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Writing a Writing a Customized RésuméCustomized Résumé

Preparation
� Research the job market.

Use  newspapers, the Web, and other 
resources to learn about jobs, qualifications, 
and employers.

� Analyze your strengths.
What will sell you for the job you want?

� Study other résumés as models.
Experiment with formatting.
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What is
the goal of

a customized
résumé?
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Writing a Writing a Customized RésuméCustomized Résumé

Decide
on

length

Choose a
résumé
style  

Arrange
the

parts
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Choose aChoose a
RésuméRésumé

StyleStyle

CHRONOLOGICAL

Focuses on job history
with most recent

positions listed first

Choosing a Choosing a Résumé StyleRésumé Style
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Choose aChoose a
RésuméRésumé

StyleStyle FUNCTIONAL

Focuses on skills

Choosing a Choosing a Résumé StyleRésumé Style
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DecideDecide
onon

LengthLength

Make your résumé as
long as needed to sell 
your skills to recruiters
and hiring managers.

Deciding on LengthDeciding on Length

Samples Attached at the end of this document

EDITED BY: CAICAP.WEEBLY.COM
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Main Heading

Career 
Objective

Summary of 
Qualifications

Work
Experience

Special
Skills

Achievements
Awards

ActivitiesEducation

Arranging the PartsArranging the Parts

ArrangeArrange
thethe

PartsParts
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� Include a career objective only for a 
targeted job.
� Ideally, name job title, area of 

specialization, and type of company.

� List your name, address, phone, and e-
mail address.

Heading and Objective

Arranging the PartsArranging the Parts
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� Name your degree, date of graduation, and 
institution.

� List your major and GPA.
� Give information about your studies, but 

don’t inventory all your courses.

� Present your most impressive skills and 
accomplishments in a concise list.

Arranging the PartsArranging the Parts

Summary of Qualifications

Education
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If your work experience is significant and 
relevant to the position sought, place this 
section before education.

Describe
your

experience

List your
previous

jobs  

Include
non-

technical
skills

Arranging the PartsArranging the Parts

Work Experience
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Start with the most recent jobs. 
Include employer’s name and 
city, dates of employment 
(month, year), and most 
significant title.

Salesperson, Kmart, Dayton, Ohio. 4/08 to 5/09
Manager, Fleet Equipment, Kettering, Ohio. 6/09 to 
present
Tax Preparer, Volunteer Income Tax Assistance 
program.  March, 2009 to present. Sinclair College, 
Dayton, Ohio

List your
previous

jobs.  

Arranging the Parts of a RésuméArranging the Parts of a Résumé
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Prepared state and federal tax returns for 
individuals with incomes under $25,000. 

Conducted interviews with over 50 individuals to 
elicit data regarding taxes. 

Determined legitimate tax deductions and 
recorded them accurately.

Use action verbs to 
summarize achievements 
and skills relevant to your 
targeted job.

Describe
your

experience

Arranging the Parts: Arranging the Parts: 
Work ExperienceWork Experience
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Include
non-

technical
skills

Organized holiday awards program for 1200 
attendees and 140 awardees. 

Praised by top management for enthusiastic 
teamwork and excellent communication skills.

Give evidence of communication, 
management, and interpersonal 
skills. Employers want more than 
empty assurances. Try to 
quantify your skills.

Arranging the Parts: Arranging the Parts: 
Work ExperienceWork Experience
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� Highlight your technical skills.
All employers seek employees proficient with the 
Internet, software programs, office equipment, 
and communication technology tools.

Arranging the PartsArranging the Parts

Special Skills, Achievements, Awards

� Show that you are well-rounded.
List awards and extracurricular activities, 
especially if they demonstrate leadership, 
teamwork, reliability, loyalty, initiative, efficiency, 
and self-sufficiency.
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� Listing references directly on your résumé
takes up valuable space.

� Instead, most recruiters prefer that you bring 
to the interview a list of individuals willing to 
discuss your qualifications.

� The best references are instructors, your 
current employer or previous employers, 
colleagues or subordinates, and other 
professional contacts.

References

Arranging the PartsArranging the Parts
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Sample Reference List Sample Reference List 
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� Omit references (unless specifically required).
� Look for ways to condense your data.
� Double-check for parallel phrasing.
� Project professionalism and quality.
� Avoid personal pronouns.
� Omit humor.
� Use 24-pound paper and a quality printer for your 

print copy.
� Know how to send your résumé by e-mail. 
� Have a friend or colleague critique your résumé.

Arranging the PartsArranging the Parts

Additional Tips
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Textbook Résumé ModelsTextbook Résumé Models

Chronological Résumé Models
� Recent college graduate with 

related experience (Figure 13.7)

� Current college student with 
limited experience (Figure 13.6)

� Current university student with 
limited related experience    
(Figure 13.8)
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Textbook Résumé ModelsTextbook Résumé Models

Chronological Résumé Model
� University graduate with 

substantial experience         
(Figure 13.9)

Functional Résumé Model
� Recent university graduate with 

unrelated part-time experience 
(Figure 13.10)
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Being Honest and EthicalBeing Honest and Ethical

� Do not inflate your education, grades, or 
honors.

