Writing a Résumé

Introduction

A résumé is a brief summary of your skills, education, experience, and abilities. Its main task is to get you an interview.  It is important to remember that a résumé must accomplish its main task quickly. Employers or personnel officers may look through hundreds of applications and résumés, and they may only take a minute or two to glance at yours.  You should start preparing your résumé in advance. The more preparation time you put into your résumé, the more likely it will get the attention you want it to when potential employers look at it.

Gather Your Information

The usual headings for a résumé are Education, Experience, Honors, Skills, and Activities. Jot down the headings, and under each heading, start brainstorming and filling in the following content.

Education: This usually means college. You can include summer school, special training

seminars or conferences, or any other course that you think is significant. If you are just

entering college, you may include high school information in this area. List your degrees with the month/year obtained or expected. Include the names and locations of schools. Include a major and minor, along with a grade point average (GPA). You might want to include a brief summary or listing of any relevant coursework.

Experience: This area can include part-time jobs, full-time jobs, internships, academic

research projects, and volunteer work. List the month/years you worked, position title, name and location of employer or place, and responsibilities you had. 

Honors: List any academic awards (honors lists, scholarships, fellowships), professional

awards or recognition, or community awards (i.e., for athletic skills).

Skills: List computer languages and software, research, laboratory, teaching or tutoring,

communication, leadership, or athletic, among others.

Activities: List academic, professional, or community organizations in which you hold office or are currently a member. List professional and community activities, including volunteer work. Listing extracurricular activities or hobbies is optional.

Computer-Friendly Résumé Tips

• Focus on nouns, not verbs.

• Use a font size of 12 to 14.

• Use light-colored (white is best), standard size (8-1/2 inch x 11 inch) paper, printed on

one side.

• Avoid typographical, grammar or spelling errors

• Keep resume to one page.

• Avoid staples and folds. If you must fold your résumé, do not fold on a line of text.

• Your name should be the first readable item on each page.

The Chronological Résumé

The chronological résumé is organized by job titles, with the most recent position listed first.  This résumé tends to place focus on dates rather than skills, so if you do not have job experience that looks impressive by glancing at the dates, this is probably not the résumé for you. For instance, if you are a new graduate and most of your work has consisted of part-time jobs while you were in school during the summer (for two or three months at a time), then this probably isn't the résumé for you. However, if you have had jobs for extended periods of time that are relevant to the job, then perhaps this résumé will suit your needs. Some employers prefer the chronological résumé because the format lists prior positions beginning with the most current. 

Sample Chronological Résumé

The sample below is a fictitious résumé exemplifying the common components of a

chronological structure. Notice how work experience is predominant. Also, education and

training directly relates to the job.

Jane Doe

55404 7th Street

Houston, TX 77076

Work History

1990 –Present

Multimedia Designer, Jinkins Designs, Houston, TX

Designed and created interactive, multimedia, computer-based, training CDROMs;

managed a team of designers, writers, and usability testers.

1985 –1990

Graphics Designer, Graphix, Dallas, TX

Designed graphics for print and online documentation.

1978 –1985

Technical Writer, Industry Standard, Austin, TX

Edited print and online documentation; collaborated with online help

documentation projects; wrote original manuals for software.

Education and Training

1998 Multimedia Production Training Seminar, Dallas, TX

                   One-week seminar covered uses of software applications such as

Authorware, Director, and Flash.

1998 Macromedia Seminar, Houston, TX

Two-week seminar provided extensive training on Director and Flash.

1997 Instructional Design Conference, Dallas, TX

                    Five-day seminar trained instructional designers to use Authorware.

The Functional Résumé

The functional résumé rearranges employment history into sections that highlight areas of

skills and abilities.  For instance, if you can use certain software applications, that is a skill that should be highlighted. Or if you can program in any computer programming languages, that is also a skill that should be emphasized. . This format is perfect for new graduates who do not have a long work history. Or it is perfect for someone who is changing fields. It is also great for someone who has had job titles that do not fully describe their abilities (e.g., Research Assistant or Project Coordinator).

Sample of a Functional Résumé

The sample below is a fictitious functional résumé. Notice how the emphasis is not on dates but on specific skills. Do make note, however, that dates are indeed included. This is important to help the employer make a link to what skills you have and how long you have had them, as well as for what you used them (what company or course, etc.). 

John Smith

55404 7th Street

Houston, TX 77076

Computer Skills and Abilities

Software Knowledge Operating Systems

Visual C++ Photoshop Win98

Visual Basic Pagemaker Win95

SQL Authorware MacOS

Cobol Director UNIX

HTML Premiere

Microsoft Office

Web Design and Consultant Skills

Web Design

Consultant

SmartMove Publishers

• Review Web site

• Develop site content

(March 1998–present)

Software

Consultant

Consultants Group, Inc.

