Resume Critiquing




1. Heading

« Complete information (i.e.,
name, address, phone number)

« Placed at top of page

« E-mail address

 Name on subsequent pages




2. Objective

e Objective is optional

e Place immediately after identification info
e Clearly stated and focused

e See Career Objective Guide for more info

Creating a Career Objective

Dorothy Domkowski
Denise Saunders

Objectives
1. Tolearn the purpose of a career objective.
2. Tounderstand the parts of a career objective.

3. To write a career objective that is
not too broad or too narrow.

Introduction

A job campaign consists of many tasks: writing a
resume, finding potential employers, reviewing job
openings, creating application letters, networking,
interviewing, receiving rejections, negotiating ]'ob
offers, and making many decisions. The best place to
start is with a goal or an objective. It may be helpful
to ask “What do I want to do?” and “Where do 1
want to be?”
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. Overall Appearance

e Resume looks
B CAREER CENTER rofessional
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Resumes and Cover L etters o O you Want to I"ead |t?

Resumes and cover letters are key elements in executing an effective opportunity search. Whether you are looking
for a part-time job. internship. volunteer experience. graduate school acceptance. or full-time work. you will most
likely need to create and maintain strong professional documents in order ta apply. Resumes are professional
documents that introduce an employer to your skills, experiences. and professional history. Cover letters, on the

other hand, are professional letters that provide an introduction to employers regarding your interest in a position

(or in being considered for potential positions) and your perceived fit with a job and organization. The Career . )

Center has both online tools and in-person assistance that can help you to develop your professional documents. 5
Resume/Cover Letter Resources Available at The Career Center

Online Resume/Cover Letter Resources

e Correct spelling,
rammar, punctuat
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4. Layout

Key pOintS Stand OUt (e.g., WHAT EMPLOYERS SAY ABOUT
skills, experiences,) ~ -

Employers are the ones with hiring power, so how abeutt going right te the source? It seems that everyone has something
different to say about InJ; 17 The ! le Fu

Day career fairs to get their feedback about resumes.
13 employers completed the survey

DESIGN AND LAYOUT

How Important afe theformat and
layout of résumés?

Highlights relevant
education, experience, e &

CALIBRI
@ Font Size Preferred

related qualifications O

Preferred
ipt  12pt  10pt e

2

Most impertant
element on a resume
in terms.
of design?

What would you suggest for students who have The Most Important Thing on a Resume

H 4
many job-relevant experiences on their résumé? L Werds from a jeb description
2. 8kills Learned
3. Concrete examples.
Fit everything on one page with littie white 4 Quantifiable /
space. 5. Information/Results
Preferred Organizational Format

- -
Atwo page resume that highlights all _ Chronological 53%
experiences.
v Croncigeal 39%

Take off some related experiences so it fits . Functional 6%
onone page
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Cther 2%

interview




5. Organization

« Key information accents
skills, abilities,
accomplishments

 Appropriate categories
emphasized

« Specifics stand out

« Strongest to weakest




6. Action-Oriented

Uses positive-action
verbs

Avoids introductory
phrases

Results-oriented
descriptions

Avoids exaggerations
or lush adjectives

POSITIVE ACTION WORD LIST
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/. Concise

» Uses short, clearly written
phrases and paragraphs

* Avoids complete and run-on
sentences

» Uses summary statements to
condense information




8. Relevance

v Extraneous material
omitted

v'Provides facts

v'Avoids generalities

v Clear to the reader exactly
what was done and why it
relates to an objective




9. Controversial Info

« Doesn’t raise more questions in the
employer’s mind than it answers

« Avoids mentioning controversial
activities




10. Bottom Line

=How well does the
resume present a
positive picture of the
applicant’s
qualifications?

= Will it generate a
request for an intervie




Pros & Cons of Using
the Internet

« Access timely (and often free) employment resources
24/7

e Locate unusual or difficult-to-find career information

« Communicate with many people or resource groups in
specialized areas

« Research potential employers/organizations
« Identify position openings by occupation & state

 Promote your personal brand through traditional and less
traditional means
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4.
5.

Pros & Cons of Using
the Internet

. Vast amounts of information—issues

around quality, currency, etc.

Privacy issues—what are some of
these?

Overuse of Internet & underuse of
“traditional resources”

Disappearance or relocation of sites

Fees for accessing some resources




CIP Perspective

Self-Knowledge

e Use resume and cover letter to communicate
your values, interests, & skills

Option Knowledge

« Know what is available & how your
qualifications match those positions

Decision Making

« Targeting employers, following through with
each CASVE cycle phase

Executive Processing
« Think positively about what you have to offer
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