
Resume Guide

A good resume will open the door for an interview. But do you need a resume? Some employers prefer a 
resume and others require an application form. That depends on the kind of job you’re applying for.

RESUME REQUIRED
• Professional, technical, administrative and managerial jobs.
• Sales positions.
• Secretarial, clerical, and other office jobs.

RESUME SOMETIMES REQUIRED
Professional positions: Baker, Hotel Clerk, Electrician, Drafter, Welder

RESUME NOT REQUIRED
Unskilled, quick turnover jobs: Fast Food Server, Laborers, Machine Loader, Cannery Worker

The Rockport  Institute has generously donated the resume guide below.  It is a shortened version of 
their full resume guide How to Write a Masterpiece of a Resume  which can be found here:  
http://www.rockportinstitute.com/resumes

WRITE A RESUME THAT GENERATES RESULTS

Before you begin, ask yourself: Why do you have a resume in the first place? What is it supposed to do for 
you? How can you differentiate yourself from hundreds of other applicants with qualified resumes?  The 
prospective employer has the overwhelming task of looking over many resumes to find the special person 
that is right for the position and a great fit for the culture of the company. You are facing a great deal of 
competition.

The resume is a tool with one specific purpose: to win an interview. If it doesn't, it isn't an effective resume. 
A resume is an advertisement; nothing more, nothing less. A great resume doesn’t just tell them what you 
have done but makes the same assertion that all good ads do: If you buy this product, you will get these 
specific, direct benefits. It presents you in the best light. It convinces the employer that you have what it 
takes to be successful in this new position or career.

Other reasons to have a resume: 

• To pass the employer's screening process (requisite educational level, number years' experience, 
etc.), to give basic facts which might favorably influence the employer

• To establish yourself as a professional person with high standards and excellent writing skills, based 
on the fact that your resume is so well done (clear, well-organized, well-written, well-designed, of the 
highest professional grades of printing and paper). 

• To use as a covering piece or addendum to another form of job application

• To put in an employer's personnel files. (which they may check out later for other openings) 

• To help you clarify your direction, qualifications, and strengths, boost your confidence, or to start the 
process of committing to a job or career change.
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It is a mistake to think of your resume as your work history, a personal statement or some sort of self 
expression. Sure, most of the content of any resume is focused on your job history. But write from the 
intention to create interest, to persuade the employer to call you. If you write with that goal, your final 
product will be very different than if you write it just to catalog your job history.

Most resumes are quickly scanned, rather than read. Ten to twenty seconds is all the time you have to 
persuade a prospective employer to read further and the decision to interview a candidate is usually based 
on an overall first impression of the resume, a quick screening that so impresses the reader and convinces 
them of the candidate's qualifications that an interview results. The top half of the first page of your resume 
will either make you or break you. You hope it will have the same result as a well-written ad: to get the 
reader to respond. You are selling a product in which you have a large personal investment: you.

The person who is doing the hiring often cares deeply how well the job will be done. You need to write your 
resume to appeal directly to them.  Ask yourself: What does the employer really want? What special abilities 
would this person have? What would set a truly exceptional candidate apart from a merely good one?  How 
can I demonstrate that I am the perfect candidate?  Put yourself in their shoes. 

Loosen up your thinking enough so that you will be able to see some new connections between what you 
have done and what the employer is looking for. You need not confine yourself to work-related 
accomplishments! Use your entire life as evidence of your character, skills and talents. If Sunday school or 
your former gang are the only places you have had a chance to demonstrate your special gifts for 
leadership, fine. What are the talents you have to offer the prospective employer?  A great resume has two 
sections.  In the first, you make assertions about your abilities, qualities and achievements. You write 
powerful, but honest, advertising copy that makes the reader immediately perk up and realize that you are 
someone special.

The second section, the evidence section, is where you back up your assertions with evidence that you 
actually did what you said you did. This is where you list and describe the jobs you have held, your 
education, etc. This is all the stuff you are obliged to include. 

Most resumes are just the evidence section, with no assertions. The ‘juice’ is in the assertions section. 
When a prospective employer finishes reading your resume, you want them to reach for the phone to invite 
you in to interview. The resumes you have written in the past have probably been a gallant effort to inform 
the reader. You don't want them informed. You want them interested and excited.

THE OBJECTIVE SECTION

Ideally, your resume should be pointed toward conveying why you are the perfect candidate for one specific 
job or job title. Good advertising is directed toward a very specific target audience.

Targeting your resume requires that you be absolutely clear about your career direction—or at least that 
you appear to be clear. You would be wise to use this time of change to design your future career so you 
have a clear target that will meet your goals and be personally fulfilling. With a nonexistent, vague or overly 
broad objective, the first statement you make to a prospective employer says you are not sure this is the job 
for you.