• Train educators with software (K–12 through university level);

LAN troubleshooting; Internet training (July 1997–present)

Micro/Mac

Lab Assistant

Texas Tech University  -  Computer Labs

• Aid faculty and students with software applications; responsible for

keeping the Micro/Mac labs functioning (summer 1997)

Educational Background

Degree

Information

• Master of Arts in Technical Communication, Texas Tech University

• Minor/electives: Instructional Design; C++; Multimedia Design

• Expected graduation date: May 1999

Related Coursework

• Document Design

• Technical Manuals

• Technical Communication Foundations

• Hypermedia Authoring

• Technical Communication Theories

• Fundamentals of C++

Employment Experience

Multimedia Designer

Pop Multimedia Associates

• Designed multimedia projects; design instructional Web sites (May 1998–present)

Teaching Assistant

Texas Tech University

• Teach/conduct research as a participant in the Computer-Based

Classroom Project; teach first-year composition; lead workshops

for instructors (August 1996–present)

Additional Information

Organization Memberships

Texas Tech University

• Society for Technical Communication

• Association of Information Technology Professionals

• Graduate English Society, Treasurer

Honors/Scholarships

Texas Tech University

• Teacher of the Year, Master's Candidate (1997–98)

• Incentive Scholarship (1996–97)

• Graduate English Scholarship (1997–98)

The Cover Letter
Unless you see job ads that explicitly say "résumés only," you should always send a cover letter to accompany your résumé.  Your cover letter is an opportunity to attract the recipient's attention and get your résumé read.

Tips to Help You Write an Effective Cover Letter:

• Address the letter to the appropriate individual. Call the receptionist to get the

person's name (with the correct spelling) and title. If you cannot obtain that

information, address it to "Dear Hiring Manager" or "Dear Human Resources

Manager." Try not to use "Dear Sir or Madam." 

• Do your homework--and show it. Your letter should convey that you have

researched the company and can connect what's happening in the company with your

experience or knowledge. 

• Keep it brief. Limit the letter to one page. The first paragraph should state the

position you are interested in. The second paragraph should describe your specific

skills and expertise and how they match the recipient's needs. The third paragraph can be used to explain anything unusual in your résumé, including gaps in your career or excessive number of moves in a short period of time. 

• Include both your work and home phone numbers. If you are concerned about

phone calls at work, it is fine to prefer messages be left on your home answering machine, state that in your letter. If you do this, make sure you have a professional greeting on your machine.

• If you have been referred by someone the recipient knows, begin your letter with

that. The key is to attract the reader's attention. Remember that your cover letter may

be one of hundreds, so you need to make a positive impression quickly.

• Your cover letter should be upbeat and enthusiastic. Accentuate your strengths but

avoid an arrogant tone. Be positive about why you are seeking a new challenge.

• As you reread your résumé, count the number of "I"s and keep them to a

minimum. Rather than focusing entirely on yourself, focus on the recipient and what

you have to offer. 

• The cover letter should look well designed. Make use of white space, and do not use

a small font that is difficult to read.  Use the same paper your résumé is printed on.

• Ask as many people as possible to read your letter. This will tell you if it is clear,

direct, and grammatically correct. It will also reveal if the letter encourages the reader

to peruse your résumé. 

• It is a good idea to keep track of every cover letter and résumé that is mailed--

and to record the date, the recipient, and the follow-up date. This will help you

keep track of your job search. Also, always sign your letters--it is surprising how

many people do not do this.

Links for Résumé Help

The Princeton Review: Resumes That Work

http://www.review.com/career/article.cfm?id=career/car_resume_index&jobs=2

Top 10 Technical Writing Tips

http://www.taos.com/resumetips.html

Popular Resume Formats

http://www.resume-resource.com/online.html

Online Résumés

25 Tips for a Better Electronic Résumés

http://www.careerweb.com/rescen/car_advice/resume/resumkr_resume.html

How to Write an Electronic Résumés

http://www.wooster.edu/career/resumehandout/electronicresume.html

Cover Letters

The Truth about Cover Letters

http://www.collegegrad.com/ezine/08cvrlet.html

Cover Letters

http://www.rpi.edu/dept/llc/writecenter/web/text/coverltr.html

Writing Resumes and Cover Letters

http://www.indiana.edu/~wts/pamphlets/resume.shtml
Interviewing Strategies

What to Wear to the Interview

It is recommended that you should wear clothes to your first interview that make you look like you will fit in with your prospective employer. When in doubt, opt for a more

conservative look.

