Resume and Interviewing Tips 

Resumes That Get Results
The resume is the document that “gets you in the door.” Considering there may be dozens of applicants for the job you are interested in, it’s important that your resume grabs the attention of the person who may be interviewing you. Consider your resume great practice for the actual interview – it gives you an opportunity to think about what you can offer the potential employer. 
Employers in many areas prefer the chronological (traditional) resume, which lists places of employment in reverse chronological order with brief job responsibilities and descriptions of your accomplishments. You will also include any important education, training, and certifications on a chronological resume.
What Makes a Good Resume?
· Easy to read.

· Clearly states your skills, knowledge, and experience.

· Shows your accomplishments in numbers and facts.

· Grabs the reader’s attention, so you will be invited to interview.

· Encourages questions during an interview.

· Provides visibility after your interview.
Formatting Checklist
· ½” margins all around, if necessary.

· Font no smaller than 11 pt.  
· Use numerals instead of spelling out the number – example; 25 instead of twenty-five.

· Use bullet points instead of paragraphs to describe your accomplishments. Keep each bullet point to one line, when possible.
· Use the dollar sign instead of spelling out “dollars” – example:                                              $8 million instead of 8 million dollars.
· Use capitals in state abbreviations – example; FL instead of Fl.

· Dates on right side, including months.

· Whether or not you use periods at the end of statements, be consistent.

· No “s” on verbs – example; supervise (if current position), not supervises…personnel. 
· For past positions, use –ed on descriptions: supervised, not supervise or supervises.

· Use a summary statement at the top instead of an objective.

· Don’t use industry jargon or acronyms – spell it out.

Sample Resume

Marty Jones
2000 SW 2nd Street

Anywhere, FL   31234
(352) 222-5555 C or (352) 222-5555 H  
Email @aol.com


Summary
11 Years supervision experience in Manufacturing Production with skills in: 
· Lean Six Sigma Green Belt Training, ISO Certification, Continuous Improvement.

· Employee Coaching and Development including hiring and promotions.

· Budget requirements for company and customers.
 

Experience

XYZ, Inc., Subsidiary of Federal Company, Anywhere, FL  

             May, 1998 – February, 2008
Production Manager                                                                  





· Directly supervised 2 supervisors and 50 production employees.

· Accountable for safety training, quality defects, and labor cost budget of $3.2 million.

· Reduced “recordable injuries” by 100% through constant training, plant safety audits, and start-up meetings, resulting in 1 million hours without recordable accident.

· Cost reduction through “Lean Six Sigma Green Belt,” saving over $200,000.

· Supported Customer Service, Warranty, Sales, Engineering Design, Manufacturing, Purchasing, Safety and Environmental, R & D, and HR departments.

· Primarily responsible for successful ISO inspection and maintaining continuous improvement.

· Developed cross training matrix and 5S production floor action plan. 

ABC Company, South City, FL


                                March, 1990 – April, 1998 
General Assembly

· Worked with a variety of machines, including CNC machining centers, lathes and grinders.


· Trained 12 new hires.

· Contributed to just-in-time project, resulting in 6% decrease in parts inventory.

Education & Training

Central Florida University, Somewhere, Florida – Certifications in:
Lean Six Sigma Green Belt 


Contract Management 
       Advanced Leadership 
Technical Knowledge   


Forklift Operator       



Air Tools  
                   Plumbing & Foam Installation 

Other resume tips:

· Spell check, double check, and have someone else read your resume. Careless errors can eliminate your chance for an interview, even if you are well-qualified. 

· Read statements aloud to make sure they make sense.
Helpful Websites
Many websites can be helpful in finding the correct wording for your resume, researching salary guidelines, information about particular industries/companies, and other helpful information. Depending on only the internet to find a job, though, will not only limit your options, but may also prevent you from finding the local job that is right for you. It can also cause confusion, simply because of the vast amount of information available online. 
www.monster.com
www.careerbuilder.com
www.usajobs.gov

www.employflorida.com
www.hotjobs.yahoo.com
www.quintcareers.com
www.indeed.com 

Remember – use these resources as tools, but make sure you are also networking. Tell everyone you know that you are looking for a job – they may know someone who knows someone…  Experts estimate that up to 80% of jobs being found are located by networking with others, not by applying for every job posted online.
To begin developing a “networking mindset,” list 6 people with whom you can begin networking immediately:

Developing Accomplishment Statements

Accomplishment statements are listed under each job title and include concrete examples of your qualifications and abilities. They show what you can contribute to your employer’s goals. List the most important accomplishment statement at the top under each job title.

