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Why Is an effective
resume so important?

seconds




Did you know...?

6190

of employers dismiss a candidate from
consideration due to typos

2490

of Jjob seekers do not customize their
resume

Source: NACE Resume Data Bytes, 2017



What iIs the purpose
of a resume?

A. To get a job
B. To get an interview

C. Remind the interviewer why
you are the best fit for the
position



ANSwWer:
Both B & C

B. To get an interview

C. Remind the interviewer after
you're gone

Your resume iIs a guick look at
you & your accomplishments.
Making it effective could lead to
an interview... or not!



How many pages
should my resume be?



1-2 pages

Formatting

 Typical resume is 1 page (2 for more
experience)

e Not smaller than size 10 font
« NoO pronouns or sentences
« Consistent formatting

« Use bold, italics, and underlining sparingly
and strategically

« Updated dates and consistent verb tenses
e No headers or footers
« No graphics



Should I have an
objective statement?

A. Optional
B. Always
C. Never



My answer:
Nah

Consider a profile statement
summary of qualifications Is
optional.

Customize it to the job: Provide a
snapshot of what you offer an
employer related to your skills,
experience, and achievements.



What should be included
OoNn your resume?

A. Photos
B. Home address
C. LinkedIn profile URL



No photos.
Home address
optional.

Begin your resume with name,
phone number, professional email,
website, and/or LinkedIn

Talan Donnelly
520.621.2588 tdonnelly@email arizona.edu

NIKITA PRASAD




A crisp, focused resume
demonstrates an ability to
synthesize, prioritize, and
convey the most important
InNformation about you.

- Laszlo Bock, SVP People Operations, Google



How do you talk about
your experience on your
resume?



Know the job description,
company, and industry

 Pick out keywords and use
them In your resume —
especially for Applicant
Tracking Systems

« Research employees with
similar titles on LinkedIn

* Use the language of the job
description

* Allocate real estate according
to relevance



A resume isn’t a list
of job duties.

It must showcase your
accomplishments.

Don’t tell us what your
job was — tell us why you
were GREAT at It.



Articulating Your
EXperience

Use 3 to 5 bullet points per
position.

Describe your experience,
focusing on accomplishments
rather than job duties

Be specific (but not esoteric)
Quantify and qualify



Specific bullet points

What did you actually do?
HOW did you do it?
What were the results?

Supported the development and sale of new products by employing innovative
marketing strategies

Generated sales of new products through social media campaigns, using Twitter and
Facebook to drive traffic to the website, increasing new product page views by 350%




Quantify

How many, how much, how
often — compared to what?



But how do you make your accomplishments stand out? There's a simple formula.
Every one of your accomplishments should be presented as:

Accomplished [X] as measured by [Y] by doing [Z]

In other words, start with an active verb, numerically measure what you
accomplished, provide a baseline for comparison, and detail what you did to achieve
your goal. Consider the following two descriptions of the same work, and ask
yourself which would look better on a resume:

1. Studied financial performance of companies and made investment
recommendations

2. Improved portfolio performance by 12% ($1.2M) over one year by refining cost
of capital calculations for information-poor markets and re-weighting portfolio
based on resulting valuations

(Laszlo Bock again)




e T From an eye
== tracking study by
theladders.net:

Recruiters spend
more time, looking
more thoroughly,
at a well-formatted
resume with lots
of white space.




Thoughts,
guestions, tips,
iIdeas?



Cover letters

Your chance to pitch yourself
 for a specific job,

 to a real person,

* IN your own words!



Who loves cover
letters?!



How to get started

How would you talk to a friend
about why you’re interested In this
job and why you’d be great at It?

Make a chart:

e Bullets from the job descriptions
on one side

 Your related accomplishments,
skills, experience, and
knowledge on the other



You have 3-5
paragraphs:

« What are the top 3 skills
required for this particular job?
Show how you bring them.

« Show some enthusiasm
 Address any major red flags



It’s about them, not
yOul.

« Speak the language of the
organization and the job
posting.

 Address how you help THEM,
not how they help you.



DO NOT USE A
TEMPLATE

After reviewing your job
description, It’s clear that you’re
looking for a candidate that Is
extremely familiar with the
responsibilities associated with the
role, and can perform them
confidently.

Customize, customize, and
customize. And be human.



Hello Susan,

| am relocating (home!) to the Valley of the Sun and | could not be more excited about
this opportunity!

| am currently the at where | focus on creating and strengthening mutually
beneficial employer relationships, researching current employment trends and
preparing my students for career readiness. Already this week, | was on the phone
with a production company, an agency representative and a social marketing firm
developing new and exclusive opportunities for our students.

| think you will find that my strong account management knowledge, relationship
building skills, and demonstrated experience expanding employer connections will be
invaluable. My proven ability to manage an ever-changing work environment and
balance the telecommute / outreach / main campus work schedule likely sets me apart
in the field of candidates.

| have attached my resume and cover letter to this email and will apply through Human
Resources in the morning. | look forward to speaking with you more about this fantastic
opportunity!

Bear Down and Go Cats!



Thoughts, 1deas,
tips, questions?

Susan Kalelta
kaleita@email.arizona.edu

career.arizona.edu
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