Men
• Wear traditional business attire for the first interview. This means you can wear a

dark, conservative suit and a white, long-sleeved, pressed dress shirt. You can opt for

a light blue shirt, the friendliest color, which says, "I am approachable."

• Wear ties that are silk and coordinate well with the suit. Avoid flashy patterns on ties.

• If you wear earrings, remove them before the interview.

• Avoid wearing too much cologne.

• Have your hair clean and cut above neck-line.

• Wear shoes that are polished and coordinate with your suit. Your socks should be dark and over the calf.

• Make sure you are clean shaven.

Women

• Wear traditional business attire for the first interview. A conservative suit (medium

gray or navy blue) or dress is appropriate, avoiding skirts that are too short. A

medium-length skirt is great (right above the knee).

• Wear hosiery that matches your skin tone.

• Wear a light blue shirt, the friendliest color, which says, "I am approachable."

• Avoid wearing jewelry and makeup that is showy or distracting. Makeup should be

light and natural looking.

• Forget the excessively long fingernails.  If you wear nail polish, make sure it's a subtle color and neatly done.

• Avoid wearing too much perfume.

• You should have a professional hairstyle.

• Wear shoes that are polished and coordinate with your suit or dress. They should be

closed pumps with two-inch non-clunky heels.

Interviewing Strategies

Tips for Having a Successful Interview

You are about to go to your first interview with a company you really like. You are nervous. That is to be expected, and it is normal. There are some tips you can be aware of that can help you overcome the jitters and allow you to walk into the interview relaxed, projecting self-confidence.

1. Arrive about 10–15 minutes ahead of time so that you can make sure you have time for

a quick "mirror check."

2. Read company materials while you wait.

3 .Introduce yourself in a courteous manner.

4. Have a firm handshake.

5. Use body language to show interest during the interview. Nod, smile, and give

nonverbal feedback to the interviewer.

6. Engage in dialogue. Don't put yourself in a question/answer mode. It is fine to let

silence occur.

7. Be engaging and enthusiastic.

8. Listen carefully to all questions.

9. Speak clearly and directly.

10. Maintain eye contact.

11. Relate academic courses to the job requirements.

12. Relate experience to the job requirements.

13. Take notes as you listen.

14. Ask about the next step in the process.

15. Thank the interviewer.

16. Write a thank-you note to anyone you have spoken with.

You should carry thank-you notes with you, and as soon as you leave the interview,

write out a thank-you note for every person you spoke with. Just drop them in the mail

on the way home. At the very least, a thank-you note should be mailed no longer than

24 hours after the interview. This important step is often overlooked. It's one of the

extras that might set you ahead of the others.

Interviewing Strategies

Examples of Some Basic Interview Questions

• Tell me something about yourself.

• Why are you looking for a new job? Why did you leave your old one?

• What are your goals? Where would you like to be in five years?

• What is your biggest strength?

• What is your most predominant weakness?

• Do you like to work with others or do you like to work alone?

• Why should I hire you?

Examples of Some Tough Interview Questions

• How has your personal background influenced what you are today?

• How do you define success? How "successful" have you been?

• What mistakes have you made during your career?

• What is the most adverse situation with which you have had to deal with in your

personal or professional life? How did you deal with it? What was the outcome?

Basically, you want to answer these questions honestly and articulately. Think about your

answers NOW, before the interview. Practice them. There are no magical answers, only

honest, clearly articulated ones.

Examples of Illegal Interview Questions

• Have you ever been arrested?

• Do you have any disabilities?

• How tall are you?

• What is your marital status?

• How old are you?

• Are you a U.S. citizen?
Feel up to a challenge? Try the questions found at the following links:

Ball State University Career Center

http://www.bsu.edu/students/careers/students/interviewing/question/

Keene State College Interviewing Tips

http://www.keene.edu/aca/interview.cfm

Princeton Review Interviewing Tips

http://www.review.com/career/article.cfm?id=career\car_interview_index&jobs=6
Interviewing Strategies

What to Do after the Interview

So, you are sitting in front of the interviewer, and he or she just said, "Well, I suppose that is all the questions I have for you today." What do you do now? 

1. You can say, "That's it? That is IT? What do you mean THAT'S IT! I researched this

company up and down and inside and out. Isn't there a quiz for extra credit ?

2. You can say, "Whoohoo . . . thank goodness!" as you jump on the chair, take off your

suit jacket, and spin it above your head while singing, "I will survive! I will survive!

3. You can ask the interviewer some questions you have prepared to show that you are

interested in the position and the company.

You can ask:
1. What has been your experience with people who have done this kind of work

before? 

2. Have I provided you with the information you need?

3. Where are you in the process of filling the position?

4. What will happen next?

5. When should I plan to follow up?

6. When can I expect to hear back from you?

