R&R Products, Tucson Assembler July 2007 — March 2011



Before

JAMES L. SMITH

702 South 6™ Avenue, Tucson, Arizona, 85701 - (520) 213-4567
James.l.smith@gmail.com

OVERVIEW

I am a self-motivated and detail-oriented Office Support Specialist with more than twenty years’
experience in customer and client services. | am seeking a position in a high-paced, energetic environment
with an opportunity for extensive client interaction. [toco long and uses “I” statement]

PROFESSIONAL HIGHLIGHTS

MARCH 2012 - JANUARY 2018
SHIFT MANAGER, COOK; PIZZA HUT/WING STREET; AURORA, COLORADO

Provided exemplary customer experiences

Accurately processed transactions

Directed and trained existing and new employees on policies and procedures
Managed inventory and procurement

Filed administrative records

Received High Impact Coaching “MVP” award [These are good but need more detail]

JUNE 2004 — OCTOBER 2011
SHIPPING CLERK; THE MAIL CENTER; COLORADO SPRINGS, COLORADO

Provided excellent customer experiences

Accurately processed transactions

Provided competitive quotes regarding service inquiries

Managed inventory and procurement

Managed directory of hundreds of clients” accounts receivable

Packaged and shipped items according to industry standards and insurance requirements
[These are good but need more detail. Can also be fewer bullets with some quantities]

AUGUST 1999 — DECEMBER 2004
TELLER; AIR ACADEMY FEDERAL CREDIT UNION; COLORADO SPRINGS, COLORADO

Provided quality member service
Performed high-volume cash control
Handled check and credit transactions
Ordered office supplies

[These are too old and should be removed]



EDUCATION

MAY 1999
GRADUATE; SAND CREEK HIGH SCHOOL; ANY CITY, COLORADO

e Member, International Thespian Society

Minneapolis Music Festival “First Place” award, Chamber Choir category
Colorado Solo & Ensemble Festival multiple “Superior” and “Excellent” awards
Colorado All-State Choir main selection

Pikes Peak League Honor Choir Selection

[High school items are too old and not relevant to current job]

OTHER AWARDS AND RECOGNITIONS

e Who’s Who Among American High School Students selection

¢ Falcon High School Honor Roll

¢ Presidential Academic Fithess Award, George H.W. Bush
[High school items are too old and not relevant to current job. This person wanted some HS
awards in resume because had many difficulties in last few years. Academic achievements can
be relevant.]

SKILLS AND QUALIFICATIONS

Dynamic, versatile, and effective team player
Ability to type 40 words per minute
Mastery of ten-key calculator operation
Exceptional verbal and written communication skills
Knowledge of Microsoft Word and Excel software
e Proficient with mathematical operations up to the algebraic and geometric levels
e Ability to follow company policies and procedures
[This section belongs on the first page just below the Purpose/Objective. May not be read at the bottom
of the second page.]

REFERENCES AVAILABLE UPON REQUEST
[THIS STATEMENT IS NOT NEEDED. INTERVIEWER WILL ASK IF DESIRED.]

RESUME SHOULD BE 1 PAGE FOR NEARLY ALL PEOPLE



After
JAMES L. SMITH

702 South 6% Avenue, Tucson, Arizona, 85701 | (520) 213-4567
James.L.Smith@gmail.com

OVERVIEW

Self-motivated and detail-oriented Office Support Specialist with more than twenty years” experience in customer
and client services. Seeking a position in a high-paced, energetic environment with an opportunity for extensive
client interaction. [Revised and shortened]

SKILLS AND QUALIFICATIONS [shortened to 6 bullets]

Dynamic, versatile, and effective team player
Ability to type 40 words per minute

Mastery of 10-key calculator operation

Exceptional verbal and written communication skills
Proficient in Microsoft Word and Excel software
Adhere to company policies and procedures

PROFESSIONAL HIGHLIGHTS
SHIFT MANAGER - COOK; PIZZA HUT/WING STREET; ANY CITY,CO  MARCH 2012 — JANUARY 2018

Provided exemplary customer experiences as evidenced by 90% customer retention rate in a
$25,000 weekly sales volume location [Added detail to provide “proof” of his claim]
Competently processed and dispatched food orders for pickup and delivery, effectively
reducing waste by an average of 20% [Added results and accomplishment]

Directed and trained new and existing employees on policies and procedures

Accurately managed inventory and procurement of food and paper supplies according to
historical performance tracking and facility needs [Added detail]

Filed performance and financial data for administrative records [Added detail. Financial detail
Received High Impact Coaching “MVP” award shows trustworthiness]

SHIPPING CLERK - THE MAIL CENTER; ANY CITY, CO JUNE 2004 - OCTOBER 2011

Provided quality customer experiences by accurately packaging and shipping 50-75 packages
for shipment daily via UPS, FedEx, and DHL daily and following industry standards and
insurance requirements for shipments valued up to $100,000 [Quantify when possible]
Prepared competitive quotes regarding service inquiries via telephone and for walk-in clients
Managed inventory and procurement of in-house packaging supplies for $100,000 annual
volume office [Quantify when possible. Provides “proof” of ability]

Maintained directory of approximately 400 clients’ accounts receivable via electronic database

EDUCATION

GRADUATE - SAND CREEK HIGH SCHOOL; ANY CITY, ANY STATE [Removed date & old jobs. Kept to 1 page]

Falcon High School Honor Roll
Who’s Who Among American High School Students selection