Imagine the position of a software manufacturer looking at a sea of resumes. They all look so much alike 
until they come across a resume in the pile that starts with the following: “OBJECTIVE - a software sales 
position in an organization seeking an extraordinary record of generating new accounts, exceeding sales 
targets and enthusiastic customer relations”. They are immediately interested! This first sentence conveys 
some very important and powerful messages: “I want exactly the job you are offering. I am a superior 
candidate because I recognize the qualities that are most important to you, and I have them. I want to make 
a contribution to your company.” This works well because the employer is smart enough to know that 
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someone who wants to do exactly what they are offering will be much more likely to succeed than someone 
who doesn’t. And that person will probably be a lot more pleasant to work with as well.

Secondly, this candidate has done a good job of establishing why they are the perfect candidate in their first 
sentence. They have thought about what qualities would make a candidate stand out. They have started 
communicating that they are that person immediately. What’s more, they are communicating from the point 
of view of making a contribution to the employer.

Here’s how to write your objective. First of all, decide on a specific job title for your objective. Go back to 
your list of answers to the question “How can I demonstrate that I am the perfect candidate?” What are the 
two or three qualities, abilities or achievements that would make a candidate stand out as truly exceptional 
for that specific job? Having an objective statement that really sizzles is highly effective. And it’s simple to 
do. One format is:  

OBJECTIVE: An xxx position in an organization where yyy and zzz would be needed (or, in an organization 
seeking yyy and zzz). 

Xxx is the name of the position you are applying for. Yyy and zzz are the most compelling qualities, abilities 
or achievements that will really make you stand out above the crowd of applicants. 

If you are applying for several different positions, you should adapt your resume to each one. Have an 
objective that is perfectly matched with the job you are applying for. Remember, you are writing advertising 
copy, not your life story.

If you have a limited work history, you want the employer to immediately focus on where you are going, 
rather than where you have been.

Examples of an Objective section:

OBJECTIVE: An entry-level position in the hospitality industry where a background in advertising and public 
relations would be needed.

OBJECTIVE: A position teaching English as a second language where a special ability to motivate and 
communicate effectively with students would be needed.

THE SUMMARY OF QUALIFICATIONS

The “Summary of Qualifications” consists of several concise statements that focus the reader’s attention on 
the most important qualities, achievements and abilities you have to offer. Those qualities should be the 
most compelling demonstrations of why they should hire you instead of the other candidates. 

This may be the only section fully read by the employer, so it should be very strong and convincing. Include 
professional characteristics (extremely energetic, a gift for solving complex problems in a fast-paced 
environment, exceptional interpersonal skills, committed to excellence, etc.) helpful in winning the interview. 

How should you write to write a Summary of Qualifications? Look for the qualities the employer will care 
about most. Then look at what you wrote about why you are the perfect person to fill their need. Pick your 
qualities that best demonstrate why they should hire you. Assemble it into your Summary section.
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The most common ingredients of a well-written Summary are as follows. Do not use all these ingredients in 
one Summary - use the ones that highlight you best.

• A short phrase describing your profession
• Followed by a statement of broad or specialized expertise
• Followed by two or three additional statements related to any of the following:

o breadth or depth of skills
o unique mix of skills
o range of environments in which you have experience
o a special or well-documented accomplishment
o a history of awards, promotions, or superior performance commendations

• One or more professional or appropriate personal characteristics
• A sentence describing professional objective or interest.

Notice that the examples below show how to include your objective in the Summary section. If you are 
making a career change, your Summary section should show how what you have done in the past prepares 
you to do what you seek to do in the future. 

A few examples of Summary sections:
• Highly motivated, creative and versatile real estate executive with seven years of experience in 

development and construction. Especially skilled at building effective, productive working 
relationships with clients and staff. Excellent management, negotiation and public relations skills. 
Seeking a challenging management position in the real estate field that offers extensive contact with 
the public.

• Health Care Professional experienced in management, program development and policy making in 
the United States as well as in several developing countries. A talent for analyzing problems, 
developing and simplifying procedures, and finding innovative solutions. Proven ability to motivate 
and work effectively with persons from other cultures and all walks of life. Skilled in working within a 
foreign environment with limited resources.

• Performing artist with a rich baritone voice and unusual range, specializing in classical, spiritual, 
gospel and rap music. Featured soloist for two nationally televised events. Accomplished pianist. 
Extensive performance experience includes television, concert tours and club acts. Available for 
commercial recording and live performances.

SKILLS AND ACCOMPLISHMENTS

In this final part of the assertions section of your resume, you do exactly what you did in the previous 
section, except that you go into more detail.

In the summary, you focused on your most special highlights. Now you tell the rest of the best of your story. 
Let them know what results you produced, what happened as a result of your efforts, what you are 
especially gifted or experienced at doing. Flesh out the most important highlights in your summary.   

Here are a few ways you could structure your “Skills and Accomplishments” section:

SELECTED SKILLS AND ACCOMPLISHMENTS
• Raised $1900 in 21 days in canvassing and advocacy on environmental, health and consumer 

issues.
• Conducted legal research for four Assistant U.S. Attorneys, for the U.S. Attorney’s office
• Coordinated Board of Directors and Community Advisory Board of community mental health center. 