� Do not enhance job titles.

� Do not puff up accomplishments.

� Do not alter employment dates.

� Do be honest, ethical, and careful.
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Polishing Your RésuméPolishing Your Résumé

� Avoid including anything that could become a 
basis for discrimination: photograph, age, marital 
status, national origin, race, etc.

� Do not send a photograph.

� Don't include your social security number.

� Don't include high school information, 
references, or full addresses of schools or 
employers.

� Don't put the word "résumé" at the top.
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Submitting Your Résumé Submitting Your Résumé 

� Word document
� Plain-text, ASCII document
� PDF document
� Company database
� Fax

Employers may ask you to submit your 
résumé in one of these ways:

Samples Attached at the end of this document

Use	Action	Verbs	in	Statements	That	Quantify	Achievements

Identified weaknesses in internships and researched five alternate programs
Reduced delivery delays by an average of three days per order
Streamlined filing system, thus reducing 400-item backlog to zero
Organized holiday awards program for 1,200 attendees and 140 workers
Designed three pages in HTML for company Web site
Represented 2,500 students on committee involving university policies and procedures
Calculated shipping charges for overseas deliveries and recommended most economical rates
Managed 24-station computer network linking data in three departments
Distributed and explained voter registration forms to over 500 prospective voters
Praised	by top management for enthusiastic teamwork and achievement
Secured national recognition from National Arbor Foundation for tree project



FigUre 13.6 Chronological	Résumé:	Current	College	Student	With	Limited	Experience

To highlight her skills and capabilities, Casey placed them in the summary of qualifications at the top of her resume. She used the tables 
feature of her word processing program to create neat, invisible columns and to fit more information on one page, the length favored by 
most recruiters. 



FigUre 13.7 Chronological	Résumé:	Recent	College	Graduate	With	Related	Experience

Courtney Castro used a chronological resume to highlight her work experience, most of which was related directly to the position she 
seeks. Although she is a recent graduate, she has accumulated experience in two part-time jobs and one full-time job. She included a 
summary of qualifications to highlight her skills, experience, and interpersonal traits aimed at a specific position. Notice that Courtney 
designed her résumé in two columns with five major categories listed in the left column. In the right column she included bulleted items  
for each of the five categories. Conciseness and parallelism are important in writing an effective résumé. In the Experience category,  
she started each item with an active verb, which improved readability and parallel form.



FigUre 13.8 Chronological	Résumé:	Current	University	Student	With	Limited	Related	Experience

Eric used MS Word to design a traditional chronological print-based résumé that he plans to give to recruiters at the campus job fair or 
during an interview. Although Eric has work experience not related to his future employment, his résumé looks impressive because he has 
transferable skills. His internship is related to his future career, and his language skills and study abroad experience will help him score 
points in competition with applicants. Eric’s volunteer experience is also attractive because it shows him as a well-rounded, compassionate 
individual. Because his experience in his future field is limited, he omitted a summary of qualifications.



FigUre 13.9 Chronological	Résumé:	University	Graduate	With	Substantial	Experience

Because Rachel has many years of experience and seeks executive-level employment, she highlighted her experience by placing it before 
her education. Her summary of qualifications highlighted her most impressive experience and skills. This chronological two-page résumé 
shows the steady progression of her career to executive positions, a movement that impresses and reassures recruiters. 



FigUre 13.10 Functional	Résumé:	Recent	College	Graduate	With	Unrelated	Part-Time	Experience

Recent graduate Kevin Touhy chose this functional format to de-emphasize his meager work experience and emphasize his potential in 
sales and marketing. This version of his résumé is more generic than one targeted for a specific position. Nevertheless, it emphasizes his 
strong points with specific achievements and includes an employment section to satisfy recruiters. The functional format presents ability-
focused topics. It illustrates what the job seeker can do for the employer instead of narrating a history of previous jobs. Although recruiters 
prefer chronological résumés, the functional format is a good choice for new graduates, career changers, and those with employment gaps.



FigUre 13.13 Plain-Text	Résumé

To be sure her plain-text résumé would transmit well when within an e-mail message, Leticia prepared a special version with all lines starting 
at the left margin. She used a 4-inch line length to avoid awkward line breaks. To set off her major headings, she used the tilde character 
on her keyboard. She saved the document as a text file (.txt or .rtf) so that it could be read by different computers. At the end she included a 
statement saying that an attractive, fully formatted hard copy of her résumé was available on request. 

“I want my résumé to be the one you remember. It’s also 
available as a music video, interpretive dance, and a haiku.”
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