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Types of
Resumes

Chronological vs.
Functional




Chronologicdl

« Presents Work History in
Reverse-Chronological
Order

» Most Recent to Least Recent

« Highlights & Centers Work
History

« By end of wask experience, ook on key dertal assistant rales

» Best for work history with o [

August 2012 - e 2014

multiple
positions/employers and
minimal gaps between jobs
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 Focuses on Skills

» Groups Professional
Accomplishments by
Theme/Skill Category

» Customer Service
» Cash Handling
« Communication

* Best for shorter work
histories, gaps™ in
employment, changing
industries
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James Kennedy

555 Cherry (N

ANN Afbof, MiChgon 481110526
{11 777868
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Summary

Cunlormes Serac Representative wih o tree yesrs of axpenence resohwng
complex custames INJuries. Passionale about bukding strong custamer
relglionsheps, dnving Brand koyaity, and INCreasing cusiomer engagemean

Ares of Experience
Heted Sales. Data T oy, Ofilce, Tpierg, Caxnig
Servion-base seling. Flueny in French and Spanish

Shis

Process Streamiining

Created customer sefvice emai Sripls used acrss e cHMPany 1o Nizact win
customers. Sngle-nanedly eaed cuSKHMes Servioe replesentative iraineng
manual, reducrly on-Deanding process from 8 10 6 weeks Aoluced sverage
customer represeciative call fime by 80 saconds with TiuRea online training

Complaint Resolution
Answesen an average 50 caks per Gy rom unsalishea cuslamerd refated to

dedays In snipment. ceder misizhes and Ist oeoers. Achkemd 97 average
Custommes Safistacton raling, surpsssing teanm oost try 175

Service-based Sefling

Consisiengy exceede? appicalion 1argeds by 10%. wilh aingvalive up-selkng
techniues. Pioneered sevelapment of HTOIOVER System fof lolowiiQ up wilh
ursalishied cuslomers, reduary) cuslomer chum by 6%

Experience

Cloud Clearwater, 2017

Cuslumer Serdce Manager Mannged customer relsnshIps via phone and
amail to colain payments rescive Irnusies and up-sel prayans

CURIRTIE releteal (rogram. Seeartesied femect. iLeasing cuslomes tase by
15% m less than 6 monthe

Tradeiol 2016

Cusiomer Serace Representalive. Resotved customer Nauifes via phone and
emall, consistently exceeding 161gets ang NONEETNg Processes Tor Defler
CUSINTE( SHSIACON

Education
Coral Springs University. 2009-2013
Bachedor of Science v Busineas Admsnisiration




The Parts of o

Resume




Resume Sections

Contact Information

Resume
Summary/Summary of Skills

Professional History
Educational History
Skills

Certifications

carzar guade

Name and contact
information

Summary
or objective

Professional history

Company name @)
Dates of lenure °

Description of role °
and achisvements

Education

Optional

Resume Format

Janet Chobot

Educational History

Awards & Achievements, Hobbles & interests




Name
Fmail
Phone
Number
Address

E:xmo__mi

Header/Contact Information

Use the name you want employers to call you

Does not have to be “legal’ name

Set up a professional email to share with
employers

Should not be contacted to your social media  Other than Linkedin

first.last@gmail.com

Make sure it is a number you consistently
have access to

Have a professional voicemail message And make sure your mailbox isn't full
Debatable Full Address

City, State Zip Code

City, State

Optional, but becoming increasingly popular
in many industries




Resume Summary

« Or “Summary of Skills”
 Mini Cover Letter

« Why you are a good fit
for the position

 Highlight Skills &
Accomplishments

 Can either be block of text
or bullet points

* Include Keywords from job
description

8
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Resume
Summary

A summary is a short
description of your
qualifications that explain
why you're a good fit for

the role and can include your
achievements, experience,
education and skills.

Example:

Maintenance Mechanic

Analytically-driven Maintenance
Mechanic with 5+ years of
experience focusing on the
intricacies of equipment and
instrumentation.

Highly adaptable and dedicated
to producing error-free results,
safe working conditions, and
quality service.

/7 &

Resume
Objective

An objective is a brief
statement that communicates
your career goals, such as
the type of job or industry
you want to work in or skills
you want to build.

Example:

Assistant Manager

Objective to be hired as an
Assistant Manager position with
an innovative employer

in the manufacturing industry.

Preferably, said position has
opportunity for advancement
with demonstrated excellence.




Skills

Hard vs Soft

e Hard Skills

« Knowledge or techniques
than can be tested or
measured

» Soft Skills

Hard Skills

* Bilingual or multilingual

» Database management

» Adobe software suite

* Network security

* SEOQ/SEM marketing

e Statistical analysis

* Data mining

» Mobile development

» User interface design

* Marketing campaign management
* Storage systems and management
* Programming languages

(such as Perl. Python. Java. and Ruby)

Hard skills are technical knowledge or

VS.

Soft Skills

* Integrity

* Dependability

* Effective communication
* Open-mindedness
* Teamwork

¢ Creativity

* Problem-solving

* Critical thinking

¢ Adaptability

¢ Organization

* Willingness to learn
* Empathy

Soft skills are personal habits and
traits that shape how you work, on
your own and with others.

training that you have gained through
any life experience, including in your
career or education.

* Traits & qualities that
influence how you do
your job

) ‘indeed

career guide




Skills Worksheet
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Professional* Experience/History

\I

_umﬁmmoﬁ =
Employment

Employer

Position Title

Position
Description

i e e

mmmmm

2024




Educationadl
History

Name of School

Location of School (City,
State)

Degree (if applicable)

Field of Study/Major

Graduation Year

Certifications

Name of Certification

Year of Certification (-Year of
Expiration, if applicable)

Organization that Granted
Certification

2024




References

Name

Job Title

Place of Employment

Phone Number

Their Relationship to You

14 Resume 2024




References

 Should be on separate page
* Provide References when asked

* Aim for 3 References

* People to include as Reference:
Current/Former Manager
Current/Former Coworker
Current/Former Teacher

Mentor

» Let your References know that you have them listed and to be on
the lookout for a call or email from the employer

15 Resume 2024




Applicant Tracking Software
(ATS)

Will your (o
resume
pass an

ATS?

indeed
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Resume Worksheet
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Resume Examples
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Resources

* Create an email

- Get a virtual phone number

« Compare your resume with a job description to see if you are including
necessary keywords

« 2 per month for free; 2 week free trial available




Questions?
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