Accomplishment statements have two parts:

· The results or benefits due to your work.

· The action steps you took to achieve those results.

Use strong action words when developing your accomplishment statements (see page 5).

Instead of “Responsible for assigning work,” try:


“Directed team of 3 to complete work assignments on time.”

Instead of “Learned computer skills,” try:


“Developed and strengthened computer skills using Microsoft Office programs.”

Instead of “Resource for several other employees for learning new equipment and proper safety procedures on assembly line,” try:

“Provided ongoing training to 3 employees in efficient and safe use of CNC machine.”

Quantify whenever possible:  “Reduced average parts inventory by $11,000” or 

“98% customer satisfaction through quality control efforts.”

When developing your accomplishment statements, first state the benefit to the employer and then what you did to make it happen:

“Increased profits by 10% by eliminating unnecessary paperwork.”


“Saved $15,000 annually by reducing time on service calls by 15% by dispatching technicians 


geographically.”


“Broke 2 sales records in 4 months by setting measurable goals for each sales representative.”

Look at your accomplishment statements on your resume and ask:

· Does the statement begin with an action word?

· Is there a variety of verbs?

· Are unnecessary words eliminated?

· Have I quantified everything that can be quantified?

· Have the results been stated before the action?

· Is the statement clear, concise and true?

· Have I listed the most important accomplishment at the top under each job title?

Practice an accomplishment statement using information from your own resume:

Key Words for Accomplishment Statements
Use these action words to help you develop your accomplishment statements.

achieved


created

informed


received

accelerated


dealt with

inspected


recommended

acted



decreased

instituted


reconciled

active in


defined

instructed


recruited

adapted


delegated

integrated


reduced

addressed


demonstrated

interpreted


referred

adjusted


described

interviewed


reinforced

administered


designated

influenced


relayed
advised


designed

introduced


reported

advocated


determined

investigated


represented

allocated


developed

involved


researched

analyzed


directed

launched


resolved

applied



distributed

led



revamped

appointed


documented

learned


responsible for 
appraised


drafted


lectured


reviewed

approved


edited


located



revised

arranged


educated

maintained


scheduled

articulated


effected

managed


screened

assembled


eliminated

marketed


selected

assessed


encouraged

mediated


set up

assigned


engaged

modified


sold

assimilated


enlarged

molded


solved

assisted


enlisted

monitored


spoke

assumed


established

motivated


started

attained


estimated

negotiated


stimulated

balanced


evaluated

renegotiated


structured

budgeted


reevaluated

observed


streamlined

catalogued


examined

ordered


studied

chaired


expanded

organized


submitted

clarified


expedited

originated


succeeded

classified


facilitated

participated


suggested

collected


followed up

perceived


summarized

communicated


forecasted

performed


supervised

compared


formulated

persuaded


supplied

compiled


founded

planned


supported

completed


functioned

pinpointed


surveyed

composed


gathered

prepared


taught

coordinated


generated

presented


tested

conceived


guided


processed


trained

conducted


handled

produced


translated

consolidated


helped


programmed


tutored

consulted


identified

promoted


updated

contacted


illustrated

proposed


utilized

contributed


implemented

proved



wrote

controlled


improved

provided


versatile
unique



mastered

activated


simplified

experienced


corrected

improvised


proficient

corresponded


increased

published


counseled

Developing Summary Statements

A Summary Statement is a brief overview of your qualifications. It is usually placed after the name, address and phone number and includes a recap of what the reader will find in the resume, using a few key words, often in the same location you may have placed your “objective” in the past. The Summary Statement might include several bullet points as shown:

· Bilingual in English and French
· 10 years experience as manager of a construction crew.

· First employee to receive recognition for…

· Awarded Employee-of-the-Month 2 months.

· 4 years as sales manager, breaking sales records in 2 of those years.

Practice 2 statements you might want to include in YOUR summary statement:

Additional Information

Applications – practice filling out an application before you fill out one for a potential employer to make sure you have all the information you will need
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