Create your Resume

Step 1 - Content

Start writing/telling about yourself. Sit down in a quiet place, and just start
writing/typing all about yourself, what you have done in your life, what you have learned,
etc... At this stage, don’t worry about how it looks, spelling, grammar, etc...this is a time
for free-flowing writing, express yourself, get down on paper all the skills, traits,
experience, etc. that you have experienced in your life.

Organize your thoughts. Once you have the information down on paper (which can be
as long as you like at this stage, 2, 3, 4 pages and so on...) you can now organize those
thoughts into categories, the categories you will use to tell about yourself and organize
your resume. You can then begin to assign what you have written down into those
categories. Some sample categories could be: Education, Objective, Career Goal,
Experience, Career History, Related Course Work, Awards, Personal Achievements,
Scholarships, Honors, Professional Affiliations, Skills, Activities, Qualifications,
Interests, Technical, Volunteer Work, Software, Community. Keep going; don’t limit
yourself to these categories!

Step 2 - Design

Make your resume visually stimulating. Now that you have your life on paper, organized
into categories, it’s time to make it attractive to your reader, so they would not want to
take their eyes off your resume.

1. Simple but stimulating. Use design elements, but don’t make your resume too
busy that it takes away from its most important feature, your content.

2. Think outside the box, incorporate design elements such as lines, blocks, shapes.

3. Try incorporating elements of your career into your resume design.

4. View some samples online and at the links on this page, above this list.

Additional design tips:

Consider organizing your lists of skills, activities, etc. on your resume as bulleted

lists. This format is easier for the employer to understand, offering quick-and-easy points
to read, keeping their interest. This also shows the employer that you can easily organize
and state information in a professional efficient manner.

Thoughts on using pre-designed templates from Microsoft Word, etc... While this is a
nice feature, it is used by many others and potential employees across the U.S.. Given
this, employers see this format used many times, and your resume will not stand-out. To
address this, I altered the design of your resume to resemble a more individualized

look. Please let me know what you think. (You can also view the multiple samples we
have on our website at the link I mentioned later in this message)



** IMPORTANT **

Your resume serves as a writing example, an example of how you organize and interpret
information and an example of how effectively you can communicate to an

employer. When an employer is reading your resume, you will not be there to explain all
of the information included, therefore, it is very important that you view your resume as
objectively as possible.

This means that you should write your resume so that any employer who reads it,
completely understands the information and points you are attempting to make with the
information you have provided. Look at your resume as if you were an employer who
knows nothing about you. Would you understand what was being conveyed on the
resume? That is why it is so important to have a professional resume completed to the
best of your ability.

What are the Different Parts of a Resume?

The resume suggestions and edits below come from actual employer feedback compiled
from many years. The different sections of a resume are outlined below, each with
specific advice to offer. Pay careful attention to this advice and use it well, but at the
same time, be sure to put your own mark and personal tastes into your text and design as
well since, after all, your resume is all about YOU on paper.

Objective

This is an optional section of your resume and should tell the person reading your
resume, very specifically, why they are reading it. If it is general and simply states that
you are looking for a great career, etc.. then you should leave it off.

It should simply state what your career objective is, nothing more. Some employers feel
this is necessary, others do not. You need to make a personal decision whether or not you
wish to include this statement on your resume. If it does not add any real value to your
resume, leave it off, it will detract from your resume more than add to it.

Education

In addition to the “general” information (Name of school, location, major, etc.) be sure to
include:

« Activities participated in

* Honors received

* Groups involved with

» Events/Workshops attended
« Extracurricular activities



* Anything showing you did more than simply take classes
Experience

List everything. When listing your previous work experience (formal or informal) the
most important details are describing your job duties. These tell the employer what
talents, skills and abilities you have that can now be used for their advantage and
financial/productivity gains. Take some time to think about what you did, go through
your typical day and write a list of job duties and tasks completed, include
EVERYTHING. For example, if you spoke to customers in any manner, you could list
this as "customer service", if you were responsible for any financial tracking or
transactions, you could list this as "financial management", as so on.

Don’t limit yourself. At present, you may have too little listed describing your position
duties. This is common but should not occur. Many employers want to see ALL of the
skills you have to offer them, not only what might be related to the specific industry you
are studying or seeking employment in. In limiting what skills you list, you are selling
yourself too short and need to tell the employer more about what you did in that position.
Again, even if you do not think it is relevant or important, contact our office and we can
help you decide. Just remember though, any piece of information you put on your resume
can act as a catalyst for that employer to read and notice you. The more you leave off, the
greater you increase your chances of NOT making a connection with that employer.

Keep it simple. When listing schools and employers, it is not necessary to include the
actual mailing address, phone #, etc... Listing city and state only is appropriate.
Additional information uses valuable space on your resume that could be used to
showcase more of your skills. An employer does not necessarily want to see the detailed
contact information on your resume, if they have an expressed need for it, they can find
this or contact you for more information if necessary.

Affiliations

This section is where you could list all of the organizations, groups, professional
development networks, etc. where a connection might be made with an employer. Some
examples include:

+ “Habitat for Humanity”

»  Church affiliations

» “The Graphic Professionals Resource Network”
* Volunteer organizations

Relative Coursework

(could also be titled: “INDUSTRY KNOWLEDGE” or “PROFESSIONAL
KNOWLEDGE?”)



When listing BGSU courses you have completed, listing only the call letters and #’s of
the course (E.g. “ENG 10017, etc.) or only the course title ("Intro to Architecture", etc.)
provides no real information to the employer. Rather, list the course knowledge and
concepts you have learned in a given course in practical, common sense terms. For
example, use terms such as...

« “circuit board manipulation”

*  “blueprint reading”

» “photography lighting and composition”
*  “CAD detailing and engineering”

« “print layout and design”

...taking some elements or phrases from the course description or content itself and
putting them into tangible terms (“industry terms”) an employer can understand. The
main point is to put this in terms that make sense to the employer, otherwise, what you
have created has no positive impact and could negatively impact your chances of
obtaining an interview.

Skills

This section can be used as a utility section, meaning a place to highlight yourself and the
skills you have acquired throughout your life. These skills are NOT limited to those
learned only in the classroom or from previous jobs you have had. They might include a
skill you’ve taught yourself, something you’ve learned from your grandfather, mother,
father, brother, friend, etc.

You may also list skills acquired through religious activities, community service,
volunteering, activism, etc. Do not leave something off this list because you feel it does
not apply to the position you are applying for, you never know what might make a
connection with an employer so list it all and let them decide. Some examples include:

* “Machinery operation”

« “Helped coordinate community event”
*  “Farm operations”

* “Photography skills”

* “Can speak multiple languages”

Don’t limit yourself by telling an employer how much you feel you know about a certain
program, etc. (using terms like: “Limited knowledge of” or “Some experience

with...”) It is the employer’s responsibility to determine how much knowledge you have
on a given subject or skill-set. If you tell them how much you think you have, they make
mistakenly assume your words for something different than you are intending and could
disregard those skills altogether. Do not create that opportunity, simply list the
knowledge you have in basic, general terms.

References



It is important to list your references on a separate sheet of paper, not on your resume. It
is wise to use the space on your resume to list your attributes and skills you can offer an
employer, not your references. Your references should be given to an employer only
after they have expressed an initial interest, not before.