Later commended as “the best thing that ever happened to that job.”
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FUNCTIONAL RESUME FORMAT

The functional resume highlights your major skills and accomplishments. It helps the reader see clearly 
what you can do for them. It helps target the resume into a new direction by lifting up from all past jobs the 
key skills and qualifications to help prove you will be successful. The functional resume is a must for career 
changers and for those returning to the job market.

THE EVIDENCE SECTION - YOUR WORK HISTORY, EDUCATION, ETC.

Most resumes are not much more than a collection of "evidence," various facts about your past. By 
evidence, we mean all the mandatory information you must include on your resume: work history with 
descriptions, dates, education, affiliations, list of software mastered, etc. If you put this toward the top of 
your resume, anyone reading it will feel like they are reading an income tax form.

EXPERIENCE

List jobs in reverse chronological order. Don't go into detail on the jobs early in your career; focus on the 
most recent and/or relevant jobs. (Summarize a number of the earliest jobs in one line or very short 
paragraph, Put dates in italics at the end of the job; don't include months, unless the job was held less than 
a year. Include military service, internships, and major volunteer roles if desired! Because the section is 
labeled "Experience." it does not need to mean that you were paid.

EDUCATION

List education in reverse chronological order, degrees or licenses first, followed by certificates and 
advanced training. Set degrees apart so they are easily seen. Put in boldface whatever will be most 
impressive. Don't include any details about college except your major and distinctions or awards you have 
won.

• Do include advanced training, but be selective with the information.
•  If you are working on an uncompleted degree, include the degree and afterwards, in parentheses, 

the expected date of completion.
• If you didn't finish college, start with a phrase describing the field studied, then the school, then the 

dates (the fact that there was no degree may be missed).

Other headings might be "Education and Training" or "Education and Licenses".

And then add your Awards, Civic and Community Recognition and Comments from Supervisors.

PERSONAL INTERESTS

Only list these if your personal interests indicate a skill or knowledge that is related to the goal, such as 
photography for someone in public relations, or carpentry and wood-working for someone in construction 
management. This section can create common ground in an interview.

REFERENCES

You may put "References available upon request" at the end of your resume, if you wish. This is a standard 
close (centered at bottom in italics), but is not necessary. You can bring a separate sheet of references to 
the interview, to be given to the employer upon request.
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A FEW GUIDELINES FOR A BETTER PRESENTATION

The resume is visually enticing, a work of art.  Simple clean structure. Very easy to read. 
Symmetrical. Balanced. Uncrowded. As much white space between sections of writing as possible; sections 
of writing that are no longer than six lines, and shorter if possible.

There are absolutely no errors.  No typographical errors. No spelling errors. No grammar, syntax, or 
punctuation errors. No errors of fact.

All  the basic,  expected information is included.  A resume must have the following key information: 
your name, address, phone number, and your email address at the top of the first page, a listing of jobs 
held, in reverse chronological order, educational degrees, in reverse chronological order. 

Jobs listed include a t it le,  the name of the f irm, the city and state of the f irm, and the years  
employed.  Jobs earlier in a career can be summarized and extra part-time jobs can be omitted. If no 
educational degrees have been completed, it is still expected to include some mention of education 
(professional study or training, partial study toward a degree, etc.) acquired after high school.

It  is targeted.  First you should get clear what your job goal is, what the ideal position would be. Then you 
should figure out what key skills, areas of expertise or body of experience the employer will be looking for in 
the candidate. Gear the resume structure and content around this target, proving these key qualifications. 

Strengths are highlighted / weaknesses de-emphasized.  Focus on whatever is strongest and most 
impressive. Make careful and strategic choices as to how to organize, order, and convey your skills and 
background. 

Use power words.  For every skill, accomplishment, or job described, use the most active impressive verb 
you can think of (which is also accurate). Begin the sentence with this verb, except when you must vary the 
sentence structure to avoid repetitious writing.

Show you are results-oriented.  Wherever possible, prove that you have the desired qualifications 
through clear strong statement of accomplishments

Writ ing is concise and to the point.  Keep sentences as short and direct as possible. 

Make it look great.  Use a laser printer or an ink jet printer that produces high-quality results. A laser is 
best because the ink won't run if it gets wet. It should look typeset. Use a standard conservative typeface 
(font) in 11 or 12 point. Use off-white, ivory or bright white 8 1/2 x 11-inch paper, in the highest quality 
affordable. Use absolutely clean paper without smudges, without staples and with a generous border. 

Shorter is usually better.   Your resume should be just long enough to keep the reader's interest, and 
create psychological excitement that leads prospective employers to pick up the phone and call you. 

Telephone number that wil l  be answered.  Be sure the phone number on the resume will, without 
exception, be answered by a person or an answering machine Monday through Friday 8-5pm.

WHAT NOT TO PUT ON A RESUME
• The word "Resume" at the top of the resume
• Fluffy rambling "objective" statements
• Salary information
• Full addresses of former employers or names of supervisors
• Reasons for leaving jobs
• References
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