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OVERVIEW

Use the Resume Tips to enhance your resume.
Think about your work history and use the skills lists to
identify your soft skills and technical skills. These skills can be
used in the resume skills lists at the top of the resume or to
enhance your achievement sentences.
Read through the Achievement Sentences page and work on
building sentences that show what you can bring to an
employer. 
Check out the example resume to see how achievement
sentences can be developed and view a very basic resume
structure that works. 
Use the template in the booklet and the notes                      
 page to begin writing down your ideas.

Resumes are one of the most important documents when
looking for a job. The resume is a marketing document that
communicates to employers your experience, skills, education
and accomplishments. 

This booklet is intended to help you create or update your
resume. A editable template is also available to download.

How to use this booklet:
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RESUME TIPS
For privacy reasons only add your city,
state, phone and email. You do not
need to add your full address.

Make sure your email address and cell
phone voicemail is professional. Double
check that your voicemail has room for
messages.

Focus on the last 10 years of your work
history and especially the last 5 years. If
you have not worked in the last 5 years,
then focus on your last job.

Remember to have someone read your
resume for spelling and grammar.

Try to keep your resume
to 1 page. If you have a
long work history you can
go to two pages.

Along with task oriented sentences, add in
achievement oriented sentences. (see page
4)

The top 1/3 of the resume is the most important. Make
sure any experience you want the employer to see is in
this section.

Create a skills list at the
top of the resume to

highlight your experience
that is based on the

qualifications on the job
description.
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Bilingual
Able to work with hand tools
Computer Skills
Management Experience
Project Management
Administrative Skills
Construction Skills
Food Service Experience
Food Handler's Card
Automotive Skills
Caregiving or Healthcare Experience
Electrical Skills
Social Media / Marketing Skills
Sales Experience

SKILLS LIST

Adaptable
Creative
Critical Thinking
Leadership
Planning
Writing
Organized
Communication
Attention to Detail
Teamwork

Collaboration
Independent
Trouble shooting
Work Ethic
Initiative
Dependable
Persistence
Interpersonal skills
Open Minded
Strategic

Soft Skills

Technical Skills

Check off the skills that you have
experience in.
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ACHIEVEMENT SENTENCES

Scheduled and coordinated meetings for executive level leaders.
Answered phone and greeted customers.
Filed documents and filled out paperwork accurately.

Scheduled and coordinated on average 50 meetings a month that included one-on-one
meetings and large group meetings. 
Increased our customer service score by 30% by making sure customer's needs were
met before they left. 
Developed a new filing system which increased accuracy by 20%. 

Task oriented sentences show that you meet the job description's preferred experience. 
Achievement oriented sentences give the employer a greater picture of how you stand
apart from those that have the same experience as you. 
For example, if you are applying to an administrative assistant job, you might have some
sentences that look like this,

To turn them into achievement oriented sentences you can ask yourself the following
questions and think about how you can add in numbers, percentages or dollars:
     - What did I increase or decrease when I started the job.
     - What did I help the company save time, money, resources on.
     - What did I bring to the organization that wasn't there before or what did you improve. 

By answering these questions the sentences could end up looking like this:

Now it's your turn. Think about one of your jobs and answer the questions above. 
______________________________________________________
______________________________________________________
______________________________________________________

_____________________________________________________
_____________________________________________________
_____________________________________________________

_____________________________________________________
_____________________________________________________
_____________________________________________________
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RESUME EXAMPLE
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FUNCTIONAL TEMPLATE

8

Functional Resume - This resume format is typically used if you have not been
consistently working over the last 5-10 years or are returning to work after a

long break. 



HYBRID TEMPLATE
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Hybrid Resume - This resume format is typically used if you have been
working consistently over the past 5-10 years. 



NOTES
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